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All items not listed below.

11/01/2022

Item 1 is superseded by DAA-0446-2018-0002-0003 
Item 2-9/A is superseded by DAA-0446-2018-0002-0001 
Item 2-9/B is superseded by DAA-0446-2018-0002-0002 
Item 2-26 is superseded by DAA-0446-2018-0003-0001          
Items 2-27/A and 2-27/B are superseded by DAA-0446-2018-0003-0002 
Items 2-33/A and 2-33/B are superseded by DAA-0446-2018-0003-0003 
Item 3-5/A is superseded by DAA-GRS-2015-0006-0001 (for records dated 2017 and forward only) 
and DAA-GRS-2015-0006-0002 
Item 3-5/B is superseded by DAA-GRS-2015-0006-0006

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules.  This information is accurate as of: 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided as a courtesy. Some items listed here may have been previously annotated 
on the schedule itself. 

NOTICE - SOME  ITEMS SUPERSEDED OR OBSOLETE
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REQUEST~FOR FIECO~ ISPOSITION AUTHORITY 
(See lnstrL .. tions on reverse) 

LEA~ Bt.:. ·_, 

JOB NO 

NC 1-44:-76-1 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
----------------------------1DATE RECEIVEDADa 18 'IIY'f6 1 FROM (AGENCY OR ESTABLISHMENT) _,..n J.11 

7 

DEFENSE INVESTIGATIVE SERVICE NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

In accordance with the provisions of 44 US C 3303a the disposal re __ L_O_G_I_S_T_I_C_S_AN_D_S_ER_V_IC_E_S_D_I_RE_C_T_O_RA_T_E _________ quest rnclud1ng amendments. 1s approved except for items that may 
3 MINOR SUBDIVISION be stamped "disposal not Jpproved" or "withdrawn" in column 10 

ADMINISTRATION DIVISION 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

MRS. NORMA STAPLESON 93-5012 13 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

7 
ITEM NO 

llS-107 

r disposal after a specified p_eriod of time or request for permanent 

CHIEF, ADMINISTRATION DIVISION 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

SEE ATTACHED DISPOSITION SCHEDULE 

. 
6?,Ldfll',..e.<-?~ .-ea~ 

h 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

STANDARD FORM 115 
Revised April, 197 S 
Prescribed by General Services 

Adm1mslrat1on 
FPMR (41 CFR) 101-11 4 
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1 - OFFICE ADHTNlSTHi\TlON 

'j i, LS r::ri', H::-, relates . :. general off1 ce adriinistratlon a11d adrlinistrat-Lve 
si·p:,.:)r·t ft: ~c.tions. lt 111cludes office ref<::!re11ce files and f~tles r0l;.:iting 
Lo coramunicdtions, mdil, and systems. 

1-l. E_TT,f;_~_ r.l\"!:__tiI_i:;Jj'ANC~ At~_!) DfSPOSlTTON FORMS (DIS FOP~'1 SZ}: Files 
t·',d nt'.enance and JHspo~:1.tion Plan and reL:ited pnpe:rs pertaining 
1>J Lhclr preparaLLon and revLsion. 

TEMPORARY: Destroy when superseded, obsolete, or 
nu longer needed. 

- 1--2. POf:_}:Cf ___ A'ND PRECEDENT I'ILES: Copies of documents reflecting the 
estdbJ ishment of internal policy or precedents pertinent to 
n.rrent and future procedures within the office. These files 
a;:e mai.nta1.ned at the 0 1Jerating 1 evel. Original or official 
rnc0rd copies will not be placed in this file . 

.{l;h~_OEFTCI!.S: TEMPORARY: Destroy when superseded or obsolete. 

J-3. SUSPE~S2 FILES: Papers arranged in chronological order as a 
re~lnJer that an action is required on a specific date; a reply 
to an action js expected and if not received should be traced 
on a given date. 

ALL OFFICES: TEMPORARY: Destroy on the date under which 
· suspen<lt::d if a]] actions have been cleared, and reference is no 
longer required. 

1-4. CHRONOLOGICAL FILES: Copies of outgoing communications, arranged 
by date, and maintained for periodic review by staff members or 
for convenient reference. 

ALL OJ<'fT.C.ES: TEMPORARY: Destroy when 1 year old. Earlier 
destruction is authorized. 

J-5. TI?i\NSITORY FILES: Correspondence, messages, and other documents 
maintained for reference, copies of documents which require no 
official action, letters of transmittal, routine requests for 
information and replies thereto involving no administrative or 
policy decisions and no special compilations or research. 
NOT.C:: To the 1rJaxirnum extent practicable, tr.1nsitory papers should 
be destroyed without filing. File only when needed for more than 
30 days. 

ALL OFFICES: TEMPORARY: Destroy after 90 days. Earlier destruction 
ic.:: authorized. 

Al--J Attachment 1 
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dui L,,s -md rc1::,pu:1s1);Jl1t. tcs to pr:rsonn;c,l s1,ch as sL~;n<:1turE.' cnnl::; or 
a•·;f.,.ign· _nt':, a~; fire ,,':1rdcns, buJlcll.ng custodians, supply reprc:•;c,•,1tar:1ve, 
su:::J!.'lt:, c,f-ficers, ar.d sonilar ac!dltional duty ass1gnments. (DIS L,-02) 

ALL OFflCES: TEMPORl1.RY: Destroy uhen revoked, superseded, or obsolete. 

1-7. f.'.,ENEJZ::~~ Ci)R_I~~.SPON_f~lgJCE: Letters, :1.ndorsements, memorar..da, reports, 
and r":}ated data and o.ttac_hments involving a variety of subjects 
i_:·LOT ,\';PROPR.lATE FOR FTLTJ\;G WITH OTHER RECORDS SERIES)_. 

a. Documents created or received by any office which has DJS-wide 
policy-r.13king or program-monltoring responsibilities. 

ALL OFFICES: PERMli..NE?-;T: Retit'e to FRC after 5 years; offer to the 
r:ational Arch:i.ves when 30 years old (in 5-ycar increments). 

b. Documents created by any office not covered in a, above. 

ALL OFFICES: TEMPORARY: Destroy after l year. 

1-8. WORKING FILES: Includes rough drafts, notes, and materials 
accumulated in the development of a final product. 

ALL OFFICES: TEMPORARY: Destroy upon completion of the project, 
or after purpose has been served. 

1-9. REFERENCE PUBLICATIONS: Copies of publications maintained for 
reference purposes. Reference publications are normally filed in 
numerical sequence in standard binders in a designated place other 
than standard file folders. NOTE: This file designation is for 
:i.<leDtiflcatlon and disposition purposes only. 

