
	

	






	
	

Request for Records Disposition Authority Leave Blank (NARA Use Only) 
(See rn_ _ on _ re_ ve _ _ ___ _ ___ Job Number ___________,_ __ s_tru_ctl_ons _ rse-'-) _ _ _ 

To: National Archives and Records Administration (NARA) 
Washington, DC 20408 

1. From: (Agency or establishment) 
Office of the Director of National Intelligence cy

2. Major Subdivision In accordance with the provisions of 44 
Policy, Plans, and Requirements U.S.C. 3303a, the disposition request, in­

cluding amendments, is approved except for 
3. Minor Subdivision Items that may be marked "disposition not 

approved" or "withdrawn· in column 10. 

4. Name of Pen;on with whom to confer 5. Telephone (Include area code) Date 

John F. Hackett 703-275-2215 

s. Agency Certification 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed 
for disposal on the attached IS page(s) are not now needed for the business of this agency or will not be needed after the retention 
periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies: 
Ci] is not required D is attached D has been requested 

Signe TlUo 

Director of Information Management 

7 9. GRS or 
Item 8. Description of Item and Proposed Disposition Superseded 

Number Job Citation 

Records of the Office of the Deputy Director of 
National Intelligence for Policy, Plans, and 
Requirements. See attached 13 pages. 

115-109 NSN 7540-00-634-4064 Page _ of .1!t_ Standard Form 115 (Rev.3/91) 
Previous Edition Not Usable Prescribed by NARA 36 CFR 1228 














UNCLASSIFIED 
17 February 2011 

Office of the Director of National Intelligence 
OFFICE OF THE DEPUTY DIRECTOR OF 

NATIONAL INTELLIGENCE FOR POLICY, PLANS, & REQUIREMENTS 

Records Control Schedule 

Mission Description 
The Office of the Deputy Director of National Intelligence for Policy, Plans, & Requirements 
(DDNI/PPR) has responsibility for driving vital intelligence reform through policy development, 
management and oversight: modernizing security processes: building strategic partnerships with 
foreign, military, federal, domestic and private sector organizations: and developing IC-wide 
strategy, plans and requirements through open collaboration. Within DDNI/PPR are the Offices of 
the Assistant Deputy Director for Policy (P), the Assistant Deputy Director for Security (SEC), the 
Assistant Deputy Director for Strategic Partnerships (SP), and the Assistant Deputy Director for 
Strategy, Plans, and Requirements (SPR), and the Office of the Chief of Staff, which is part of the 
Front Office. 

Application of the Records Control Schedule Disposition Instructions 
The disposition instructions in the records control schedule are mandatory. Any Federal records 
received or created by Office of the DDNI/PPR personnel or contractors not specifically covered 
by this schedule or the General Records Schedules are to be retained until such time as an 
applicable disposition authority approved by the National Archives and Records Administration 
(NARA) is obtained. To take into account the fluid nature of electronic filing, those responsible for 
implementing this schedule should be aware that record copies of record types described in this 
schedule are to receive the prescribed disposition wherever they are filed. 

The Information Management Officer with responsibility for the Office of the DDNI/PPR records 
will support effective implementation of the disposition requirements of this schedule through the 
development and issuance of appropriate operational guidance and supplementary instructions 
necessary to assure adequate and proper documentation of the official mission, responsibilities, 
and actions of the Office of the DDNI/PPR. 

Note on Sensitivity of DDNI/PPR Records 
The majority of the records addressed in this schedule are classified as national security 
information in accordance with statutory and national policy directives. Most of the records series 
described in this schedule contain information classified to the highest levels, requiring planning 
for their continued security until they are declassified or destroyed. The user of this schedule 
should assume the subject records are highly classified unless noted otherwise. In addition, 
certain series may contain material covered by the Privacy Act or potentially exempt from 
disclosure under the Freedom of Information Act for reasons other than national security, such as 
law enforcement information or commercially sensitive ("trade secrets") information. An effort has 
been made to note these series. 

