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	1) Directorate: Directorate of Enforcement Programs (DEP)
	2) Office/Region: Front Office

	3) Prepared By (RM Coordinator)                                     Date:
LaShant’e Jenkins                                                                10/28/2019  
	4) Phone#
202-693-1863
	5) Room #
N3119

	6) Reviewed by (Program Supervisor)                              Date:
M. Renee’ Carter                                                                10/28/2019
	7) Approved by (Records Manager for Directorate)                Date:
M. Renee’ Carter                                                                        10/28/2019

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



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

	Program Correspondence Files	Memos and Letters of Interpretation from 2004 through 2006
	Cabinet 1
Drawer 2
	Paper	No	Permanent. Hold 3 years and retire to Federal Records Center. Offer to National Archives when 10 years old.

	Program Correspondence Files	Memos and Letter of Interpretation from August 2002 through August 2004                                                        
	Cabinet 1
Drawer 3
	Paper	No	Permanent. Hold 3 years and retire to Federal Records Center. Offer to National Archives when 10 years old.

	Program Correspondence Files	Memos and Letters of Interpretation from October 1999 through July 2002
	Cabinet 1
Drawer 4
	Paper	No	Permanent. Hold 3 years and retire to Federal Records Center. Offer to National Archives when 10 years old.

	Program Correspondence Files	Memos and Letters of Interpretation from May 1999 through January 200                                         
	Cabinet 1 
Drawer 5           
	Paper	No	PERMANENT - archive information.                 Destroy after 5 years. 

	Subject Files	A – AR 
                                         
	Cabinet 2
Drawer 2           
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	AS – BU 
	Cabinet 2 
Drawer 3
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	BU – CO                                         
	Cabinet 2
Drawer 4                            
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	CO – CY                                          
	Cabinet 2 
Drawer 5
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	D – DU                                           
	Cabinet 3
Drawer 2
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	DY –ER 
	Cabinet 3
Drawer 3
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	ER – FA 
	Cabinet 3
Drawer 4
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	FA – FU 
	Cabinet 3
Drawer 5
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	G – HO 
	Cabinet 4
Drawer 2
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	HO –KE 
	Cabinet 4 
Drawer 3
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	L –MA 
	Cabinet 4
Drawer 4
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	MA – NO
	Cabinet 4
Drawer 5
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	NO – OI
	Cabinet 5
Drawer 2
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	OP – PN
	Cabinet 5
Drawer 3
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	PR – RE
	Cabinet 5
Drawer 4
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	RH – SI
	Cabinet 5
Drawer 5
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	SI – SY
	Cabinet 6
Drawer 2
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	T – V
	Cabinet 6
Drawer 3
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Subject Files	W – Z
	Cabinet 6
Drawer 4
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Administrative Files	Travel Document from 2001 through 2008
	Cabinet 6 
Drawer 5
	Paper	No	Cut off annually. Destroy when one year old. (NC 174-76-1, Item 1)

	Other	Condolence Letters
	Cabinet 8 
Drawer 3
	Paper	Yes	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3) 

	Program Correspondence Files	Controlled Correspondence
	Cabinet 8
Drawer 4
	Paper	No	Destroy when three years old.

	Program Correspondence Files	Controlled Correspondence
	Cabinet 8
Drawer 5
	Paper	No	Destroy when three years old.

	Subject Files	W – Z and 1910.120
	Cabinet 9 
Drawer 2
	Paper	No	Review file annually. Destroy materials which are obsolete or superseded. (IINNA-2504, Item 3

	Administrative Files	Travel Documents for DEP Staff
	Cabinet 9 
Drawer 3
	Paper	No	Cut off annually. Destroy when three year old. (NC 174-76-1, Item 1) (II NNA-2504, Item 4)

	Choose an item.	
	
	Paper	No	



