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is a revision of the records disposition
our Small Business Office. This revision 

will supersede the 816 series of our Files Maintenance and 
Disposisition Manual (DLAM 5015.1) and be reissued as the 
new 130 series. The contents of the present 130 series 
will be cancelled. 
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• • SMALL BUSIJlESS 

130 SMALL BUSIJlESS. Relates to the direction and implementation of the DLA 
Small Business Program including DOD Small Business and Small Disadvantaged
Business Utilization Programs and related economic development programs. 

130.01 Small Business Program Files. Documents related to the formulation,
management, administration and execution of individual Small Business programs
such as program plans, studies and analyses, reports, letter guidance and 
direction, and related documents. (Destroy 2 years atter termination ot 
program effort, or when no longer required, whichever is sooner.) 

130.02 Small Business Policy Files. Documents providing general direction, 
staff guidance and reporting in the management and administration of Small 
Business including interpretations and decisions on applicability, requests for 
waivers and exceptions, data calls and periodic reporting, and similar 
documents not covered elsewhere. 

a. HQ DLA - Cut ott at the end ot the year. Destroy atter 3 years. 

b. Other Activities - Destroy atter 1 year. 

130.10 Small Business Source Files. Documents maintained for the purpose of 
determining source capabilities, such as brochures, replies to questionnaires,
financial data, prospectuses, requests for inclusion on bidders' mailin~ lists,
extracts from industry publications, pre-award surveys, and lists of tools and 
equipment. (Destroy when superseded, obsolete, or when the concern is no 
longer considered as source of supply for any reason.) 

130.15 Procurement Technical Assistance. Correspondence, Federal Register
announcements, Commerce Business Daily announcements, solicitations for 
cooperative agreement proposals, program evaluation criteria, applicant
proposals, cooperative agreement award documents, recipient performance 
and other similar information used to administer procurement technical 
assistance programs. (Destroy atter , years.) 

130.20 Special Small Business/Economdc Utilization Projects and Reports.
Documents relating to participation in special projects as directed by higher 
headquarters and documents relating to special reports required by 
congreSSional interest, other Government agencies, and higher headquarters. 
(Destroy atter 3 years.) 

130.25 Outreach Development Files. Conference information, registration forms,
correspondence, publication cover letters and inquires related to various 
outreach programs used to develop outreach programs; coordinate, sponsor, and 
participate in Federal, State, and local government and industry sponsored 
conferences, trade fairs, and economic assistance events in support of outreach 
programs. (Cut ott at the end ot the year. Destroy atter 3 years.) 

130.30 Small Business/Labor Surplus Area Preference Activity Files. Documents 
relating to preferential conSideration given to small business and/or labor 
surplus area firms. 

a. Procurement Activity - Destroy atter 10 years. 

b. Administrative Activity - Destroy at'ter 3 years. 



• • 
130.35 ~nority Contracting. Minority Contracting Program (SA), search and 
offering letters and related responses used to assist and counsel small and 
disadvantaged business firms in acquiring information and in resolving problems 
encountered in bidding or performing on DOD contracts. (Dest~oy afte~ 3 yea~s.) 

130.40 Procurement Action Reviews. Copies of proposed contract actions,
abstracts of bids and offers and similar documents, work papers and reference 
material used to review pending procurement actions for breakouts and set aside 
opportunities for increasing small business participation and competition for 
DOD requirements. (Dest~oy afte~ 3 yea~s.) 

130.45 Co..and Management Plan. Locally developed Command Management Plan and 
related correspondence created in the development and concurrence of plan; and 
reference copies of other Small Business office plans used in the development 
of an annual command management plan to identify and promote initiatives to be 
taken to accomplish objectives of the DLA Small Business Program. (Dest~oy 
wben supe~seded, obsolete, o~ afte~ 3 yea~s, wbicbeve~ is soone~.) 

130.50 Sheltered WOrkshop Support. Inquiries, information requests, cover 
letters, and correspondence related to the development and implementation of 
programs for support of sheltered workshops affiliated with National Industries 
for the Blind (NIB) and National Industries for the Severely Handicapped 
(NISH). (Dest~oy afte~ 2 yea~s.) 

130.55 Federal Prison Industries. Inquiries, information requests, cover 
letters, and correspondence related to the development and implementation of 
programs for support of Federal Prison Industries. (Dest~oy afte~ 2 yea~s.) 

130.60 Program Goals. Proposed goals, statistical information, measurements of 
performance, letters and correspondence assigning approved goals used in the 
establishment of program goals and evaluation of activity performance in 
achieving goals for the award of prime contracts to firms. (Dest~oy afte~ 6 
yea~8.) 

130.65 Subcontract Iegotiations. Contractor's plans, copies of contracting
documents and related records used to review contract proposals and participate
in negotiations with DOD prime contractors regarding their proposed
subcontracting plans for award of subcontracts to small and disadvantaged
business firms. (Dest~oy afte~ 3 yea~s.) 

130.70 Subcontractor Plans and Prograas. Evaluations of contractor performance
and requests for information and related responses used to evaluated DOD prime
contractors, small, disadvantaged, and labor surplus area subcontracting plans
and programs, establish or recommend goals for awards to firms, and to evaluate 
prime contractor performance in complying with goals and other subcontracting
plan requirements. (Dest~oy afte~ 3 yea~s.) 


