Request for Records Disposition Authority Leave Blank (NARA Use Only)
(See InsHutions On reversa) ruuuumm
To: Mational Archives and Records Administration (NIR} .
Washington, DC 20408 ﬂf |—635 -2
1. From. (Aganey or astaniishenent] -
| Natiomal Reconnaissance Office (NRO) ; ___j_' fm?mze%u%m
2. Major Sulviiston I acocordance with the provisions of 44

U S.C. 3303a, the disposilion request, in-
” —- cliding amendments, is apgproved excopt for
3. Minor Gubdivision ifems thet may e marked “disposition nol
| approved” or *withdrawn™ in column 10.

;P[ Mm ‘J’ m«maanSW _

| herety cerdify that | am authorized to act for this agency in mattars pertaining o the disposition ol ils records and thal the records proposed
for disposal on the aftached _ page(s} are not now needad for the business of this agency or will not be needed after the retention
pericds specified; and thal wrilten concurrence from the General Accounting Office, under the provisions of Tille & of the GAO Manual for

Guidance of Federai Agencies:
[] is atiached

| E & nol reguired

4, WNammi gl Fargon sty whom (g cormles

n
‘li

[_____] has been requested

Cate (meddd/yyyy)

! Ji [20/3
9. GRS ar 10. Action

I scnplion of Nem and Froposed Disposition Superseded taken (NARA
K = Jot: Citatiory _ Use Only)

Bucket RCS 100 series - see attached.
|
15109 NSN 7540-00-634-4064 Page __ of Stendard Form 115 (Rev.3/91)

Provious Edifion Nat Usable Prescribed by NARA 36 CFR 1228



UNCLASSIFIED

100 Administrative
*For specific types of records included in these items, pleasé see the crosswalk.

item 100-01:

Title: Awards Files

Disposition: Destroy/Delete at 25 years.

Instructions: Finalize at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Awards and Decorations to individuals (military and civilian). The records include case files
of recommendations, decisions, awards, announcements, board meeting minutes, and related
documents as well as approvals of peace time U.S. military, U.S. non-military and foreign decorations at
the awarding/approving authority.

High level awards and related award information reviewed by NRO senior leaders are captured in the
500 series.

Management Files:

Records concerning management administrative matters such as Employee Assistance Program,
Equal Employment Opportunity, time and attendance, training files, supervisor personnel files,
personnel correspondence, position description files, employee grievances, individual non-
occupational forms, and other common management files.

Item: 100-02

Title: Employees Assistance Program (EAP) Counseling Files

Disposition: Destroy/Delete at 10 years or when supersededfobsolete or when no longer needed for
agency business, whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Employees Assistance Program (EAP) Counseling records of mental health, alcohol, drug
abuse, and financial counseling files. (Including reports of interviews, assessments, and all other related
records.)

Item: 100-03

Title: Routine Management, Training and Equal Employment Opportunity Files of Short Term Business
Use

Disposition: Destroy/Delete at 3 years or when superseded/obsolete or when no longer needed for
agency business, whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Records concerning routine supervisor/management administrative matters of short-term
business use including supervisor's files documenting allegations of inappropriate behavior, general
records relating to administration/operation of personnel functions, personnel operations statistic
reports, position description files and other common management files. Also included are training files
(curriculum and administration) are included. Excluded are records specifically described elsewhere in
this schedule and records maintained at agency staff planning levels.

Finally, Equal Employment Opportunity (EEQ) discrimination complaint case files that specifically pertain
to housing requests, compliance reports, background records not filed in the official discrimination
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complaint case file, records documenting complaints that do not develop into official complaints and
general EEO files.

Item: 100-04

Title: Management, Equal Employment Opportunity, and Employee Grievance Files of longer term
business use:

Disposition: Destroy/Delete at 6 years or when superseded/obsolete or when no longer needed for
agency business, whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Records concerning management and administrative matters including Equal Employment
Opportunity (EEO) Official discrimination complaint case files that develop into case files and supporting
information which documents employee demographic statistics, EEO information relating to contractor
employment practices, affirmative action (AA) plans, AA programs, and on-site review reports of AA
programs. Originating agency’s EEO files containing complaints with related correspondence, reports,
exhibits withdrawal notices, copies of decisions, records of hearings and meetings and other records as
described in 29 DFR 1613.222. Excluded are short term EEO discrimination case files like housing request
forms, compliance reports, and records that are covered by 100-03.

Additionally, records concerning management and administrative matters with longer business use
include records relating to grievances raised by employees at the directorate or office level such as:
records documenting the circumstances that caused the grievance, the examiner’s findings and
recommendations, employee withdrawal, and final resolution of the grievance are included. Finally,
management administrative records including time and attendance, individual occupational and non-
occupational health records, and other common management files are included in this bucket. Excluded
are supervisor’s files and personnel correspondence covered by 100-03.

Finally, privacy case files that document the issuance of corrective guidance, but do not develop into
litigation or investigative case files should be captured within this bucket. Privacy case files that do
develop into litigation or investigative case files should be captured in 400-01.

Operational Files:

Records concerning operational administrative matters such as transportation, motor vehicles,
shipping, health unit control files, facilities, property accounting, and other common operational
matters.”

Item: 100-05

Title: Routine Operational Files Involving Facility, Shipping & Transportation, or Motor Vehicles Files
of Short Term Business Use.

Disposition: Destroy/Delete when superseded/obsolete or when no longer needed for agency business,
whichever is longer. '
Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Routine operational files involving facilities, vehicles, transportation, and shipping &
transportation that have short term business use and are often superseded when registers, services
agreements, or services are executed or updated.

Specifically, facilities design records of structures and buildings (drawings of electrical, telephone,

plumbing, heating, or air conditioning systems) and outline floor plans indicating occupancy of a
building. Also included are requests for building and equipment maintenance services (excluding fiscal
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copies) and directory service correspondence, forms, and other records relating to the compilation of
directory service listings. Additionally, host/tenant agreements between NRO components and other
agencies concerning routine support services such as fire protection, guard services, snow removal,
repair and maintenance of roads, and similar subjects (these agreements do not involve foreign
governments). Motor Vehicle Operating and Maintenance Files including information relating to gas and
ail consumption, dispatching, service and repair (excluding motor vehicle report files relating to
individual operators and accidents). Health Unit Control Files including logs or registers reflecting daily
number of visits to dispensaries, first aid rooms, and health units that are summarized in reports.

Transportation Files including obligation copies of records relating to reimbursing individuals for official
travel by officers, employees, dependents, or others authorized by law to travel (such records include
travel orders, per diem vouchers etc.). Commercial Freight and Passenger Transportation Files including
the obligation copy of commercial passenger transportation vouchers and completed unused ticket
redemption forms, (such as SF 1170). General Travel and Transportation Files including accountability
records documenting the issue or receipt of accountable documents and records relating to official
passports including registers of agency personnel who have official passports and annual reports
concerning official passports are also included. Shipping and transportation discrepancy reports and
other records pertaining to traffic irregularities, packaging and handling deficiencies and similar matters.
Shipping and transportation mission files including cargo summaries, itineraries, requests, and messages
pertaining to specific transportation flights. Air Worthiness Certificates of oversize shipping containers
(Included are blueprints, requests for certifications, and approvals.)

Excluded from this item are periodic reports, planning documents, or files held by the office of record that
relate to financial transactions (generally covered by 100-06).

item: 100-06

Title: Operational Files relating to Facility, Shipping & Transportation, and Property Accounting files
that Pertain to Planning, Vehicle Use, and Financial Disbursement.

Disposition: Destroy/Delete at 6 years or when superseded/obsolete or when no longer needed for
agency business, whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: This item includes Operational Files involving contracting and procurement, property
accounting and inventory control; facility files including correspondence and records related to the
planning and use of NRO facilities; all vehicle files with the exception of short term vehicle records (eg.
Gas/oil change); and shipping and transportation files held by the office of record relating to vouchers,
reimbursement, payment and/or final reports.

Specifically included in this item are contracting and Procurement records regarding logistics support
systems used to document purchases of material and property accounting, inventory control, and
Supply Records including: Inventory lists/cards, Report of survey files and other papers used as evidence
for adjustment of inventory records. Inventory Requisitions for supplies and equipment for current
inventory (Stockroom copy). Accountable Property Accounting Files (returns and reports, with related
work papers) and accountable property invoices or equivalent used for non-expendable property
accounting purposes.

This item includes Facility Building space and maintenance files, including the general correspondence
files pertaining to the responsible unit’s operation, administration, and related papers. NRO Building
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space files relating to the aliocation, utilization, and release of building space under NRO control, and
refated reports including: building plan files, sugveys, and other records utilized in NRO building space
planning, assignment, and adjustment; also included are Correspondence with and reports to staff
agencies relating to NRO building space holdings and requirements (such as SF 81, requests for space etc.)
Also included are Motor Vehicle Files including records relating to individual operators, accident files, and
motor vehicle report files {such as SF 82 but excluding operating and maintenance reports}. Motor vehicle
ledger and work sheets providing cost/expense data and records relating to transfer, sale, donation, or
exchange of vehicles.

Health Unit Control Files including logs or registers reflecting daily number of visits to dispensaries, first
aid rooms, and health units that are not summarized.

Transportation information, held by the office of record, including commercial freight and passenger
transportation information including government or commercial bills of lading, commercial passenger
transportation vouchers, transportation requests, travel authorizations, original vouchers and support
documents covering commercial freight and passenger transportation charges of settled fiscal accounts.
Additionally, transportation records relating to the issuance of official passports and Routine
administrative records pertaining to general commercial/noncommercial agency travel, transportation,
and freight functions are included. Similarly, travel administrative office copies of records relating to
reimbursing individuals for official travel by officers, employees, dependents, or others authorized by law
to travel (such records include travel orders, per diem vouchers etc.) are included. Also included in this
item are shipping and transportation unit records accumulated in connection with the shipment of
materiel to other NRO activities, brief annual reports that summarize transportation mission activities and
records pertaining to damaged, lost and pilfered cargo. Schedules of valuables shipped, correspondence,
reports, and other records relating to the administration of the Government Losses in Shipment Act.

*Transportation records covering payment for commercial freight and passenger transportation charges
for services for which 1) notice of overcharge has been or is expected, 2) deduction or collection action has
been taken, 3) voucher contains inbound transit shipment(s), 4} parent voucher has print of paid
supplemental bill associated, 5) litigation, or 6) any other condition that prevents the settling of the
account, requiring the voucher to be retained beyond the 6 year retention period, such as detection of
overcharge may need to be retained longer for agency business.

Routine Office Administrative Files:

Records concerning routine office administrative matters such as records management, the
Federal Register, graphics production, tracking control, administrative issuances, forms, and
other common office administrative activities. '

Item: 100-07

Title: Office Administrative Files of Short Term Business Use

Disposition: Destroy/Delete when superseded/obsolete or when no longer needed for agency business,
whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Routine office administrative records include transitory information of short-term business
use which has no documentary or evidential value are included in this item, this would include: routine
requests for information and records that do not serve as the basis of official actions including notices of
holidays or charity/welfare fund appeals. Also included in this item are schedules of daily activities
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{excluding senior/Capstone official's calendars), notices/issuances related to routine administrative -
functions (e.g., payroll, procurement, personnel, parking), background and specification criteria for the
creation of forms, files documenting the processing of notices announcing committee meetings on the
Federal Register, records documenting the inspection of microform records, and other common office
administrative activities.

Finally, transitory administrative information used to generate records found in award and decoration
case files are included in this item. General awards and decorations to individuals (and the related
award information) are captured in 100-01. High level awards (and related award information) that are
reviewed by NRO senior leaders are captured in the 500 series.

Administrative processes that involve external authorities (example: NARA, GSA) are captured within
100-08.

Item: 100-08

Title: Office Administrative Files, Audiovisual files and Graphics Production files of longer term
business use.

Disposition: Destroy/Delete at 3 years or when superseded/obsolete or when no longer needed for
agency business, whichever is longer.

Instructions: Finalize files at the end of the CY. Files can be retired to the NRC after one calendar year.
Description: Records concerning office administrative matters with regulated processes such as records
management, the Federal Register, forms and tracking control and other common offices administrative
activities covered in this item. Audiovisual files and graphics production files are also covered in this
section.

Records Management Files comprised of correspondence, reports, authorizations, and other records
that relate to the management of NRO records. {Including file plans, records management surveys; vital
essential records programs; and all other aspects of records management). Files documenting the
processing of semiannual regulatory agenda Published in the Federal Register. Records Disposition Files
- including Descriptive inventories, disposal authorizations, schedules, and reports, SF 115s that have
been approved by NARA, Routine correspondences, memoranda and other records. Finally, Information
Resources Management (IRM) Triennial Review Reports required by the General Services Administration
concerning reviews of IRM practices.

