DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program Nomber:  Soons

Date: April 6, 2001

Statement o oo

1. PURPOSE AND SCOPE. Toissue a Records Retention Schedule and emergency
implementation procedures for a record disposition and dispasal program for the DCDC.
A records disposition program provides for the effective and efficient management of
records no longer needed in office space to conduct current business.

This direclive does not contain procedures for management of microfiche, audiovisual and
alectronic records.

2 PROGRAM OBJECTIVES.

a. Records will be disposed of in casnpliance with the Records Retention Schedule
(Attachments 1 and 2).

b. Temparary records whose authorized retention periods have expired will be promptly
dispased of, usually by destruction or occasionally by authorized donation to eligible
persons or organizations.

b. Records no longer nesded in the office 5pace but not yet eligible for final disposition
will be timely and systematically transfemed to a designated records storage site.

¢. The identification, refiring. transfer and retrisval of records at the Washington National
Records Center (WNRC}) shall be timely implemented.

3. DIRECTIVES REFERENCED
D.0. 1300.1A “Freedom of Information Act {FOLA) and Privacy Act,” (4/5/78)
4. AUTHORITY
a. D.C. Code Chapter 29 "Public Records Management" §§ 1-2901, 2602 and 2906
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b. Distict Personnel Manual (DPM), Chapter 31A, “Records Management and Privacy of
recards:

5. STANDARDS REFERENCED
2. American Correctional Association 2™ Edition Standards for Administration of
Comectional Agencies: 2-CO-1E-01 . '

b. American Comectional Association 3™ Edition Standards for Adult Local Deterttion
Facilies: 3-ALDF-1E-01

¢. American Comectional Association (AGA} 37 Edition Standards for Adult Correctional
Institutions: 3-4052

d. American Comectional Association 3% Edition Standards for Adul Community
Release Servicas: 3ACRS-1E-01

6. RESPONSIBILITIES
Government. Provides oversight for the DCDC records rmanagement program. This
agency is rasponsibie Tor appraising alt Distriet records, approving their dispasition,
providing program assistance and reconds center siorage, evajuating necords
managamant programs and sarving as the custodian of permanent records.

5) Serve as the DCDC Vita! Records Officer ang coordinate with the deparntment's
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B) Ensure that designated DCDC staff ara aware of their records management
responsibilities.
7) Conduct periodic evaksations of the records management programs within the
BCDC,

8) Implemert approvad records dispositions, ensuring that na records are destroyed
withaut proper authorization as specified by the D.C. Records Schedule,

9) inventory and schedule records created and maintained by the DCDC.

10) Systematically review records disposition schedules, file plans, and procedures
on a triennial basis to ensure that they are curent and update them as RECESSary.

11} Conduct a program of regular internal records management reviews to assist
programs in implementing appropriate records managsment procedures,

¢. The DCDC General Counsel shall assist in dedarmining what records are needed to
provide adeguate and proper documentation of Department activities and in specifying
appropriate retention for records. The Inspector General shalt assist in determining
the retantion of Department records that may be needed for mtemnal audit purposes.
DepMmmmmibl&farmﬁgﬂﬁMpmgmmaEpmpeﬂy
documented and that records created by their program areas are managed according
to relarvant regulations and policies.,

d. DCDC Executives, Wardens, Administrators and Office Chiefs shall:

1) Ensure that this directive is implemented and adhered to within their respective
areas of program responsibility.

2) Each Executive Manager, Warden, Administrator or office chief shall conduct an
annual Internal Review, documenting compliance with procedures contained within
this directive.

e. Al DCDC employees and contract staff shall;

1) Safeguard all records they create, coliect or maintain commensurate with the risk
and magnitude of the harm that would result from the ks, misuse, unauthorized
access b or medification of information. Appropriate safeguard’s shail be adopted
1o ensure confidentiality and overall security as required in PS 1300.1B "Freedom
of Information Act (FOIA) and Privacy Act”.
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2) Conduct work in accordance with D.C, Govemment records management
reguiations and DCDC records management policy and procadures.

3) Creats and mnagemeremrdsnemssarytndummntm&nﬂichlacﬁviﬁes.
This includes creating appropriate reconds documenting meetings, conversations,
electronic mall messages, telephone calls and other forms of communication that
affect the conduct of official Department business.

4) Destroy records only in accordance with approved records disposition schedules,
andranmverecurdsfmmmeDCDCanurmmauﬁorizaﬁan. .

.5 Fiepemnnalpapersandnmremrdnmerialsseparatehrfmmnﬁﬁamcuc

recofrs —

- The DCDC Traming Administrator shall, in consultation with the Records
inistrator, devedop and administer training for identified employess to ensure that
requirements of this Program Statement are mat.

head to make and preserve records containing adequate and proper docurnentation of
the organization, functions, policies, decisions, procedures, and essartial transactions
of the agency, that are designed to furnish the information necessary to protect the
legal and financial rights of the Government and of persons direcify affected by the
agency's activit :

- RECORDS. As the basicadmhistraﬁvetmlbywhichtheﬁwemmrddoesitswark.
records are a basic component of each agency's information resources.

policy and program judgments; provide information required by the Congress and
others to oversee the agency's activities; and document the agency’s organization,
structure, and achievements.

2) Records are made or received by a District agency either 1o comply with a faw or to
conduct public business. As 3 resuit, they belong to the Government rather than to
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individuals, and their legal disposition depends on the prior approval of the
Archivist of the District of Columbia,

Records are, or should be, preserved because they constitute evidence of contain
information of value. They doctment an agency's organization, functions, and

activities or the persons, places, things, or matters dealt with by an agency.
Agency records’ value falls info three overlapping categories:

a) Administrative Value

All records have administrative value because they are necessary fo conduct
ﬂnagmcfsmmﬂhummdumﬁmnfﬂﬁsvaluamybgw?rshum

Many records at operating levels have short-tenm administrative value because
they are cormespondeance duplicated elsawhere, reports summarized at higher
agency levels, or logs serving as temporary controls.

b) Fisecal Value
Along with general administrative value, some records may have fiscal value.
Records with fiscal value document the agency's financial transactions and
obfigations. They include budget records; which show how expenditures were
planned; voucher or sxpenditure records, that indicate the purposes for which
funds were spent; and accounting records; that classify and summarize agency
expenditures. .

¢} Legal Value
Besides administrative and fiscal value, records may also have legal value.
Special concem for legal value applies only 1o temporary records, bacause if
records are perrnanent they will always be available to protect legal rights. The
DCRS designates as temporary many records with legal value, such as those
relating to contracts, claims, property disposal, payroll, and civilian personnel,

Some legal values relate to records that the law requires the Govemment to
create and maintain in the course of its operations. Others, however, are quite
broad and do not necessarily involve an agency’s operations. Instead they are
intanded to protect the rights of individuals and orgenizations. Such records are
useful in documenting legally enforceable rights or cbligations of the
Government and persons direcily affected by an agency's activities.

Examples of records with legal value include formal decisions and lagal
opinions; documents containing evidence of actions i particutar cases. such as
¢claims papers and legal dockets; and documents invoiving legal agraements,
such as leases, fitles, and contracts. They also include records relating to
criminal investigations, workers' compensation, exposure to hazardous material,
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and the issuance of ficenses and permis. Stift other examples include recorcis
relating to loans, subsidies, and grants; entilerent programs such as food
stamps and social sacurity’ and suwivnrbemﬁtsinGovammentpensiunand
ather programs.

4) Remrdsvarywidelyhmeirphysimlfurm or characteristics. They may be on
paper, electronic, audiovisual, microform, or other media.

5} According to the life cycle concept, records go through three basic stages: (1)
creation (or receipt), (2) maintenance and use, and (3) dispasition,

€) Scheduling records is the process of developing a document that provides
mandatory nstruction furwhattnduwiﬂuremrdsmlungarneudedfurmnam
govemnmaent business. This document is the DCDC Records Retention
Schedule.

6) Most records cannot and should not be kept permanantly or even for long pariods.
All records, regardless of media, fail info one of two categories for disposition
purposes:

b) Permanent records. These are sufficiently valuable for historical or other
pPUTPOSes 10 warrant continusd presenvation by the District Govemment.
Relatively few District records are permanent, although the exact percentage
differs from agency to agency.

7) Nonrecord Materiais

a) Only the Records Administrator shap? determine record or nonrecord status,
after obtaining any necessary advice from the agency's legal counsel. The

following guidefines apply to nonrecords;
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(1) Nonrecord materiats should not be filed together with recorts.

(2) Nonrecord materiais should be destroyed when no longer needed for
reference.

(3) DCRMO's approval is not required to destroy such materials.
b) Nonrecord materials currently include:

(1) Information copies of comespondence, directives, forms, and other
documents on which no administrative action is recorded or taken.

IR

T

in the transmitted material.

(3) Tickler, follow up, of SUSpense copies of comespondence, provided they are
axira copies of the originats.

(4) Duplicate copies of documents maintained n the same fila.

{5) Exira copies of printed or processed materials for which complete record
sets exist, such as curent and superseded manuals maintained outside the
office responsible for maimaining the record set.

(5) Catalogs, trade journals, and other publications that are received from other
(3overnment agencies, commercial firms, or private institutions and that
require no action and are not part of a case on which action is taken.

{7} Physical exhibits, artifacts. and other material objects lacking evidential
value.
8) Personai Papers

a) Some Govemment employees, especially executives, sanior siaff, scientists,
and other specialists, accumulate and keep various personal papers at the
office. The maintenance of personal papers in agency space and equipment
requires agency approval and also compliance with District and agancy
requirernents. If kept there, such personal papers must be clearly designated as
such and maintained separately from records.

b} Personal papers are documentary materials belonging to an individuai that are
not used to conduct agency business. They relate solely to an individual's
personal and private affairs or are used exclusively for that individual's
convenience. They may refer to or comment on the subject matter of agency
business, pravided they are not used o conduct that business. In contras! to
both records and nonrecord materials, personal papers are not Govermnment-
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mud.cmdmmntarymteﬁalsarecieaﬂypersanaland may readily be
Henﬁﬁedandclahledasmm.Categwianfpemmal papers include:

¢) Materials accumutated by an individua! bafone joining Government service that
re not later used to conduct Government business. BExamples include previous
work files, political materials, and referance files.

(TJMatarialshfmghthtuoram.mmhhdinmenﬁeeﬂ:ataremtmedtu
mnductagencybtmw&lairehtesouytnanindwwsfamﬂy

matters, outside business pursuits, professional activities, Of private political
asscciations. Examples include family and personal comespondence,

volurieer and Community service records, litsrature from professional e

d) Somnmteﬁalsflppeamgtnbepersmmlpapersmuupqutuheagmw

£ Empioyeasshanhemreﬁdmttnn'lb:pemmalpapwsvdm District records.
Altfmghpamnﬂpapasn‘nybeﬂestrwed or removed at the owner's
discretion, i is Hlegal to destroy or remove reconds without proper authorization.

9. PROCEDURES.

Each employee and manager of the DCDC shall manage records throughout their fife
cycle that inclydes the following components:
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b. Records Maintenance and Use. Record filing, indexing and storage shall be
maintained in accordance with DO 1210.1A, "Department of Comections
Standard Filing System”, dated Septernber 1, 1974,

¢. Records Dispasition

1) Dcmmsﬂmmmseﬁmﬁﬁedhmemmﬂnism:tnfcmumbia
GnvemmentRsmrdsRaterrﬁnnSdudulemlistathmrﬁl This

Schedule shall be strictly and fimely adhered to for the disposition and disposal of

2} In addition, DCDC specific rds are identified in the DCDC Records Retention
Soredrie (AN ok i [5F SCNEaO0E shal B sy ammmtﬂfm
the disposition and disposal of identified records.

2) Empiloyees shall not destroy any records that are not included on the Records
Retention Schedule. In this instance, the employee shall consult with the DCDC
Records Administrator for disposition guidancs,

3) Requested changes fo the Records Retention Schedule (l.e., W indude records

not contained in the Recards Retention Schadule or to transfer, retain or destroy
records fora diﬁemntﬁmeparind)musthesubmi&adtutMDCDCRmﬂs

Administrator for change approval by the DCRMO.
3} Identify ard segregate fles that are targeted for storage, transfer, or destruction.
10. Storage of Records Outside of the Office

a. Each employee must pack records in the original filing arder or a logical order that
requires minimum retrisval time.