ALL OFFICES: TEMPORARY: Destroy when superseded, obsolete, or no 
longer needed for reference purposes. 

- 1-10. INFORM..\TION BULLETINS: Announcements, notices, temporary instructions, 
or temporary directlve material of no permanent reference value. 

a. OFPI_g_~_Q_:f PR1MARY RESPONSIBILITY: TEHPORARY: Cutoff 31 Dec: 
destroy after 1 year, (Data deemed of historical value will be reported 
to the DIS Historian to be included in the DIS History. See item 2-2R) 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

- 1-11. TECHNICAL REFERENCE KA.TE~§_: Copies of motion pictures, sound 
record-1.ngs, still photographs, maps, graphic, brochures, and similar 
materials maintained for reference purposes. 
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ICES: TEM20NARY: Destroy when superseded or obsolete. 
l{cturn accountable or reu~~able materia] to the sour 1::e 

o1 Slipply . 

..- l -l.1.. , ,:•~g\TTTfES, CO:\JFER~NCES, AND MEETINGS: Copies of documnits per ta Lnlng 
t,.1 offi.ce parlic1pc1t1,on in, or assoc1::JJ··iao with, con'lm.lltees, conferences, 
m•.!etings, and related activities. T.ncludes corresponc1ence such as 
not tees of meetings, agencln, notes taken dur Lng mee , and infor,"'lation 
of a general nature. 

TE~tPORARY: Cutoff 31 Dec; destroy after 1 year, or Hhen 
p · irpose has been served. 

J-13. HEALTH. WELFARE, AND CHARITIES: Consists of documents pertarning to 
various charitable, health, and welfare organizations, including the 
blood donor program. 

_,.. 1-14. 

1-15. 

ALL OFFICES: TEMPORARY: Cutoff 31 Dec; destroy after 1 year, or when 
purpose has been served. 

DIRECTOR'S CORRESPONDENCE FlLE: Copies of all mission correspondence 
signed in the offices of the Director, ~Dc.:>uty Director or Executive. 

V././..,,,.a.,.-,~ , 
a. OFFIC!:: OF PRIMARY Kl:.SPONSIBILlTY: ~AAR¥: Cutoff 31 Dec; hold 
. 3 years; transfer to FKC; des.troy after 5 years. JZ{#..,,e..,£.,,. -/4 ,,,o#,re.J' 

.L-d~ .;;;;&1 y...ea,.,,,..-</t,, ~... ' 
b. OTHER OFFICI:S: TEMPORARY: Destroy when no longer needed. i 

TELEPHONE AND INTERPHONE: Documents reflecting the location, usage, 
and installation of telephone and interphone service. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; destroy 
after 1 year, or when superseded or obsolete, as applicable. 

1-16. TELEPHONE SERVICES RECORDS: Documents requesting telephone services, 
telephone service and line cards, and similar records relating to the 
operation of telephone services and equipment. 

OFFICE OF PRIMARY RESPONSIBILITY: TE~lPORARY: Cutoff 31 Dec; destory 
after 1 year. 

1-17. TELEPHONE TOLL TICKETS: Tickets prepared by telephone operators for 
all outgoing telephone toll calls and used to check the comm2rcial 
toll statement at the end of the billing period. 

OFFICE OF PRUIARY RESPONSIBILITY: TC.;•!PORARY: Cutoff 31 Dec; destroy 
after 1 year. 

1-18. POSTAL AND MAIL SERVICE: Documents and correspondence relating to 
postal and mail &ervLce functions. 
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_QJ\:J-_C ~-' _ _2J Pt;,lli(il_!.J_f_;: S~ONS UHLI'TY: TEaPORA!~--, : Cutoff 31". Det:; 'ries troy 
alter 2 years, ,, P~ lon~er required for reference. 

1--19. P0_5J'_{~_!::._I~1,I~,fTQ_I~)~: Documcut:~ ut:l l i ✓.:eel j n mal ntaining a locator $} SL em 
to f::tc.-1_1.:::211.c delivery of mai_l tL> 1nd1viduaLs, such as locator c,irds, 
copies cf 2s~ 1.gmnent and trar1sfci: orders, and slmi lar documents. (DIS 1-02) 

01"FICE OF PRH1ARY Rl:SPONSIBf ITY: 'TEHPORARY: P1ac.e in inactjve file ----------
upon clepartUrE'. of the i11dlv1.clual; destroy after 1 year. Posting r1ed:i.a 
way be destroyed when post1ng is compl2ted. 

1-20. _______ DocuGents relating to the control of incoming and outgoing 
mail, includiog routing forms, delivery receipts, records of messenger 
tr lps, and sintLLar documents. EXCLUDED are <locum0nts receipting for or 
controlling classified mail and registered, certified, and insured roail. 

OFfICf. OF PRIH/\RY RESPONSLBILITY: TENl'ORARY: Destroy after 3 months. 

1 -21. REGISTERED, CERTl FlEl), AND Nlfr!BERED INSURED MAIL RECORDS: 
Documents relating to the handling, accounting, and receipting for mail 
of this type. 

OFFICE OF PRUL4RY RESPONSIB [LITY: TEMPORARY: Retain in current hles 
area; destroy after 2 years. 

1-22. COURIER RECEIPT FILES: Receipts for ArJ11ecl Services Courier pouches 
and packages. 

OFFICE OF PRIMARY RESPONSlBILITY: TEMPOR..\RY: Cutoff 3] Dec; destroy 
after 2 years. 

1-23. STATISTICAL REPORTS FILE: Copies of reports reflecting the postage 
used on outgoing mcul, including special delivery. registered, ec.tlified, 
foreign, parcel post, and airmail. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 6 montns. 

]-2!+. OFFICIAL PENALTY MAIL REPORTS: Copies of reports and related papers 
pertaining to official pen~lty mail. 

OFFICE OF PRIMARY RESPONSIBTLITY: TEMPORARY: Cutoff 31 Dec; destroy 
after 2 years. 

1-25. PRODUCTION REPORTS: Reports on mail handled and work performed. 

OFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; destroy 
after 1 year. 

1-26~. ADDRESSOGRAPH PLATES: Plates used for stdndard mail5ng distribution lists. 
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DISH 28--2 

• .OFF I C~E OY l' .M~Y RF:SPONSJlHL TTY: TENPORARY. -- --------~-- ----
u'pon rev.is·,•:. of cJj_,,5::; .. ,1 Lnation requirements. 