*Some records management files (example: NARA Appraisals) have a business use that extends
past 3 years and should be kept longer.

Also captured in this item are administrative matters with regulated processes such as individual office’s
records that relate to the internal administration including: recall rosters, staffing, procedures,
communications, the expenditure of funds, personnel training and travel, supplies and equipment
requests/receipts, and the use of office space and utilities. Reports Control Case files maintained for
each NRO report (created or proposed) are found here also. Additionally, completed clearance forms,
OMB 83 and documents relating to reporting requirements are included. Statistical reports of NRO
holdings (including feeder reports from all offices and data on the volume of records disposed of by
destruction or transfer). Logs, registers, and other records used to track, control or document the status
of correspondence, reports, or other records. This item also captures one record copy of each form
created by the NRO with related instructions and documentation showing inception, scope, and purpose
of the form. Excluded from this item are the administrative documents found in 100-07.

UNCLASSIFIED



UNCLASSIFIED

Finally, records accumulated in the production of graphics including hard and soft copies of viewgraphs,
slides, and other graphics (held by units responsible for producing graphics). Project Files containing
information related to planning and execution of printing, binding, duplication, and distribution jobs.
Specifically, Project files pertaining to the planning, technical matters, and accomplishment of the job,
containing requisitions, bills, samples, manuscript clearances, and related documents exclusive of (1)
requisitions on the public printer and related records; and (2) records related to services obtained
outside the NRO. Internal Management Graphics Production Files containing records related to internal
management and operation of any unit responsible for handling, printing, binding, duplication, and
distribution of NRO publications or documentation. Graphics Production Control Files pertaining to
requisitions and work orders. Mailing Lists files including correspondence, request forms, and other
records relating to changes in mailing lists including card lists.
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superseded, document in Employment Opportunity requests for personnel action and |obsolete be held in current
obsolete or file. Files of Short Term Business [records on individual employees |documents, or program area until
when no longer Use duplicated in or not appropriate  |destroy file they are destroyed.

needed for for the OPF. relating to an
agency {(U) Supervisor's Personnel employee within 1
business, Files. year after
whichever is separation or
longer. (U) Management Inquiry Files - transfer.
Interview files, correspondence, (Authorized N1-
reports, and other 525-06-3.)
documentation relating to
management inguiries into
allegations of harassment,
misconduct, and other
inappropriate behavior.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
New Retention| Retention | (U)NewCut | NARA Maow W) . {VU) Headings (U} Current Description of (U) Current - (U) Current  |{U) Current
Period Changing?| = Off |Authorized | Bucket | Current e e, - Records - = - Authorized - Retirement Mﬂ
» {(YorN,+-| "7 | Numberi. | RCS | item el L _ Disposition Instructions |
# yoars) GRS - Number to RPN TR syt o e o IR
i Fop ] Number | ) i e LR e Sl AN
Temporary: (U) Cutoff files 100-04 . |[New (U) Management Files: Privacy Case Files documenting
Destroy/Delete at the end of the issuance of corrective
at 6 years or the CY after (U) Routine Management, guidance, but do not develop into
when case file is Training and Equal |litigation or investigative case
superseded, closed, Employment Opportunity files
obsolete or Files of Short Term Business
when no longer Use
needed for
agency Privacy Case Files
business,
whichever is
longer.
Temporary: Y -1 (U) Cutoff files |GRS 1ltem [100-04 |1207-1- [(U) Management Files: (U) Reviews, background (U) Temporary. |(U) Transfer to the |(U) Cutoff
Destroy/Delete at the end of |25-d-1 d-1 documents, and correspondence |Destroy when 7 |Records Center  (files at the
at 6 years or the FY after (U) Management, Equal relating to contractor employment |years old. when no longer end of the
when case file is Employment Opportunity, |practices, (Authorized GRS |active. FY.
superseded, closed. and Employee Grievance 1ltem 25-d-1.)
obsolete or Files of Longer Term
when no longer Business Use
needed for ‘
gg:ir:;yss (U) Equal Employment
' Opportunity (EEO) Files.
whichever is PP v )
longer. (U) Official Discrimination
|Complaint Case Files.
U} Compliance Records
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
New Rotontion] Retention | (U)NewCut | NARA | New | (U) | . (U)Headings . (U) Current_ |{L) Current
e " (YorN, +- " '5:-‘,‘ Number/ | 'RCS. | Hem f"‘l R RN R instructions | .
Temporary: Y +1 (U) Cutoff files|{GRS 1 ltem {100-04 |1207-1-f |{U) Management Files: (U) Employment Statistics Files - |(U) Temporary. [(U) Transfer to the j(U) Cutof
Destroy/Delete atthe end of |25-f Employment statistics relating to |Destroy when 5 |Records Center  [files at
at 6 years or the FY. (U) Management, Equal race and sex. years old. when no longer end of the
when Employment Opportunity, (Authorized GRS |active. FY.
superseded, and Employee Grievance 1 Item 25-f.)
obsolete or Files of Longer Term
when no longer Business Use
needed for
;99_“‘:? {U) Equal Employment
usiness, "
whichever s Opportunity (EEO) Files.
longer. (U) Official Discrimination
Complai i
Temporary: N (U) Cutoff files |GRS 2 Item |[100-04 [1208-1- |(U) Management Files: (U) Time and Attendance Source |(U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete atthe end of |7 a Records - All time and Destroy after file area for 1 year |[files at the
at 6 years or the CY after (V) Management, Equal attendance records upon which  |GAO auditor 6  [before transferring jend of the
when GAO audit or Employment Opportunity, leave input data is based, such |years old, |to the Records CY.
superseded, when 6 years and Employee Grievance as time or sign-in sheets; time whichever is Center.
obsolete or old, whichever Files of Longer Term cards (such as Optional Form sooner.
when no longer is sooner. . Business Use 1130), flextime records; leave (Authorized GRS
needed for applications for jury and military |2 ltem 7.) .
agency (U) Time and Attendance duty; and aqthorized premium
business, Records. pay or overtime, maintained at
whichever is duty post, upon which leave input
longer. data is based. Records may be
in either machine-readable or
paper form.

UNCLASSIFIED

Page 10 of 64

11/02/2016



UNCLASSIFIED M1-525-12-1 Crosswakk
Administrative
| Retention | (UyNewCut| NARA | New | () [ (U)Headings {U) Current Descriptionof | (U)Current | (U)Cumrent  |{U) Cusrent
=" 1Y or N, +/- Number/ | RCS | Hem | . t d Wj DRIt - Disposition .. instructions - |«
’ ’ y d et it S - : t 15
- #years) GRS | g = S PRV AR )

Temporary: N (U) Cutoff files|GRS 2 ltem |100-04 [1208-1- }{U) Management Files: {U) Time and Attendance Input  |{U) Temporary. |[(U) Hold in current |(U) Cuto
Destroy/Delete atthe end of |8 b Reports - Records in either paper | Destroy after file area for 1 year |[files at th
at 6 years or the CY after (U) Management, Equal or machine readable form used to|GAO auditor 6  [before transferring |end of the
when GAO audit or Employment Opportunity, input time and attendance data  |years old, to the Records CY.
superseded, when 6 years and Employee Grievance into a payroll system, maintained [whichever is Center.
obsolete or old, whichever Files of Longer Term either by agency or payroll sooner.
when no longer is sooner. . Business Use processor. (Authorized GRS
needed for 2 ltem 8.)
agency (V) Time and Attendance
business, Records.
whichever is
longer.
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Administrative

New Retention| Retention | (U)New Cut | NARA | New. L] -~ (UyHeadings _ . {U) Current Description of {U) Current {U) Current | (U) Cuirrent
(YorN, +i- s, Number/ | RCS fom | - e b ey ~i;. | Dispesition ~ Instructions T
T - # years) ” GRS © |Number| " " o ) G i L

Temporary: N (U) Cutoff files (GRS 1 Item [100-04 [1203- |(U) Management Files: (V) Individual Non- (U) Temporary. |[(U) Hold in current [(U) Cuto
Destroy/Delete atthe end of |19 Occupational Health Record |Destroy 6 years |file area for 1 year |files at t
at 6 years or the CY after (U) Management, Equal Files - Forms, Correspondence, |after date of last |before transferring |end of the
when last entry in Employment Opportunity, and other records. (Including  [entry. to the Records CY.
superseded, file. and Employee Grievance summary records, documenting |(Authorized GRS |Center,
obsolete or Files of Longer Term an individual employee’s medical (1 Item 19.)
when no longer Business Use history, physical condition, and
needed for visits to Government health
agency (U) Individual Non- facilities, for nonwork-related
business, Occupational Health Record [Purposes.)
whichever is Files - Forms, Correspondence,
longer. and other records. (Including

summary records, documenting

an individual employee’s

medical history, physical

condition, and visits to

Government health facilities, for

nonwork-related purposes.)
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Temporary: Y +2 (U) Cutoff files (GRS 1 Item [100-04 [1207-1- |{U) Management Files: (U) Originating agency's files (U) Temporary. |(U) Transfer to the [(U) Cuto
Destroy/Delete at the end of |25-a a containing complaints with related|Destroy 4 years |Records Center  |files at t
at 6 years or the FY after (U) Management, Equal correspondence, reports, after resolution of |after resolution of |end of the
when case Employment Opportunity, exhibits, withdrawal notices, case. case. FY.
|superseded, resolution. and Employee Grievance copies of decisions, records of  |(Authorized GRS
obsolete or Files of Longer Term hearings and meetings, and other|1 item 25-a.)
when no longer Business Use records as described in 28 DFR
needed for 1613.222, Cases resolved within
agency (U) Equal Employment the agency, by EEO Commission,
business, Opportunity (EEO) Files. or by a U.S. Court.
whichever is
longer. (U) Official Discrimination
Complaint Case Files.
Temporary: Y +4 (U) Cutoff files |GRS 1 item 1100-04 |1207-1-c{(U) Management Files: (U) Background records not filed |{U) Temporary. [(U) These files (U) N/A
Destroy/Delete at the end of |25-c-1 1 in the Official Driscrimination Destroy 2 years |cannot be retired to
at 6 years or the FY after {U) Management, Equal Complaint Case File. after final the Records
when case Employment Opportunity, resolution of Center. They must
superseded, resolution. and Employee Grievance case. be held in current
obsolete or Files of Longer Term {Authorized GRS (program area until
when no longer Business Use 1 ltem 25-c-1.)  |they are destroyed.
needed for ‘
agency (U) Equal Employment
business, Opportunity (EEO) Files.
whichever is
longer. (U) Official Discrimination
Complaint Case Files.
(U) Preliminary and Background]|
Files,
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
|New Retention| ‘Retention | (U) New Cut | NARA New ({1} {U) Headings {U) Currsnt Description of {U) Current (U) Current  {{U) Current
Period  |Changing?| .- Off . . |Authorized| Bucket (Current| . ..~ . ... .-, Records .. .. . Authorized Retirement | Cutoff
Y orN, +- U Numberd | RCS | Mem T i ’ LT Disposition | . Instructions :
R _ #years) GRS | Number| .- . . T R e " SRS O R S T L
i o Number e W EN R R : Lo - 1. ; -
Temporary: Y +1 (U) Cutoff files |GRS 1 Item [100-04 [1207-1- |(U) Management Files: (U) Agency copy of consolidated |(U) Temporary. |(U) Transfer to the |(U) Cuto!
Destroy/Delete at the end of |25-h-1 h-1 AAP(s). Destroy 5 years |Records Center  [files at t
at 6 years or the FY after (U) Management, Equal from date of plan. [when no longer  |end of the
when the date of Employment Opportunity, (Authorized GRS |active. FY.
|superseded, plan. and Employee Grievance 1 Item 25-h-1,)
obsolete or Files of Longer Term
{when no longer Business Use
needed for
agency |(U) Equal Employment
PUSmIESS, Opportunity (EEO) Files.
whichever is
longer. (V) Official Discrimination
Complaint Case Files.
(U) EEQO Affirmative Action
(AAP) Files.
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[New Retention| Retertion | (UyNewCut | NARA | New | (U) | (U)Headings . (V) Current (U) Current  1(Lf) Gurrent

. .,:‘I‘:;\'-- i #ml‘) MR TN L o ' GQS - ; ? "m ! & "=‘:- ; . "

LeRnRAL : ; f}:ﬂ‘i'}’- ‘-f%‘;-‘. y m iy ier) i HE ] . ' : . - ; "
Temporary: Y +1 (U) Cutoff files|GRS 1 ltem |100-04 |1207-1- |(U) Management Files: (U) Agency feeder plan to (U) Temporary. [(U) Transfer to the j{U) Cutof
Destroy/Delete atthe end of |25-h-2 h-2 consolidated AAP(s). Deslroy 5 years |Records Center  [files at t
at 6 years or the FY from (U) Management, Equal from date of when no longer end of the
when date of feeder Employment Opportunity, feeder plan or active. FY.
superseded, ptan or when and Employee Grievance when
obsolete or administrative Files of Longer Term administrative
when no longer purposes Business Use purposes have
needed for have been been served,
agency served, (V) Equal Employment whichever is
business, whichever is Opportunity (EEO) Files. sooner.
whichever is sooner. (Authorized GRS
longer. (U) Official Discrimination 1ltem 25-h-2.)