1) Dnhrbnxasnfﬂutypewsizecuntahadunpaga1 of Attachment 2 can be used.

2) Pack the boxes as if they are file drawers, They should be in the same order in
which are maintained in active files,

3) Place lettar-size records in the box with labels facing the numbered end. The
rurnbered end should be apposite the stapled end.

4) Phuebgal—sizeremrdsinmeboxsamatthelabelsfaceme left of the box as you
face the numbered end. '

5) Leave all guides and tabs in the records if they will help WNRC personnel service
the records. :
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€) Do not over pack the boxes, Do not add additienal material,
7 Each box must be at least 34 full,

B} Usingabladcmagicmarlmr,inmeuppm-leﬂmmernfmebnx,wmeme
Accession Number (for example: 351-98-111), The (351) describes the racords
gm:pdassiﬁmﬁm.ﬂm{%}dmmmemrmemsmnmfenednr
marked for storage. 'I'ha{111)de3='ihesmeonetimeunique number of the
records that are transferred or storad.

1) Perform all Steps In § a.(1) through (10) above,

2y Complete the SF 135 Washington National Records Center (WNRC) request and
forward it tn the DCDC Recods Administrator

3) The Racords Administrator shall review the request to determine that it comphes
with the DCDC Retention Schedule and the procedures contained hersin.
Requests determined i be in noncompliance will be retumed to the requesting
service area for corrective action,

4) Requests meeting the necessary requirements for retirement to WNRC shall be
logged intn the Request for Records Retirerent database for tracking and
transport purpases.

5) The DCDC Records Administrator shall forward each Request for Retirement to the
6} The DCDC Records Administrator shal} log each approval in the tracking database

and retum the approved requast(s) to the requasting service araz with the requiired
SF 135, "Records Transmittal and Recsipt”.
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8) A sampie of each record being retired or destroyed (see Section 11 for
destruction) shall be included with the SF 135 or the documented request for
destruction.

11. Disposal of Racords. Termawremrdsnnlongerneededtnmﬂuctagmcy
business shall be disposed of by destruction as follows: :

‘a. Utilization of shredders when the volume of records do ot exceed 25 boxes

b. Sent tothe Office of Faciiiies Management to be bumned at the authorized incinerator,
or

c. By donation to an eligible person(s} or organization{s) after receiving approval by the
D.C. Records Management Office.

For recordkeeping purposes service areas shall provide the DCDC Records Administrator
with a listing of all records destroyed and/or donated. The list shall include date of and
mansofdhposal;ﬂdmbed.ﬂ:enamaﬁhcaﬁmafmamwwmnmmmﬁnn

receiving the donated records.
@MMn E §
Director

Attachment - DCDC Records Retention and Disposal Schedule
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Aftractmeat 1
REQUEST FOR APPROVAL OF AGENCY RECORDS RETENTION SCHEDULE

1. Name of Agency 2. Schedule No. [ 3. Arnendme.r!t Na.
DC DEPARTMENT OF CORRECTIONS 01-01 i

4. Person with Whiom to Gomer 5. Address 6. Teiephone
Regina C. Gilmore 1923 Vermont Ave N-119 (202) 671-2059
B . NW DC 20001-4125

7. Action Requested

A Approval of agency records retantion schedule

B. _ Approval of amendment to agency retention schediule

_;1?:44,.‘.(; ‘:?.Mm,_ %J:,ia. 201 .

Signature of D.C. Archivist Date

!‘ZEE tﬁu— 2L A7 2/
Sighatiire of Pubiic Records Adminstaior Date
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D.C. Records Scheduie 704-01
D.ﬂ_pﬁ?ﬂm OF CORRECTIONS



Page 1 of 21

District of Columbia Governmant
SCHEDULE ~ AMENDHMENT
RECORDS RETENTION BCHEDULE T04.01

ltem

Records Serfes Dencription

Total
Retenilon

Mafriain Retenilon in
In Office Recordy Center

DEFARTMENT OF CORRECTIONS

peraons commilted {o ite prsons, Inatitulions and facillllee-, promulgates rufes snd regulsiions for
he ealahllshment of indusiries, fasms, and other aciivilies, to claselly the inmaten, and to provite
foe their proper tragimant, zere, rahablitsilon snd reformaiions.

|

Offtes of the Drector

ulrfeei Files. Arrangec chronologicaly by program area. Flles include genora coiTaspandance
nd memoranda, masting minutes with Indema! aiaff, Mayoral Cabinet mesiingn, ong fund
Reports, spesches, racords that documern 1hs organizallon's, policies, pracedures, schedyls of

aily acllvitian, plans, reporia, manuale, and managemen reform palkcy, and cther records thet
document other major functions of the offica,

Permanent. Weed fiies of duplicate and other non-racords. Cul fas of the and of ihe caimndar year,

Relain in office (naclive fila} for 2 yenrs. Tranafer ip Recards Cemtar for 4 yoars. Transfer {o Archiven
her 5 years old.

Investigative Repori Flies. Arranged cheonological by dels and theraafisr by pre-asuigned

urnbars. Filas Inchude carraspondence, sexum! harsssrment complaints, sxtraordinery cccurence’
slgnificent Incider reporis, aftar nction investigatvs reporia, and othar relatad recorda.

Fermanent. Cut files | year shtar Investigation |s completed, Rataln in offica for 3 yesre. Tranafer to

ecords Center for 3 years, Review by Archives for final cispoation 7 yedra sfter invesligMion In
omplated.

Fermaneni

Review by
Archives in
T yerry

2 yoars 3 Yeara
Transler
'Te Archives

Jyoars 4 yanary
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District of Columble Government
SCHE[HILE ~ AMENDMENT
RECORDS RETENTION SCHEDLULE T01-04

Recordn Serkes Deseription

Todsl
Relerition

sintain
w Olflice

Rateniion in
Hecords Cenier

Oflice of the General Counsel {0GC)

Tha Offica of the General Counsal provides tegel advice and guddanoe to the Directer and sxacutive
staff of the DCDC. Coordinales fegal iralning and program development-, secvos mn a Poirk of Conlact
For cther law enfoicwnent agancies.

Case Fllea, Arranged chronotogically by Clull Action No. Flles Include comptaint loams, comespandence,

hotlces, nofes, discovery documans, testimonles, reporis, transcripis, and othet releied records and
malerials,

out filas when casa Is closed. Retaln In office 2 years sfter final dlapcaltion. Trenster io Recorde Canter
kor 5 yeara. Destroy 7 years afler final isposhion.

Natlces of Intent fo Sue, Fllad aighabeticalty by laat name. Files Inchude notices of Intent to sus,
Correspondence, notes, and olhar relaiad records.

I~ 11 Rles 81 eng of calendar year. Retaln.n office 2 years. Dastroy 3 years afler fling date.

Spectnl Mnster Files; CA 93-2420 Bavsye Nost vs. DCOC - Class Acllon {Saxusl Harassmenl} Law Sult
ilad by Bessys Maal. Arranged stghabstically by lnst name of complainen], and theraafler by membore
1 Protective Clasa who qualifed to be Includad In ihe Clasa Aclion sult. Fllas include complainis,
tagtimontes, corraspandance, courl orders, recommeandations, resoiutions, franacripts, snd

oihar ralsled racords,

cut NMiea when caze la clesed. Retaln In office 3 years. Transfer to Records Center for 5 years. Offer la
Archives whan B ywars old.

Sulipoenns, Fliad chrendlogleally by Clvit Action No. Files Include laget orders raquenting pecple to
reatily in cour, comespondance, and athar related documents.

Cut filas al end of calsndar yaar. Relaln in office for 2 year, Transfer '0 Racords Cenler for 3 yasrn.
Deaslroy aftar 5 years,

T Years

A Yaara

Permanend

§ Yaors

2 Yours

JYenrs

2Yenm

5 Yuars

% Yearsio
Archlives

A Years
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District of Columbin Governmant
S8CHEDULE ~ AMENDMENT
RECORDS RETENTION BCHEDULE 7011

fem

Recerds Serlex Deacriginn

Retention in
Records Canter

7

Interatnte Detniler gn Agreement Aci Ferms, Ananged n__usn_”_,u__.um__“._q by Inmate's nama. Flias inchadg
orrespondence, Inmals franafer request forma, and olher rejated documert]s,

ul files at end of calandar yoar. Retain In oMce for | year. Dopiroy mhter 2 yeat.

Freedom of fnformation {FOIA) Fltes Sa# Digirict of Columbla Genaml Racards Schaduly
(DCGRS), Schadule 14, lisms 19-20.

Cfice of Inleruai Aflairs

The OHlce of Interna! Affaire tonducts invealigations io eneura thal the sgency's programs ans
operaling ky complanca with tews, raguintions, policles, prozades, andg standards 5 protecy

Ihe agency agalnat frawl, abuse and unlewful conduct of ILs smploveas-, and to invaeligeda reports of
escaps and apprehenslon of Inmates.

Subsjeed Filen, Arranged alphabeticaly by subject, Fins Inglude correapondence, mamoranda, raporis
and other ralated documenin,

nc__.__u:_n_._nn_nn_u_._n! Eq.zui_.___;usnm (Inactiva filen) for t yaar. Transter io Recorde Center
of 3 yenrs. Dasiroy afler & yaars. '

Tnvestigniion Filer. Arranged chronologlealy by date. Filen includes Eaﬂun:qu_._nr. noles, raports
8ports, forme, and other refated documanta,

Cut flies 1 ymar afer compiation of investigation, Redain in office for 4 years. Transfer lo Records
Center for 3 vaars, Offer 1n Archlvas alter 8 ooy,

5 yaara

3 yeors

§ yoars 4 yaars

Office of Publc Affulry

Previdea dirsction ang managemanl of public Wormation sarvicas. Dissaninates Intormation 1o

:mamu_nmzn .,.,n:__.___::__fn_ﬂrn.u sucapes, instiulionfacilly disturbances and smpioyea
Misconduct, .
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District of Columbia Qovarnmant
BCHEDULE ~AMENDMENT
RECORDS RETENTION SCHEDULE T01-01

[tem Records Serles Daneripilon Toinl Malntuln in _ Retention bu
L Retenilon OfMfce Records Cenler
11 Subject Filea. Arranged alphabsticaly by subject and thersunder chucnologlont by dates. Fliew Include Termunent 5 Yours aYeara
Cortespondance public statemants, leslimonias, spaechen, Inmale consent aed medla forma.
iPerannneni, Gul flaa oi lhe snd of the calandar year, Refain In ofilce for 4 years. Trawiafer io Records
Canter for Iyears. Offer to Archives alter B yanrs.
|
12 ___:E releases. Arrange chronologlcally by datas. Fermanent 2 Yoo 2 Yaars
_?_.E..:.a.. Cut el end of calendar year. Retain In office 2 years, Transler 1o Records Canter far 2 years
oid. Offer 1o Archives after 4 yanrs,
13 [Ofikce Fltes. Arranged alphabatically by subject. Files Include comaspondance, legisiation, studies, Review hy 5 Yanrs 3 Yanrs
aporis, mayored orders and mamoranda, and other related Mes. Archlves for
Flnal
ut fite at 4-ywar Intervals. Refaln In office for | year, Tranafer [ Records Center for 3 years. After 8 Dlspoaiiion
[ ears, review by Archivas for fina) disposltion.
Difce of Inieran] Contraly, Comtplinmce nnd Accreditation
OHica of iIndemal Conirols, Compllmnce wnd Accraditallon -_._._-..__.a- the agancy compllen with lawns,
onsltullenal raquirementa, local regadations, poficies and procedures, and natlonsl slendards for
risons vla mrmual audite. It menages the agancy Policy and Procedures and actradialicn program.
14 |Subjeet Files, Arangad chronologically by [assigned number] of instiulions. Filas include 10 Yerrs 5 Yoars 5 Yoars
prraspondance, court orders, compliance, sudit, tracking raports, special officar and monlhly
poris, abatemanl planes, memoranda of agreement (MOA), and legat opinlona.
ul filas at and of calender yeer. Relaln In office for 5 yamrs. Transfer ic Records Center lor 5 Yaars.
setroy afar 10 yeors.
15 urvey and inspection Flles. Ses DCGRS, Schedule 18, llam 16.
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Matrict of Columbin Governmant
SCHEDWULE AMENOMENT Page Sof 18
RECORDS RETENTION SCHEDULE To1.-01

Memorandum, Technical Referanca Mariusts, Program Guidefines, and procedural snd cperations
manuals,
cut cff. On-golng fies,

[tem Records Series Description Tata) Malutal Redention in
Retontion I'm OHM Rerords Centar
[ 16 [Administrailve Managemeni Records. Forma) directives, 8. Progran Siatements, Oparation ~ || Permanent

i}

External Confinement aud MonHering

Tha Office of External Confinement and Monitoring moniiora conlract with urtn.u_w nn corractional
facilities in compllance wiih the Naflonal Capitol Revitallzailon and Self Govemment Act of 1997

Frogram FHes. Arranged alphebatically by subject and theraunder chronologieally by date. Files
nciude correspondsnce, Incidents, facifites Inspactions, and annual raporis, confracts, saryice,
facltias, inmata housing flies, dady Inmats Popuiation count flles, wd ciher related razords,

Cut filaa at end of the catendar ysar. Rataln in offica | year, Transfer io Records Center lor 3 yaars.
Cesiroy after 8 yaars.

urvey nnd inspection Flles, Ses DCGRS, Schadule 18, ltem 10,

CA No, 90-793 Green v, DC Complisnee Reporis. Arranged chronologicaly by dste and tharaafier
umerically by pre-assigned number of report. Flies Include ormespondencs, loga of cour ralated
sarvices provided 1o Inmates, law llbrary matsrials lisl, wnd othor relsted racords.