Note on Vital Records 
Records management personnel should be alert to the need to identify vital records so that they 
can be accessed quickly when needed. Vital records are (1) those that specify how the ODNI will 
operate in case of an emergency or disaster, (2) those necessary to the ODNl's continued 
mission critical operations during and after an emergency, and (3) those that must be preserved 
to protect the legal and financial rights and interests of the ODNI and of persons affected by the 
ODNI. 
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UNCLASSIFIED 
17 February 2011 

Note on Electronic Records 
The DDNI/PPR and staff maintain record copies of official files in electronic form on both shared 
and individual network drives. In addition, some staff members may keep some files on their 
individual local drives, although this is discouraged. Records kept on both the network and local 
individual drives that are not disposable under the General Records Schedules (GRS) are to be 
moved or copied to the network shared drives or kept in paper files, as appropriate, to be retained 
or destroyed in accordance with an approved ODNI disposition authority. 

Records Descriptions and Disposition Instructions 

Deputy Director for Policy, Plans, & Requirements 
(PPR RCS Items 1 through 7 are Items applicable throughout PPR) 

Item Title & Description Disposition 

PPR PPR Subject Files. These are descriptions of files that 
1. are held throughout PPR. 

PPR- DDNI/PPR Correspondence Flies. These files contain PERMANENT. Paper Records: Retain 
1a. all outgoing correspondence signed or reviewed by the paper records in current files until no longer 

Deputy Director of National Intelligence/PPR. In many needed, and then transfer to ODNI storage 
respects these files function as the DNI/PPR central file. area. Transfer to NARA in five year blocks 
Front Office Electronic files are kept on the S: Drive. when most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

PPR- Substantive Program Records. These high-level PERMANENT. Paper Records: Retain paper 
1b. and/or finished policy and program records contain records in current files until no longer needed, 

information that adds to a proper understanding of the and then transfer to ODNI storage area. 
formation and development of significant final policy, Transfer to NARA in five year blocks when 
decisions, or actions. most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

PPR- Substantive Working Papers. 
1c. 

PPR- Drafts and other work papers that were coordinated PERMANENT. Paper Records: If possible, 
1c1. outside the unit of origin and contain information that file workina oaoers with the final version of the 
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UNCLASSIFIED 

17 February 2011 

adds to a proper understanding of the formation and 
development of final products that embody significant 
policies, decisions, or actions. Such products have 
Community-wide reach, public visibility, initiate change, 
or set precedent. 

PPR· Drafts and associated materials related to final 
1c2. decisions, actions, products, or policies of transitory or 

routine significance. 

PPR- Non-Substantive Working Papers. 
1d. Collected and created materials not coordinated and/or 

disseminated outside the unit of origin that do not contain 
information documenting significant policy development, 
action, or decision making. These drafts and working 
papers do not result directly in a final product or an 
approved finished report. Included are such materials as 
rough notes and calculations and preliminary drafts 
produced solely for proof reading or internal discussion, 
reference or consultation, and associated transmittals, 
notes, reference and background materials. 

PPR- DDNI/PPR Calendars. Lotus Notes (or successor} 
2. databases or hard copy appointment books, wherever 

kept, containing the schedule and activities of the 
DDNI/PPR and other Front Office staff. 2005 to 
Present. 

PPR- DDNI/PPR Daily and Monthly File. DDNI/PPR and 
2a. Associate DDNI/PPR calendars and schedule of front 

office activities, including the Group Leadership 
Calendar. Records of meetings and appointments, 
giving attendees, contact information, time, places, and 
other facilitative arrangements. 

........ 

document to which they relate. Or, retain in 
current files until no longer needed, then 
transfer to ODNI storage area. Transfer to 
NARA in five year blocks when most recent 
file in block is 30 years old. 

Electronic records: If possible, file working 
papers in appropriate recordkeeping systems 
with the final version of the document to which 
they relate. Or, maintain in active system until 
no longer needed, copy to verified accessible 
format and medium as required for 
preservation and continued reference. 
Transfer to NARA when 30 years old in a 
medium and format acceptable to NARA in 
accordance with standards set forth in Federal 
regulations. 

TEMPORARY. Delete or destroy when 3 
years old or when no longer needed, 
whichever is later. 

TEMPORARY. Screen annually and maintain 
in current files until no longer needed for 
business purposes, then delete or destroy. 

PERMANENT. Paper Records: Retain in 
current files until no longer needed, and then 
transfer to ODNI storage area. Transfer to 
NARA in five year blocks when most recent 
file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations . 