Complaint Case Files.
{U) EEO Affirmative Action
(AAP) Files,
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g, oo f(YorN e} © Number/ | RCS | ltem =) Disposition | Instructions | 0
1 i ‘_ ! | m . . e ) . ' " . . : ) - ! .
Temporary: Y +1 (U) Cutoff files|GRS 1 ltem |100-04 [1207-1- [{U) Management Files: (V) Report of on-site reviews of (U.} Témpcrary. (U) Transfer to the {(U) Cuto
Destroy/Delete at the end of |25-h-3 h-3 Affirative Action Programs. Destroy 5 years |Records Center files at t
at 6 years or the FY from (U) Management, Equal from date of when no longer end of the
when date of report. Employment Opportunity, report. active. FY.
superseded, and Employee Grievance (Authorized GRS
obsolete or Files of Longer Term 1 Item 25-h-3.)
when no longer Business Use
needed for
agency {U) Equal Employment
business, Opportunity (EEO) Files.
whichever is
longer. (U) Official Discrimination
Complaint Case Files.
(U) EEO Affirmative Action
(AAP) Files.
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Administrative
|New Retention| Retention .+ | . (U) Current Description of {U) Current {U) Current | (U}) Current
Y ; {YorN, +- e e _; ) , Dbpmllim . Instructions SR
Temporary: Y +1 (U) Cutoff files |GRS 1 ltem {100-04 [1207-1- |(U) Management Files: (U) Agency copy of annual report [(U) Temporary. [(U) Transfer to the |(U) Culo
Destroy/Delete at the end of |25-h-4 h-4 of Affirmative Action Destroy 5 years |Records Center  [files at t
at 6 years or the FY from (U) Management, Equal accomplishments. from date of when no longer end of the
when date of report. Employment Opportunity, report. active. FY.
superseded, and Employee Grievance (Authorized GRS
obsolete or Files of Longer Term 1 ltem 25-h-4.)
when no longer Business Use
needed for
agency (U) Equal Employment
husiness, Opportunity (EEO) Files.
whichever is
longer. (U) Official Discrimination
Complaint Case Files.
(V) EEO Affirmative Action
(AAP) Files.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
New Retention| Retention | (U) New Cut | NARA New | () | . (U) Headings .. {U) Current Description of (U) Current (U)Current  {{U) Current
s, (YorN, +- .| Number! | RCS. | Hem | - 5, ' R vy Disposition Instructions .
~‘-£'-$-§E . S ‘{" 'M“, \.“% I GRS vy lll. lm.l . B - .} - . o ..'T';: : - - ! )
S Number . ‘ " g L * :
Temporary: Y -1 (U) Cutoff files [N1-525-02- |100-04 {1209-1- |(U) Management Files: (U) Records relating to (V) Temporary. |(U) Hold in current |(U) Cuto
Destroy/Delete atthe end of |2 a grievances raised by employees, |Destroy 7 years |file area 2 years  |[files at tl'b
at 6 years or the CY after (U) Management, Equal except EEO complaints. after case is after closure end of the
when case is Employment Opportunity, Grievance case files initiated at  |closed. before transferring |CY.
superseded, closed. and Employee Grievance Directorate level or files received |(Authorized N1- |to the Records
obsolete or Files of Longer Term from components. 525-02-2.) Centers.
when no longer Business Use
needed for
agency (U) Employee Grievance
business, Files.
whichever is
longer. (U) Employee Grievance -
These files include the
employee's "Grievance
Record”, which initiates the
grievance and states the nature
of the grievance. The
statements of witnesses,
circumstances that caused the
grievance, reports of interviews .
and hearings, examiner’s
findings and recommendations,
employee withdrawal, and final
resolution of the grievance. If
appealed, the complete file will
be transferred to the Office of
Inspector General. (See ltemn
202-2)
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Now Retention| Retention | ()NewCut]| NARA | New | (U) | .. (U)Headings (U) Current Description of | _ (U) Current _
R [\ T ' mbor/ | RCS | Mem | . I . Disposition

Temporary: N (U) Cutoff files|GRS 1 liem |100-04 |NEW {U) Management Files: Forms, Correspondence, Reports |(U) Temporary. |[(U) Hold in current |(U) Cuto
Destroy/Delete at the end of |34 and logs and other records Destroy 6 years |file area for 1 year [files att
at 6 years or the CY after {U) Managiement, Equal (including Occupational Safety  |after date of last [before transferring |end of the
when last entry. Employment Opportunity, and Health Administration entry. to the Records CY.
superseded, and Employee Grievance (OSHA) Forms 100, 101, 102, (Authorized GRS |Center.
obsolete or Files of Longer Term and 200, or equivalents) 1 Item 34.)
when no longer Business Use maintained as prescribed in 29
needed for CFR 1960 and OSHA pamphlet
agency {U) Occupational Health 2014 to document all recordable
business, Record Files - Forms, occupational injuries and
whichever is Correspondence, and other ilnesses for each establishment.
longer. records. (Including summary

records, documenting an

individual employee’s medical

history, physical condition, and

visits to Government health

facilities, for nonwork-related

urposes.)
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Administrative
[New Retention| Retention | (U)New Cut | NARA | New | () (U) Hoadings (U) Current Description of (U) Current (U) Curvent - |{U} Current
R (Y orN, #- ¢ | Numberl | RCS | Hem L ' s Disposition Instructions
B # yoars) GRS * - |Number R - .k i o T :
: Number | - - | . - " - R =

Temporary: Y -3months [(U) Destroy |GRS1 Iltem [100-05 [1204-a |(U) Operational Files: (U) If information is summarized |(U) Temporary. [(U) These files (U) N/A
Destroy/Delete after last 20-a on statistical report. Destroy 3 months |cannot be retired to
when entry. (U) Routine Operational Files after last entry.  |the Records
superseded/ob Involving Facility, Shipping & (Authorized Center. They must
solete or when Transportation, or Motor GRS1 Item 20-a.) |be held in current
no longer Vehicle Files of Short Term program area until
needed for Business Use they are destroyed.
agency
business, (U) Health Unit Control Files -
whichever is Logs or registers reflecting daily
longer. number of visits to

dispensaries, first aid rooms,

and health units.
Temporary: Y-3 (U) N/A GRS 1.1 100-05 (1301-1- |(U) Operational Files: (U) Unused ticket redemption (U) Temporary. [(U) These files (U) N/A
Destroy/Delete ltem 010 e |forms, such as SF 1170. Destroy 3 years |cannot be retired to
when (U) Routine Operational Files after the year in |the Records
superseded/ob Involving Facility, Shipping & which the Center. They must
1$olete or when Transportation, or Motor transaction is be held in current
no longer Vehicle Files of Short Term completed. program area until
needed for Business Use (Authorized GRS [they are destroyed.
agency 1.1 tem 010.) .
business, (U) Transportation Files.
whichever is
longer. (U) Commercial Freight and

Passenger Transportation Files.
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Administrative
|New Retontion| Retention | (UyNewCut| NARA | New | (U) [ (UpHeadings | (U)Current Descriptionof | (U)Current | (U)Current [(U) Current
D i A R o el (Ete it A0 Seeun s S S ARl _ oy
Temporary: Y -1 (U) N/A GRS 9 ltem [100-05 |1301-5~ |{U) Operational Files: (U) Annual Reports Concerning. |(U) Temporary. [(U) These files (U) N/A
Destroy/Delete 5-b b Official Passports - Reports to Destroy when 1 |cannot be retired to .
when {U) Routine Operational Files |the Department of State year old. the Records
superseded/ob Involving Facility, Shipping & [concerning the number of official |(Autharized GRS |Center. They must
solete or when Transportation, or Motor |passports issued and related 9 fem 5-b.) be held in current
no longer Vehicle Files of Short Term  |matters. program area until
needed for Business Use they are destroyed.
agency
bus_;lness. _ (U) Transportation Files.
whichever is
longer. (U} Records Relating to Official
Passporis
Temporary: Y -1 {U) NFA GRS 10 100-05 |[1401-1- |(U) Operational Files: {U} Maintenance records. (U) Temporary. }[{U) These files {U) N/A
Destroy/Delete tem 2-b b (Including those relating to Destroy when 1 |cannot be retired to
when (U) Routine Operational Files |service and repair.) year old. the Records
superseded/ob Involving Facility, Shipping & {Authorized GRS |Center. They must|
solete or when Transportation, or Motor 10 Item 2-b.) be held in current
no longer Vehicle Files of Short Term program area until
Ineeded for Business Use they are destroyed.
agency
business, (U) Motor Vehicle Files. .
whichever is
onRger. (U) Motor Vehicle Operating
Mai Eil
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New Retention| Retontion | (U)NewCut| NARA | New | (U) | (U)Headings | (U)Current Descripionof | (U)Currant | (U) Current