Destroy ~ndJvt<lunl cards 

J-27. DYCA AUTOW1'1 t,)N RECt.ilU)S: (P lannln~ Documents) Master pldu, ,1lt h 
a-,·,oc..Lt.: ::i cb,-1rr:f. dnd drmd.nr~s, supporting data (such as c.or.rc•srondence, 
s,u<lLes, rErort6, an<l any other daca thJt reflect on the data aucornat.1on 
act.i.v.i.ty), i-;1.aphic, narrati.ve, ,1nd tabulAr infonimtion rclattng to the 
prr· s·-cnt .:ind/or i:larrnr.d ADP compos1t.1on dnd/or requirements of tho data 
at•tomation activlLy. 

OFFTCE OF T'RHfl1IlY RESPONSIBILITY: TEHPORARY: Transfer to FRC 1 year 
c.,fter documents ace superseded; destroy after 5 years. 

1-23. SPECl_F.LC DATA SYSTENS RECORDS: Requests for establishment of a data 
system authorizing directlves, detailed studies which reflect comparison 
of present and proposed systems, cost analysis, equipment requirements, 
tangible benefits, expected savings. priority schedules, syste1n specifi­
cations, logic charts, test runs, design plans, and equipment resources. 

OFFICE OF PlUMARY RESPONSIBILITY: TEMPORARY: 

a.Transfer;implemented system to the FRC when discontinued; destroy 
after 5 years. 

b. Destroy disapproved systews 1 year after final actions. 

1-29. SYSTEMS OPERATIONAL PROCEDURES: Finalized documents containing detailed 
operatjng procedures for implementation of a specific data system, 
including policies, instructions, details of computer technique, logic 
chart;, input/outpul document flow data., 

OFFICE OF PRIMARY RESPONSIBILITY: TEM.PORARY:Transfer to FRC 1 year 
after superseded; destroy after 5 years. 

1-30. ANALYSIS SOURCE DATA: Test decks of cards, tapes, deficiency reports, 
statistical listings, element codes, diagrams, drafts, worksheets, and 
similar operational records. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when purpose has 
been served. 

1-31. STATISTICAL DATA REQUESTS: Forms and related correspondence initiated 
to establish or revise statistical data programs from an approved data 
system, providing ADP centers background for the program file, and to 
control the work flow. 

OFFICE OF PRIMARY RESPONSIB[LITY: TEMPORARY: 

a. Destroy approved requests on discontinuance of the program. 

b. Destroy disapproved requests after 3 months. 
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1-j2,. ./,ri•.1JATTC J2iT:::.-J:..l~OCESS_1NG EOUIPMENT (AD"PE) UTILIZATION: "'Origifial 
fo:-1:10, u1. Cdtds ;,,h Leh cqnip11 e:nt operators h-1ve cumpleted fo-
pun !- :c,·;c! Al·~)E or leasc'd ADPJ:: rented on an ll:,limlted use b~!,,ls. 
Dti_•y t;t'td.i~ c,-:cds, 1-nten1e::diate ~,u,•.inary cl0cks, relc1t0..j nldf~11,:ric 
t~•,.c f:cles, c,,: Iral:h:•n:_' l:isl:.Lng cr8,•.ted from the bdsic docrnu.';1ts 
a,.1 1 used for U<', •.ly m2ir1,.1gemi::nt of operations and accur1ulation of 
dat-1 for monthly cm.t, u.t:ilLc:ation, and related manJ.6errient surT:<1r.ies. 

OFFICE OF PRHL.\RY f~ESPQ.£!~_1DILTTY: TEt--.!PORARY: Destroy after 90 
dd)'b, pruvicled any adjust 1n,7nts to accounts have been made and soin ce 
d~cuweuts are no lonser r~suired for resolution of any claim rlescre­
panc.y. 

1-33. ADPE UTTLIZATJON: 

a. E-'lgnetic tapes containing detail log data for systems 
having internal logs. 

OFFICE OF PRH!ARY RESPONSITIILITY: TEMPORARY: Destroy after 1 year, 
prov·Lded auy adJustments to accounts have been made and source docu­
ments are no longer required for resolution of any claim discrepancy. 

b. Original forms of cards which equipment operators have completed 
for leased ADPE subject to extra use rental charges and relative to ADPE 
maintenance for purchased and leased ADPE. 

OlTJCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 year, 
p1ovided any adjustments to accounts have been made and source documents 
are no longer required for resolution of any claim discrepancy. 

c. Monthly summaries of ADPE cost and utilization report and EDPS 
by application and hours of use report which are card decks, tape files, 
and associated machine listings maintained at data processing instal­
lation level. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 2 years. 

1-34. ADPE REQUEST AND ACCOUNTABILITY:. Related documents concerning the 
management of ADPF. equipment which are original records maintained at 
data processing in6tallatlons. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years following 
the date on which the equipment is discontinued and dropped from data 
processing inventory. 

1-35. CO:::T INCURRED FOR USE OF ADPE: Contractor's invoices for rental and 
other charges incurred for use of ADPE equipment. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPOR,.\RY: Cutoff 31 Dec; destroy 
after 3 years. 

1-36. PROGR.,\N COMMUNICATIONS-ELECTRONICS SUPPORT PROGRJ\H (PCESP): 

a. Communicati.on-E]ectror:i.cs Implementatjon Plans (CEIP's) 
and Amendments (CE:IPA's), responsible programming. 
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.. 
Destroy 3 'yean, •'...1fter RESPO.~SlBT LTTY: TEMl'OP.ARY: -----------

the y2,lr 11, wluch the facility commissioning docurn;:;nt is sig,i, .. '"'. 

b. }.; i r:or crnd a.drlinistra ti.ve (PCESP) revisions, form r...:por-; c,, 

l'CAH 11-,:~ln,:.~' dnd r"'lated data. 

Y._~T ICE_Q_~_tKlJj!\_R)' RE~:l'OHSI!}ILTTY: TEMPORARY: Destroy 6 months after 
reJated eutr1~s appear Jn PCESP. 

CIFF[CE OF PRIMARY RESPONSIBILITY: TEMPORARY: 

a. Dlsapproved CETP's: Destroy 1 year aEter date of disapproval. 

b. Cancelled CEIP's: Destroy 1 year after cancellation. 

c. CEIP Status Reports: Destroy when the CEIP is fully implemented) 
superseded, or updated. 

1-38. PCESP WORKBOOKS: 

OFFICE OF PRIHA.RY RESPONSIBILITY: TEMPORARY: Destroy upon receipt 
of an updated workbook. 