......... PPR- Individual and Group _ -, for officials and units . ARY. Delete or destroy when 2 
2b. below Associate DDNI/PPR lev .. ,. vears o,u .. dance with GRS 23, Item Sa. 
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UNCLASSIFIED 
·17 February 2011 

.-...-.-.... DDNI/PPR Common Administrative Records. Office 
ting files and facilitative records, including 

adm1 ·ve subject files, suspense files, tracking and 
control rec opies of contracts, routine budget and 
expenditure files, dars below the senior level, 
indexes, and other tra documents kept for 
convenience of reference a · h relate to routine 
internal administration or housek--,-... ,activities of the 
office rather than the mission functions ich the 
office exists. 

PPR- DDNI/PPR Reference Files. Document reference 
4. library containing copies of intelligence products, 

memoranda, reports, budgets, publications, and other 
agency records maintained for convenience of 
reference. 

PPR- DDNI/PPR Briefing, Speeches. 
5. 

PPR- DDNI/PPR External Briefings, Speeches. Records 
Sa. related to external briefings, speeches, meetings, and 

related materials that are disseminated to individuals 
and organizations outside of the ODNI. 

PPR­ DDNI/PPR Internal Briefing, Speeches. Records 
Sb. related to internal briefings, speeches, meetings, and 

related materials that are disseminated by PPR 
personnel to other ODNI organizations. 

ORARY. Delete or destroy when 2 
years r when no longer needed per GRS 
23, Item or personnel-related records, 
delete or dest specified for type of 
record per GRS 1. 

TEMPORARY. Destroy when no longer 
needed or when superseded. 

PERMANENT. Paper Records: Retain in 
current files until no longer needed, and then 
transfer to ODNI storage area. Transfer to 
NARA in five year blocks when most recent 
file in block is 30 years old 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

TEMPORARY. Review when 3 years old. 
Delete or destroy when no longer needed. 
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17 February 2011 

PPR· DDNI/PPR Records of Boards and Working Groups. 
6. Minutes, agendas. decision documentation, and copies 

of materials circulated at meetings, taken and collected 
by DDNI/PPR staff in course of executive secretarial 
functions. Filed under the name of the working group or 
board. Disposition based on the reach and authority of 
the boards with respect to Community-wide policy and 
policy implementation. 

PPR- Senior Level Board Records, such as those of the IC 
6a. Policy Review Board and the Intelligence Policy 

Advisory Group. 

PPR· Staff Level Working Groups and Committee Records 
6b 

PPR- DDNI/PPR Web Pages 
7. 

Materials posted on PPR's internal and external Web 
pages. Items posted to these sites are for informational 
purposes and include internal official administrative and 
program documents or portions thereof that are covered 
under other items in this schedule (e.g. issuances, 
instructions, directives). 

PERMANENT. Paper Records: Retain paper 
records in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks when 
most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible fom1at and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and fom1at acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

TEMPORARY. Destroy when no longer
needed or when superseded 

TEMPORARY. Destroy when no longer 
needed or when superseded. 

5UNCLASSIFIED 



	 	
	

J 

U
N

C
L

A
S

S
IF

IE
D

17
 F
eb
ru
ary
 2
0
11

As
si

st
an

t D
ep

ut
y 

Di
re

ct
or

 
fo

r P
ol

ic
y 

Th
e 

ke
y 

fu
nc

tio
ns

 o
f t

he
 A

DD
 N

I/P
ol

icy
 a

re
 p

ol
icy

 d
ev

el
op

m
en

t, 
po

lic
y m

an
ag

em
en

t, 
an

d 
po

lic
y o

ve
rs

ig
ht

. 
Th

e 
ro

le
s 

of
 th

is 
O

ffi
ce

 a
re

: a
. T

o 
en

su
re

 co
m

m
on

 u
nd

er
st

an
di

ng
 o

f t
he

 D
Nl

's
 d

ire
ct

io
n/

gu
id

an
ce

 a
cr

os
s 

th
e 

IC
; b

. T
o 

pr
ov

ide
 

ov
er

sig
ht

 o
f I

C 
im

pl
em

en
ta

tio
n· 

of
 p

oli
cy

; c
. T

o 
en

su
re

 th
at

 a
ll I

C 
po

lic
ie

s 
ar

e 
co

m
pl

em
en

ta
ry

 n
ot

 c
on

tra
dic

to
ry

; a
nd

 
d.

