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	FILE PLAN


	1) Directorate (select one)
	2) Office/Region (under selected Directorate, if applicable)

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



	3) Prepared by (RM Coordinator)                   3a) Date
                                                                           
	4) Phone #

     
	5) Room #     N3101

	6) Reviewed by (Program Supervisor)             6a) Date
                                                                           
	7) Approved by (Records Manager for Directorate)          7a) Date
                                                                                               


	8) Record Type (select one)                                                   FORMCHECKBOX 
 General                                                   FORMCHECKBOX 
 Program


	9) Arrangement
	10) Title/Description
	11) Location
	12) Media
	13) Dupe?

	 FORMDROPDOWN 

If “Other”, describe:

     
	MASTER AUDIT TRACKER
EXCEL SPREADSHEETS USED TO CHRONOLOGICALLY TRACK PROGRESS ON REGIONAL AUDIT REPORTS VIA DUES DATES/AUDIT SCHEDULES. FILES CONSISTING OF AUDIT REPORT REVIEWS, TRACKING, FINDINGS, RECOMMENDATION, CORRECTIVE ACTIONS, AND ARCHIVES PROVIDED FOR REFERENCE. 


	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	AUDIT PROGRAM DATA
OFFICE COPIES OF AUDIT PROGRAM FINDINGS DATA ARRANGED CHRONOLOGICALLY WITHOUT REGARD TO DATA TYPE OR AUDIT SUMMARIES. USED FOR A REFERENCE OR RESOURCE FILE.

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

Work Plan Files
	WORKPLANS - AUDIT REPORTS 

ANNUAL AUDIT WORK PLANS, REGIONAL AUDIT REPORTS, AND RELATED CORRESPONDENCE OR ARCHIVAL DOCUMENTS.


	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

Casefiles
	OIG AUDITS

RECORDS SUCH AS MEMOS, CASEFILES, AND CORRESPONDENCE DOCUMENTS RELATED TO OIG COMPLAINT REFERRALS. 

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	REGIONAL OFFICE AUDITS
CONSISTS OF COPIES OF AUDIT PROGRAM PLANS, REGIONAL CORRESPONDENCE, REPORTS, FOLDERS DOCUMENTS PROCEDURES FOR EACH PHASE OF A REGIONAL AUDIT, AND GENERAL PLANNING DOCUMENTS. TEAM RESEARCH MATERIALS, AUDIT QUESTIONS, AND RELATED DOCUMENTS STORED FOR REFERENCE. 


	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Administrative Files
	ADMINISTRATION
RECORDS THAT CONSIST OF GENERAL ADMINISTRATION OF PROGRAMS, POLICIES, AND PROCEDURES. 


	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

Special Projects
	NATIONAL OFFICE AUDITS

CONSISTS OF GENERAL PLANNING DOCUMENTS, CORRESPONDENCE, AND RELATED RECORDS FOR THE NATIONAL AUDIT.

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Subject Files
	MISCELLANEOUS

POLICY AND PROCEDURAL FILES RELATED TO AUDIT PROGRAM SUBJECT MATTER AREAS. RECORDS THAT DOCUMENTS SPECIAL PROJECTS AND FINDINGS

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Administrative Files
	PRESENTATIONS

RECORDS THAT CONSIST OF AUDIT PROGRAM AREA POWERPOINT PRESENTATIONS AND OTHER TRAINING MATERIALS/OR BRIEFS. 

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Administrative Files
	POLICY

RECORDS RELATED TO AUDIT PROGRAM POLICIES AND PROCEDURES.  

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

Special Projects
	NON-MAP AUDITS

CONSISTS OF DOCUMENTS RELATED TO SPECIAL NON MAP RELATED AUDIT.



	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Administrative Files
	RAC TRAINING
FILES RELATED TO RESEARCH FOR FUTURE RAC TRAINING. USED FOR REFERENCE AND RESEARCH INFORMATION. 

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

General Administrative Files
	REGIONAL AUDIT COORDINATORS

FILES RELATED TO OR CONSISTING OF THE MANAGEMENT OF THE REGIONAL AUDIT COORDINATORS PROGRAM.

	Q DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	14) Comments

	The items below couldn't be added to the template:
Other/General Administrative Files-->Major Program Areas

Records related to casefiles, checklists, or briefings for audit program area research.
Q Drive 
Electronic

Other/General Administrative Files--> Archives

Consists of files for program areas that are no longer apart of or a funchtion of the office of audits. 