Cut files at end of calendar yoar, Retaln In ofice for 2 years. Deatroy when 2 years old, or when no
longer neaded,

B Ywnra

3 Years

5 Years 3 Yaars

3 Yaarg

1

Financlal Management

a Offica of Financlal Manmgsment davelops and monllars DCDC's bitdget. Tha OMce is

xnunu:-_u_msqﬂnx_zucnin} ung.gnn?ﬂ_ﬂi.!& proceming of ihm Agency's
yrll end he inmate banking system. .

tandnrd Depasit Tleket. Arangad chronotogicslly by dates and treraunder numarically by fickat,
ites Include financial records relating to collaction of and custady monsy, deposit forma, appropriaflon
Warrards, and certilicats of dapoaita.

K Years alter
mmdit

2 Yearsafter} 3 Yoaes pfter audit
Audi¢




ul ftaa efier audit. Relain in affice for 2 yeara. Trenafer to Recorda Camier for 3 yeam, Deriroy 5 yeare aftar
Bt

Paga B of 21

Recerds, operailon and adminisiraiive Mens, and eacords that documeart the crganization, poficies,
Procedures, and major Encliens of the offlca.

ICut filas at 4-yaar Interval. Retain In oifice for | year. Transter fo Records Carttar after 3 yaars. Ofer
1 Archivas whan 8 yeors old,

I District of Columbla Govarhment
SCHEDULE AMENDMENT
RECORDS RETENTION SCHEDULE 7041-01
Henin Rerords Relentlon Stries Toial Mubntain in Retention In
Retenlion e Records Center
31 :SOAR (Standard of Accouniing and Reporting) Reveniie/Receipls, Aranged chroncloglcaly by $ Yearzaller | 3 Yenrsalter [ 5 Yenrs aller sudit
Daton and numerically by receipta, Flles include the avaliablidy, collaction, cunlady and deposit of Andli Andit
Funde, including sppropriation warrants and certificate In the SOAR system, '
Cut filen after audit. Rataln i offtca for 3 years, Transter 1o Records Canter for 5 years. Casiroy 8 years
aftar audglt.
2 Accouniable Oflcers’ Account Records, See DCGRS, Scheduls 8.
23 |Payrolt mncl Pay Adminlsiration Recerds, Sag DCGRS, Schaduls 2,
14 Expenidliure Accopnting Records. See DCGRS, Schadyle 7.
23 |Voucher Schedule Paymenmt. Arrengsd cheomologicatly,
26 |Procurement, Supply, and Grant flecords. Sea DCGRS, Schadule 3,
_ 27 [Teavel and Tonnsporistion Records. Sas DCGRS Schadule 9.
Depaty Direcler for Admimbstratlon
The OHice of the Depuly Director for Administration provides overall direction ke progrem
Analysls, Human Raspurce Managemeni, Haalih Services, Spacial Nesda/Refiglous and
Voluntear Services, Faciliss Managemend, Supply Management, Transporiation UnH, ang
|Managsment Informaflon Sysiamas.
3 [Subjcet Files, Fllas arranged according alphabellcally by program araa . Files mclude Permaneai 5 yenrs 3 years to
_nguuﬂa:na:nn memorenda, mealing minutes; plans, reporis, manusls, dirsclves, legal Archlyes

%
F
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Diutrict of Columisia GQovernmant
ACHEDULE ANMENDMENT
RECORDS RETENTION SCHEDLULE T-01

[ Ttems 73:.&“ Serles Dezcripiion

Totsl
Retemilon

Malaisin
OiMce

Redenilon In
Records Centar

19

30

3

LY

n

L

35

Labor Mansgenent ReJationa Records, Ses DCGRS, Scheduls 1, Ham 24

upy Management, This Unit s respansitds for the managamen and Inventory of supplies and
quipment for tha Agancy.

repecty Dispoant Records, Sem BCGRS, Schagula 4,

Reformatory/Inmate Squad Count Sllp. Arranged _n_._.a._._n..nu_um__t by dute, and tharsundar by
as name of nmata, Cantend on slip Inclydes hand count, accourdabhity, snd racking Informailon,

Fatain in office for | ymar than deslroy,

TE..!E__....._._E. Records. Ses DCGRS, Schadyle 12

fSubject Files. Arranged rumericaly. Inciudas Sewnge and Wasla Tes! Repont, Daky Work
Tickeln for Repairs angd olher flan as llatad,

Cul flies Decomber 181 Ratain In offica for 3 yaars. Transtar fo Recorde Canter for 2 years,
Daslroy when 5 vears old.

Archltectural Deslgn, ang Ewgineering Brawings std Related Records {Easemeant and Right-Awey,
Deoda. Property Transfers). Ses DCORS, Schedkile 22.

rten Closure Reposis. Arranged chronologicly by date and theraunder numerically by pre-
elermined Manlificalion numbers. Reports consiat of datubase ihat ligis {apk, and duratian,
start, and finlsh dadas.

ul flea at end of calendar ¥a8ar or when raport Is compleiad. Tranefer to Records Center for 4 yenrs,
tfor Io Archives when 6 yoars old,

J vear desiray

5 yeary

Fermnnent

3 years

1 year or
When report
In completed

2 yaary

4 years io Archlvey
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" Disirict of Columbia Govermmeni
BHEDLLE ~ AMEMDMENT
RECORDS RETENTION BCHEDULE 11701-01

Ttem

Records Serlen Description Tatal Makninin in Retention In
_ Retentlon Oifice Racurds Cenler
Transportndlon Unis This Unit s responelble for the oversll nmate innsporiation servicas
[and provides mainienance fof the Agancy molor flest,
36 [Subject Filea. Arranged chronologicelly by date. Files Inciuda eorrespondence, molaor vehicle, 2 Years
malntenance, operailons, service, and repair recards, and oihar records raistad o iha funciions Dastroy
pf Tha office.
Cu fllag at and of calsndar year, Retaln In office for | year. Duntroy aftar 2 yeam.
37 {Motor Vehick Maintenance snd Operstien Records, Sae DCGRS, Schaduls 10.
kL ackground Reports. Arranged chroncloglcally by date. Fllea includs a Jadger or worksheaet, Yoara Dastroy 1 Yoar 2 Yoors
aled records, Informadion on tedger or workshes! Includes weapons, racio, and ather

shicle kventorisg, Inmata movement, work detal® count shasts, court bus mandast, fime and
lsndance, manter roster, shift compliment, overtims Justification, madical and sscorted idpe tranapaort
anifests, inter-Insiitutional transfar sheets and ciher related transier information,

ut files when ladger or workshast s disconiinusd, Transiar io Records Cenler for 2 year,
slroy afar 3 yedrs, _

{uman Resourco Management Untt. Thin Uni provides for managamentlabor relalions,
rug testing, smployee rairing, Equal Empltoymen Opportunity (EED), Employas Asslstance
ogram, personnel recruiiment, employes development and compensation monitoring.

32 Personmel Rerords. See DCARS, Schedule 1.

rhafitlng Adminisiratlon Unit. This Unkt

pravides iralning for amployss carear and
ofesalonal growth and development. .

40 Fralning Records, Sea DCGRS, Scheduls 1, [tem 25,
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District of Columbla Govermnmant
BCHEDULE ~ AMENDMENT
RECORDS RETENTION SCHEDULE T01-01

Recorids Seriey m.ﬂnl_u_:.:

Toial
Retention

Maininig In
Oflice

HRetenilon In
Records Center

41

42

L)

44

inciude health care, smployment skills devalcpment, release planning, resumption of famity

responsiblilty, and refiglous

and valurmasr mervices.

ubjes| Files. Arranged aiphabstically by subjact. Fliss Inciude valuniesr applicnllonn,
Praposals ko etard programs, carrsepandence, and olhar redated fecords.

Cuit fies in 2.yaar Inlsrvat, Retain In oMfios for ! yeer. Trangfer to Records Canter for 2 years. Dasiroy 5

yoars aflar fles bacome Ing

ctha,

Religlous Complalnis nng Appenals Files, Arranged alphabetically by last nams of Inmale,
Flles Include complaint farme, comsspondence, Inmate Grigvance Procedure forms,

- [transcripl of hearing, fnal

4 yoars after final appeal.

years, Dastroy 4 yaars afler

regulations and atatuas,

decislon, mird othar relslsd records,

G files after final appest. Ratain in oMice for 1 yaar. Transfer to Records Center for 3 yaars. Deslroy

Speclal Needs Program Flies, Arranged alphsbsticaly by subject. Fllas Inciuds Title I, Subsisnce Abuwe,
Women Prlsonars, Violence Reduction and Limitad Engfleh Proficiancy {LEP} Program records,
sltendance racords, progrens, damagraphic, snd monthly raports, and gtiar reixisd racords,

Cut filas afier Inmate complaigs program. Rataln In office for | "__r!. Transfer to Records Center for 3

inmale complsies progranm.

Environmental Services, Tha OMice of Environmental Services i responsible for the enviranmental
zontred program of the Agency. It ensires complance with ACA Standaxis and cthar spplicable

Environmental Serviees Fragrsm Flles. Arranged chronolegically by date. Flles Include
Correapondence, memoranda, DCRA and court Inapacticn recorgs: instduliondfacitity
nvirotimental Inapaclign racorde, reports Tor i inatiulions/faciitles wnd bulidingw; and

olher ralalad records.

Cut liles Bl 3- year intervals,
Basn,

Rataln In olce 2 years. Transler to Racords Centar for 3 yaars, Destroy 8

5 Yoera

4 Years afler
final eppesl

4 Yaars

B Yoars

J Yoarn

i Yaar

! Year

3 Yoars

2 Years

J Yeara

3 Yoars

3 Years
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Diatrict of Columbis Government
BSCHEDULE ~AMENDMENT
RECORDE RETENTION BCHEDLLE T01-01

Fecords Saries Deseripion

Toinl
Relentlon

Mantain in
Oflice

Metention in
Recards Center

45

46

nae Manngement Services The Ofice of Case Managamant Services provides ovenslght for Agency's
nmala Clansillcallonfcuatody and kunale ssrvices pragram. Coordinates the Inmate population
esignation and movemant 1o federal, utaie and contract facillies ae wall as destiration of

pectal Managemant tnmates. Agancy's lkalson with the BOP for Inmete fransfers &nd

raparation of 0.C. Inmaie parcie packages for heatings bafors the U.5. Parols Commiasion.

rovidas claasilcatlon review and signsiure suthoriy for percke reporls complatad by conlrect

nd state facHities.

anngemnent Services Case Fliey, Amanged chronologically and thersundsr siphabaticely by
ala, Flio inckide correapondsnce, memornde, orders, ks, refarrate, recalpls, plane, repors,

anuals, drectives, records that document the organization, policien, proceadurss and majar
unclicna of the office, and oihier relaied records.

I~ ut Mles after cane is cioaed. Retein In oflce for 2 years. Transfar to Racords Center for & years.
Dasiroy 7 yaars after case |8 closad.