ST or N, H- e Number/ | RCS |  Kem i ' ' - Disposition Instructions |

C o} Syears) | o0 | GRS | |Number| . ¥ AR oo oY

R - s Numibar ' : ¥iz Sl T _ 5 : Py

Temporary: Y -3months |{U)Destroy GRS 11 100-05 |1501-6 |{U) Operational Files: (U) Building and Eguipment (V) Temporary. [(U) These files (U) N/A
Destroy/Delete after work is  |ltem 5 Service Files - Requests for Destroy 3 months |cannot be retired to .
when performed or (V) Routine Operational Files |building and equipment after work is the Records
superseded/ob requisition is Involving Facility, Shipping & Jmaintenance services. performed or Center. They must
solete or when canceled. Transportation, or Motor (Excluding fiscal copies.) requisition is be held in current
no longer Vehicle Files of Short Term canceled. program area until
needed for Business Use (Authorized GRS [they are destroyed.
agency 11 ltem 5.)
Ib“_'"ess' _ {U) Facility Files.
whichever is
longer.
Tempeorary: Y -2 months |(U) Destroy  |GRS 11 100-05 |1501-7 |{U) Operational Files: (U) Directory Service Files - (U) Temporary. [(U) These files (U)y N/A
Destroy/Delete after issuance |ltem 3 Correspondence, forms, and Destroy 2 months |cannot be retired to
when of listing. (U) Routine Operational Files |other records relating to the after issuance of |the Records
superseded/ob Involving Facility, Shipping & |compilation of directory service |listing. Center. They must
solete or when Transportation, or Motor listings. {Authorized GRS |be held in current '
no longer Vehicle Files of Short Term 11 item 3.) program area until
needed for Business Use they are destroyed.
agency
business, (U) Facility Files.
whichever is
longer.
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Now Retention| Retention [ (U)NewCut | NARA | New | (U) [ . _ (UyHeadings | (U)Current Description of | ' (U) Current () Curvent
© oMl | Numbed | RCS | Hem : o+ . | Dispasition | e
Temporary: Y -1 (U) NFA N1-525-85- |100-05 |403-4 [(U) Operational Files: {U) Transportation Mission Files - |(U) Temporary. |(U) These files {(U) N/A
Destroy/Delete 1 Cargo summaries, ilineraries, Destroy when 1 |cannot be retired to .
when (U) Routine Operational Files |requests, and messages year old. |the Records
superseded/cb Involving Facility, Shipping & |pertaining to specific (Authorized N1-  |Center. They must
solete or when Transportation, or Motor transportation flights. 525-95-1.) be held in current
no longer Vehicle Files of Short Term program area until
needed for Business Use they are destroyed.
agency
business, (U) Shipping and
whichever is Transportation.
longer.
Temporary: N (U) N/A GRS 9 ltem [100-05 {1301-5-c|(U) Operational Files: (U) Passport Registers - (U) Temporary. [(U) These files (U) N/A
Destroy/Delete 5-c Registers and lists of agency Destroy when cannot be refired to
when {U) Routine Operational Files |personnel who have official superseded or  |the Records
superseded/ob Involving Facility, Shipping & |passports. obsolete. Center. They must
solete or when Transportation, or Motor (Authorized GRS |be held in current
no longer Vehicle Files of Short Term 9 ltem 5-¢.) program area until
needed for Business Use they are destroyed.
agency
business, (V) Transportation Files.
whichever is
longer. (U) Records Relating to Official
Passpords
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[Mew Retention] Retention | ()New Cut| MARA .| New | (U) | . (UyHeadings . 1  (U)CurrentDescriptionof {  (U)Cwent. |  (U)Current: -[(U) Current
B (YorN, +- Number/ 'ZRCS_J CHtam \ B o - - Disposition _instnictions | .
Temporary: Y -3 months [(U) N/A GRS 10 100-05 [1401-1- |(U) Operational Files: (U) Operating records. (U) Temporary. |(U) These files (W) N/A
Destroy/Delete ltem 2-a a (Including those relfating to gas  |Destroy when 3  |cannot be retired ta .
when (U) Routine Oparational Files |and oil consumption, dispatching, |months old. the Records
superseded/ob Involving Facility, Shipping & |and scheduling.) {Autharized GRS |Center. Thay must
solete or when Transportation, or Motor 10 tem 2-a.) 'he held in current
no longer Vehicle Files of Short Term program area until
needed for Business Use they are desiroyed.
agency
[pusiness, (U) Motor Vehicle Files.
whichever is
longer. (U) Motor Vehicle Operating
and Maintenance Files.
Temporary: N (W) N/A N1-525-95- |100-05 [1501-3 [(U) Operational Files: (U) Host Tenant Agreements - {(U) Temporary. |(U) These files {U) N/A
Destroy/Delete 1 Agreements between NRO Destroy when cannot be retired to
when (V) Routine Operational Files |components and other agencies |superseded, the Records
superseded/ob Involving Facility, Shipping & |cancerning routine support cbsolete, or no  {Center. They must
solete or when Transportation, or Motor services to be provided to or by  [longer needed. |be held in current
no longer Vehicle Files of Short Tearm  |[NRO. Records relate to such (Authorized N1- |program area until
needed for Business Use matters as fire protection, guard |525-95-1.) they are destroyed.
agency services, snow removal, repair .
business, (U) Facility Files. and maintenance of roads, and
whichever is similar subjects. These
longer, agreements are normally
negotiated locally and do not
involve foreign governments.
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New Retontion| Retention  {U)New Cut | NARA ‘| Ne 1. - () Headings { (U) Current Descriptionof | (U)Cumrent | (U)Cument |(U) Current
Period | Changing?] . -Off . . jAuthorized| Biicke o S e bt Resords, o} CAuthorized | ' 'Retirement | *Cutoff
S lorornwel 1 | . " Dispo , I 3 b i
| T RRE L b “Number g TRl : e : . ; _ b T
T:emporary: N {U) Destroy |GRS 1.1 100-05 [1301-1- |(U) Operational Files: {U) Obligation copy of (U) Temporary. [{U) These files {U) N/A
Destroy/Delete when funds  [ltem 010 d commercial passenger Destroy when cannot be retired to .
when are obligated. (U) Routine Operational Files |transportation vouchers. funds are the Records
supersededfob Invoiving Facility, Shipping & obligated. Center. They must
solete or when Transportation, or Motor {(Authorized GRS |be held in current
no longer Vehicle Files of Short Term 1.1 Item 010.) program are:a until
needed for Business Use they are destroyed.
agency
business, (V) Transportation Files.
whichever is
longer. (U) Commercial Freight and
Passenger Transportation Files.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
[Wew Retontion| Retention | (U)New Cut | NARA | Mew | {U) |  (UyHes@ings | (U)CurentDescriptionof | (U)Cument |  (U) ument _ [(0) Gurrent
' | (¥ orN, - "Number/ | RCS | Hem | : Disposition instructions |
_ #ywnan) GRS |  [Number; e I RS 1

Temporary: N (U) Destroy |GRS 1.1 100-05 |1301-3- |{U) Operational Files: (U) Obligations copies (U) Temporary. |(U) These files (U) N/A
Destroy/Delete when funds  |ltem 010 b Destroy when cannot be retired to .
when are obligated. (U) Routine Operational Files funds are the Records
superseded/ob (Authorized Involving Facility, Shipping & obligated. Center. They must
solete or when Transportation, or Motor {Authorized GRS |be held in current
no longer Vehicle Files of Short Term 1.1 ltem 010.) program area until
needed for Business Use they are destroyed.
agency
business, (U) Transportation Files.
whichever is
longer. {U) Noncommercial,

Reimbursable Travel Files -

Copies of records relating to

reimbursing individuals, such as

travel orders, per diem

vouchers, and all other

supporting documents relating

to official travel by officers,

employees, dependents, or

others authorized by law to

travel.
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UNCLASSIFIED M1-525-12-1 Crosswalk
Administrative

[New Retention| Retention | (UyNew Cut| NARA | New [ (U) _ "] (U Cumrent Description of | . (U) Current |  (U) Current  |(U) Current

G | orMgkl | Number | RCS | Hem | - | Disposition " | inetructions |

LR ESRER . N © .| Number | - S B ‘ . R _ e _ o _ -
Temporary: Y -1 (U) Destroy |GRS 9 Item |100-05 [1301-4- }{U) Operational Files: (V) Accountability records {U) Temporary. |(U) These files (U) N/A
Destroy/Delete after all 4-b. b documenting the issue or receipt |Destroy 1 year |cannot be retired to .
when entries are (U) Routine Operational Files |of accountable documents. after all entries  |the Records
superseded/ob cleared. Involving Facility, Shipping & are cleared. Center. They must
solete or when Transportation, or Motor {Authorized GRS [be held in current
no longer Vehicle Files of Short Term 9 ltem 4-b.) program area until
needed for Business Use they are destroyed.
agency
business, (V) Transportation Files.
whichaver is
longer. (U) General Travel and
Transnortation Files

Temporary: N (U) Destroy  |N1-525-95- |100-05 |[1501-1 [|{U) Operational Files: (U) Eacilities Design Records -  |[{U) Temporary. [(U) These files (U) N/A
Destroy/Delete when 1 . |Drawings of structures and Destroy when cannot be retired to
when superseded or {U) Routine Operational Files |buildings. {Included are drawings |superseded of the Records
superseded/ob after the Involving Facility, Shipping & |of electrical, telephone, plumbing, | after the structure [Center. They must
solete or when structure or Transportation, or Motor heating, or air conditioning or object has be held in current
no longer object has Vehicle Files of Short Term  [Systems.) been retired from |program area until
needed for been retired Business Use service. they are destroyed.
agency from service. {Authorized N1-
business, v Facility Files. 525-95-1.) .
whichever is
longer.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
New Retontion| Retention | (U)NewCut| NARA | New | (U) | . (U)Headings (U) Current Descriptionof | (U) Current |  (U) Current  [{U) Current
. ing? of | Authorized | Buy : _ R : oy RS 1 e
| (YorN, - Number/ | RCS | Mem e
Temporary: N (U) Destroy |GRS 17 100-05 |1501-2 |(U) Operational Files: (U) Building Space Assignment  |(U) Temporary. |(U) These files (U) N/A
iDestroyf‘Delete when Item 6 Plans - Outline floor plans Destroy when cannot be retired to .
when superseded (U) Routine Operational Files |indicating occupancy of a superseded or |the Records
superseded/ob or after the |Involving Facility, Shipping & |building. after the structure [Center. They must
solete or when structure or Transportation, or Motor or object has be held in current
no longer object has Vehicle Files of Short Term been retired from (program area until
needed for been retired Business Use service. they are destroyed.
agency from service. (Authorized GRS
business, (U) ':ac“ny Files. 17 Item 6.)
whichever is
longer.
Temporary: N {U) Destroy  |N1-525-95- |100-05 |403-5 |(U) Operational Files: (U) Air Worthiness Certificates - |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete when 1 Records relating to the Destroy when cannot be retired to
when container (U) Routine Operational Files |certification of oversize shipping |container taken |the Records
superseded/ob taken out of Involving Facility, Shipping & |containers. (Included are out of service or |Center. They must
solete or when service or Transportation, or Motor blueprints, requests for when container  |be held in current
no longer when Vehicle Files of Short Term |certifications, and approvals.) has been program area until
needed for container has Business Use replaced, they are destroyed.
agency been destroyed, or
business, replaced, (U) Shipping and deleted from
whichever is destroyed, or Transportation. active inventory.
longer. deleted from {Authorized N1-
active 525-95-1.)
inventory.
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UNCLASSIFIED

M1-525-12-1 Crosswalk
Administrative

Temporan‘!:'

(U) NL.‘-;\

N1-525-95-

(U) Operational Files:

(W) Trans'g'ortatioh Dis.cregangx' '

'(:LII) Témﬁorafy.

. (U) 'fhese files

(U}; ‘NIA

Destroy/Delete 1 Records -Reports and other Destroy when 1 |cannot be retired to .
when (U) Routine Operational Files |records pertaining to traffic year old. the Records

superseded/ob Involving Facility, Shipping & |irregularities; packaging and (Authorized N1- |Center. They must

solete or when Transportation, or Motor handiing deficiencies; and similar |525-95-1.) be held in current

no longer Vehicle Files of Short Term |Matters. program area until

needed for Business Use they are destroyed.

agency

business, {U) Shipping and

whichever is Transportation.

longer.

Temporary: Y -1 (U) N/A N1-525-95- |100-06 |NEW {U) Operational Files: {U) Transportation Discrepancy |{U) Temporary. [{U) These files {U) N/A
Destroy/Delete 1 Records -Reports and other Destroy when 1 |cannot be retired to

at 6 years or (U) Routine Operational Files |records pertaining to damaged, |year old. the Records

when Involving Facility, Shipping & |pilfered and lost cargo. (Authorized N1- |Center. They must
superseded, Transportation, or Motor 525-95-1) be held in current

obsolete or Vehicle Files of Short Term program area until

when no longer Business Use they are destroyed.

needed for

agency {U) Shipping and

bu§|ness. . Transportation.

whichever is

longer.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
New Retention| Retention | (U)NewCut| NARA | New | () |  (U)Headings | {U)Cument Descriptionof | (U)Current | (U)Current
' .- | (YorN,+- " | Number/ |  RCS. | Hem | ' Disposition Instructions
. | ®years). GRS | |Number| '~ AL S
ARk I 7| Namber | i K 0 e L3 PRE A
Temporary: Y-4 {U) Cutoff files |GRS 1.1 100-06 |1301-1- |{U) Operational Files: (U) Records covering payment  [(U) Temporary. |(U) Hold in current [(U) Cuto
Destroy/Delete at the end of |ltem 010 b for commercial freight and Destroy when 10 |[file area for 1 year [files at t
at 6 years or the FY. (U) Operational Files Relating |passenger transportation charges|years old. before transferring |end of the
when to Facility, Shipping & for services for which 1) notice of |(Authorized GRS [to the Records FY.
superseded, Transportation, and Property overcharge has been or is 1.1 kem 010.) |Center.
obsolete or Accounting Files that Pertain |expected to be issued, or if a rail
when no longer to Planning, Vehicle Use, and freight overpayment is involved,
needed for Financial Disbursement. 2) deduction or collection action .
agency has been taken, 3) voucher
buginess, _ {U) Transportation Files. comains inbound transit
whichever is shipment(s), 4) parent voucher
longer. (U) Commercial Freight and has print of paid supplemental bill
Passenger Transportation assomatgd, 5) uoych‘gr hgs
Files. become involved in litigation, or
6) any other condition that
prevents the settling of the
account, requiring the voucher to
be retained beyond the six year
retention period, such as
detection of overcharge. .
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UNCLASSIFIED

N1-525-12-1 Crosswalk

obsolete or

Accounting Files that Pertain

the Government Losses in

Administrative
New Retention] Retention | (U) New Cut |  NARA New § () | . (UHeadings (U) Cusrent Description of {U) Current (U) Current  }{U) Current
T, - J(YorN, ¥- Number/ | RCS | Hem ’ i A Disposition Instructions "
PEPEE. Ntow d SURMOREIE Hle.o 0 R on FORERCEINES vl L SR S PR STt B
Temporary: N (U) Cutoff files |GRS 9 ltem |100-06 |1301-2 |(U) Operational Files: (V) Lost or Damaged Shipment |(U) Temporary. |(U) Hold in current |(U) 6u10
Destroy/Delete at the end of |2 Files - Schedules of valuables Destroy when 6  |[file area for 1 year [files at t
at 6 years or the FY. (U) Operational Files Relating |shipped, correspondence, years old. before transferring |end of the
when to Facility, Shipping & reports, and other records (Authorized GRS [to the Records FY.
superseded, Transportation, and Property |relating to the administration of |9 item 2,) Center.

