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UNCLASSIFIED I

NIC 2b.

NIC 2c.d

NIC 2d.d

NIC 2e.d

Sanitized vers ons of publications, providing a record
copy of information released to a broader audience.

Director of the Analytic Production Staff (APS) Files.
Drafts and other work related to policy ecisions
governing Intelligence publications and records
created that contain information that adds to a proper
understanding of the formation, development, an
execution of policy, decisions, or actions.

Intelligence Production Guides. Yearly compilation of
all intelligence analysis production, including type,
title, classification, author, NIO account, and date of
publication.

Final publications stored n the NIC Repository. Web-
based storage from which products are drawn for
posting on the NIC website, CIA Wire, and other
venues or for individual research. This s a reference
library of recent materials, with some scanned

Permanent.

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

Electronic records: Maintain nactive system
until no longer needed, copy to ver fied
access ble format and medium as required for
preservation and continued reference.
Transfer to NARA when 30 years old na
medium and format acceptable to NARA n
accordance with standards set forth n Fe eral
regulations

Permanent.

Paper Records: Retain paper records n
current files until no longer needed, an then
transfer to ODNI storage area. Transfer to
NARA n five year blocks w en most recent
file s 30 years old.

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

Permanent.

Paper Records: Retain paperrecords n
currentfiles until no longer needed, an then
transfer to ODNI storage area. Transfer to
NARA in five year blocks when most recent
file is 30 years old.

Electronic records: Maintain n 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 na
medium and format acceptable to NARA n
accordance with standards set forth n Federal
regulations

Rreviously retired as permanent under BEC|
RCS, ltems 18A, 21A1, and 22A __.

Temporary. Delete when no longer neede .

UNCLASSIFIED F




UNCLASSIFIED

NIC 2f.i

material predating electronic publication. Maintained
because t is searchable and user-friendly.

Extra copies of printed or otherwise finished published
materials for which complete record sets exist
maintained inside or outside the office responsible for
maintaining the record set.

Temporary. Delete or destroy when no
longer needed.

NIC 3.i
NIC 3a.i

NIC 3b.i

NIC 3c. i

National Intelligence Officers’ Production Files

Production Case Files for Publications and Other Final
Products. In addition to final products listed in Item 2,
series includes source documents, research,
consultation, and analysis on which final publication is
based and records of the coordination and approval
process. These files often contain supplementary
aterial resulting from the Intelligence Community
coordination process and follow up notes and
reactions to publications. Will include records of
dealings with DNI Committees and outside groups for
which the particular NIO has primary subject matter
responsibility. Also Included are unique e oranda,
reports, and other final work products in response to
nquiries and taskings not undertaken in connection
with publications. 2005 to Present. Arranged by
product type, number, name, subject area, and date.
Each of the 13 NIOs maintains files based on
individual preferences, subject matter, and
convenience. No single filing system s followed.
Most files are maintained as text files n subject
folders on the S: Drve or n Lotus Notes under the
name of the NIO account.

NIC Technical Production Committee Records
(including JAEIC, STIC, WSSIC, and FDDC),
including charter documentation and agendas,
eeting Minutes, and results of substantive policy
deliberations and interaction reflected n DNI
Committee Reports.

National Security Threat Analysis Files. Created by
the Committee on Foreign Investment n the United
States Support Group (NIC/CSG) under t e National
Intelligence Officer for Economic Issues. Records
generated during the interagency threat assessment
process required by the Foreign Investment and

Permanent.

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

Electronic records: Maintain n active system
until no longer needed, copy to verified
accessible format and medium as required for
preservation and continued reference.
Transfer to NARA w en 30 years old na
medium and format acceptable to NARA n
accordance with standards set forth n Federal
regulations

Rrevioushy seheduled in DCI BCS ltem 23 .

Permanent.

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

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

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 n block s 30
years old.

UNCLASSIFIED F

)




UNCLASSIFIED

NIC 3d.d

National Security Act of 2007 and prior authorities.
The files include the final assessment as sent to the
CFIUS and major inputs collected during the
interagency process.

NIO Committee and Working Group Facilitative and
Reference Records. NIC Technical Production
Committee staff-level papers and those maintained by
the Deputy NIO for Economics Issues in the role
supporting the Committee for Foreign Investment in
the United States (CFIUS). Theserecords include
staff interchanges and postings in collaborative
environments or are maintained for convenience of
reference.

Electronic records: Maintain in active system
until no longer needed, copy to verified
accessible format and medium as require 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 w en no longer needed, whichever is
later.

NIC 4.
NIC 4a.
NIC 4a1.

NIC 4a2.

NIC 4b.

Working Papers.
Substantive Working Papers.

Drafts and other work papers that were coordinated
outside the unit of origin and contain information that
adds to a proper understanding of the formation and
development of final products that embody significant
policies, decisions, or actions. Such products ave
Community-wide reach, public visibility, initiate
change, or set precedent.

Drafts and associated materials related to final
decisions, actions, products, or policies of transitory or
routine significance.

Preliminary Drafts and Non-Substantive Working
Papers. Collected and created materials not
coordinated and/or disseminated outside the unit of
origin that o not contain information ocumenting
significant policy development, action, or ecision
making. These drafts and working papers o not result
directly in a final product or an approved finished
report. Included are such materials as rough notes and
calculations and preliinary drafts produced solely for
proof reading or internal discussion, reference or
consultation, and associated transmittals, notes,

Permanent.

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

Electronic records: Maintain in active system
until no longer needed, copy to verifie
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 estr oy

UNCLASSIFIED




UNCLASSIFIE

reference and background aterials.