Formerly Offlce Deputy Direcior for Inatituttons (the fellowing impiuiionnl u_ho_.-._u.... fafl goder (e
management of the Deputy Divetior effeciive March 2001.)

The Capidy Direcior for Inatiutions managas insliiuiionsl Wardens and ovarsess the day-lo-day
pargdion of s correctional feciiliime and ¢lowurs of the Lorion resseealion. Schedide applies to fles at
tha OC Detendlcn Faciity, the Central Faclllly (and Moduiar Faclity extension) and the privately
operated Corractlons Corporation of Amarlca Correclional Treatment Facllily ws well as tha Lorian
aciiities |hat wers closed under the DG Revllalization Act. They were Madium Secuily Faclliy,
indrmum Securlly Faclilly, Youlh Center and Maximum Securlty Facllties. As of December 21, 2004
anly lhe DC Dstentlon and ihe Correcllonal Treatment Fackites whl remain open.

Securily Management, Inslitutional cperalions to Include security and conirol, inmale manegemant; lodi,
koy and contraband condrel, and safaty and correctional amergancy respones,

T Yeors afier
Cane |s cloged

Subjeci Fites, Arranged chronclogically end numatically. Includes corraspondance raflecting
policies and procedures, manuals, directive plana, reports.

satroy

upsreaded
r ahyolets
ocuments,

2 Years after
case la
closad

& Yaars gllar casa

inclogad
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District of Colembis Devernmpnt
ACHEDULE ~ AMENDMENT

RECORDE RETENTION SCHEDULE T01-01
Hem Records Saries Deseriptinn Tutut Mukntwin In Relention ln
Retenlbon DiMice Racords Conter
47 |Invesilgative Reports, Reporta and related papers regarding majar and miner occurrence In
Departmant Facillties,
Exirnordinary Qccurrences T yaars J years 4 yaars
Cut files Decombiar 31at. Retain in office 3 years. Transfer io Recorda Center for 4 years.
Dastroy whan 7 years ald. :
Slgnificant Incidents 2 yuars 2 yoars
Cut files Decamber 31st. Retaln i offics for 2 years. Dasiray when 2 years old,
48 |Sceurity Staffing Files. Records ofithe development of Sacurity Poat staffing in an Instituiion which | Destroy after |2 yoars
inclyde: post analyals charts, ter roater, commities recommendation facards and epproved |2 years or
maater roster; post change notices, and olhar policles ralative io post masignmenis and atrengihs. |when
_ suthority
Cut flles December 31st. Relain In ofice for 2 yeara. Destroy whan 2 years old or when aulhority fchanges,
changas whichevar comes sooner whichesvar
comes
f jaconer,
Ry Roster Management Flles. Dally dbcuments and record of ihe securily operation during & 24 hours [Destioy ater
perlod. Doctiments Include dally asalgnment roster, dally racepliviailon stwat, overtime record, 11 year
shift report, thne and allendence e&t, and postisiafl complement breakdown.
50 |Correcilons! Foree Mnnagement Fijey. Destroy after
1 yoar
a.  Control Canter key or code raarda, emargency stalf cafl back carda and radio log: patrol
reporis, Service reporls orfnterruption and test raporis; automalic surveillance chars
and register of Patroiatanm aystam. Deatroy 3
months slter

B, Arms distribution shesl, tharge racords ang recelpis,

return of mrms
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Diatrict of Columbia Governmeant
SCHEDULE ~AMENDMENT
RECORDS RETENTION BCHEDULE Y01-04

51 Security Inspection Files, Docurnepts ._".E.Fr.._:m bo Inathullon Inapeciions,
2. Reports of perimater fence __Jn. towers, perimeter pasts, mobile posts, all shakedowns, Dastroy sfter
Arsanals and taol condral, 1 yaar

b.  Fires, explosions and aceld Dastroy after |3 years
Jyenrs

Ll filas Dacember 31ai, Deslroy pfter 3 years.

52 ILogynnd Repisiers, CHraTet oTODOOONN O TOOieIITY 1 29y Enged CIONDRNCE by dmwa |7 yoars 1 yenars 8 yaars

PIRPTHANR Wit BOHFRTIES 11 %F conmis b of dbqueitiat ditalls 6f corviimerioes i fetabe to viricm

T8Ciriy functions-snd servioe,

Cut Cut Log Books when fiflad, mkm._._ In Office for 1 year. Transfer to records center for bix

¥Rars.

"5 lnmnate accountabillly Records

8. Indhvidual inmate movement rmtords Dastroy 8
months afler
Inmatw's
ralaase

b Inmate count dacumentation which idaniities Inmats population count during a 24 hour Desiroy after

perlod. 8 months
c. "Dy InhETenEDe = vapm BT IS TR RO R o 1 yoar
By DEDD Nt s Ha
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Crintrict of Columbla Government
SCHEDULE ~AMENDMENT
RECORDS RETENTION BCHEDULE 10181

Records Berles Deseripiten

Todal Malntain In Total Retention
Retentien Off ica .
54 [Adjustment and Homsing Hoard Siiga, Arranged Inmetes last, first namas and DCOC and i Permanant unti
maintained at the Fachity whare Adustment Board Hearing Is hald, tnchrdes documantation Inmata's
ol hearings for behavior adju and housing malters while hoveed In the particular facilty. raleass
The originat disciphnary and houaing board hearings are maintainad In the inmaie’s officia
Institullonal record.
Cul oft - When ihe Inmata s trenslerred lo anciher instiution. Makmigln for one year. DESTROY
natHutlonn] Care Management. P Inmate ssrvicas such &3 housing wnd cuntndy clansificslon,
ounsedng, relarrats fo rehabiéiallve|programs snd ralsase preparailon.
55 - |wslllutionst Cane Mansgement Flles. Arranged alphabetical by Inmmo sme, and chronologicad by __w.qi-n:- 3 Yearn 5 Yoo
ave number, Flies Include correspondence, Fedorsl Refetmal Packages and documontation on Immsdes
zing consldered for plecement in w BOP facllity-, Parcls Progreas Report decumentation an Inmates
eing considered for parole by L1, 5. le Conmmiasion; Inter- Instibuifonsl Transfer Reports, Parols
pplicatlon and Waiver Recards; Soctal Securlty Card Appliestion, Pre-Sentence Repors; [nmale Sach)
Visitallon; and other redsted records.
ut fliss mhter daclaion by Bureau of Prisch or Unfled Siates Parale Commiasion. Retaln In offica 3
ars, .
ransfer ta tecords Cemder for 5 yeurs. [Bnnure records copy included in [nmale Crse Fite]. Desiroy &
ears sfler Mnat decislon,
Education Serviess Offles Files, ArT chronological by date, Filan Include Student
Enrcliment Application-, verificadlon ¢f en inmate's wppication for enralimant in & course of study.
56  |Eilucatlonst Good Time Credit ~ R » of the award of cradiis for compistion of advcatlon Programs; (5 Yenrn 4 Years 11 Years Raview
ulling In the raduclion of sligible INmats's minknum and meximum sanisnca in accordance wilh Review by by Archives
C Coda Title §§ 24 24-428 twough(24-434, DC Code §22-3202, §24-442 snd §33-501, Avehlves tor
Finsl
ul afler | year afier complation of am o« upon Inmate's ralsmya from pragram. Retaln In ofics 4 Disposktion
ears. Transfer to Racords Center for |1 yaars, Review by Archiven for final disposition.
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Diairied of Columbla Govermmeant
SCHEDULE AMENDMENT
RECORDS RETENTION SCHEDULE T041.04
item Records Serbes Descripiion “Todal Malniain In Totnl Retention
Ralentiog Off bee
Iligher Education Program. This Progimm pravldes conbractad acadsmicivocailonal sducailonsd
arvices through the University of iha District of Calumbia (UDC) 4o Inmates who hava oblainad
high echoo! diplorma . The foklow degresas may be conferrad: Assaciate Dagresa or

Baccalaureate Dagrae In Lrban Sludiss andfor Cerlicate of Complation of Apprenticeshlp
Programs.

57 [Igher Eduentlon Program Flles. Arra glphabstical subject. Filas nclude coniraciup I3 Yenrs 4 Years 11 Yaara Roviaw
racarde, information perialning to Eimu?, varification of padicipation for wwarding of Good Time Review by by Archives
Credit,- Higher Education Authorize Form-, Certification of Complation of Course, Archlves for

Final
Cut filaa | year afler complation of pragram of upcn inate's ralesss from program. Retain in office 3 Disposttion
years. Transter lo Records Cander forl | I'yanrs. Review by Archives for finl disposltion,

50 [Imstituilonal Inmate Records Office bes. Arangad chronological by date. Fites Include corraspon- d Years 3 Yaars J Years

nee, kog books, tranafer records, fofms, inmate movemsant shests, and cther relsted records.
ut file al 2-ysar intervats. Retaln In/OMica for | year. Tranafer to Records Center for 3 yaars,
astroy after G years,
Payeliologleal Services, Program rasponsibis for the mental health assensment and svaiuation of
® inmale population. Provides raychologlcal evaluation for appropriate housing and adminleiration
f inmates, I

39 |Psychological Services and Evatuailo Files. Arranged aiphabetically. Flies Include 7 Yoare afler | 2 years after | G¥ears after s in

ofréspondence, forme, evatusiions, ortm, Beaasarnania, recoimmendations, and olher ralsis:d Fla|s closed [fife Ia cloned cloasd

Racords,

Cut filea when closed, Retain In o
7 Yaars aftar flla ls closag.

for 2 ysara. Tranafer to Records Cantar for 5 years. Destray
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Bistrict of Columbia Government
SCHEDULE AMENDMENT

.|=n=_

RECORDS RETENTION BCHEDULE T01-01
R

ORDS SERIER DESCRIPTION

Tatal

&6

Oflee of Records Mausgement

ESTRICTIONS: Access to fileg e alln

gelally amous, Infamous, noterous, unusual, or highiy
ubilclzad inmates:

ETENTION: Psrmanent. _unk.ﬁ D.C. Archives,

kwnales raguires the writian permission of the
hief Recorda Qfficer or his or har degignes,

Relention

Permamwent

Muindnin In
OfMen

Retentlon In
Records Oflen
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District of Columbin Government
BCHEDULE AMENDMENT
RECORDS RETENTION SCHEDULE Y0101
Item RECORDS SERIES DESCRAFTION Tolnl Mainisln In Helendlon In
Retenilon OMe Records Office
. Inmatle who diss while Incarcenatad.
ETENTION: Transfer to the WHRC within 90 days after tha inveatigation is completad and tha
ile Is ciosed. Destroy 5 yaars efef iranafer to ihe Recorde Center.
. All other Inmate racords.
RETENTION: Ratain in office 50 nm_ﬁ after expiration of senisnce and u!_a_m torm or olher 10 years days after ¢ Years and 8
supervislon, whichaver [s aconer. icrs In Records Center B yaars, B moniha. Destroy, xu__H_n: of Months
antences
rofe laimn.
COMMUNITY CORRECTIONAL CENTERS
The Communlly Refeass Programs aliarnativa to Incarceration for cour orderad
miadamaananta, pre-trall deteiness snd inmatas paroled o supsrvision. :
Thin program has adminisirative res nulbitity for iha dally operation of CCC ¥4, xnd mantomn servicas
provided by aif corec! facilltias. CCA: fachilean provide counssling, substance abuse servicas,
ﬁau_s__a!_ ansistance, parsonst firdince training, and housing assistancs.
61 ubject Files. Arranged alphabstically by subject, Fies incluts corespondence-, raports and 7 Yoars 4 Yaarg 3 Years

plane-, Escape/Apprahension Report] Reviaw Hearing Reports, Jdge vioiation jatter: bikings for
contraci faciiles, inter-Instittionm Teanskers-, Census Report; Fact Findinginvestigailva
Reporin-, Halfway Houss Vioiallon R 8-, policles and procedures; Inmate CCC foiders, and
other related records.

ICu files al 3-yeor Intervais. Retaln In pifice 1 yaar. Transter io Records Cenler for 3 years.
Clestray aflar 7 yaars.