when no longer to Planning, Vehicle Use, and |Shipment Act.
needed for Financial Disbursement.

agency

bu;mess, ) (U) Transportation Files.

whichever is

longer.
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UNCLASSIFIED

N1-525-12-1 Crosswalk
Administrative

Temporary: N (UO Cutoff GRS 1.1 100-06 |1301-3- |(U) Operational Files: (U) Travel administrative office  |(U) Temporary. |(U) Hold in current |(UO Cuto
Destroy/Delete files at the endjitem 010 a files. Destroy when 6  [file area for 1 year |[files at t
at 6 years or of the FY. (U) Operational Files Relating years old. before transferring |end of th
when to Facility, Shipping & (Authorized GRS |to the Records FY.
superseded, Transportation, and Property 1.1 tem 010.) {Center.
obsolete or Accounting Files that Pertain
when no longer to Planning, Vehicle Use, and
needed for Financial Disbursement.
agency
[business, (U) Transportation Files.
whichever is
longer. (U) Noncommercial,
Reimbursable Travel Files -
Copies of records relating to
reimbursing individuals, such as
travel orders, per diem
vouchers, and all other
supporting documents relating
to official travel by officers,
employees, dependents, or
others authorized by law to .
travel.
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UNCLASSIFIED N1-525-12-1 Crosswaik
Administrative
New Retention| Retention | (U) New Cut NARA | New W) {U) Headings {U) Curmrent Description of {U) Current " (U) Current {U) Current
i = (YorN, #-} - "~ | Number/ RCS | Hem. _'3"; SRR RTINS I TR Disposition * Instructions
# years) GRS . |Number| . - - %7 . = : ) -
- ' Number . : : . . .
Temporary: Y +3 {(U) Cutoff files|GRS 10 100-06 |1401-6 |[(U) Operational Files: (U) Motor Vehicle Operator Files -|(U) Temporary. |(U) Hold in current |(U) Cutof
Destroy/Delete atthe end of |ltem 7 Records relating to individual Destroy 3 years [file area for 1 year |[files at t
at 6 years or the FY after (U) Operational Files Relating |employee operations of after separation |before transferring |end of the
when separation of to Facility, Shipping & Government-owned vehicles. of employees or 3|to the Records FY.
superseded, employees or Transportation, and Property [(Including driver tests, years after Center.
obsolete or after recision Accounting Files that Pertain |authorization to use, safe driving |recision of
when no longer of to Planning, Vehicle Use, and |[awards, and related authorization to
needed for authorization Financial Disbursement. correspondence.) operate
agency to operate Government-
business, Government- (U) Motor Vehicle Files. owned vehicle,
whichever is owned whichever is
longer. vehicle, sooner.
whichever is (Authorized GRS
sooner, . 10 ltem 7.)
'_I’gmporary: Y +1 {(U) Cutoff N1-525-06- |100-06 [403-2 |{U) Operational Files: (U) Transportation Unit Control  [{U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete monthly if 2 |Records - Records accumulated |Destroy when 5  |file area for 1 year {monthly if
at 6 years or volume (U) Operational Files Relating |by transportation units in years oid. before transferring |volume
when warrants. to Facility, Shipping & connection with the shipment of |(Authorized N1- |to the Records warrants.
superseded, Transportation, and Pmmr‘y materiel to other NRO activities. 525-06-2.) Center.
obsolete or Accounting Files that Pertain [(Included are such forms as DD .
when no longer to Planning, Vehicle Use, and |Forms 1348-1 and 1149,
needed for Financial Disbursement. manifests, requisitions, log
agency books, receipts, and periodic
business, ) (U) Shipping and activity reports.)
whichever is Transportation.
longer.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
Temporary: Y +1 (U) Cutoff files [N1-525-95- |100-06 |403-6 |(U) Operational Files: {U) Annual Reports of (U) Temporary. [(U) These files (U) N/A
JDestroy.-‘Delete atthe end of |1 Transportation Activities - Brief  |Destroy when 5 [cannot be retired to .
at 6 years or the CY (U) Operational Files Relating |annual reports that summarize  |years old or when the Records
when to Facility, Shipping & transportation mission activities. |superseded, Center. They must
superseded, Transportation, and Property (Included are tonnage and obsolete, or no  |be held in current
obsolete or Accounting Files that Pertain expenditure data and similar longer needed, |program area until
when no lenger to Planning, Vehicle Use, and information.) whichever is later.|they are destroyed.
needed for Financial Disbursement. (Authorized N1-
agency 525-95-1.)
business, (U) Shipping and
whichever is Transportation.
longer.
Temporary: Y +4 (U) Culoff files|GRS1 ltem |100-06 |1204-b [{U) Operational Files: (U) if information is not (U) Temporary. [(U) These files (U) N/A
Destroy/Delete atthe end of (20-b summarized. Destroy 2 years |cannot be retired to

at 6 years or
when

the CY after
last entry.

{U) Operational Files Relating
to Facility, Shipping &

after last entry.
(Authorized

the Records
Center. They must

superseded, Transportation, and Property GRS1 item 20-b.) |be held in current
obsolete or Accounting Files that Pertain program area until
when no longer to Planning, Vehicle Use, and they are destroyed.
needed for Financial Disbursement.
agency
budinecs, (U) Health Unit Control Files -
whichever is Logs or registers reflecting daily
longer. number of visits to

dispensaries, first aid rooms,

and heaith units.
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UNCLASSIFIED N1-525-12-1 Crosswalk

Administrative
M'M};;Mﬂ {)NewCut| NARA | New | @) ',“-‘,_ . (UyHeadings | (U)Current Descriptionof | (U) Current {UyCurrent | (L) Current

‘Poriod . |Chumging?| . O |Authortzad| Bucket [Cument! . .o o 1o Records | Awhorizsd |  Retement - |- Cutoff
‘ . 2 : smber/ | RCS | Mem | - i L " ftion | : R
Temporary: Y +4 (U} Cutoff files |GRS 9 Item [100-06 |1301-4- |{U) Operational Files: {U) Routine administrative {U) Tomporary. |[{U) These files (W) N/A
Destroy/Delete atthe end of |4-a a records. (Including Destroy when 2 | cannot be retired to .
at 6 years or the CY (L)) Operational Files Relating |correspondence, forms, related  |years old. the Records
when to Facility, Shipping & records pertaining te commercial, |(Authorized GRS |Center. They must
superseded, Transportation, and Property [noncommercial agency travel, 9 liem 4-a.} be held in current
obsolete or Accounting Files that Pertain |transportation, and freight program area until
when no longer to Planning, Vehicle Use, and [functions, not covered elsewhere they are destroyed.
needed for Financial Disbursement. in this schedule.)
agency
business, (U) Transportation Files.
lwhichever is
Ionger: (U) General Travel and
Transportation Files.
Temporary: Y +3 (U) Cutoff files (GRS 9 ftern |100-068 |1301-5- |{U) Operational Files: (U) Application Files - Documents |(U) Temporary. [{U) Hold in current |{U) Cutoff
Destroy/Delete atthe end of [5-a a relating to the issuance of official |Destroy when 3 |[file area for 1 year [files at the
at 6 years or the FY. {U) Operational Files Relating |passports. (Including requests for |years old or upon |before transferring |end of the
when to Facility, Shipping & passports, transmittal letters, separation of the |to the Records FY.
superseded, Transportation, and Proparty [receipts, and copies of travel bearer, whichever|Center.
obsolete or Accounting Files that Pertain [authorizations.) is sooner.
when no longer to Planning, Vehicle Use, and (Authorized GRS .
needed for Financial Disbursement. 9 Item 5-a.)
agency
business, (U) Transportation Files.
whichever is
longer. {U) Records Relating to Official
Passports.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
Now Retention| Retention | (U)New Cut | NARA | N ] ()Headings. | (U) Current Description of | (U)Current |  (U) Current () Gurrent
" Pefiod  |Changing?! Of  |Authorized} TSRS 2o e R i e Authorized | ~ Retirement | Ci
- J (Y orN,+- ' - Number/ ' . JEREE T Disposition .| Instructions | = )
o # years) GRS : : - Ut U wm e ; AN
ES ; - Number n : - = P ) N BT
Temporary: Y +3 (U) Cutoff files|GRS 10 100-06 |1401-2 |(U) Operational Files: (U) Motor Vehicle Cost Files - (U) Temporary. [(U) Hold in current |(U) Cuto
Destroy/Delete at the end of |ltem 3 Motor vehicle ledger and work Destroy 3 years [file area for 1 year |files at tl’b
at 6 years or the FY after (U) Operational Files Relating |sheets providing cost and after before transferring [end of the
when discontinuanc to Facility, Shipping & expense data. discontinuance of |to the Records FY.
superseded, e of ledger or Transportation, and Property ledger or date of |Center.
absolete or date of Accounting Files that Pertain work sheet.
when no longer worksheet, to Planning, Vehicle Use, and (Authorized GRS
needed for Financial Disbursement. 10item 3.)
agency
buglness. _ (U) Motor Vehicle Files.
whichever is
longer.
[Temporary: Y +3 (U) Cutoff files|GRS 10 100-06 |1401-3 |(U) Operational Files: (U) Motor Vehicle Report Files - |(U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete atthe end of |ltem 4 Reports on motor vehicles (other |Destroy 3 years [file area for 1 year [files at the
at 6 years or the FY after (U) Operational Files Relating |than accident, operating, and after date of before transferring |end of the
when date of report. to Facility, Shipping & maintenance reports). (Including [report. to the Records FY.
superseded, Transportation, and Property |SF 82, Agency Report of Motor  |(Authorized GRS |Center.
obsolete or Accounting Files that Pertain |Vehicle Data.) 10 ltem 4.)
when no lenger to Planning, Vehicle Use, and
needed for Financial Disbursement. .
agency
busiees; (U) Motor Vehicle Files.
whichever is
longer.
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UNCLASSIFIED N1-525-12-1 Crosswalk

Administrative
Temporary: {U) Cutoff files|GRS 11 {U) Operational Files: {U} Building Space and {U) Temporary. |(U) These files
Destroy/Delete atthe endof |ltem 1 |Maintenance General Destroy when 2 |cannot be retired to
at 6 years or the CY. {U) Operational Files Relating |Correspondancs Files - years old. the Records
when to Facility, Shipping & Correspondence files of the unit |(Authorized GRS |Center. They must
superseded, Transportation, and Proparty [responsible for building space 11 Item 1.) be held in current
obsolete or Accounting Files that Pertain [and maintenance matters, program area until
when no longer to Planning, Vehicle Use, and [pertaining to its own they are destroyed.
needed for Financial Disbursement. administration and operation, and
agency related papers.
business, {U) Facility Files.
whichever is
longer.
-femporary: Y +4 {U) Cutoff files |GRS 11 100-06 |1501-5- |(U) Operational Files: (U} Correspondence with and {U) Temporary. [{U) These files {U) N/A
Destroy/Delete at the end of |item 2-b-1 b reports to staff agencies relating |Destroy when2 |cannot be retired to
at 6 years or the CY, (U) Operational Files Relating [to NRO building space holdings  |years old. the Records

when

to Facility, Shipping &

and requirements, Agency

(Authorized GRS

Center. They must

superseded, Transportation, and Property [reports to the GSA, including SF |11 ltem 2-b-1.)  |be held in current
obsolete or Accounting Files that Pertain 81, Request for Space and program area until
when no longer to Planning, Vehicle Use, and |related documents. they are destroyed.
needed for Financial Disbursement.
agency
business, (U) Facility Files.
whichever is
longer. (U) NRO Building Space Files -

Records relating to the

allocation, utilization, and

release of building space under

NRO control, and related

raports.
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UNCLASSIFIED

N1-525-12-1 Crosswalk
Administrative

New Retention| Retention | (U)New Cut | NARA | New | () - {U) Headings (U) Current Description of |  (U) Current

b Liletng Number/ | RCS | iom | Ompostion
Temporary: Y +4 (U) Cutoff files|GRS 3 Item (100-06 |402-2-a |(U) Operational Files: (U) Inventory lists. (U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |9-a Destroy 2 years |cannot be retired to .
at 6 years or the CY from (U) Operational Files Relating from date of list. |the Records
when date of list. to Facility, Shipping & (Authorized GRS |Center. They must
superseded, Transportation, and Property 3 Item 9-a.) be held in current
obsolete or Accounting Files that Pertain program area until
when no longer to Planning, Vehicle Use, and they are destroyed.
needed for Financial Disbursement.
agency
business, {U) Property Accounting,
Whichever is Inventory Control, and Supply
longer. Records.