 T
o 

pr
ov

id
e 

th
e 

ex
pe

rti
se

 n
ec

es
sa

ry
 to

 d
et

er
m

in
e 

wh
et

he
r p

oli
cy

 is
 n

ee
de

d 
ra

th
er

 th
an

 c
ha

ng
es

 to
 p

ro
ce

ss
es

. 

It
em

 
T

it
le

 &
 D

es
cr

ip
ti

o
n

 

PP
R-

Po
lic

y 
Su

bj
ec

t F
ile

s.
 F

ile
s 

on
 th

e 
sh

ar
ed

 d
riv

e 
8

. 
co

nt
ai

ni
ng

 a
ll w

or
k 

pr
od

uc
ts

 in
te

nd
ed

 fo
r c

irc
ula

tio
n 

or
ne

ed
ed

 fo
r a

dm
in

ist
ra

tiv
e 

co
nt

ro
l, 

wi
th

in
 a

nd
 o

ut
sid

e 
of

 
th

e 
co

m
po

ne
nt

. 
Re

co
rd

s 
do

cu
m

en
t t

he
 p

rim
ar

y m
iss

io
n 

of
 c

oo
rd

in
at

in
g 

an
d 

ov
er

se
ei

ng
 th

e 
po

lic
ie

s 
an

d 
ac

tiv
itie

s 
of

 th
e 

In
te

llig
en

ce
 C

om
m

un
ity

 a
nd

 in
clu

de
 re

sp
on

se
s t

o 
Ac

tio
ns

 a
nd

 in
qu

iri
es

, a
nd

 in
pu

t t
o 

th
e 

Po
lic

y 
Po

rta
l a

nd
 

ot
he

r p
ol

icy
-re

la
te

d 
we

bs
ite

s . 

PP
R-

. O
DN

I P
ol

ic
y 

Re
co

rd
s 

th
at

 s
pe

cif
y 

sig
ni

fic
an

t f
in

al
 O

DN
I 

Sa
. 

po
lic

y, 
de

cis
io

ns
, o

r a
ct

io
ns

. 
In

clu
de

d 
ar

e 
In

te
llig

en
ce

Co
m

m
un

ity
 D

ire
ct

ive
s 

(IC
Ds

): 
In

te
llig

en
ce

 C
om

m
un

ity
 

Po
lic

y 
M

em
or

an
du

m
 (I

CP
M

s)
: D

NI
 E

xe
cu

tiv
e 

Co
rre

sp
on

de
nc

e 
(E

Cs
): 

In
te

llig
en

ce
 C

om
m

un
ity

 
St

an
da

rd
 (I

CS
s)

; I
nt

el
lig

en
ce

 C
om

m
un

ity
 P

ol
icy

 
G

ui
da

nc
e 

(IC
PG

) a
nd

 D
ire

ct
or

 o
f C

en
tra

l I
nt

el
lig

en
ce

 
Di

re
ct

ive
 (D

CI
Ds

) w
he

n 
th

ey
 a

re
 p

ol
ici

es
 in

he
rit

ed
 fr

om
 

pr
e-

O
DN

I d
ay

s 
an

d 
no

t y
et

 re
pl

ac
ed

. 
M

at
er

ia
ls 

in 
th

es
e 

file
s 

in
clu

de
 c

om
m

un
ica

tio
n 

m
at

er
ia

ls;
 p

re
-c

oo
rd

in
at

io
n 

dr
aft

s;
 in

itia
l, 

in
te

rm
ed

ia
te

 a
nd

 fi
na

l O
DN

I d
ra

fts
; 

m
ee

tin
g 

m
in

ut
es

; c
oo

rd
in

at
io

n 
m

at
er

ia
ls;

 re
vie

w 
m

at
er

ia
ls 

an
d 

ot
he

r c
or

re
sp

on
de

nc
e 

us
ed

 in
 th

e 
de

ve
lo

pm
en

t o
f t

he
 fi

na
l p

ol
ici

es
. 