Management Information Systam

Tha Managemeni Informallon malntaljie he sutomated Informadlon, isiscommumications, and
olher operating syslama, Jt provides ¢ BT muintenance sarvices, and monltors the
Agency’s operaling natwork Fig eystama,
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Ciil filas nHar lant entry In logs. Ratdw In Oice 2 year. Dastroy 2 years aiter laat aniry,

District of Columiia Govermnment
SCHEDULE AMENDMENT
RECORDS RETENTION 3CHEDULE 701-01
llern Rexords Seriey m.-._:.__:_ﬁ- Toinl Maintain In Toted Retantion
Ratentlon Office
62 Office Program Flics. Amanged chipnologicat dale, Files nchde cortespondence, forme, d Yoars 3 Yaars 3 Years
maating schacules, monthly reporte, office gosis/plans, sdminiviralive records, policles end
procedives, surveys, reparte, bilefings, and olher related records.
Lut files at 2-Intervals, Hatain in offica | year. Transfer to WNRC for 3 yeare. Dasiroy atter 8 years.
[pasessmant evatuallons for the inmple hesith care delivary systam for the Agency.
63 [Subject Fites. Amangad aiphabelical by ubject. Flles Include correspondence memoranda, Deatroy after 3 Years

plana, reporis, manuals, direciives, 88 of mesilngs, wpesches und records that documant 4 Yeam
the arganization, pollclas, pr and major function of the office.
ut at and of calendar year, Reiain |n office 3 years. Desiroy whan 4 years old.

64 nmate Medical Records, Arranged plogicad by the Inmate's DCDC numbar. Inmate 10 Yours after 3 Yaarg 7 Yoars after dale
edical Record Fies are complete ritien recond of the history, candition and treatment of date of iasi of lasi
sdhical and chnlcal mervicas providgd Lo Inmates within the camectionsl nclity madical Tresimant Trealmant

nfirmaries. Fllas |s divided Into alx xections that confain: Problem Liste, Prograsa Nobas,
onsuitalion Reports, Infrmary and|Hospital Trip Tickels, Intake Exsminadion Reports, Doclors
rders, Lab and Diagnostls Radlographlc Reports, Dentat documentation and dental k-raya
nd paychlairic and mental health dbcumentation. :
The Inmate’s DCOC numbaer s usad av the madical ke number, Tha Grst Three diglts shak be In
lack marker and ihe last thres {3) fumbers shall be color-coded taba. Retsint in offics apace for
iurgilon of inmate’s Incarcer. .
Cut fle | year after date of Iaat tresd . Retain In Otflca for 2 yaars. Tranafar Io Records Canter for 7
yaars aflar date of the last (reatmant,
LH] edlcad Logs and Tracking — Madical, Dental, Pharmacy, Lab and Mantsl Health Cara Logs. Deslroy 2 2 ¥oars
m__".u conterd ncludes slck cak: u cars, spacialy, routing and hospital appeiniments, no Yanars alior laat
howirafusal documentation, ch cara reaimerd sign-in, Entry

|
-
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Dimirict of Columnia Govermnmani
BCHEDULE ANENDMENT Page 18 of 16
RECORDS RETENTION SCHEDULE T041.01

Ttemn Records Serien Dareription “Tolal Malntnin in Hetention in
N Retenilon O ice Records Center
66 [Medical Equipment Monktering - Theso recorda conmlat of materlals requislion from the warshoUuss, Dasircy after 2
Inventory, equiptmant Inspacilons monlioring. Yanra
Cul filas at end of calendar year, R ¥ office 1 years, Destroy atter 2 yoars,
Depariment of Corractions and olhey government agencies, This program Piovides inmatas
wilh Ihe opporiunily for on-ihs Job irglning and addiiona vocsllonat irelning through
amploymant to complats requesied labe, La. printing, maikling kcanss plalew, furniiure
ratwbishing-, talloring/garment m - farm and lnndacaping-, and immdering,
67 IBubjuct Files, Arranged siphubstica by aubject. Fllus Includs corespondence, A Years 3Years
Mamoranda, raporis, plans, manunhy, records that document the program, policles,
Pracoduras; financial nlatements; lsgislative proponale; Lorton phesws out and mafor
functions of the office,
Cut files at end of calandar YT, In fn office 3 yaars. Destroy after 4 years,
68 |Security Management. m..__Ean._._u_ ¥ Arranged chronciogleaily and mumerically. Includes Deatray
corraspondance refleciing polclas bnd procedures, manuals, directiva plana, reports. superseded
or obanlate
P documaents.
69 |lnvestigative Reparis. Reparis end|retaiad Fapers regarding raajor and minor oCourrangs
Depariment Facilitias,
. Extraordinary Ocewrrences
T years dyenrs 4 years
Cut filea Decembear 31w, Relain in office 3 years, Tranajer to Records Center for 4 years,
Deslroy when 7 ymars old.
b. Significant Incidenty
2 yoars 2 years

Cut files Decamber J1st. Retfainin

pffice for 2 years, Dasiray s_._m: 2 yaars old.
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Itern Retards Sarfes Deacripiien “Total Makntain b Relenifon in
Relention O ice . Records Centar
" |Correctlonal Force Assignment Files. Rocorda of the development of Securily Posl ataffing In wn Dastroy after |2 years
Instiution which Include: post analyals cherts, master roater, commiites recommendsdlon records |2 yesrs or
and approvad master roster; post change nollces, and ather policles ralative to post assignmants  jwhen
and sirengths. authorliy
changes,
Cut files December 31sl. Retain i office for 2 years. Desiroy when 2 years old or when authorily [whichever
changes whichevar comes sooner comes
|SoOnEaTr.
M1 |Roster Manngement Files. Dally dgcuments and record of the ascurity operation diving a 24 hours
period. Documents Include dally sssignmant roster, dafly recapliuistion sheet, ovartime recard, Deatroy after
&hitt report, time and atiendance sheet, and poststaft complamant braskdown. 1 year
7t |Correctional Foree Conirol Fites. Gontrol Centar key or code records, emsrgency siaff call back Dastroy after
cerds and radlo log; patrol reporls,| Service feporta of Interruption and test reporis’ sutomatic 1 your
survelllance charls and ragister of | Patrol/alarm syshem,
[Dastroy 3
Arms distribution sheet, charge radords and recelpts, months after
return of arma
73 |Sccurlly Inapection Files, Documehts pariaining o Inaltiztion Inspactions. IDestroy after
{ yoar
a. Repors of peritmeler lence ._L-. towers. perimetar posts, mobila posis, all shakedowns, Destroy after |3 years
arsenals and tool control. 3 yaars
b. Firas, explozione and mnn_ua_._r
Cut files Decomber 31st. Destroy jafter 3 years.
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74 |Logs and Reglsiers, Consist of log books or roglsters ihat document sequenilal deteis of
occurrences thal relate to varlous securfly functions and ssrvices.
a. PoslLog Book
T yoars Retai for 3 | 4 years
No Cut Off - Ongeing. Retain in affice 3 yoars after last eniry in the Log Bock. Tranafer 1o years afler .
Records Cenler for 4 years. Desifoy when 7 years old. the laat entry
in the Log
Book
2 yoaars
b Log Books or reghatera of inmate services (L. mall, properly, recreation, eic.) [Danlroy 2
| years After lant
sntry
¢.  Log Books or regiater of sied sacurily squipment (armary)
On going. Redain in office 2 years after last antry in the Log Bouok, then destroy.
T4 |Accountabillty of Inmates. Record acsount of the Inmate population, location and conirol, :
8. Ihdividual inmata moverment card records Deatroy §
months afier
Inenate's
reloase
b. inmata count documentailon which idantiflas inmats population count during & 24 hour Deatroy after 8
pertod. { monihs
c. [ally inmatea cansus — depicte tha delly instiutional nwn_na_._ﬁ_.__ of the Inmats populailon 1 yaar
by DCDC Number and housing status
T8 JAdjustment and Housing Board Fiies, Asranged numerically by DCDC number at Facity Parmarent untll
Adjustment Board, Includes documentation of hearings for hahavior atljusimant and housing inmata's
imatters while housed In the particuler facllly. The original discipiinary end housing board rdlease
hearings are maintained in the In s oificial Inslltutional racord,
Cut off - None. Maintaln unt In Is transferred to anciher inatitullon. Can only be rescinded
by Warden or CCC Administraior,
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Th

CORRECTIONAL INDUSTRIAL, SERVICES

Inmates with the opportunity for on-the-job training and additional vocutional {raining
through smploymeni to complatre requented jobs, L. printing, making license plates,
furniture refurblahing, tallodng/garmant ingking, farm and lsndscaping, and launder,

reparis, plana, manitals, records that document the program, policias, proceduras; Bnancig!
statements; leglslative propoasis: Loren phase cut and mejor funslion of ths offica.

Cut filet a end of calendar yoar. Retain in office 3 years. Ceatroy after 4 yesars.

Subluct Files. Arangsd alphabetical by subject. Fllea Inchude carraspondence, memoranda,

4 Yeary

3 Years




DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 1

PERSONNEL RECORDS

Agency parsonnel records refate 1o the supervision over and management of District
employees. This scheduke covers the disposition of all official personnel folders of
District employees and alf other records relating to parsonnel, wharever located in the
agency.

Records created prior to January 1, 1821, must be offerad to the D.C. Archives before
2pplying the disposition instructions set farth in this schedule.

This general records schedule was approved by the [J. C. Records Disposition
Committee on June 17, 1687.- it replaces D.C. Schedule 40, Section 1.

ITEM DESCRIPTION AUTHORIZED DISPOSITION
23 .
Standards of Conduct Files

Comrespondence, memoranda, and other Destoy when obsolete or Superseded.
necords relating to codes of athics and
standards of conduct.

24 Labor Management Relations Records,

2. Labor Management Relations General
and Case files, excluding records of
the EOM/Office of Labor Liaison,
[Office of Labor Liaison records are
coverad by DCSHB503)

Comespondencs, memoranda,
reports and other records relating to
the relstionship betwean
management anc employee unions

ar other groups.
{1) Office negotiating agreement Destroy when 5 years old.
{2) Other offices Desiroy when superseded of obsolete.

b. Labor Arbitration General and Case

1 lssued 4789
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Files.
Correspondence, forms and background  Destroy 5 years after fmal resolution of
papers relating to labor arbitration cases, case.

Training Reconds.
a. Training Aids.

{1) One copy of each manual, syllabus, Submit request for disposition authority |
textbook, and other training aid e D.C. Archives.
developed by’ the agency.

lesued 4789

{2) Training aids frnTn ather agencies or
Private institutions. Desiroy when cbsolete or superseded.

b. General File of Agency Training.

{1) Comespondance, memoranda, Destroy when 5 years old or & years
agreements, authorzations, reports,  after compietion of a specific training
requirement reviews, plans, and program. :
objectives relating to the
establishment and operation of .
fraining, courses and conferances.
{Included
are Training Forms 104, 11, 114,
1iB, 11C; and DCSF
1207-A)

{2) Background and work papers.
Destroy when 3 years old.



DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 2

Payrolling and Pay Administration Records

1 1?{1:!} of the Budget and Accounting Procedures Act of 18950; and {¢) records redating to

H LS O Thee

| ILe |
Government-wide programs.

tax mﬂ'thuldrng savings bonuds, ar fieity or othes records held by the

Documents required by the Comptrolier Ganeral 1o be maintained for site audit are
segments of accountable officer's accounts. In no event may disposal be made of

required by 82 Stat 1301 {4
maintained in aceordance with
the GAO Manua) for Guidance

One time and attendance repo
@ach pay period, and the curre

pay period.

U.5.C. 3309). Most Pay accounts are prepared and
Title 6~Pay, Leave, and Allowances and incorporated in
of Federal agencies.

it {(Optiona! Form 114 30) is maintained for each employee
M leave status figure is accumulated from pay period to
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Other records incidental to the payroliing process are: (a) withholding tax and savings
bond records; (b) reports made to the Treasury Departmant units and the Office of
Personnel Management on income tax and retirement transactions for persons
employed prior to October 1. 1987, and (¢} other records not pertaining o individuals,
but rather to the generaf administration of the payrolling office and the payroliing
function. :

in many cases the records will be in electroni: form, as the payrolling process has been
converted to electronic data processing throughout the District govemnment. With the

exception of miadhmnﬁalpmmgsﬁgfaﬁliﬁesda;m‘bedunderﬂemﬁ,au

LA =

Records created prior to January 1, 1921 must be offered to the D.C. Archives before
applying the disposition instructions set forth in this schedule.