]-39. C0~~1DNICATIONS SERVICE LEASING RECORDS: Acquisition, modification, 
o~-discontinuance of leased services, including forms records (such as 
communications service authorization and comparable documents; orders 
for supplies and services, commercial communications work order; modified 
use of leased communications facilities, requests for purchases, work 
order registers, telephone service requests; local communications servjce 
order; summary of authorized equipment and services include traffic and 
feusibllity studies and surveys, letters of military necessity, commercial 
company pricing sheets, completion notices, and comparable data, with 
related correspondence). 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when individual 
service is discontinued, or when no longer needed, whichever is later, 
provided any corrective action required by audit has been accomplished. 

1-lf0. INDIVIDUAL CASE FILES OF LEASED COMMUNICATIONS SERVICES: Forms of 
communications services authorizations, or the computer and EDP 
counterpart thereof, customers requirements, local communications 
service orders; and other contractual instruments. May include suppor­
ting data and information documenting the negotiation, administration, 
and completion of individual leasing transactions. 

OEFICE OF PRIMARY RESPONSI.BILITY: TEMPORARY: Transactions of $10,000 
or less, except utility contracts, destroy 3 years after contract is 
closed. T1ansacLi.on over $10,000, destroy 6 years after contract is 
closed. (NOTE: Transactions prior to 25 July 1974 over $2500 destroy 6 
years after contract is closed; below $2500 destroy 3 years after contract 
is closed.) 
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2 -- HAN:\CEllENT AND PLANNING 

I:,. ,~o ,·,:s cn'!aled in the perfornwnc.e of mrma::_;ernent 2nd planning fuL,, .ions. 
T, ": relate to the pla;,1::u.ng, programming, standardization, at.d lmp.ro·;e-
111(_•ri t nf n1an<t~~21neut fun ct ion~. 

?-1. 1.'_<21:JCY: The development and implement:ll:i on of policy percaJ n1.n3 to 
ci~,:, org,mi.:;;P.tLon, 1.111.ss.ion, and function,3 of the .,1gency, and records 
n:.:·,ultln0 therefrom. 

- 2-2. 

- 2-3. 

- 2-4. 

2-5. 

2. Q.~i·J:.Q[':_Q_~ PRnl.AFY RESPONSIBILITY: PERMAt"\/ENT: Hold 4 years after 
r0,1i~,_wn; rel i.1:e to FRC; offET to the National Archives ~Lt-r 11 yett"l'."':"l~ 
ui1less securcty classification prohibits. of"&? c/4 '?-"~ ~ 

. ,"e'P/~.) 

h. OTHER OFFJCES; TEHl:ORARY: Destroy when superseded, rescinded, 
or no longer needed. 

DoD PROCR,\}ll.'"lING SYSTEM: The methods and procedures for establish­
rrcmt, maintenance, and revision of the Five-Year Force Structure 
~nd Flnancial Program, and the internal and external programs 
requjred to carry out the assigned responsibilities of the DoD 
General Intelligence functions. 7~ /~ e~~ J"t?Uo/ ~ 
("'~~ µ,/ p'~~~-

a. O:tFICE OF PRINARY RESPO~SIBILITY: TEHPORARY: Cutoff 31 Dec; 
hold 5 years; destroy. 

b. OTHER OFFICES: TEMPORARY: Destroy when purpose has been served. 

PROGRAM MAN~\GEMENT RECORDS: Records of, programs established by 
activity directors in support of the DoD Programming System 
which include annual program objectives and the manpower, , ,"_... 
material, and financial resources to achieve the objective. /~.-z.,, ~ 
~ µ~a-/✓~-~ ~--Z4- ~ /Z:Z,,_____. ~-~,, 
a. OFFICE Of PiuHARY RESPONSIBILITY: TEMPORARY:Transfer to FRC 
1 ye.2.r-;;;-fc~r file becomes inat.tive; destroy after 5 years. 

~- OTHER OFFICES: TEMPORARY: Destroy 1 year after file 
becomes inactive. 

HANAGEMENT ANALYSIS: Records pertaining to the methods of 
analyzing management in terms of mission or organizational 
objective, operational procedures, and performance standards. 

OFF I CL 07 PRI:IARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; 
hold 1 year; destroy. 

MANAGEMENT l.:":VAT ... Uf.TION: Studies, analyses, or summaries created 
in the comprehensive review ot organizational structure, 
operational procedures, performance standards, anc problem areas. 

a. OFFICE OF ~RIM.ARY RESPONSIBILITY: PERNANENT: Cut off 31 Dec; 
hold 4 years; rcLir0 to FRC; offer to the National Archives after 
-H years, un.1:::ss sec.u.ri.ty closslfication prohiblts . 

..;t. 0 
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2-Ci. 

u. OTHER OFf'TCES: TEdf'OEARY: Destroy uhen purpor::.e has be:,2n 

H,\;,AGE: 1 l~'.·:T H·lrI~O\'E1'!El~T: - --· - - ----· --~- ----- Records whi.ch d.irectJy contribute tl' 

ti:,· c.evelc1,ment and d ixect:100 of tlte DIS man:.1g1:ment Jmpro\rt'J1"f ,1t 

ptugrdm, LDcluJing basic interpretations, plans, studies, and 
srnmnary re.ports. 

a. OFF :·.f._E ()_!:..J:fgJ~~_Y __ _!!.ESPONSIBILITY: PERMANENT: Cutoff 31 De--; 
ho]d 4 vcDrs, 1·et11..·e to FRC; offer to the National Archives after 
<l'1'. yea re_;, unless sec,1r ity classif .lca tion prohib Lts. 
7,0 
b. OT!U~R OFF ICES: TRMPORARY: Destroy when no longer needed. 

2-7. ORGANIZAT~_l)N~; PLANNING AND NANPOHER AUTHOR £ZATION RECORDS: 
Orsanizat1.ona1 and £u1wtional charts, personnel charts indicating 
grades and rat.lags, manning documents reflecting the allotment 
(increase or _decrease). of personnel spaces in pIS, with related ~~ 
documents 1 ...w..::--U?.:,dt-.t-.!-7· a jl"-~o/ - .;re,,~ ,,/:1< ,,:;r,M .. -<-_,PP~ 

a. OFFICE OF PRIKA.RY RESPONSIBILITY: PERMANENT: Retire to the 
FRC l1 years afterooionger required for current operations; offer 
to the National Archives after I'i years, unless security classifi-
cation prohibits. iO 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

2-8. MANPOWER STUDIES: Documents created in connection with manpower 
surveys a:1d studies covering personnel authorizations, manning 
levi::1s, ~aupower dnalysis and requirements, with related ma teria-1§,/4,e~ 
/JP_./~~? ~ 9-',_~ - &C/~ ~.:?~ ~ 
~ ~~~ .. ,U.c,/ , ... ~- _,;:2 - /. 

