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(See Instructions on reverse) Job Number 

To National Archives and Records Admm1strat1on (NIR) N /- 3 7;)... - / J - / 
Washington, DC 20408 Date Received ~, / ?/ / / 

1 From (Agency or establishment) O 

Defense Contract Audit Agency 
2 Maior Subd1v1s1on 

Internal Review 
3 Minor Subd1v,s1on 

4 Name of Person w,th whom to confer 

Michael McVay 

6 Agency Cert1f1cat1on 

5 Telephone (include area code) 

703-767-1025 

Notif1cat1on to Agency 
In accordance with the prov1s1ons of 44 U S C 
3303a, the dIspos1t1on request. including 
amendments 1s approved except for items that 
may be marked "dIspos1llon not approved" or 
"withdrawn" tn column 10 

I hereby certify that I am authorized to act for this agency m matters pertaInmg to the d1spos1t1on of its records and that the records proposed 
for disposal on the attached 3 page(s) are not now needed for the business of this agency or will not be needed after the retention 
periods specified, and that written concurrence from the General Accounting Office, under the provIs1ons of Title 8 of the GAO Manual for 
Gwdance of Federal Agencies 

[8] j not required D 1s attached D has been requested 

Title 

Chief, Admm1strat1ve D1v1s1on 

rltem • -
8 Descnption of Item and Proposed D1spos1t1on Number 

115-109 

Attached 

NSN 7540-00-634-4064 
Previous Ed1t1on Not Usable 

Page __ 1 __ of 4 

9 GRS or 
Superseded Job 

C1tat1on 

372-01-004 

I 
Date (mmldd/yyyy) 

06/28/2011 

10 Action taken 
(NARA Use Only) 

Standard Form 115 (Rev 3/91) 
Prescribed by NARA 36 CFR 1228 



INTERNAL REVIEW 

Th1s 1s the add1t1on of a new file code to 1ecogn1ze 1eco1ds 1elated to complamts submitted to the 
Depa11111ent of Defense (DoD) Hot Lme 1elat1ve to the Defense Cont1act Audit Agency (DCAA), other 
complamts 1ece1ved by any com111umcat1ons media, and refe11als to outside agencies 

900 Internal Review Relates to functions performed by offices adnurnstenng programs 

mvolvmg Internal Review Directorate ORD) processes and procedures 

900 1 General Documents relatmg to lnt@fna-l-R-e-v-1e-w..(-l~ to their general nature 
cannot logically be filed elsewhere m the 900 senes (Destroy or delete atter 2 years old) 
GRS 23 1 

900 2. Office Internal Management Records relatmg to the mtemal manageme 
mcludmg respo11s1b1ht1es of md1v1duals and subelements of the office, stan ·d operating 
procedures, and surnlar office adm1111stration records (Destroy when 2 Y, , 1s old) GRS 23 I 

900 3 T1ans1tory Files Records of short-term ( 180 days or less) mt est. mc!udmg 111 electrornc 

form (e g , email messages), which have 1111111mal or no documen y 01 ev1dent1al value (Destroy or 

delete immediately or when no longe1 needed for reference. accord111g to a predeterm111ed tune 

period or business rule) GRS 23 7 

900 4 Suspense Files Documents airanged 111 ch· nolog1cal order as a rem111der that an action 1s 
requited on a given date or that a reply to act101 s expected and. 1f not received, should be traced on 
a given date 

a A note or other remrnde1 tot, e action 

(Destroy after action 1s ta ) GRS 23 6 a 

b The file copy or n extra copy of an outgomg commu111cat1on, filed by the date on which a 
reply 1s expe ed 

(W1thdra\ Socuments when reply 1s received (I) If suspense copy 1s an extra copy, destroy 

mune ately (2) If suspense copy 1s the file copy, mcorporate 1t into the official tiles) 