NIC 5. National Intelligence Board Records. Formerly, Permanent. Paper Records: Retain in
National Foreign Intelligence Board, which succeeded | current files until no longer needed, and then
U.S. Intelligence Board. Records include agendas, transfer to ODNI storage area. Transfer to
minutes, schedules, the results of Board review of NARA in five year blocks when most recent
maijor analytical products, including NIEs, and file n block s 30 years old.
exchanges with the PDB staff regarding, and input to, | Electronic records: Maintain in active system
the President's Daily Brief. until no longer needed, copy to verified
accessible format and medium as required for
The NIC serves as Executive Secretariat for the preservation and continued reference.
Board. Transfer to NARA when 30 yearsol na
medium and format acceptable to NARA n
accordance with standards set forth in Federal
regulations.
NIC 6. NIC Collaborative Environment (NICOLE) Permanent. Maintain electronic files n active
Databases. Lotus Notes atabases, most centered system until no longer needed, copy to
on geographic or topical communities of nterest verified accessible format and medium as
containing records (principally MS Office and PDF required for preservation and continued
documents) created and exchanged n the process of | reference. Transfer to NARA when 30 years
raft ng and coordinating any major NIC pro ucts. old n a medium and for at acceptable to
NARA n accordance with standards set forth
n Federal regulations.
NIC 7. NIC Databases. See Item 10 for Calendars.
NIC 7a. Lotus Notes databases that contain  ss on-related Permanent. Maintain electronic files in active
documentation that adds to a proper understanding of | system until no longer needed, copy to
the formation, development, and execut on of policy, verified accessible format and medium as
decisions, or actions which s either not available required for preservation and continued
elsewhere n permanent form or s presented n the reference. Transfer to NARA when 30 years
database n a uniquely efficient, an ipulable, or old n a medium and format acceptable to
searchable format. NARA n accordance with standards set forth
n Federal regulations.
NIC 7b. Facilitative databases used for administrative tracking, | Temporary. Delete when no longer needed.
housekeeping, access control and other transitory
functions; databases established but not used,
containing no or nimal data; and atabases
supplanted by updated versions or successor
programs which contain the same ata.
NIC 8. Principals Committee and Deputies Co ittee
Submission/Participation Records.
NIC 8a. Records of NIC participation n NSC policymaking Permanent.

committees. All submissions tothe PC/DC beco e
permanent Presidential records. Copies of

sub issions retained by NIC are thus the nstitutional
Federal records of NIC transactions at this high policy

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

UNCLASSIFIED




UNCLASSIFIED

NIC 8b.

' level, and are subject to different access requirements

with regard to FOIA. Office of Record s the Analysis
Production Staff. Electronic copies filed n DNI
Transition folder.

2005 to Present, filed by meeting ate.

Background material which s collected to support
submissions to PC/DC that does not ocument
substantive policy deliberations. Includes rafts,
reference materials, and f nal analyses collected from
the Intelligence Community an kept as permanent
records by the originating agencies.

years old.
Electronic records: Maintain n active system
until no longer needed, copy to verified
accessible formatand e u asreqjired for
preservation and continued reference.
Transfer to NARA when 30 years old in a

e u and format acceptable to NARA n
accordance with standards set forth n Federal
regulations.

Temporary. Delete or destroy when no
longer needed.

NIC ™

Common NIC Administrative Records.

e Operating Files an Facilitative Records.,
administrative subject files, suspense files,
control records, transactional atabases,
calendars behsy the senior level, travel records, an
other transitory geguments kept for convenience of
reference and whichelate to routine nternal
administration or housgkgeping activities of the office
rather than the mission fupst ons for which the office
exists. Includes routine office™sgministrative files
containing standard operating pr.
resulting products relating to orientati
and system privileges for arriving and ep
employees and detailees. 2005 to Present.

tracking

Texqporary. Delete or destroy when 2 years
old grwhen no longer needed per GRS 23,
Item 1.

NIC 10.

NIC 10a.

Calendars

Lotus Notes (or successor) atabases or hard copy
appointment books containing the schedule and
activities of the Chairman and each staff ember.
2005 to Present.

Chairman's Calendar and Schedule of front office
Chair-level Activities. i

Permanent.

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

Electronic records: 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 na
medium and format acceptable to NARA n
accordance with standards set forth n Federal
requlations.

UNCLASSIFIED F




U C ASS IFIED L

=
NIC 10b. %al and Group Calendars for officials and units

be Chair level.

rary. Deleteor estroy when 2 years

old n ordance with GRS 23, Item 5a.

descriptions, vacancy notices, supe 's nformal
personnel records, ncluding perfor ance raisals.
Identified by applicant name, position title, as
applicable.

NIC 10c. | NIC NSC weekly calendar. Contains names of Permanent. intain in active system until
briefers, attendees, and subjects of meetings with no longer needed, copy to verified accessible
NSC/NSC staff relating to current intelligence issues. | 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 n
accordance with standards set forth n Federal
regulations.
NIC 11. Reference Files. Temporary. Delete or destroy when no
longer needed or when superseded.
Copies of memoranda, reports, budgets, publications,
products, and other agency records aintained for
convenience of reference.
NIC 12. Human Resources Records.
NIC 12a. | Supemigors’ copies of Official Personnel Files Temporary. Review annually and destroy
ocumen {2ign. superseded or obsolete documents, or
destroy file relating to an employee within 1
year after separation or transfer per GRS 1,
tem 18.
NIC 12b. | Applications for employment, nt2rmew files, position Temporary. Employee interview records:

Destroy  ont s after transfer or separation
of employee per GRS 1, item 8. Interview
records and applications of unsuccessful
applicants, vacancy postings: Destroy when
o longer needed. Supervisor's personnel

or obsolete documents, or
ng to an employee within 1
year after separ. or transfer, GRS 1, tem

18.

UNCLASS FIED