a. OFFICE OF PRIMARY_RESPONSIBILITY: TEMPORARY: Destroy 5 years 
after file becomes inactive. 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

2-9. ADHINISTRATII/E PUBLIC!\TIONS: Case filed record sets of DIS stan-··-·------
dard publications (excluding finished intelligence publications) 
such as regulations, manuals, pamphlets, and numbered plans. 
Includes a copy of the finished publication, the original manu­
sccipt or coordination draft, a copy of each form prescribed by the 
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f<!h l.J u::tti on, (re, gi.nal copies of c] ea ranee and review surru11::rie.:,, 
t.:,'~ 1.,:d-L,>H] on ,,"' whe,rc other backgrvund ;11ateria.L iray be loca~ .. d, 
<'',1·' ll .. !,1, •i pc'-p,crs ~1e1-Llnent: to the cdit.1ng and issuance of th,-
PL"l l•~·-,.tl('ll, l(eco,i s•:=:ts of arn2ndmcnts ;:,n,J re.Lated L:: roun;1 

1,;;1t; rial are flL,d 11ith tl,e basic publication which they chan:;.::. 

a. _Q?F!_c_;:_r,~ OF PRINA!5Y RES_!'.Q_:!SIBLI TY: PER?-L..i.NE~T: Retire to FRC 
1 y,-:3r after supcrsession :n revision; offer to the N.:itior..al 
;,cdnves when 30 years ol<l ( i.n 5 .. year increments). 

h. OTHER TEN.PO RARY: De.stray when super:=:,i:-:dc,d, 
r~sciuded, or no longer needed for reference purposes. 

2--10. ST'ECIAL ORDERS: Record copies. 

2-11. 

OFF[CE OF PRHLI\RY TIESPONSIBtLITY: ~E~~~utof.E 31 Dec; 
:t, ld 1 year; retire to FRC; eH:er to th~ Nati:o~ , 
: h:.r1 38 ·years old ( in 5 yea-F-----i-fteremeft"t:-8-)-:- d ~Y' ,,a.I~ 

GENER.:\L ORDERS: Record copies. 
y.e ;;ZA~ ~# 

6.-, OFFICE OF -~_RIMARY RESPONSIBILITY: PERMANENT: Cutoff 31 Dec; 
hold l year; retire to FRC; offer to the National Archives 
,vhen 30 years old (in 5-year increments). . ,_ , (j\Jc)T<-' 1Hi5 t,.. D7tltll. OfftC.65' "Gcnf' J;;e:sf(l.!)'1 wrl't:N 54APE-12.S ~.JH:-,J) Ofl.. OUl)UJt:-

·- :J>upUf71t:,N 'tbd. (lo Pl U' 6Nt..u) 
2-J 2. TRAVI.:L ORDERS: Record copies. J/ 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: !Cutoff 31 Dec; 
hold 1 year; destroy. 

BACKGROUND 1-JATERIAL TO SPECIAL ORDERS: Letter requests for orders, 
amen<lncnts, etc., including justification files on special 
authorization when required by orders publishing activity. 

OFFICE OF PR.IHA.RY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; 
hold 1 year; destroy. 

2-14. MAIL MANAGEMENT: Correspondence relating to the application of 
management techniques to mail processing operations. 

OFFICE OF PRIMARY RESPONSIBLITY: TEMPORARY: Cutoff 31 Dec; 
hold 1 year; destroy. Earlier disposal is authorized. 

2-15. RECORDS MANAGEHENT: Planning and management records reflecting 
the development, establishment, issuance, and revision of plans, 
policies, standards, procedures, and systems for governing the 
creation, maintenance, utilization, and disposition of DIS 
records. 

ALL OFFICES: TEJ'!?ORARY: Destroy when no longer needed. 
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2-17. 

2-18. 

RECORDS 1 ~REMENT AND / OR TRANSFER: Cc •. es of Record~ Transmittal • • and Receipt (SF 135) and related correspondence reflectin~ the 
retirement of records to FRC, transfer within DIS or other agencies, 
maintained for reference in future requests for service. 

a. OFFICE OF PRI~Li\RY RESPONSIBILITY: TfillPORARY: Destroy 2 years 
after records listed thereon have been destroyed, offered to the 
National Archives, or permanently transferred to another agency. 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

RECORDS MANAGEMENT STUDIES AND SURVEYS: Documents created as a 
result of management studies and surveys in the review, appraisal, 
and/or analysis of DIS elements relating to records holdings, 
equipment, supplies, microfilming applications$ information storage 
and retrieval systems, forms, and correspondence. 

ALL OFFICES: TEMPORARY: Des troy when no longer needed. 

RECORDS MANAGEMENT REPORTS: Documents reflecting the progress of 
all phases of records management, records and equipment holdings, 
volume of records transferred to FRC or destroyed in DIS offices~ 
with supporting documents and feeder reports. 

ALL OFFICES: TEMPORARY: Destroy when no longer needed. 

2-19. NUMERICAL FORMS FILE: 

a. Record sets of all forms devised by DIS. 

OFFICE OF PRIMARY RESPOi-JSIBILITY: Hold 1 year after disco 'ltinuance 
or obsolescence; transfer to FRC; offer to National Archiyes when 
5 years old. 

b, Case files of DIS Forms, DD Forms, Standard Forms, and other 
categories "of forms used by the agency, including the coordina~ion 
copy of office forms or form lett~rs maintained by the approving 
authority. Files contain a· copy of each request for approval, and 
revision~ or·reprints thereof, copies of reproduction requisitions, 
specifications, on!=! copy of each approved edition or the form, and 
correspondence relating to the directive governL1g form ~sage. 

OFFICE OF PRIMARY RESPO?-JSIBII.ITY: TEMPO:tARY: Hold 1 ye.ar after 
discontinuance or o:)solescence; transfer to FRC; destrov w'.,en 20 
years old. 
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' 2-:~rn. ::?UHLTC/\.T ! ON/ruRNS REQlHSITIONS lu\"/D H.f~QifIRG~E.'~l;;;,: Form:.,,~ c,theJ! 
cbc1r::~r- ... ,, aud rt>latc,l correspondenc-e used to requ1.sitLon (>, 

;:;--;:_ab},·, i 1 equi 1J.rncmts for publ·1c::it1.ons/ forrns. Stoc!. r,,~co (,l ca-r<ls, 
rc.:-,r-ler t,J,J.!'.kl'l'S, lnven control re.ccn:(ls, dlf;tril1ut1un re·.:,Jrd 
c1rt!•,:, and s1.miL:1r coritrol media u::,ed to reflPc.t the ;:-.t:atu'l of 
,:t>nnc,_ount:c:ble publications/ t:orms. 