This general reconds schedule was approved by the D.C. Records Disposition
Commitiee on February 15, 1989. It replaces D.C. Schedule 40, Section 2.

1. Ind#vidusi Accomnts Files.

Individual earning and service cards, such Transfar to the Records Center
as Optional Form 1127 or equivalent.

a. Ferindividuals employed prior to (1) If filed in official personnal folder
10701/87. {OPF) or in individual pay folder adjacent
ta the OPF, destroy with OPF. {See
DCGRS 1, ltem 1,2) (2) If notin or
adjacent to the OPF, destroy 55 years
sfter the date of the last entry on the card.

b. Forindividuals employed forthe first  Transfer to the Records Center: (1] if

Time after 9/30/87 who will not be filed in

covened under the Chvil Service Official Parsonnel Folder (OFF) or in

Retiremernt Systern. individual pay folder aciacent to the OPF,
destroy with OPF. (See DCGRS 1, Jtem
1.2}. {2 If not filed m or filed adjacent to
the OPF, destroy 56 years after the date
of the kast entry on the card.

2. Payroll Corresposdence Files.
General correspondence files maintained Destroy when 2 vears old.

by payrol units pertaining to  payroll
preparafion and processing.

2 {lssued O/E9)
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3. Time and Attandamer Reports Files.
a. Optional Form 1130 or equivalent.

(1) Payroll preparation and Destroy after audit or when 3 years old,
Processing copies. whichever is sooner.
{2} Al other copies. Destrnysmnnmﬁaﬂertlmendufmepay
period. .

b. Flexitime Attendance Becords.

Supplemnental ime and sttandance Destroy after audit or when 3 years oid,
Reconds, such as sigr-in/sign-out sheets  whichever is sooner.

and work reports usad for time acgcounting

under flexitime systems.

4. Individual Anthorized Allotments Files,
2. U.8. Savings Bond Authorization,

Standard Fesm 1152 or squivalent,
and authorization for individual
allotrnent ta the D.C. One Fund
Campaign.
(1) Ifmaurd‘smaintahedmanming Destroy when superseded or after
record card. separation of employee. If amployee
transfers within an agency or between

be fransferred. See Treasury Fiscal
Requirernents Mant:al, para. 5030.10 for
instructions regarding Savings bonds
authorizations, and Fedemi Perscnned
Manual (FPM) Chagter 550, Subchapier
3, Part 8, for instructions reganding
allotment auvthorizations.

(2) ¥ record is not maintained efsewhere. Destroy 3 years after superseded or 3

yoars after separation of employee. See
(1) above for transfer instructions.

5. Bond Reghtration Files.

Issuing agent's copies of bond Destroy when 2 years old.
registration stubs.

6. Bond Receipt and Transmittal Files.

{Izsied 0/29)

a1
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Receipts for and transmittal of U.S.
Savings Bonds and checks.

EBond Purchase Files.

Forms and reports with relaied
documents pertaining to deposits and
mrchase of bongds.

Leave Application Files,
App!imﬁonfanm, SF71, or

10.

11.

12.

reiating to requests for and aoproval of
taking leave.

Leave Record Cards.

Leave record cards such as OF 1137 or
equivatent, maintained separately from
pay and samings records, and OF 1130
when used as a Jeave racord.

a. Pay or fiscal copies.

b. Other copies.

Leave Data Files

Records of leave dats, such as SF 1150,
pregared axcept as noted in the FPM,
293-A-3,

a. Original copy of SF 1150.

b. Agency copy.
Notification of Personnel Action

Pay or fistal copy of SF 50 of equivalent,

not filed in the Official Personnai Folder.

Budget Anthorization Reference Files,

Copies of budget authorizations in
operating payroll units used to control

Destroy 3 months after date of receipt.

Destroy when 2 years old.

Destroy after audit or when 2 years o,

Desiroy when 3 years old.

Destroy 3 months after the end of the
period coverad.

File on right side of OPF. See DCGRS 1,
ltem 1,2

Destroy when 3 years old,

Destroy after retated pay records are
audited by or when 3 yesars old,
whichever is sponer.

Destroy when superseded.

(Issuad 0/89)
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personnel cellings and personnel actions,

13. Payroll Files.
Memaorandum copies of pavrolis, check
istsmdrelatednerﬁﬁwﬁnnshaets. such
as 5F 1013A, SF 11284, of equivalents,
2. Security copies of documents Destroy when Records Center recsives
prepareduruaadfordishu-samumby second subsequent payrod or checkdist
- disbursing offices, with relgted papers. covering the same payroll unit.
b. Al other copies.
(1) If samning record card is maintaimned. Destroy after audit or when 3 years old,
whichever is sooner.
(?.Jlr&amingramrﬂmrdisnot TransfertoRenordsCemurwhenamm
Masintained . old. Destroy when 10 years old.
14. Payroil Control Fides, '
Payrol control registers. Dasiruyaﬁarauditorvmenayearsdd.
whichever is soonar.
IS PlymllCiangeFﬂu. -
Fayruumangesﬁps,axdmivenfmmof
the OFF, such as SF 1128,
a Cnpy. usad in audit. Dm-oyudmrulatedpaymwdsare
auditadbyarwhensmrsnld,
i is so0ner,
b. Disbursingnfﬁmrmwumdh Destroy after preparation of checks.

16,

Preparing checks.
. Afl other copies.

Fiscal Schedules Filas.

Memorandum copies of fiscal schedules
used in the payroll process,

a. Copy us&d In audit.

b. All other copies.

Destro:;ﬂmnﬂ:aftermaendnfmepay
period.

Destroy after audits or when 3 years ojd,
whichever is sooner.

Destroy 1 month after the end of the pay

(Lssued 0/39)
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Admipistrative Payroll Report Files.
Repoits, statistics, with supperting and
ralated records pertaining to payrolf
operations and pay administaton.

a. Reporis and data used for workload
and personnel managemernt purposes.

b. All other reports and data

period.

Destroy when 2 years oid.

Destroy when 3 years oid.

18

19,

piR

Tux Files.

a. Withholding tax exemption certificates,

such a8 IRS From W4, and similar tax
examption forms.

b. Retumns on income taxes withield
Such a5 IRS Form W-2.

c. Reports of withheld taxas, such as
IRS Form W-3, with related papers,
including reports relating to income and
social sectrity taxes,

Retirement Files,
a. Reports and registers,

Reporte, registers, or sther control
docurnerts, and other records relating to
retirement, such as SF 2897 or
aquivalent,

b. Asgistance files,

Comespondence, memoranda, anniity
estimates, and other reconds used to
assist retiring employeas of survivors
claim insurance or retirement benefits.

Inserance Deduction Files.

Reports and reizted papers inciliding
copies of vouchers and scheduies of
payments pertaining to insurance
deductions.

Destroy 4 years after form s superseded
or obsolete.

Destroy when 4 years old.

Destroy when 4 years old.

Drastroy when 3 years oid.

Destroy when 1 year okd.

Destroy when 3 years old.

(Tesued 0/89)
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21. Levy and Garnishment Files.

Official Notice of Lavy or Gamnishment Destroy when 3 years old.
(IRS Form 88BA or equivalent), change

slip, work papers, tomespandence,

release and other forns, and other

records relating to charges against

retirernent funds or attachment of salary

for payment of back ncome taxes or

othet debts of District employmes

22, Wape Survey Files_

Wagemyrupoﬂsanddata, Destroy after compietion of second
background documents and survey succeeding wage strvey,
comespondencs pertaining to area Wages

paid for each amployee class:

background papers estahlishing need,

authorization, direction, and analysis of

wage surveys; developmant and

implemantation of wage scheduies; and

nequest for and autharization of spacific

rates {excluding authorized and wWage

schedules and wage survey recapitutation

sheets).

7 (Issued O/RS)
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Procurement, Supply, and Grant Records

This schedule covers the most frequentty found agency records relating to procurement,
supply, and grant programs. Since many District agencies conduct grant programs
which document projects contracted betweean the agency and an cutside party, grant
records are included as an adjunct to procurement and supply records. This schedula
aiso covers bid records, inventory records, talephone toll records, and contractors’
payroll records,

i 1 e AU ILITSIIECE

jc afgr - lanlar -

goods and nonpersonal services, controlling the voturne of stack on hand, reparting
procurement needs, and related supply matters which are part of daily procurement
operations. The basic procurement files reflect a considerable sange of procedure, from
simple small purchases to compficated prime sontractor and subcontractor cperations.

Frequently copies of procurement papers become integral parts of other files in the
agency, such as project filés of various types or gensral subject files pefainingto -
program operations. Such copies are not covered by this schedule because they cannot
be considered and evaluated separately from the files for which they are a part.

The General Accounting Office no longer requires agencies to maintair a separata file
of contracts for site audit, The agency contract files maintained in the contracting
officer's office are accessible to GAO auditors and have generally bean used in the

past.

In no event may dispesal be made of records pertaiing to accounts, claims or demands
involving the U.S. government which have not yet baen settled or adjusted by the
General Accounting Office without writtan approval of the Comptroller General, as
required by 44 U.5.C, 3309,

Records documenting procursment and supply in agencies are largely standardized by
various regulations, but the physical arrangement of the transaction files themselfves
differs in the various agencies. In all agencies the official contract files, for example,
contain a minimum core of specified documients, but there are also other documents
that vary in accordance with what the individual agency deems to be best for its own

operating purposes.

‘Me key procurement file is the transaction case file containing the formal contract or
informal purchase order or lease agreements and all retated papers. The documents
flowing into the transaction file differ in detail. but they include, in addition to the
purchase documerits, specifications, bids, schedules of delivery, initiating requisitions.
nvoices, and correspondence. Other copies of these documents, made for expediting
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and other administrative pUTposes, are scaftered throughout the inspection, shipping,
expediting, and other units of the agency procurement organization.

Other files related to the procurement and supply function incjuda reports vsed for
supply

management
invelved with government-wide programs, focal requisition, stock inventory files, and
 ather minar supply papers,

Remg‘ds created prior to .Janl.l-:‘u)!F 1, 1921, must be offerad to the D.C. Aschives before

LY T LI 1]

This general records schadyle was approved by the Board of Commissioners on
January 25, 1965.

ITEM DESCRIFTION AUTHORIZED DISPOSITION
1. Procurement Records (Unique).

Procurement fileg documenting the Submit request for disposition authority to
inttiation and development of transaciions D.FC Archives

that deviate from established precedents

with respect to general agency

pocurement programs, other than those

Covered by ltem 13 (befow).

2. Real Property Records.
Titie papers documenting the acquisition

of real property {by purchase,
condemnnation, donation, exchange, or

otherwise),
a. Papers for property acquired priorto  Submit request for disposition authority to
January 1, 1921, : D.C. Archives.

b. Papers for property acquired since Destroy 10 years after unconditional sale
January 1, 1921, other than absiract 0 reiease by the D.C. government of
or certificate of titl, conditions, restrictions, morigages, or
other liens.
¢. Abstract or certificate of tifa.
Transfer to purchaser after unconditional
Sale or retease by the D.C. government of
conditions, restrictions, mortgages, or
other limns.
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3. General Correspondence Files.

Correspondance files of operating
procuremeant units conceming intemal

operation and administration maters not

covered elsewhere in the DCGRS,

Routine Procarement Reconds.,

Centract, requisition, purchasa order,

Deastroy when 2 years old.

T L} L
including comespondence and related
papers pertaining to award,
administration, receipt, inspection and
payment jother than those covered in
ltems 1,2,13, and 15).

a. Procurement or purchase
organization copy and related
papers.

1)Transactions of more than
510,000 and all construction
contracts exceading $2,000.

2) Transactions of $10,000 or lass
and consiruction contracts under
32,000,

b. Odligafion copy.

c. Other copies of reconds described
above used by component elements
of a procurement office for
acministrative purposes.

Supply Management File

Files of reparts on supply requirements
and procurement matters submitted for

supply management purposes {other than

those meorporated in case files or other

Destroy & years and 3 months after final
payment.

Destroy 3 years after firal payment,
{Close file at the end of the fiscal ymar,
retain thres years and destroy, except
that files on which actions are pending
shall be brought forward o the next fiscal
year's files for destruction therewith).