900 5 Schedule of Daily Act1v1t1es Calendars, appomtrnent books, schedules, logs, d1anes, 
and other records documentmg meetmgs, appomtments, telephone calls, tnps, v1s1ts, and other 
act1v1t1es by Federal employees while servmg man official capacity, EXCLUDING materials 
determmed to be personal 



a Records contammg substantive mformat1on relatmg to official achnties. the substance ~J. 
which has not been mcorporated mto official files. EXCLUDING records relating t9Jhe 
official actrv1tles of high Government officials [See note after item Sa ] / 

. .,,-·'" 

/ 

Destroy or delete when 2 years old GRS 23 5 a /_,,/ 

[NOTE H 1gh level officials include the heads of departments and _!,!)dependent agencies. their 
deputies and assistants. the heads of program offices and staff offices me ludmg assistant secretaries. 
ad1111111stiators. and com1111ss1oners. directors of offices. b Kfus. or equivalent. pnnc1pal regional 
officials, staff assistants to those aforementioned oC als. such as special assistants, confidential 
assistants, and adm1111strat1ve assistants. and c er Federal employees. polltlcal appomtees, and 
officers of the Armed Forces serving 111 e 1valent or comparable pos1t1ons Unique substantive 
records relatmg to the act1v1t1es oft , e 111d1v1duals must be scheduled by subm1ss1on of an SF 115 
toNARA (Nl-GRS-87-l91te .a Note)] 

b Recor g rout111e act1v1t1es contammg no substantive 111format1011 and records 
c e 1nformat1on, the substance of which has been mcorporated mto 

900 6 Policies and Procedures Documents relatmg to the development preparation. 1sstiance, 

and 111terpretat1on of directives or regulatory mstruct10ns on Internal Review matters, mcludmg 

copies of mtenm pohcy statements issued pnor to pubhcat1on m official DCAA numbered pohcy 

pubhcat10ns 

a Issumg Office (Upon supersess1on or obsolescence, place m macttve file (Destroy or 

delete after 10 years ) 

b Other Offices (Destroy or delete when superseded or canceled) 

900 7 Hothne Case Files Correspondence. prelmunary 111vest1gat10ns, and memoranda of 

telephone conversations, faxes. e-mails, anonymous tips, received by Internal Review fi:om 

vanous outlets (DoD Hotltne, DCAA employees, etc) 

a Closed Case Files Includes anonymous or vague allegations not warrantmg an 

mvesttgatton (Destroy or delete after 2 years) 

b Refened Includes 111atte1s referred to US Office of Special Counsel (OSC) or the 

DoD Inspector General (DODIG) for handlmg, and suppat1 files prov1dmg general 

mf01 mat1on that may prove useful m the mvest1gat1on Cutoff at Closure. (Destroy or 

delete after IO years) 

c Completed Case Files Complamt files, mqmres, replies, comments and other 

documents relatmg to the 111vest1gat10n of non-cnmmal allegat10ns of misconduct and 

m 1s management 



(1) Fmal Repo1t {Destroy 01 delete when 10 years old) 

(2) Work papers and background matenal (Destroy 01 delete when 10 years old) 

900 8 Case File Trackmg and Control Records Records used to control trackmg or 

documentmg the status of case files, and reports (Destroy or delete 10 yrs after final rep011) 

900 10 Ofiice Reference Files which are comprised of extra copies of papers, publications, and 
other records which are mamtamed for reference rather than for docurnentmg the official m1ss10n 
assigned to the ofiice (Destroy when superseded, obsolete, or upon d1scont111uance of the 
office) NC 3 72 75 I 

Senders' and recipients' ve ons of electrornc marl messages that meet the defin1t1011 of Federal 
records, and any attac ents to the record messages after they have been copied to an electrontc 

recordkeepmg sy m, paper, or m1croform for recordkeepmg purposes D1spos1t1011 Delete from the 

after copymg to a recordkeepmg system (e g L1vel111k) NOTE Along with the 
messao- ext, the record keep mg system must capture the names of sender and rec1p1ents and date 

(tr 1111ss1on data for recordkeepmg purposes) and any receipt data when requ11ed (GRS 20, Item 