;;)'FICE o~_l?).lf~~l\!~'£ RESPm:;srnILITY: TErlPORARY: Des troy when 
''"pe-rsed:_,.-[, ol>.:.0letl', worn out and replac.ed, or when no longer 
~weded, ·..rhichever is applicable. 

2 21. :'\CfOTRJ'i.'.~BL~ _!_()11~_!._S_I)_1:_ST)HBUTIOfi: Stock record cards, reorder 
narkers, inventory control records, distribution record cards, 
~nd sirr.Llar control media, used to reflect status of accountable 
forms. 

OFFICE OF PilHl2\RY RESPONSIBILITY: TEMPORARY: Des troy 2 years 
.::ii Lc::r r<.!mO\Tal £1.om tl!e active file. 

2-22. ACCOUNTABLE FORNS ACCOUNTABILITY: Receipts, destruction certifi­
cates, and related correspondence showing the issue, receipt, or 
destruction of blank accountable forms. 

a. OFFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: Destroy after 
2 years. 

b. OTIIER OFFICES: Destroy 2 yeclrS after forms listed thereon 
have been issued or otherwise accounted for. (If the prescribing 
directive for a particular accountable form requires that the 
receipts be ottached to or maintained with accountability records, 
apply the some disposition.) 

2-23. CORRESPONDENCE rV\NAGEHENT: Correspondence reflecting the applica­
tion of management techniques to correspondence practices to 
increase efficiency, improve quality, and reduce costs. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; 
hold 1 year; destroy. Earlier disposal is authorized. 

2-24. REPORTS CONTROL FILES: Case files on reports created, canceled 
or sup~rs2ded, and containing evidence of their existence and/or 
their dlscuntinuance. These files relate to reports for which 
there are formal requirements; they apply to files accumulated 
in the course of administrative control of the reports and NOT 
to the reports themselves. 

2-25. 

OFFICE OF PRIMARY RESPONSIRILITY: TEMPORARY: Destroy 2 years 
after report ls discontinued. 

')'!:4~_#1 
_ST!i.TJ.§.:Qfl).L f:t~A: Records pertaining tofi statistical and related 
data OP the operations and actlvitles of the DIS and to the ./ . -
cleararn ,~ of statistical <la~a -e.rior to release. ~'«t-1_!$✓~ ~~~ 
~~ ~a,$~ h ~ ~ ... -~ ~~ 
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-:r.-26. 

- 2-1,'. 

2-28. 

2-29. 

r::- 2-30. 

. ' . 
' 0;', rct OF PR Hi.ARY RESPCNSIBILITY: TE~ft'{),:J\RY: Cutoff 31 Dec; 

TE:l'll'ORARY: Cutoff 31 Dec; hold l year; destroy. 

!G lNSP[C:TIU:NS: Du,~uwents re lat Lng t,i the planning and conduLt 1n3 
of inbpuctlons performed by DIS, and by other authorized ngcncJes. 

C':- FTCE (if PRIEARY RESPONSIBILTTY: TEMPORAPY: Destroy after pro-
1 'f • " grnmm1ng tae next years inbpection covera~e. 

RET'OTtTS OF lG 1NSPECT10N: Records created as a rcsul t of inspec-
t i~ns investigatio~s conduct~d or directed by the Office of 
th,:! lnspec tor General, including record of action taken and 
supporting papers. 

a. O:FFICE OF PRIMARY RESPONSIBILITY: TENPOR..t1.RY: Cutoff 31 Dec; 
~~stroy after 3 years, or after next inspection if sooner. 

b. OTHER OFFTCES: TEHPORARY: Cutoff 31 Dec; hold l year; destroy. 

D1S HISTORICAL PROGRAM DOCIDfENTATION: Narrative histories, mono­
graphs, studies, and reports with supporting documents prepared, 
co~piled, or collected for DIS Historical Program. 

OfFTCF. OF PRHLI\RY RESPONSIBILITY: PER.r-LI\J.'\ENT. Retire to FRC when 
no longc~r rC;;quired for current reference; offer to the National 
Archives a~ § years~~ 

/41. ,,;ut 

HISTORICAL PROGRAM SOURCE DOCUMENTS: Subsidiary (o.r feeder) reports 
with supporting documents prepared at the request of a higher 
organization for use in preparing a historical report, and copies 
prepared and retained by a lower unit or element. 

ALL OFFICES: TEMPORARY: Destroy when no longer needed. 

H~FOfilll\TION RELEASES: 

a. Originals of manuscripts, speeches, statements, TV script, press 
releases, and other releases to the public. 

OFFICE OF PRI~LJ\RY RESPONSIBILITY: PERMANENT: Cutoff 31 Dec; hold 1 
year; retire to FRC; offer to the National Archives when l1r years old. 

20 
b. Statistical reports of releases and radio programs, data sheets, 
newspaper clippings, background material on release of information, 
writt0n or pictorial releases, and speeches; copies of manuscripts, 
speeches, statements, etc. 

ALL nrFICES: TEMPORARY: Destroy when no longer needed. 
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__. 2-31. 

2-32. 

2-33. 

2-34. 

2-35. 

-- ----- ~-- -- -·----- -
\furtlrne and Emergency Plans, ope~ations 

p.ldnb an.d ,,cders, augr·l::!ntat.Lon pLlnS, ct'n'.:Hm.ity of oper2t1on,:, pJ.a,1s, 
;:ind similar mc:dia with eSSl'ntJa.l s•,iurce w,:tteri.:1i providiug gu1.rl::::nce 
and requi..r2nentr. to supporL wactim.? dnd e;:iergcncy planning, in...:luding 
backg~ounJ material. 

OFFICE OF PRr•IARY R~:SPONSIBILfTY: TEt1P0l.{ARY: Destroy when related 
pldn or order becomes superseded or obsolcce. 

ADNINISTl1.'\TIVE REPORTS: Administrativc, inquiries and inves t1ga t ions, 
reports, and supporting documents relating to matter adver5ely 
affecting the disclpllne, efficiency, mordle, or welfare of organi­
zations or personnel. (DIS 4-02) 

OFFICE OF P:=tINARY RESPONSIBILITY: TEMPOR.l\.RY: Destroy 2 years 
after final action. 

coaPLAINTS: 

a. Personal Conference Period Reports or formal complaints, 
and locally produced forms reflecting a record of interview and 
results. (DIS 2-01) 

OFFICE OF PRIM.A.RY RESPONSIBIL1TY: TEMPORARY: Destroy 2 years 
after last entry. 

b. Documents accumulated during t,:he processing of complaints 
made by or about an employee of the DIS not requiring formal 
investigation. (DIS 2-01) 

OFFICE OF PRHl<\.RY RESPONSIBILITY: TEMPORARY: Destroy 2 years 
after last entry. 