(U) Inventory Files.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative

[New Retontion| Retention | (U)New Cut | NARA | New | () |  ~ (UyHeadings " | (U)CumentDescriptionof | (U)Curment | (U)Cumrent [(U) Current
{YorN,»-} ‘ Number/ | RCS | Hem N, T I " R o " Instructions

Temporary: Y +4 {U) Cutoff files |GRS 3 Item [100-06 [402-2-b |(U) Operational Files: (U) Inventory cards. (U) Temporary. [{U) These files (U) NVA
Destroy/Delete atthe end of |9-b Destroy 2 years |cannot be retired to .
at 6 years or the CY after (V) Operational Files Relating after the Records
when discontinuanc to Facility, Shipping & discontinuance of |[Center. They must
superseded, e of item, or Transportation, and Property item, or 2 years {be held in current
obsaolete or after stock Accounting Files that Pertain after stock program area until
when no |Dnger balance is to Planni“g, Vehicle Use, and balance is ‘hey are destroyed
needed for transferred to Financial Disbursement. transferred to a
agency a new card or new card or
Ibusiness, recorded (U) Property Accounting, recorded under a
whichever is under a new Inventory Control, and Supply new
lenger. classification, Records. classification, or 2

or after years after

equipment is (U) Inventory Files aquipment in

removed from ’ removed from

Government Government

control. control.

{(Authorized GRS
3 ltem 9-b.)
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at 6 years or
when

the CYafter
date of survey

(U) Operational Files Relating
to Facility, Shipping &

for adjustment of inventory
records not otherwise covered in

after date of
survey action or

UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
[New Retention| Retention | (U)New Cut | NARA | New | (U) [ . (U)Hesdings - {U) Current Descriptionof | (U)Current | . (U) Current }{U) Current
T (o, +h- ¥ “Numberl | RCS | # x| . ;. ' Dispositk witrioitone ]
.| #years) | GRS - .- |Number} . ) ' B e ¥ .
Temporary:  |Y +4 (U) Cutoff files|GRS 3 Item |100-06 |402-2-c |(U) Operational Files: (U) Reporl of survey files and __ |(U) Temporary. |(U) These files  |(U) N/A
Destroy/Delete atthe end of |9-c other papers used as evidence |Destroy 2 years |cannot be retired to .

the Records
Center. They must

superseded, action or date Transportation, and Property |this schedule. date of posting  |be held in current
obsolete or of posting Accounting Files that Pertain medium. program area until
when no longer medium. to Planning, Vehicle Use, and (Authorized GRS |[they are destroyed.
needed for Financial Disbursement. 3 Item 9-c.)
agency
:"}“5,":]955' _ {U) Property Accounting,
N ichever Is Inventory Control, and Supply

nger. Records.

(V) Inventory Files.
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UNCLASSIFIED N1-525-12-1 Crosswalk
Administrative
Wn-nmw Retention | (U)NewCut [ NARA | New | () “(U)Current  |(U) Current
Period ' | Changing? off Authorized | Bucket | Current Retirement - | Cutoff
’ T (Y orN, +- Number/ | RCS- |- Ham _ instructions | -
i | it ;e ; i ; d Al O
Temporary: Y +4 (U) Cutoff files|GRS 3 ltem [100-06 [402-3-a |(U) Operational Files: (U) Stockroom copy. {U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |B-a Destroy 2 years |cannot be retired to .
at 6 years or the CY after (U) Operational Files Relating after completion |the Records
when completion or to Facility, Shipping & or cancellation of |Center. They must
superseded, cancellation of Transportation, and Property requisition, be held in current
obsolete or requisition. Accounting Files that Paertain (Authorized GRS |program area until
when ne longer to Planning, Vehicle Use, and 3 ltem 8-a.) they are destroyed.

needed for Financial Disbursement,
agency
business, {V) Property Accounting,
ruhlchever is Inventory Control, and Supply
onger. Records.
(U)Inventory Requisition Files -
Requisitions for supplies and
equipment for current inventory.
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Temporary: Y +3 {U) Cutoff files|N1-525-95- [100-06 |402-4 |(U) Operational Files: {U) Accountable Property Invoice |(U) Temporary. |[(U) Hold in curent |(U) Cuto
Destroy/Delete at the end of |1 Files - Invoices or equivalent Destroy when 3  |[file area for 1 year |files at tlb
at 6 years or the CY. {(U) Operational Files Relating jpapers used for non-expendable |years old. before transferring |end of the
when to Facility, Shipping & property accounting purposes. {Authorized N1-  [to the Records CY.
superseded, Transportaﬁon' and Property 525-95-1.) Center.
obsolete or Accounting Files that Pertain
when no longer to Planning, Vehicle Use, and
needed for Financial Disbursement.
agency
b”?'"ess' . {U) Property Accounting,
whichever is Inventory Control, and Supply
longer. Records.
Temporary: Y +3 (U) Cutoff files |[N1-525-95- |100-06 |402-5 |{U) Operational Files: (U) Accountable Property {U) Temporary. [(U) These files (U) N/A
Destroy/Delete |Y +4 at the end of |1 |Accounting Files - Accountable  |Destroy returns  |cannot be retired to
at 6 years or the CY. {(U) Operational Files Relating |property accounting returns and |and reports when [the Records

when to Facility, Shipping & reports, with related work papers. |3 years old. Center. Thay must

superseded, Transportation, and Property Destroy work be held in current

obsolete or Accounting Files that Pertain papers when 2 |program area until

when no longer to Planning, Vehicle Use, and years old. they are destroyed.

needed for Financial Disbursement. (Authorized N1-

agency 525-95-1.)

business, (V) Property Accounting,

whichever is Inventory Control, and Supply

longer. Records.
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g i (YorN,+-| ‘gr Number/ | RCS . Mem | _.a_é;%ﬁ:_: R ;.f,.&._.,.: vk o¥ _Disposition Instructions
Temporary: N (U) Cutoff files|GRS 1.1 100-06 |1301-1- |(U) Operational Files: (U) Original vouchers and {U) Temporary. [(U) Hold in current |(U) Cutoff
Destroy/Delete at the end of |ltem 010 a |support documents covering Destroy 6 years [file area for 1 year |[files at th.
at 6 years or the FY after {U) Operational Files Relating [commercial freight and after the period of |before transferring |end of the
when the period of to Facility, Shipping & passenger transportation charges [the account. to the Records FY.
superseded, the account. Transportation, and Property |of settled fiscal accounts. (Authorized GRS |Center,
obsolete or Accounting Files that Pertain |(Including registers and other 1.1 Item 010.)
when no longer to Planning, Vehicle Use, and |control documents.) (Excluding
needed for Financial Disbursement. those covered by Item 1301-1-b
agency of this schedule.)
business, (U) Transportation Files.
whichever is
longer. (U) Commercial Freight and
Passenger Transportation Files.
Temporary: N (U) Cutoff files|GRS 1.1 100-06 |[1301-1-c{(U) Operational Files: (V) Issuing office copies of (U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete atthe end of |ltem 010 Government or commercial bills |Destroy 6 years [file area for 1 year [files at the
at 6 years or the FYafter (U) Operational Files Relating |of lading, commercial passenger |after the period of |before transferring |end of the
when the period of to Facility, Shipping & transportation vouchers (SF the account. to the Records FY.
superseded, the account. Transportation, and Property |1113A or equivalent) and (Authorized GRS |Center.
obsolete or Accounting Files that Pertain |transportation requests (SF 1169 |1.1 ltem 010.)
when no longer to Planning, Vehicle Use, and [0F equivalent), travel
needed for Financial Disbursement. authorizations, and supporting
agency documents.
business, (U) Transportation Files.
whichever is
longer. (U) Commercial Freight and
Passenger Tr ion Files.
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Temporary: N (V) Cutoff files|GRS 10 100-06 |[1401-4 [(U) Operational Files: (U) Motor Vehicle Accident Files - |(U) Temporary. |(U) Hold in current |(U) Cutof
Destroy/Delete atthe end of |[ltem5 JReaccurdss relating to mator vehicle |Destroy 6 years (file area for 1 year |[files at lr.
at 6 years or the FY after (U) Operational Files Relating |accidents maintained by after case is before transferring |end of the
when case is to Facility, Shipping & transportation offices. (Including |closed. to the Records FY.
superseded, closed. Transportation, and Property |SF 91, Operator's Report of (Authorized GRS |Center.
obsolete or Accounting Files that Pertain [Motor Vehicle Accident Report, 10 ltem 5.)
when no longer to Planning, Vehicle Use, and |Investigative Reports, and SF 94
needed for Financial Disbursement. Statement of Witness.)
agency
businesa. (U) Motor Vehicle Files.
whichever is
longer.
Temporary: Y +2 (U) Cutoff files |GRS 10 100-06 |[1401-5 |(U) Operational Files: (U) Motor Vehicle Release Files - |(U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete at the end of |ltem 6 Records relating to transfer, sale, |Destroy 4 years |[file area for 1 year [files at the
at 6 years or the FY after (U) Operational Files Relating |donation, or exchange of after vehicle before transferring |end of the
when vehicle leaves to Facility, Shipping & vehicles. (Including SF 97, The |leaves NRO to the Records FY.
superseded, NRO custody. Transportation, and Property |U.S. Government Certificate of  |custody. Center.
obsolete or Accounting Files that Pertain |Release to Obtain Title to a Motor|(Authorized GRS
when no longer to Planning, Vehicle Use, and |Vehicle.) 10 ltem 6.)
needed for Financial Disbursement.
agency
business, (U) Motor Vehicle Files.
whichever is
longer.
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Temporary: Y +4 (U) Cutoff files|GRS 11 100-06 |1501-5- |(U) Operational Files: (U) Building plan files, surveys, [(U) Temporary. [(U) These files (W) N/A
Destroy/Delete at the end of |ltem 2-a a and other records utilized in NRO |Destroy 2 years |cannot be retired to .
at 6 years or the CY after (U) Operational Files Relating |building space planning, after termination |the Records
when termination of to Facility, Shipping & assignment, and adjustment. of assignment, or [Center. They must
superseded, assignment, Transportation, and Property when lease is be held in current
obsolete or or when lease Accounting Files that Pertain canceled, or program area until
when no longer is canceled, or to Planning, Vehicle Use, and when plans are  |they are destroyed.
needed for when plans Financial Disbursement. superseded or
agency are obsclete.
business, SUpBI‘SEded or (U) Facility Files. (Authorized GRS
whichever is obsolete. 11 ltem 2-a.)
longer. (U) NRO Building Space Files -