PP
R-

Ba
ck

gr
ou

in
m

at
er

ia
ls

 fo
r P

ol
ic

y 
Re

co
rd

s,
 

'!-S
tf

nm'rn
fc

 
Sb

. 
wh

ich
 a

re
 

• 
or

 
ce

ive
d 

du
rin

g 
th

e 
de

ve
lo

pm
en

t 
th

e 
po

lic
y 

re
co

rd
s 

ab
ov

e.
 

D
is

p
o

si
ti

o
n

PE
RM

AN
EN

T.
 P

ap
er

 R
ec

or
ds

: R
et

ai
n 

pa
pe

r 
re

co
rd

s 
in

 c
ur

re
nt

 fi
le

s 
un

til 
no

 lo
ng

er
 n

ee
de

d,
 

an
d 

th
en

 tr
an

sf
er

 to
 O

DN
I s

to
ra

ge
 a

re
a.

Tr
an

sf
er

 to
 N

AR
A 

in
 fi

ve
 y

ea
r b

lo
ck

s w
he

n 
m

os
t r

ec
en

t f
ile

 in
 b

lo
ck

 is
 3

0 
ye

ar
s 

ol
d.

 

El
ec

tro
ni

c 
Re

co
rd

s:
 M

ai
nt

ai
n 

el
ec

tro
ni

c f
ile

s 
in

 a
ct

ive
 s

ys
te

m
 u

nt
il n

o 
lon

ge
r n

ee
de

d, 
co

py
 

to
 v

er
ifi

ed
 a

cc
es

sib
le

 fo
rm

at
 a

nd
 m

ed
iu

m
 a

s 
re

qu
ire

d 
fo

r p
re

se
rv

at
io

n 
an

d 
co

nt
inu

ed
 

re
fe

re
nc

e.
 T

ra
ns

fe
r t

o 
NA

RA
 w

he
n 

30
 ye

ar
s 

ol
d 

in
 a

 m
ed

ium
 a

nd
 fo

rm
at

 a
cc

ep
ta

ble
 to

 
NA

RA
 in

 a
cc

or
da

nc
e 

wi
th

 s
ta

nd
ar

ds
 s

et
 fo

rth
 

in
 F

ed
er

al
 re

gu
la

tio
ns

. 

TE
M

PO
RA

RY
. 

Re
vie

w 
wh

en
 3

 y
ea

rs
 o

ld
. 

De
le

te
 o

r d
es

tro
y 

wh
en

 n
o 

lo
ng

er
 n

ee
de

d.
 

6
U

N
C

L
A

S
S

IF
IE

D
 



	

	
	

	
	




UNCLASSIFIED 
17 February 2011 

Assistant Deputy Director 
for Security 

The ADDNI/Security is responsible for developing clear, uniform, Intelligence Community-wide security standards 
and practices governing such issues as access to facilities, electronic access to systems and databases, and 
clearance of personnel. The Office of ADDNI/SEC (SEC) consists of the Center for Security Evaluation (CSE) and 
the Special Security Center (SSC). The mission of CSE is to provide Intelligence Community advice and 
requirements to the Department of State in carrying out the Secretary's statutory responsibilities to develop and 
implement policies and programs for the protection of US diplomatic facilities and personnel abroad. SSC exists to 
assist the ODNI in sharing and protecting national intelligence information throughout the Intelligence Community 
(IC), the US Government, US contractors, state and local officials and our foreign partners. The SSC's objectives 
include promoting security uniformity and reciprocity in the IC to facilitate the sharing of vital intelligence with all of 
those who need it. A primary goal is to make security among IC agencies as seamless as possible, to include 
reciprocal access to IC facilities, electronic information systems and databases and IC-wide mutual acceptance of 
security clearances and access approvals. 