Cestroy when funds are cbligated.
Destroy upen temination or completion.
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fles of 2 general nature),

4. Copies recaived from other units for
internal purposes or for ransmission
to slafl agencies.

b. Copiesin other reporting units, and
related work papers.

6. Salicited and Unsolicited Bids znd
‘pm-ﬁlﬂ.—

Destroy when 2 years old.

Destroy when 1 year old.

a. Successful bids ang propoasals.

b Scolicited and unsalicited URSUCos s &fy]
bids and proposats.

2} When filec with contract fiies.

. Canceiled solicitation fileg,

pricr award of the contract The
files incluge pre-solicitation
documeritation on the
requiremant, any offers which
weare opened prior 1o the
cancellation, documentation on
any governiment action up to the
time of cancalation, and evidence
of the cancelation.

2) Unopened bids,

d. Lists or card files of acceptable
bidders.

7. Poblic Prigter Racord,

Records relating to requisitions on the

Destroy with related contract case files
{see tem 4 of this schedule).

Destroy whan related contract is
cornpleted,

Destroy with reiated contract case files
{see ltem 4 of this schedule)

Destroy 5 years after date of cancellation.

Retumn to bidder.
Destroy when superseded or obsalete,
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Fﬁnter, and all supporting papers.

a. Printing procurement unit copy of Destroy 3 years after completion or
requisition, invoice, specifications and  cancellation of requisition.
related papers.
b. Accounting copy redquisition. Destroy 3 years after period covered by
related account.

8. Nono-perszona| Requisition File Records.

Requisition for non-parsonal services, Destroy when 1 year old.
such as duplicating, taundry, binding, and

other services (axcluding records

aszociated with accountable officers’

accounts. See DCGRS 6).

9. Inventory Requisition File Records.

Requisition for suppiies angd aquipment

for current inventory.
a. Stockrocom copy. Destroy 2 years after the completion or
cancadlation of requisition,
b. All other copies, Cestroy when B months okl
0. laventory Files.
a. Inventory lists. Destroy 2 years from date of lst
b. inventory cards Destroy 2 years gfter discontinuance of

item, or 2 years after stock balance is
transferrad to new card or recorded under
a new classification, or 2 years after

equipment is removed from agency
control.
¢. Report of survey files and other Destroy 2 years after date of survey
papers used as evidenca for action or date of posting of posting

adjustment of mventory records, not meadiym.
ctherwise covered in the DCGRS.

11. Telephone Records.



12.

1a
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Telephone statemerts and toll slips.

Destroy 3 years after period covered by
related account

Destoy 3 years after date of completion
of coniract unless contrace performance is
subject of enforcement action on such
date.

14,

18

156.

Grant Application Fije Recorda,

Applications, Memorandums,

and other records
refating to the decision to accept or reject
grant applications.

3. Rejected applications,
b. Acoepted appiications

Grant Case Flle Record,

Proposals or applications, contracts
project reports, studies, certificates
sgreamerts, memoranda,
comespondence, and other records
relating to receipt, review award,
evaiuabions, statug and monitoring of -
grams, allocation of funds, and project
budgets.

Grant Controj File Records.

indexes, registers, logs or other records
relating to control of assigning numbers or
identifying projects, appiications and
grants,

Destroy 3 years after period covered by
refated account.

Destroy S years after rejection.
See ltem 15 of this schedule.

Submit request for dispesition authority to
D.C Archives.

Destroy whan superseded or obsolete.
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17. Grant Correspondence and Sabject
Reconds.

a. Correspondence andior subject files  Submit request for disposition autharity to
including memorandums, studies, D.C Archives.
reports, forms and other records
relating to the lagat establishment of
the grant program, its policies and
basic procedures and tha
managenwasit and evaluatioss of
grarts.

b. Comespondence and/or subject files Destroy when 2 years old.
relating to routine operations and daily
activities in administration of the grant
program.

18. Fimal Froduct File Racords,

Published reports, books, studies, Submit request for disposition authority to
audiovisual materials, or any other fina D.C. Archives,

gran! product and related records in

textual or machine-readable form.
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Property Disposal Records

Records created priof to January 1, 1821, must be offered 1o the D.C. Archives before
applying the disposition instructions set forth in this schedule.

This general recomds schedule was approved by the Boaro of Commissicnars an
January 26, 1965. . '

I[TEM  DESCRIPTION AUTHORIZED DISPOSITION
1.  Surplus Property Precedential Case
Files

Case files on sales of surplus  Submit request for disposition
. ; " Archi

as
ltem 8 below) documenting the
inittiation  and development  of
transactions  that deviate  from
established precedents with respect to
general agency disposal or to major
disposa! programs.

2. Property Disposal Case Files

Case files on disposal of Surplus real Submit request for disposition
and related persanal property. authority to D.C. Archives,

3. Excess Real Property Reports. Submif request for disposition



DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 4
ITEM  DESCRIPTION AUTHORIZED DiSPOSITION
authority to D.C. Archives.

1. Property Disposal  Correspondence
Files,

Correspondence files maintained by Destroy when 2 years old.
units  responsible  for

disposal, pertaining to their operation

and administration, and not otherwise

provided for.

5. Excess Personal Property Reports. Destroy when 3 years oid.
6.  Suwrplus Property Case Files.

Case files on sales of Surpius

personal property comprising

invitations, bids, acceplances, lists of

Mmaterials, evidence of sales, and

refated correspondence {pther than

those covered in Hems 1 and 2).

a. Transactiens of more than Deatruy_ﬁ years after final payment.
$10,000.

b. Transactions of Jass than $10.000. Destroy 3 years afier finaj payment.
7 Real Property Files.

Co

convenient for the use of regl property  completion of sale, frade, or donaticn
£0ld, donated, or traded 1o non-federal proceedings, or acceptance of
or non-District ownership, including, ¥ purchase money mortgage.
pertinent as determinad by the

releasing agency. duplicate copies of

site maps and surveys, piot plans,

architect's skatches, working

diagrams, preliminary drawings,

blueprints, master tracings, utility

outiet plans, equipment locatior; plans,

specifications, construction prograss -

photographs, inspection reports,

building and equipment management



ITEM

DESCRIFTION | AUTHORIZED DISPOSITION

and maintenancea records, allowance
fists, and title papers provided (a) that
the records can be segregated without
harm to other documents of enduring
value, (b) that no responsibility
attaches to the District govemment
because of disagreement between the
transfered documents and the
physical condition of the pProperty at
the time of conveyance. See algg
DCGRS 22, Architectural, Design, and
Engineering Drawings and Related
Records. :




- DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 6

Acconntable Officers’ Acconnt Records

{a) the collecting officer, who receives monies owed to the District government
and ensures that it is credited 1o the proper account:

Office of Financial Management since ha accomplishes the actual payment
of public monies tg proper creditors: and

(c) the certifying officer, whose sighature on 3 summary attests to the
authenticity of vouchers listed on the schedule.

(whenever the Comptrolier General determines that audit shall be conducted at the
site), requires agencies to retain these records, which are under GAQ cognizance. The
General Accounting Office has given general authority to the agencies, if the records



DISTRICT OF COLUMRBIAGENERAL RECORDS SCHEDULE 6

retained in the agency, some agencies have eRminated the creation of memorandum
copies as described in Hem | of this schedule. Records relating to the availability,
collection, and custody of funds include:

(1) the appropriation warrants:
(2} other documents which deposit funds into the Treasury; and
(3} documents which provide accountable officers with status reports on funds in

their custody, such as the proofs of depository account and statements of
funds to their credit

Records created prior to January 1, 1921, must be offerad to the D.C. Archives before
applying the disposition insffuctions set forth in this schadule.

This general records schedule was approved by the Board of Commissioners on
January 26, 1965.

i Aczomntable Officers’ Files,

vouchers or documents ysad as schadiles
or vouchers, exclusive of freight records
and payroll records. H an agancy is
operating under an integrated accounting
System approved by AQ or D.C. OFM,
certain required documents supporting
vouchers and/or schadules are included in
the site audit records. These recorgs
document only the bagic fnancial
transaction, money received and money
paid out or deposited, in the course of
operations of the agency. All copies except

Issued 1,90



5F 224 Statement of Transactions

SF 1034 F‘ubﬁcVoudaerfanurd:aseg
and Services other than Persanal

SF 1038 Statement of Certificate and
Awgrd

SF 1047  Public Voucher for Refunds

SF 1069 Voucher for Allowance at
Foreign Posts af Duty

SF 1080 Voucher for Transfer between
Approptiations and/or Funds

SF 1081 Voucher and Schedule of
Withdrawals andg Credits

S5F 1095 Schedule of Voucher
Deductions

SF 1097 Scheduje and Vioucher for
Trarsportation Charges -

SF 1058 Schedyie of Cancelled Checks

SF 1113 Publie Vaucher for
Transportation Charges

SF 1114 Bl of Collection
SF 1114A Official Receipt

LT

Iseped 190



DISTRICT OF COLUMBIAGENERAL RECORDS SCHEDULE 6

SF 11148 Collection Voucher
SF 1129 Reimbarsement Voucher

SF 1143  Advertising Order

SF 1145 Voucher for Payment under
Federal Tort Claims Act

SF 1154  Pubiic Voucher for Unpaid
Compensation Due a Deceasad Civilian
SF 1158 Public Voucher for Fees and
Mileags of Withest

SF 1166 Voucher and Schedule of
Payments

SF 1185 Scheduleof Undeliverabia

Checks for Credit to Govemment Agencies

SF 1218 Statement of Accountability
(Foreign Service Account)

SF 1219 Statement of Accountability

b. Memorandum or extra coples of
accountable officers’ retumes including
statements or transactions and
accountability, all supporting vouchers,
schedules, and related papers not coverad
eisewhere in this schadule, ang excluding
freaght reconds covered in DCGRS 9 and
payroil records in DCGRS 2.

GAO Exceptions Files

Dﬁﬁuyayearsaﬂerﬂupeﬁndof&e
account.

lssued 1490



DISTRICT OF COLUMBI{GENERAL RECORDS SCHEDULE &

General Accounting Cffice notices of
excepbons, such as Standard Form 1100,
formal or informal, and related

Comespondence.
Certificates Settlement Files,

Copies of cartificates of sefiement of
3ccouris of accountable officers;
statements of differences, and related
recoms.

ncluding
appropriation warrants and certificates of
deposit (SF 201, 209, 218}, and other than
those records coverad in ltem 1 of this
section,

Comespondence, reports and daty i
to voucher Preparation, administrative o
audt, and other sccounting and disbursing

Dem:ﬂyaaraﬁerexcepﬁnnhubem
reporied as cleared by GAD.

T opeTatons

a. Fies used for workdoad and pearsonnef
managsment purposes.

b. All other files.
Federal Personne? Surety Bonds.

a. Official copies of the bend and atlached
powers of attorney.

D&shuyhf&nZyaars old.

Duﬂ-oymnayears obd.

Destroy when 2 years okd.

lemued 1/90
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1]-'Ennds purchased prior {0 January 1,
1956.

2) Bonds purchased after Decamber 31,
1855,

b. Cther bond files, including other copies

of bands and reiated papers.
Gasofine Sales Tickets,

Hard copies of sales tickets filed in support
of paid vouchers for credit care purchases

of gasoline.
Telephone Toll Tickets.

Original and copies of toll tickets filed in
support of telephone toll call payments.

Telegrams.

Original and copies of telegrams fed in
support of telegraph bills.

Destroy 15 vears after bond becomes
Destroy 15 vears after the end of the bong
premium period.

Destray when bond becomes inactive or
after the end of the bond premiurn period.

Destroy after audit or when 3 ysars old,
whichever 1s Sooner.

Destroy after audit or when 3 years old,
whichever i So0ner.

Destroy after audit or when 3 years oid,
whichever is sooner.

Issued 1/90



DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 9

Travel and Transportation Records

Movemant of Goods: The key record is the bl of iading, of which there are several
- copies for consignors, consignees, and tha camers themselves. The Papers related to

schedules of materia shipped, papers relating 1o claims which may ensue, and other
pertinent documents, :

administrative S0Py maintained by the transportation ynjt controlling the issuance of
trave! orders, and the Copies used for encumbrance of funds

- Thisgeneralrecords 5 schedule was approved by the Board of Commissioners on

January 26, 1985,
ITEM DESCRIPTION AUTHORIZED DISPOSITION
1. Freight Files

Recards relating to freight consisting of
Export certificates, ransit certificates,
demurrage car records books. shibping
documents pertinent to frmight
classification, Memorandum copies af



iITEM

DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE ¢
DESCRIPTION AUTHORIZED DISPOSITION

gevemnment or commercial bills of lading,

shortage and demuirage reports, and afl
suppoting documentz; and including
records relating to the shipment of
heusehold goods.

a. Issuing office memorandum copies. Destroy when 3 years ok,
b. All other copias. Destroy when 1 year ola.
Lost of Damaged Shipment Files.