Records relating to the

allocation, utilization, and

release of building space under

NRQ control, and related

reports.
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[New Retontion| Retention { ()NewCut | NARA | New | (U) ~ (U) Headings - {U) Current Description of
Temporary: Y +2 (U) Cutoff files|N1-525-95- |100-06 (401-4 |(U) Operational Files: (U) Logistics Support Systems - |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |1 Automated systems used to Purge data 4 cannot be retired to .
at 6 years or the CY after (U) Operational Files Relating |[document purchases of material. |years after the Records
when completion of to Facility, Shipping & (Included are information on completion of Center. They must
superseded, transaction. Transportation, and Property [priority of orders, status of transaction. be held in current
obsolete or Accounting Files that Pertain |iransactions, warehouse (Authorized N1- |program area until
when no longer to Planning, Vehicle Use, and |locations of materiel, funds 525-95-1,) they are destroyed.
needed for Financial Disbursement. available, and similar matters.)
agency
business, ) (U) Contracting and
whichever is Procurement.
longer.
Temporary: Y -1 (U) NFA GRS 16 100-07 |[1101-10-|{U) Routine Office (U) Files documenting the (U) Temporary. [(U) These files (U) N/A
Destroy/Delete Item 13-a a Administrative Files: processing of notices announcing |Destroy when 1 |cannot be retired to
when committee meetings. (Including |year old. the Records
superseded, (U) Office Administrative Imeetings open to the public (Authorized GRS |Center. They must
obsolete or Files of Short Term Business {under the Government in 16 item 13-a.) be held in current
when no longer Use Sunshine Act {5 U.S.C.22b (e) program area until
needed for (3)]; hearing and investigations; they are destroyed.
agency (U) Administrative Files. filing of petitions and applications;
business, issuance or revocation of a
whichever is (U) Documents Published in the license; grant application
longer. Federal Registerr =~ |deadlines; the availability of

certain environmental impact

statements; delegations of

authority, and other matters that

are not codified in the CFR.)
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(Y orN,+- ' . Number! | m:s | Hem : :~:. ;," 2 : - Disposition | Instructions T
Temporary: N (U) N/A GRS 16 100-07 {1101-1- |(U) Routine Office (U) Notices and other types of {U) Temporary. [(U) These files
Destroy/Delete ltem 1-a a Administrative Files: issuances related to routine Destroy when cannot be retired to
when administrative functions (e.g., superseded or the Records
superseded, (U) Office Administrative payroll, procurement, personnel, |obsolete. Center. They must
obsolete or Files of Short Term Business |parking). (Authorized GRS |be held in current
when no longer Use 16 ltem 1-a.) program area until
needed for they are destroyed.
agency {U) Administrative Files.
business,
whichever is (U) Administrative Issuances.
longer.
Temporary: N (U) Destroy |GRS 16 100-07 |1101-1- |(U) Routine Office (U) Case files related to (a) (U) Temporary. |(U) These files (U) N/A
Destroy/Delete when ltem 1-b b Administrative Files: above which document aspects |Destroy when cannot be retired to
when issuance is of the development of the issuance is the Records
superseded, destroyed (U) Office Administrative issuance. destroyed. Center. They must
obsolete or Files of Short Term Business (AU“'IOﬁZGd GRS |be held in current
when no longer Use 16 Item 1-b.) program area until
needed for they are destroyed.
agency (V) Administrative Files.
business,
whichever is (U) Administrative Issuances.
longer.
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Destroy/Delete 10-b {4 Administrative Files: records documenting the Destroy when 2  [cannot be retired to .
when inspection of temporary years old or when |the Records
superseded, {U) Office Administrative microform records, as superseded, Center. They must
obsolete or Files of Short Term Business [rfecommended by 36 CFR Part  |whichever is later.|be held in current
when no longer Use 1230. {Authorized GRS-|program area until
needed for 6 Item 10-b.) they are destroyed.
agency {U) Administrative Files.
business,
whichever is {U) Microferm Inspection
longer.
Temporary: Y -6 months |[(U) Destroy  |N1-525-00- [100-07 |1202-b |{U} Routine Office {U) Electronic mail and word {U} Temporary. [{U) These files (U N/A
Destroy/Delete after the 1 Administrative Files: processing records used to Destroy/delete cannot be retired to
when record copy generate records covered by ltem|within 180 days |the Records
superseded, has been {U) Office Administrative a. after the record |Center. They must
obsclete or praduced. Files of Short Term Business copy has been  |be held in current
when ne longer Use produced. program area until
needed for {Authorized N1~  |they are destroyed.
agency {U) Awards and Decorations - 525-00-1.)
business, Decorations to individuals
whichever is (military and civilian). Case files
longer. of recommendations, decisions,
awards, announcements, board
meeting minutes, and related
documents. Approval of
peacetime U.S. military, U.S.
non-military and foreign
decorations at the
awarding/approving authority.
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Temparary: N (U) NVA GRS 23 100-07 |1801-2 |{U) Routine Office (U) Schedules of Daily Activities - |(U) Temporary. [(U) These files (U) N/A
Destroy/Delete Item 5-b Administrative Files: Calendars, appointment books, |Destroy or delete |cannot be retired to .
when schedules, logs, diaries, and when the Records
superseded, (U) Office Administrative other records documenting superseded, Center. They must
obsolete or Files of Short Term Business |meetings, appeintments, obsolete, or no  |be held in current
when ne longer Use telephone calls, trips, visits, and {longer needed for [program area until
needed for other activities by NRO current reference. [they are destroyed.
agency (U) Administrative Files. employees while serving in an {Authorized GRS
business, official capacity, created and 23 ltem 5-b.)
whichever is maintained in hard copy or
longer. electronic form. (Excluding the
Director's calendar, covered by
ltem 101-3 and material
determined to be personal.)
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Temporary: N (U) Destroy |GRS 23 100-07 |[1801-3- |{U) Routine Office (U) A note or other reminder to  [{U) Temporary. |{U) These files (U) N/A
Destroy/Delete after action is |ltem 6-a a Administrative Files: take action. Destroy after cannot be retired to .
when taken. action is taken.  |the Records
superseded, (V) Office Administrative {Authorized GRS |Center. They must

obsolete or
|when no longer
needed for
agency
business,
whichever is
longer.

Files of Short Term Business
Use

(U) Administrative Files.

(U) Suspense Files -
Documents arranged in
chronological order as a
reminder that an action is
required on a given date or that
a reply to action is expected
and, if not received, should be
traced on a given date.

23 Item 6-a.)

be held in current
program area until
they are destroyed.
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Temporary: Y -3 months |(U) N/A GRS 23 100-07 |1801-4 |(U) Routine Office (U) Transitory Files - Documents |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete Item 7 Administrative Files: of short-term interest which have |Destroy when 3 |cannot be retired to .
when no documentary or evidential months old. the Records
superseded, (U) Office Administrative value and normally need not be |(Authorized GRS |Center, They must
obsolete or Files of Short Term Business |kept more than 90 days. 23 tem 7.) be held in current
when no longer Use Examples of transitory program area until
needed for correspondence are shown they are destroyed.
agency (U) Administrative Files. below: (a) Routine requests for
business, information or publications and
whichever is copies of replies which require no
longer. administrative action, no policy

decision, and no special

compilation or research for reply.

(b) Originating office copies of

letters of transmittal that do not

add any information to that

contained in the transmitted

material, and receiving office

copy if filed separately from

transmitted material. {¢) Quasi-

official notices. (Including

memoranda and other records

that do not serve as the basis of

official actions, such as notices of

|holidays or charity and welfare

fund appeals, bond campaigns,

and similar records.)
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Temporary: N (U) Destroy |GRS 4.1 100-07 |1101-3- |(U) Routine Office (U) Background materials, (U) Temporary. |(U) These files (U) N/A
Destroy/Delete when related |[Item 040 b Administrative Files: requisitions, specifications, Destroy when cannot be retired to .
when form is |processing data, and control related form is the Records
superseded, discontinued, (V) Office Administrative records. discontinued, Center. They must
obsolete or superseded, Files of Short Term Business superseded, or  |be held in current
when no longer or canceled. Use canceled. program area until
needed for (Authorized GRS |they are destroyed.
agency (U) Administrative Files. 4.1 Item 040.)
business,
whichever i (U) Forms Files.
longer. .
Temporary: Y -1 (U) Destroy GRS 4.1 100-07 |1101-8- |(U) Routine Office (U) Inventories, logs, and reports |(U) Temporary. |(U) These files {U) N/A
Destroy/Delete after the Item 020 a Administrative Files: documenting the inspection of Destroy 1 year  |cannot be retired to
when records are |permanent microform records, as |after the records |the Records
superseded, transferred to (V) Office Administrative required by 36 CFR Part 1230.  |are transferred to |Center. They must
obsolete or the legal Files of Short Term Business the legal custody |be held in current
when no longer custody of the Use of the National  |program area until
needed for National Archives. they are destroyed.
agency Archives. (U) Administrative Files. (Authorized GRS
business, 4.1 Iltem 020.)
whichever is (U) Microform Inspection
longer. Records,
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Temporary: Y +3 (U) Cutoff files GRS 4.1 100-08 |1101-6 |(U) Routine Office (U) Records Management Files - |(U) Temporary. |((U) Hold in current |(U) Cuto
Destroy/Delete at the end of |item Administrative Files: Correspondence, reports, Destroy when 6 |file area for 1 year [files at
at 3 years or the CY. 020,030 authorizations, and other records |years old. Earlier |before transferring |end of the
when (V) Office Administrative that relate to the management of |disposal is to the Records CY.
superseded, Files, Audiovisual Files, and |NRO records. (Including such authorized if Center.
obsolete or Graphics Production Files of |matters as forms, records are
when no longer Longer Term Business Use, |correspondence, reports, mail,  |superseded,
needed for and files management; the use of |obsalete, or no
agency (U) Administrative Files. microforms, ADP systems, and  |longer needed for
|business, word processing; records reference.
whichever is management surveys;-vital- {Authorized GRS
longer. essential records programs; and (4.1 ltem

all other aspects of records 020,030.)

management not covered

elsewhere in this schedule.)
Temporary: Y -4 (U) Cutoff files|GRS 16 100-08 |1101-9 |(U) Routine Office (U) Information Resources (U) Temporary. |(U) Hold in current [(U) N/A
Destroy/Delete at the end of |Item 11 Administrative Files: nagem IRM) Triennial Destroy when 7  [file area for 1 year
at 3 years or the CY. Review Files - Reports required |years old. before transferring
when (U) Office Administrative by the General Services (Authorized GRS |to the Records .
superseded, Files, Audiovisual Files, and [Administration concerning 16 ltem 11.) Center.
obsolete or Graphics Production Files of Ireviews of IRM pracﬁms.
when no longer Longer Term Business Use. [(Included are associated
needed for correspondence, studies,
agency (U) Administrative Files. directives, feeder reports, and
business, |monitoring surveys and reports.}
whichever is
longer.
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e j(YorN#-} . - | Numberd | RCS | IMem | - LA ... § Disposition | Inetructions
Temporary: Y +1 (U) Cutoff files |GRS 4.1 100-08 [1101-10-/{U) Routine Office {U) Files documenting the (U) Temporary. |(U) These files
Destroy/Delete atthe end of |ltem 040. b Administrative Files: |processing of semiannual Destroy when 2 |cannot be retired to
at 3 years or the CY. regulatory agenda. years old. the Records
when {U} Office Administrative {Authorized GRS |Center. They must
superseded, Files, Audiovisual Files, and 4.1 tem 040.)  jbe held In current
obsolete or Graphics Production Files of program area until
when no longer Longer Term Business Use. they are destroyed.
needed for
agency {U) Administrative Files,
[business,
whichever is (U) Documents Published in the
longer. Federal Register.
Temporary; Y +1 {U) Cutoff files |GRS 4.1 100-08 |1101-2- |{U) Routine Office {U) Routine correspondence and |{U)} Temporary, [{U) These files {U) N/A
Destroy/Delete at the end of [item 020. b Administrative Files: memaoranda, Destroy when 2 [cannot be retired to
at 3 years or the CY. years cld. the Records
when {U) Office Administrative {Authorized GRS |Center. They must
superseded, Files, Audiovisual Files, and 4.1 item 020.) be held in current
obsclete or Graphics Production Files of program area until
when ne longer Longer Term Business Use. they are destroyed. .
needed for
agency (U) Administrative Files.
business,
whichever is (U) Records Disposition Files -
tanger. Descriptive

inventories, disposal
authorizations, schedules, and
reports.
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~ Period . |Changing?| - Off  |Authortzed urre:
1 #yean). . GRS g
Temporary: N {U) Cutoff files|GRS 100-08 |1101-4- |{U) Routine Office (U} Records held by office which |{U) Temporary. [{U) Hold in current |{(U) Cuto
Destroy/Delete atthe end of |Rescinded a Administrative Files: prepares reports on NRO-wide |Destroy when 3 [file area for 1 year |[files at t
at 3 years or the CY. records holdings. years old. before transferring |end of the
when (V) Office Administrative (Authorized GRS [to the Records CY.
superseded, Files, Audiovisual Files, and Rescinded.) Center.
obsolete or Graphics Production Files of
when no longer Longer Term Business Use.
needed for
agency {U) Administrative Files.
|business,
whichever is (U) Record Holding Files -
longer. Statistical reports of NRO
holdings. (Including feeder
reports from all offices and data
on the volume of records
disposed of by destruction or
transfer.)
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Temporary: Y +2 (V) Cutoff files|GRS 13 100-08 [1701-1- |(U) Routine Office (U) Files pertaining to the (U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |ltem 2-a a Administrative Files: accomplishment of the job, Destroy 1 year  [cannot be retired to .
at 3 years or the CY after containing requisitions, bills, after completion |the Records
when completion of (U) Office Administrative samples, manuscript clearances, |of job. Center. They must
superseded, job. Files, Audiovisual Files, and [and related documents exclusive |(Authorized GRS [be held in current
obsolete or Graphics Production Files of |of (1) requisitions on the public |13 ltem 2-a.) program area until
when no longer Longer Term Business Use. |Printer and related records; and they are destroyed.
needed for {2) records related to services
agency (U) Graphics Production obtained outside the NRO.
business, Files.
whichever is
longer. (U) Project Files - Job or project

