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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
Antione Robinson                                                                 10/22/2019
	4) Phone #

678-237-0445
	5) Room #     6T50

	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:

Case Name
	WHISTLEBLOWER OFFICE FILES.  INVESTIGATIVE WORK PRODUCT WHICH MAY INCLUDE STATEMENTS, REPORTS, MEMORANDA, AND OTHER INVESTIGATIVE DOCUMENTS.  FILES ARE DESTROYED 5 YEARS FROM THE DATE OF CLOSURE.
	CENTRAL FILES
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

Case Number
	WHISTLEBLOWER OFFICE FILES INVESTIGATIVE WORK PRODUCT WHICH MAY INCLUDE STATEMENTS, REPORTS, MEMORANDA, AND OTHER INVESTIGATIVE DOCUMENTS. FILES ARE DELETED 5 YEARS FROM THE DATE OF CLOSURE.
	W-DRIVE
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	EMPLOYEE PERSONNEL FOLDERS.  MAY INCLUDE CORRESPONDENCE, POSITION DESCRIPTIONS, NOTICES OF PERSONNEL ACTIONS, AWARD NOMINATIONS AND OTHER DOCUMENTS INCLUDING THOSE THAT MAY DUPLICATE THE OFFICIAL PERSONNEL FOLDER (OPF) RECORDS. DOCUMENTS ARE DESTROYED AT THE END OF THE FISCAL YEAR OR WHEN EMPLOYEE LEAVES THE POSITION, WHICHEVER IS SOONER.
	MANAGERS OFFICE (LOCKED)
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

FOIA Number
	FOIA.  May include correspondence, statements, Memoranda, and other documents including those that may duplicate the investigative case file. Files are deleted 5 years from the date of FOIA closure.
	CENTRAL FILES
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	 FORMDROPDOWN 

If “Other”, describe:

     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	14) Comments

	     