Schedules of values shipped, Destroy when 3 years old.
comespondance, memorandums, reports,

and other records relating to the

administration of the "Government L ossas

in Shipment Act.”
Passenger Transportation Files.

Memerandum copies of vouchers (SF
1113A), memorandum copies of
transportation requests {SF 1169), travel

authorizations, transportation request

registers, &nd all suppotting gapers.

8. Issuing office memarandum copy. Destroy when 3 years old.

b. Qbiigaton copy. Destroy when funds are vbligated.

€. Unused ticket redemption forms, such Destroy when no ionger needed.
85 Form 1170.

Prscenper Retmbwrsemenr Filar ) o

Records relating to reimbirsing |
individuals, such as frave! orders, par
diem vouchers, transportation requests,
hotei resarvations, and all suppariing
Papers documenting official travel by
empioyees or others authorized by faw to
travel,

a. Travel administrative office fies. Destroy when 3 years old.

b. Obligation copies. Destroy when funds are obiigated.



DISTRICT OF COLUMBI4 GENERAL RECORDS SCHEDULE 9
DESCRIPTION AUTHORIZED DISPOSITION
Geaeral Trave! ang Transportation Files.

a. Cofrespondence, forms and related Destroy when 2 years oid.
records pertaining to agency travel and

transportation functions, not cuverag

elsawhers in this sechon.

-3 Actountabaity records. Destroy 1 year after all eniries are
cleared.




DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 10

Motor Vehicle Maintenagce and Operations Records

These records pertain o the Mmanagement, maintenance, and operation of motor
vehicles usad by District govemment agencies.

This section eovers agency records pertaining to the daily use and ocperation of motor
vehicles. in general, records peraining to motor vehicles reflsct a threefald
responsibility:
a. the accumulation of cast and operating data for intemal accounting and
management purposes and for reports submitted to the Federal Supply
Service (SF 82), and equivalent D.C, govemment farms;

b. the maintenance of the vehicles themselves; and

Records created prior w January 1, 1921, must be offerad! to the D.C. Archives bafora
applying the disposition instructions set forth in this schedule.

This general records schedule was approved by the Board of Commissioners on
January 26, 1965.

1. Moter Vehicle Correspondence Files

Corregspondence in the Operating unit for
maititenance and operation of motor
vehicles not otherwise coverad in this
saction.

Destroy when 2 years old,

2. Motor Vehicle Operation and
Maintenanca Files.

8. Operating recards including those
relating to gas and oil consumption,
dispatching and sctheduling.

b. Maintenance reconds including thase
relating to service and repair.

Destroy when 2 months alg.

Destroy when 1 year oid.



ITEM

DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 19

DESCRIPTION

Motor Vehicie Cost Files.

Mator vehicie ledger and work sheets
providing cost and expensa datg.

Mator Vehicls Repart Files.
Reparts on motor ve'hidu {cther than

accident, sperating and maintenance
reports).

. Mator Vehicie Accident Fllas.

Records relating to motor vehicle
accidents, maintained by transportation
offices.

Motor Vehicie Releasa Files.

Recards relating to transportation, sale,
donation or exchange of vehicles.

Mator Vehicle Operation Files,

Recards relating to individual employes
cperabon of government owned vehicles,
including driver tests, authorizations to
use, safe driving awards, and related
comespondenca,

AUTHORIZED DISPOSITION

Destroy 3 years after discontinuance of
ledger or date of work shaet,

Destroy 3 years after date of repart.

Destroy B years after case is closed.

Destroy 4 years after vehicle laave
agency custody.

Destroy 3 years after separation of
employee or 3 years after recision of
authorization to operats government
owned vehicle, whichever is ssoner.




DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 12

COMMUNICATION RECORDS

b, Telecommunications genera) filag Destroy when 3 years old.
incuding plans, reports, and other
records pertaining to 2quipment
fequests, telephone service, and like
Matters.

c Tefemmmunica!inns statistical reports Destroy when 1 year oig,
including cost and volume datz.



d. “Telecommunication reference voucher

filas,

{1) Reference copies of vouchers, bill
Invoices, and related records,

(2} Records relating {o installation,
change, reroval, and servicing of
equipment

Copies of agreements with background

data and other records relating to

agreements for telecommunication
BRIVICRS.

3. Telecommanications Operntional Files
a.  Message registers, logs, performance

reports, daily load reperts, and related
& simidar ram[ds

Copies of incoming and original copies
of ouigoing messages, including SF 14,
Telegraphic Message,

Machine copies (hard copies), discs,
and tapes of outgoing messages.

4. Telephope Summaries.

Summaries of long distance telephone neport Destroy after the clase of fiscal year in
used {o indicate authorized use of telephone  which audited.
service as well &5 to audit expense

—wadchers:

DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 12

Destroy when 1 fiscal year old.

Destroy 1 year after audit or when 3
years nld, whichever is sooner.

Destroy 2 years after expiration or
cancellation of agreements.

Destroy witwen & months old.

Destroy when 2 months old.

Destroy after transmission.

5. Postal Records.

Post Office forms and supperting papers,
exclisive of records hek by the United
States Postal Service.

Records relating to incomning or
Outyoing registered mai! pouches,

registerad, cartified, insured, and spedal

delivery mail meluding receipts and
refum receipts.

Destroy when 1 year okd.

{swied 150



b

c

and certficates of declared vafue of
matter subject to postal surchange.

Report of lngs, rifling, delay,
delivery, or othar itnproper treatrment of
mail mattar,

6. hhﬂandDdherySErvi:eCnntrulFﬂu.

a

Staﬁsﬁcalremrtsnfpashgaused
anautgningmailmdfeespaidfor
pﬁvat.-.deﬁverbs[specialdeivmy,
fnmign.fﬂgistaradl:&!ﬁﬁad,andpamel
Post or packages over 4 POUrKs).

COpiss usad g supporti
to payment vouchers).

Statistical reports and data relating
te handling of mgj and volume of wark
performed.

se
Genaral files incl'uding por-
dence, memorandums, directives, ang
guides relating to the administration of
mail room operations.

Locator cards, directories, indexes,
and other records relating to mait

L

DMSTRICT OF COLUMEL4 GENERAL RECORD.S'SCIEEﬁEEE 12
_Application for postal registration

Destroy when 4 year ald,

Destroy whan 1 year old.

Destrayv-rhentyearuid,

D&Wuywhenﬁmunﬂuul:i

Dest-nwamﬁmanﬂ-mnid.

Destrnywher:‘!ﬂaaruld.

Dﬁu-uyhhem:fearuld.

Destroy when g months old,

Desiroy when 1 year old or when
Supersaded or obsolete, whichever s

Destroy 5 menths after separation or
ransfer of individuai or when obsolete,

Issued 1/9¢
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_ delivery to individuals. whichever is applicable,
7. Penakty Mail Report Files

Official penalty mail reports and all related Destroy when 6 years old.
papers.

8. Postal Irregularities File.

Memorandums, comespondencs, reports Destroy 3 years after completion of
and other recards relating to imegularities in - investigation.

the handling of rail, such as Joss or

shortage of postage siamps or monay

orders, of loss of destruction of mail.

4 lesped 1790



EXCERPT FROM THE

DISTRICT OF COLUMBIA
GENERAYL RECORDS SCHEDULF 14

INFORMATIONAL SERVICES RECORDS

This schaduje COvers certain records pertaining to mformationat services perfarmed by
District agencies in their day-to-day affairs and in their relations with the pubiic;
including records created in ad inistering the D.C. FreedmnoflnfonnaﬁonAct
(DCFOIA). Except as otherwise specified in individug/ fisms, it applies 1o copies of

. Hems
files maintsined in meofﬁcer&spnnsiblaformamaﬁonnfﬂu informational activities
of the agency of subdivision thereof. Itamns nine (9) through thirteen {13) describe the
files accumulated in Camying out the provisions of the DFOIA,

Records createy prior o January 1, 1921, must be offered to the D.C. Archives before
applying the disposition instructions sat forih in this scheduta.

Req
ﬁleamtudinrespurl_antumquestsfur
mmi:ﬁrgufﬂuwiginalmqum,a::upynf

the reply theretn, gnd anralatedsuppurti-ng
ﬁleswmmaymmafﬁcinl file copy of
reqummrenordurmpyﬂumot

a, Currespgndenne and supporting
documenis {exciuding the officiat file copy of
the records requested if fiay therein._

{1} Granting access 1o all requestad Destroy 2 years aftar date of reply.
records,

(2) Responding tg fequests for nonexistent



17.

EXCERPY FROM THE
DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 14

DESCRIFITON

recomds; {o requestars who provide
inadequate descriptions; and to these who

" fail to pay agency regsoduction fees.

(a} Request not appezaled.
(b} Reguast appealed

(3) Denying access to all or part of the
records requested.

(a} Request not appealed.
(b} Request appealed.
b. Official file copy of requested records

DCFQOIA Appeals files.

Files created in responding to administrative
appaals under the DCFOLA for releass of
information demied by the agency, consisting
of the appellant's letter, & copy of the reply
which may include the official file copy of
records under appeal or copy thereof,

AUTHORIZED DISPOSITION

Destroy 2 years after date of reply.
Destroy as authorized under hem 17.

Destroy 5 years after date of reply.
Destroy as authorized under Hem 17.

Dispose of in accordance with approved agency
dispasition instructions for the related racords, or
with tha related DCFOIA request, whichever is
later.

18.

4. Conespondénce and supporting
Documnants (exckading the file copy of
the records under appeal if fied herain).

b.  Official file copy of records under appeal,

DCFOIA Control Files,

Files maintained or control purposes in

responding to requests, including registers
and similar records listing date, nature, and

- Destroy 4 years after fmal determination by

agency or J years after final adjudication by
courts, whichever is later.

Dimﬂhamﬂmmamadam
disposition instructions for the related DCFOIA
requests, whichever is iater,



18

20

DESCRIPTION AUTHORIZED DISPOSITION

PUTRose of request and name and address of

reguestor,

a. Reyistersnrﬁstinga D&strnyﬁrearsaﬂzrdatenflastemry.

b, Other Files Desh*uyﬁﬁarsafterﬁnalacﬁmbymeagenq
or after fmal adjudication by courts, whichever i
iater.

DCFOIA Report Files_

Recurring neports and cne-time irformation

recquirements relating to the agency

mmplamentation of the Freedom of

Information Act inciuding aneay reports to

the Mayor.

a.Anrmalrepansatdeparhmmalagemy m.%rhmmm

lavel, - agency records approved for Permanent

mtenﬁminwmwdsmmmmeur
when 15 years oid whichever is soaner

b. Other reparts. Dmoywhen.?}wsoldarmuifmlungu
DCFDIAAdmil&tnﬁv.Fﬂu.
Remrdsretaﬁngtuﬂugemralagency Dwu-oywhmzm?ldormuﬂ'mlmgﬁ

on of the DCFOLA, including needed for administrative asa.
Nobices, mamoranca, routine
Cafrespondence, and related records.

- e @ @@ - _‘_‘_'-_|_-_"—'\__-l—__ _—

Ly



EXCERPT FROM

DISTRICT OF COLUMBIA
GENERAL RECORDS SCREDULE i3

Records created prior & January 1, 1921, must be offered to the D.C. Archives before
applying the dispasition instructions set forth in this schedule. '

This general records scheduile was approved by tha Board of Commissioners on January 26,
1965.

ITEM DESCRIPTION AI.ITHDRIZ_E.D DISPOSITION
10.  Survey and Incpectiop Files (Government
Owned Facilities).
Repurtsofsumy:aruinspacﬁomof Destruywhenaymdd.arupm

govemment-owned facilities conducted to discontinuance of facility, whichever is sooner.

rmmadequacyufqrmemivearﬂprwanﬁm

explosion, and accidents, and 1o safeguard
irformation and facilities against sabotage
and unauthorized &niry.