records containing information

related to planning and

execution of printing, binding,

duplication, and distribution

jobs.
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Temporary: N (U) Cutoff files|GRS 13 {U) Files pertaining to planning  |(U) Temporary. [(U) Hold in current [(U) Cuto
Destroy/Delete at the end of |ltem 2-b ib Administrative Files: and other technical matters. Destroy when 3 [file area for 1 year [files at t
at 3 years or the CY. years old. before transferring |end of the
when (U) Office Administrative (Authorized GRS [to the Records cY.
superseded, Files, Audiovisual Files, and 13 ltem 2-b.) Center.
obsolete or Graphics Production Files of
when no longer Longer Term Business Use.
needed for
agency {U) Graphics Production
business, Filas.
whichever is
|longer. (U) Project Files - Job or project

records containing information

related to planning and

execution of printing, binding,

duplication, and distribution

jobs.
Temporary: Y +2 {U) Cutoff files|GRS 13 100-08 [1701-2 |{U) Routine Office (V) Control Files - Control (U) Temporary. |(U} These files (U) N/A
Destroy/Delete at the close of |ltam 3 Administrative Files: registers pertaining to requisitions|Destroy 1 year  |cannot be retired to
at 3 years or FY in which and work orders. after close of the Records .
when compiled or {U) Office Administrative fiscal year in Center. They must
superseded, after filling of Files, Audiovisual Files, and which compiled or|be held in current
obsolete or register, Graphics Production Files of 1 year after filling {program area until
when no longer whichever is Longer Term Business Use. of register, they are destroyed,
needed for applicable. whichever is
agency (U) Graphics Production applicable.
|business, Files. (Authorized GRS
whichever is 13 ltem 3.)
longer.
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Temporary: Y +1 {U) Cutoff files |GRS 13 100-08 |1701-4 |{U) Routine Office (V) Internal Management Files - |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete attheend of {ltem 6 Administrative Files: Records related to internal " |Destroy when 2 |cannot be retired to .
at 3 years or the CY. management and operation of years old. the Records
when {U) Office Administrative any unit responsible for handling, |(Authorized GRS |Center. They must
superseded, Files, Audiovisual Files, and |printing, binding, duplication, and |13 llem 6.) be held in current
obsolete or Graphics Production Files of |distribution of NRG publications program area until
when no longer Longer Term Business Use. |of documentation. they are destroyed.
needed for
agency {U) Graphics Production
business, Files.
whichever is
longer.
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Temporary: Y +1 (U) Cutoff files |GRS 23 100-08 |1801-1 |{U) Routine Office (U} Office Administrative Files - |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete atthe end of [ltem 1 Administrative Files: Records accumulated by Destroy when 2  |cannot be retired to .
at 3 years or the CY. individual offices that relate to the |years old. the Records
when (U) Office Administrative internal administration or (Authorized GRS |Center. They must
superseded, Files, Audiovisual Files, and |housekeeping activities of the 23 ltem 1.) be held in current
obsolete or Graphics Production Files of |office rather than the functions for program area until
when no longer Longer Term Business Use. |Which the office exists. In they are destroyed.
needed for general, these records relate to
agency (U) Administrative Files. staffing, proceciures, and
business, communications; the expenditure
whichever is of funds. (Including budget
longer. records; day-to-day '
administration of office personnel
including, recall rosters; training
and travel; supplies and office
services and equipment requests
and receipts; and the use of
office space and utilities. They
may also include copies of
internal activity and workload
reports, work progress, statistical,
and narrative reporis prepared in
the office and forwarded to higher
levels and cther materials that do
not serve as unique
documentation of the programs
of the office.)
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{New Retention| Retention | (U) New Cut | NARA New () . '~ {U)Headings .. (U) Current Description of (V) Current (U) Current | (U) Current

{(YorN,+- : Number/ RCS Kam | T ' - : ' ' Disposition | Instructions ik

' | #yeams) GRS . |Number| - ' . N
- s Number | =~ -} - .} o 0 - 5 Y o , '

Temporary: Y +1 (U) Cutoff files|GRS 4.1 100-08 |1801-5 |(U) Routine Office (U) Tracking and Control Records|(U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |[ltem 010 Administrative Files: - Logs, registers, and other Destroy or delete |cannot be retired to .
at 3 years or the CY or after records used to control or when 2 years old, [the Records
when the date of the (U) Office Administrative document the status of or 2 years after |Center. They must
superseded, latest entry, Files, Audiovisual Files, and [correspondence, reports, or other |the date of the  |be held in current
obsolete or whichever is Graphics Production Files of [records that are authorized for  |latest entry, program area until
when no longer applicable. Longer Term Business Use, |destruction by the GRS or A whichever is they are destroyed.
needed for NARA approved SF 115. applicable.
agency (U) Administrative Files. (Authorized GRS
business, 4.1 ltem 010.)
whichever is !
longer.
Temporary: N (U) Cutoff files|N1-525-95- [100-08 |206-6 |(U) Routine Office (U) Graphics Production Records {(U) Temporary. |(U) Hold in current |(U) Cutoff
Destroy/Delete at the end of |1 Administrative Files: - Records accumulated in the Destroy when 3 [file area for 1 year Jﬁkas at the
at 3 years or CY. preparation of graphics. Records |years oid. before transferring |end of CY.
when _ |(U) Office Administrative are held by units responsible for |(Authorized NI-  |to the Records
superseded, Files, Audiovisual Files, and |producing graphics for use by 525-95-1.) Center.
obsolete or Graphics Production Files of [other NRO offices and include
when no longer Longer Term Business Use, |hard and soft copies of
needed for viewgraphs, slides, and other .
agency {U) Audiovisual Records. graphics.
business,
whichever is
{longer.
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Temporary: Y +3 (U) Cutoff files|GRS 13 100-08 |1701-3- |(U) Routine Office (U) Correspondence, request (U) Temporary. |(U) These files (U) N/A
Destroy/Delete at the end of |ltem 4-a a Administrative Files: forms, and other records relating |Destroy after cannot be retired to .
at 3 years or CY afier to changes in mailing lists. appropriate the Records
when appropriate (U) Office Administrative revision of mailing|Center. They must
superseded, revision of Files, Audiovisual Files, and list or after 3 be held in current
obsolete or mailing list . Graphics Production Files of months, program area until
when no longer Longer Term Business Use. whichever is they are destroyed.
needed for sooner.
agency (U) Graphics Production (Authorized GRS
business, Files. 13 Item 4-a.)
whichever is
longer. (U) Mailing Lists.
Temporary: Y +3 (U) Cutoff files|GRS 13 100-08 [1701-3- |(U) Routine Office (U) Card lists. (U) Temporary. |(U) These files (U) N/A
Destroy/Delete atthe end of [ltem 4-b b Administrative Files: Destroy individual |cannot be retired to
at 3 years or CY when . cards when [the Records
when individual (U) Office Administrative canceled or Center. They must| -
superseded, cards are Files, Audiovisual Files, and revised. be held in current
lobsolete or canceled or Graphics Production Files of (Authorized GRS |program area until .
lwhen no longer revised. Longer Term Business Use. 13 Item 4-b.) they are destroyed.
needed for
agency (U) Graphics Production
business, Files.
whichever is
longer. (U) Mailing Lists.
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Temporary: Y +1 (U) Cutoff files GRS 4.1 100-08 [1101-2- |(U) Routine Office (U) SF 115s that have been (U) Temporary. [{U) Hold in current (U} Cuto
Destroy/Delete at the end of |ltem 020 a-1 Administrative Files: approved by NARA, Destroy 2 years [file area for 1 year [files at t
at 3 years or the CY after after before transferring |end of the
when supersession. (U) Office Administrative supersession. to the Records CY.
superseded, Files, Audiovisual Files, and (Authorized GRS |Center.
obsolete or Graphics Production Files of 4.1 ltem 020.) :
when no longer Longer Term Business Use.
needed for
agency (U) Administrative Files.
business,
whichever is (U) Records Disposition Files -
longer. Descriptive

inventories, disposal

authorizations, schedules, and

reports.

(U) Basic documentation of

records description and

disposition programs. (Including

SF 115, Request for Records

Disposition Authority; SF 135,

Records Transmittal and

Receipt; SF 258, Agreement to

Transfer Records to NARA; and

related dacumentation.)
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[New Retention| Refention [ (U)New Cut | NARA | ~ (O)Headings | (U) Cument Descriptionof | (V) Cument {U) Current | (U) Current
' (Y or N, +- Number! o . - e Disposition | instructions |
Temporary:; Y-3 {U) Cutoff files |GRS 4.1 100-08 {U) Routine Office (U) Other Records. {U) Temporary. [(U) Hold in current [(U) Cut
Destroy/Delete at the end of [ltem 020 Administrative Files: Destroy 6 years |file area for 1 year [files at th
at 3 years or the CY after after the related |before transferring |end of the
when the related (U) Office Administrative records are to the Records CY.
superseded, records are Files, Audiovisual Files, and destroyed or after |[Center.
obsolete or destroyed or Graphics Production Files of the related
when no longer after the Longer Term Business Use. records are
needed for related transferred to the
agency records are (U) Administrative Files. National Archives
business, transferred to of the U.S.,
whichever is the National (U) Records Disposition Files - whichever is
longer. Archives of Descriptive applicable.
the us, ) inventories, disposal (Authorized GRS +
whlc_l-laves is authorizations, schedules, and 4.1 Item 020.)
applicable. reports.
(U) Basic documentation of
records description and
disposition programs. (Including
SF 115, Request for Records
Disposition Authority; SF 135, .
Records Transmittal and
Receipt; SF 258, Agreement to
Transfer Records to NARA; and
related documentation.)
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[New Retention| Retention | () New Cut| NARA. | New | () |- (UyHeadings . | (U) Current Description of {U) Current (U) Current  |{U) Current
' 1 (YorN,H- v ~ 1 Number/ | RCS M i . : . _.-‘;';_‘;‘5 ' Disposition nstructions - Serh L
. #yoars) | - GRS Number| s » RS e A - i - .
- . m ¢ ] B LT " .._“_. : E v b . -
Temporary: Y -2 (U) Cutoff files (GRS 4.1 100-08 |[1101-3- |(U) Routine Office (U) One record copy of each form|(U) Temporary. |(U) Hold in current |(U) Cuto
Destroy/Delete at the end of |ltem 040 a Administrative Files: created by the NRO with related |Destroy 5 years |[file area for 1 year [files at t
at 3 years or the CY after instructions and documentation |after related form |before transferring |end of the
when related form is {(U) Office Administrative showing inception, scope, and is discontinued, |[to the Records CY.
superseded, discontinued Files, Audiovisual Files, and |purpose of the form. superseded, or  [Center,
obsolete or or canceled. Graphics Production Files of canceled.
when no longer Longer Term Business Use. (Authorized GRS
needed for 4.1 ltem 040.)
agency (U) Administrative Files.
business,
whichever is (U) Forms Files.
longer.
Temporary: Y +1 (U) Cutoff files |GRS 16 100-08 [1101-5 [{U) Routine Office {U) Reports Control Files - Case |(U) Temporary. |(U) These files (U) N/A
Destroy/Delete atthe end of [ltem 6 Administrative Files: files maintained for each NRO JDestroy 2years |cannot be retired to
at 3 years or the CY after report created or proposed. after the report is [the Records
when |the report is (U) Office Administrative (Included are clearance forms, |discontinued. Center. They must
superseded, discontinued. Files, Audiovisual Files, and |OMB 83 (formerly SF 83); copies |(Authorized GRS |be held in current .
obsolete or Graphics Production Files of [of pertinent forms or descriptions |16 ltem 6.) program area until
when no longer Longer Term Business Use, |of format; copies of authorizing they are destroyed.
needed for directives; preparation
agency (U) Administrative Files. linstructions; and documents .
|business, relating to the evaluation,
whichever is continuation, revision, and
longer. discontinuance of reporting
requirements.)
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Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3)
with the corresponding statute 10 U.S.C. 424, which protects from disclosure the
"organization or any function of, and certain information pertaining to, employees of the
National Reconnaissance Office ." You will need to submit a Freedom of Information Act
(FOIA) request to the Office of the General Counsel for the withheld information.
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