Item Title & Description Disposition 

PPR- CSE Finished Intelligence Reports that are PERMANENT. Paper Records: Retain paper 
9. disseminated outside of CSE. This includes risk records in current files until no longer needed, 

assessments, documents submitted to the Security and then transfer to ODNI storage area. 
Evaluation Threat List, and security issue files. Transfer to NARA in five year blocks when 

most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

PPR- CSE Finished Intelligence Production Files. PERMANENT. Paper Records: Retain paper 
10. Contains sources, background material, records in current files until no longer needed, 

correspondence, distribution, tasking, drafts and and then transfer to ODNI storage area. 
preliminary versions for finished intelligence reports that Transfer to NARA in five year blocks when 
are disseminated outside of CSE. most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

UNCLASSIFIED 7 
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PPR- CSE Technological Evaluation Flies. CSE files of 
11. reports and documentation related to technical issues 

discovered in various sites and installations. Also 
included are evaluations of technologies to be added to 
the approved product lists for new construction. 

PPR- CSE US Diplomatic Faclllties Construction Security 
12. Files. Files concerning new construction or major 

renovation projects at US diplomatic posts abroad 
proposed by the Department of State (DOS) that require 
CSE concurrence. 

PPR- National Intelligence Emergency Management 
13. Records. Records and files maintained for planning 

and dealing with national emergencies including, but not 
limited to, Continuity of Operations, Continuity of 
Government and Enduring Constitutional Government 
records. 

PPR- Special Security Center (SSC) Crimes Reporting. 
14. 

PPR- IC-Initiated and ODNl-lnltlated Reports related to 
14a. leaks of classified information where the reporting 

agency initiates a formal investigation with the 
Department of Justice for official prosecution. 

UNCLASSIFIED 

PERMANENT. Paper Records: Retain paper 
records in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks when 
most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

PERMANENT. Paper Records: Retain paper 
records in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks when 
most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

PERMANENT. Paper Records: Retain paper 
records in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks when 
most recent file in block is 30 years old. 

Electronic Records: Maintain electronic files 
in active system until no longer needed, copy 
to verified accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 years 
old in a medium and format acceptable to 
NARA in accordance with standards set forth 
in Federal reaulations. 

PERMANENT. Paper Records: Retain paper 
records in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks when 
most recent file in block is 30 years old. 
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PPR 
Background, input and reference m

aterials used to 
14b. 

generate crim
es reports. Also includes files related to 

reports where the reporting agency does not initiate a 
form

al investioation. 
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SSC Program

m
atic M

aterials, Data Calls and 
15. 

Training M
aterials. Records and files dealing with 

Security related policy and training. 
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SSC Controlled Access Program
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16. 
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ffice. Contains oversight inform
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partm
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s created 
under DNI authorities. 
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SSC Controlled Access Program
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s specifically 
authorized to rem

ain classified for 50 years. 
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SSC Controlled Access Program

 Coordination 
16b. 
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ffice substantive program

 records related to all other 
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s, such as the Authorized Classification and 
Control M

arkings Register and the Intelligence 
Com
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unity Classification and Control M

arkings 
Im

plem
entation M

anual. 
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Electronic Records: M
aintain electronic files 

in active system
 until no longer needed, copy 

to verified accessible form
at and m

edium
 as 

required for preserv
ation and continued 

reference. Transfer to NARA when 30 years 
old in a m

edium
 and form

at acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

TEM
PO

RARY. Review when 3 years old. 
Delete or destroy when no longer needed. 

TEM
PO

RARY. Review when 3 years old. 
Delete or destroy when no longer needed. 

PERM
ANENT. Paper Records: Retain paper 

records in current files until no longer needed, 
and then transfer to O

DNI storage area. 
Transfer to NARA in five year blocks when 
m

ost recent file is 50 years old. 

Electronic Records: M
aintain electronic files 

in active system
 until no longer needed, copy 

to verified accessible form
at and m

edium
 as 

required for preserv
ation and continued 

reference. Transfer to NARA when 50 years 
old in a m

edium
 and form

at acceptable to 
NARA in accordance with standards set forth 
in Federal regulations. 

(Note: Som
e records docum

ent a 50 year file 
series exem

ption and therefore m
ust be 

retained in O
DNI storage for 50 years to 

provide a record of this exem
ption). 

PERM
ANENT. Paper Records: Retain paper 

records in current files until no longer needed, 
and then transfer to O

DNI storage area.
Transfer to NARA in five year blocks when 
m

ost recent file in block is 30 years old. 

Electronic Records: M
aintain electronic files 

in active system
 until no longer needed, copy 

to verified accessible form
at and m

edium
 as 

reQuired for preserv
ation and continued 
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