PRIVACY AND FREEDOM OF JNFOR1'1ATION REQUEST RECORDS: (DIS 1-01) 

PENDING 

DISCLOSURE ACCOUNTING RECORDS: 

PENDING 
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j - !.· T.NANCE Ai'm BUDGET 

1:~cord~ p0~tainin~ to Lhe performance of budget 
f, TJancJ.,ll T.: .• ma~;er1u,t functions. 

, acc.ountlng, nTJ<l 

:!"·lL!_fY :_ Records ref1 ecting the es tahJ lshment of polic-y ancl 
proc.eJures accounting and finaucial operations. 

,1. OFFICE OF PRIMA?-.Y RESPONSIBILITY: TT:Ml1 0RARY: Cutoff 
3n Sept,::,mber; :10ld 5 years; destroy. 

b. OTHER OFFICES: TID·lPORl.1.RY: Des troy when superseded 01: 
obsolete. 

3-2. ACCOUNTING RECORDS: Records pertaining to the financial 
t1:a.nsactlons of the DIS and whic.h reflect the results·of 
nccountinB operations and the official financial position of the 
agency. include c.opies of budget authorizations, 
advices of allotment, and applicable documents recording the 
co~mitiments, obligations, and tures of agency funds.1 

' 
a. OFFICE OF PRIHA11Y RES"PONSIEILITY: TEMPORARY: Cutoff 
30 Septer1ber; hold 4 years; destroy. 

b. OTHER OFFICES: TEMPORARY: Cutoff 30 September; hold 1 
year; destroy. 

3-3. ACCOUNTING SYSTEM RECORDS: Documents v:hich support the manual 
or mechanized recording of commitments, obligations, allocations, 
allotments, and accrued expenditures paid and unpaid. 

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 
30 September; hold 4 years after obligations have been 
liquidated; destroy. 

(1) EAM cards used in daily operations. Destroy after 
necessary reconciliations. 

(2) Machine tabulations used in daily operations. Cutoff 
30 September; hold 1 year; destroy. 

(3) General Ledgers: Manual and machine form ledgers -
destroy 4 years after the fiscal year to which they pertain. 

(4) Financial statements, schedules, and reports: Retained 
copies of documents - destroy 4 years after the fiscal year 
to which they pertain. 

(5) Accrued obligation/expense records: Contracts, purchas~ 
ord£,.:;, receiving reports, TR's, BL's, and travel orders -
destroy four years after FY to which they pertain, except 
successor "N" accounts whlc.h uill be destroyE::!d 4 yl,ars after 
ltq uid;1tion. 
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. ' 
u,~ CAO c,r Defense Audits: T:EJ.>orts taken to any c.,:cP.ptions -
r, t;.in 1.mt.tl all exceptions an, c}l"',"red; de:,troy. 

( 1 Di,,bursir1f; AgenL/Li::tit,:•d 1h::pository Rec..o:-d:.;: i\?,~'Jintt,"-nt 
c.n'·:rs t.iirn-i" vouchers, c-hc(k st.uh,,;, cancell(•d check.~, ca.;h 
},,:_:,. te.1.:·s ;:-_nd r ::ports - destroy 4 years after the FY to 
wid.ch L1r;y pen:ain. 

( 8) C~rnco lled co111i'li tmentf,/ obl igatlons: Unobligated 
comrn.tmencs 8nd undelivered orders outstanding - destroy 1 
yeQr after cancellation. 

( ~• '. AcTl,tmt,, Receivable Records: Led:::i;ers, collection 
vo,.ichers and supporting documents - destroy 4 years after 
cJ usf:!. of l<r to which they pertain. 

(in) Manual Control and Distribution Ledgers - destroy 
4 years after FY to wl1ich they pertain. 

(11) Periodic Summary Cards and Tabulations: Hold 1 year 
and destroy. 

(12) Consolidated EAM cards and tabulations produced from 
monthly summary or other records, usually for an entire FY. 
Destroy 4 years after liquidation of obligations. 

(13) Imprest Fund Records: Destroy after reimbursement is 
obtained from the supporting finance office. 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

3-4. CONTH'GE.NCY EXPENDITURE RECORDS: Records which support contingency 
expenditures made by the DIS. Vouchers and subvouchers for 
confidential funds, supporting documents, and related correspondence. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 4 years after 
close of fiscal year, provided ·exceptions have been cleared. 

3-5. BUDGET RECORDS: Records reflecting budget estimates, justifications, 
and execution by FY and by appropriation. They reflect the develop-

r'J ment, preparation, submission, and adjustments to the DIS budget. 

a. OFFICE OF PRIJ\L4.RY RESPONSIBILITY: TEHPORARY: Cutoff 30 Sep ; 
hold 5 years; destroy. 

b. OTHER OFFICZS: T£HPORARY: Cutoff 30 Sep ; hold 1 year; destroy. 

BUDGET: Relates to tbe budget preparation, presentation, review, and execution. 

3 r -o. BUDGET (g_r.~ERAL): Documents relating to the administration of budget 
matters uhich, due to their general nature, cannot be logical]y filed 
elsewhere. 
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.. ALT. OF" -·-·---· 
_Lon~,::r 

ES: Tf'.~[POR..I\:;."/: Dest.r.oy when. -erseded:,c,b.·Jlt·te, no 
_c·cl;:,d for refcn.'nCc, o;:: :iftcr 3 y""arr~, as appi:D1n·late. 

3-l . .?!·l.Q(:_l::_'~'-T~?:'.lCIJ_~,? AND PROCEDURES: Correspondence and oth ·,· 
(l ·. •1n2nt.s shoi:nng ageucy po.lJ C/ .:1nd pn1ct>ch1rr--s gnvern.i.n;-; bud~;ct 
,: :--:i.nis l r,•1tio,1 s:.H<l .ceflecti ng policy dee LSion,5 affect Lr,:' 

;::,· .Jen·:llturc:-s fur .1gency prog1.:<11ns; analyses and :Lnterpre:::1c1.ons of 
L·1::.cuti\-:, Or<lE·n; statutes; OSD, CUB, Jnd other 2:,::c,ncy pulicies, 
ri",[,ul.1tions, instructions, correspondence, rep(,rts, and related 
du c.rn°fmt s wlti.ch affect budgetary tesponsibili t.1:::s. 

Pe1,m'b.r1 e,..,f 
.:i. OV PRE\•\Iff RESPONSIBILITY: 1!!MROf'.1'1iH'; Cutof.t 30 Sen ; 
h:::,ld 5 ye,:1;·s; 6f-E1Lf0}', T.~..,&,(_,, ~ ,,6,',9,,ed' /A?e,,,, a~,:;,£. 

, f ~ d ,,& ,,-9-.,eJ ~/ ~ ~ t::1 y..RJ.; ~e-re. 
i,. O'-C_Hl~ll,_9,t,!:}_~ES: TENP6R.i\.RY: Destroy when super:seded, obsolete. 
01 no longer needed. 

3-8. BUDGET ESTIMATES: Official record copy of budget estimat2s 
submitted to higher authority. 

OFFICE OF PRJ:NARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Ser 
5 years; destzoy. 

BUDGET PROf~RAH DATA: Documents accumulated in support of preparation 
and submission of budget estimates. 

hold 

3-9. BUDGET PROGRAM DATA (GENERAL): Documents relating to the administra­
tion of budget program data natters which, due to their general nature, 
cannot be logically filed elsewhere. 

OFFICE OF PRINARY RESPONSIBILITY: TEMPORARY: Destroy when super­
seded, obsolete, no longer n2eded for reference, or after 3 years, 
as appropriate. 

3-10. FIVE YEAR. DEFENSE PROGRAM: Documents relating to the FYDP program 
element list, prograra element summary data, submission, FYDP 
objective memoranda, related guidance and program change requests 
and decisions. 

OFFICE OF PRIMARY RESPONSIBILITY: TEHPORARY: Destroy when super­
seded, obsolete, no longer needed for reference, or after 3 years, 
as appropriate. 

3-11. WORKLOAD AND PERFOR::1AJ.\SCE: Documents relating to workload factors• 
output measurement, audit workload and performance reports, audit 
cognlzance transfer, and audit of workload data for other agencies. 
(DIS 4-02) 

ALL OFFICES: TEMPORARY: Destroy when superseded, obsolete, no 
longer needed for reference, or after 3 years, as appropriate. 
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~ 

BG~_GET _f_0!:"'.:.-1:ULi~TlOl'!_ _ __:_t\.NTJ_ RF.VU:OJ{_~. D~ctunents relatinf', to the formulation, 
,me.! r2view by h L6her authority, of the. DIS budget. 

~J_DG_EJ: __ _rOrU·fULATIO:-l i\FD P-E~'If~{_c:_~NEPJ\L)_: Doc.Lli,1ems relating to 
thf' aduri.n·i strat 1.on of budget formulat1.on and revi eu fT.latters 
1,h~ch, due to their general nature, cannot be logically filed 
:::• .Lt,<.:·where. 

01.FICE Of PRJMARY RESPONSIBILITY: TEMPORl1.IZY: Destroy when 
superseded, obsulete, no longer needed for reference, or after 
3 years, as appropr~ate. 

3·-13. OSD/OMB BUDGET ESTIMATE SUBMISSIONS: Documents relaLing to 
OSD/ONB budget estimate submissions, including wor"k.papers and 
hcL,r i.ng backup data, supplemental budget data to OSD, including 
duplicate copies of records. 

OFFICE OF PRHJARY RESPONSIBILITY: TEMPORARY: Destroy 3 years 
after close of FY involved. 

3-14. PRESIDE~T 1 S BUDGET SUBMISSION: Documents relating to the President's 
budget submissions and supplemental data to OSD and the Congress. 

3-15. 

3-16. 

OFFICE OF PRIMARY RESPONSIBILITY: 
after close of FY involved. 

TEMPORARY: Destroy 3 years 

CONGRESSIONAL HEARING BACKUP DATA: Documentation consisting of 
correspondence, budgetary statements, and form reports, with 
related backup materials that are, or reflect upon, data furnished 
to the Congressional Appropriations Committee during budgetary 
hearings, budget estimate review records, and copies of House 
and Senate testimony. 

'2, 
OFFICE OF PRI~L<\RY RESPONSIBILITY: TEMPORARY: Destroy material 
NQ.!_ published by House or Senate after 5 years. ;ti. U..R~....z</' ~/4,~~ 

-~ /4.a.a[c::.~ ~~ /!? d /~?.p(__-, /7 ~ ... 
APPORTIONMENT: Relates to appo~tionment submissions to OSD, 
hearing backup data, workpapers and supplemental data submitted 
to OSD. 

OFFICE OF PRIMARY RESPONSIBlLITY: TEMPORARY: Destroy 3 years 
after close of FY involved. 

BUDGET EXECUTION: Documents reflecting the apportionment and allocation 
of budget items, including financial plans and operating budget. 

3-17. BUDGET EXECUTION (GENERAL): Documents relating to the administration 
of budget executton matters which, due.to their general nature, 
cannot be logically filed elsewhere. , 

OFFIC~ OF .l:'RHIARY RESPONSIBILITY: TEMPORARY: Destroy when superseded, 
obsolete, no longer needed for reference, or after 3 years, a!, 
appropriate. 
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3- i 8. OPE1(/\TING BUDGf'.T: Documents rel a Ling to the DIS e:·,p0nse 
<,:•.·r,0 tlnv bu,Iget received from OSD. 

RESPONSIBIUTY: TEHPORARY: Destroy 3 years 

3-19. OP.:-'RATING BUDGET AUTHORIZ_,t[I0:l§..:.. Documents relating to operatlr.g 
bu,1 zQLin:; authorizations to headquart(,rs and districts. 

O} !-ICE OF PRUfARY RESPO.NSir,ILITY: TEMPORARY: Destroy 3 years 
;.,fr'-'1: c.lose of FY Lnvolved. 

3-2(1. _QUARTERLY_ Ol'ERATIHG BUDGET: Opel·atir>g budget workpavers 
rc[]ecting quartcrl;; status and operating budget plans. 

OFFICE OF PRIMARY RESPONSIB[LITY: TEMPORARY: Destroy 3 years 
aft~r close of FY involved. 

3-21. OPERATING BUDGET REQUESTS AND ESTIMATE: Documents reflecting 
operating budget requests for current FY, and estimate for the 
following FY. 

3-22. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years 
after close of FY involved. 

FINs'\.NCIAL NANAGEMENT REPORT: Quarterly report prepared for 
management purpo3es. 

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep; 
destroy after 4 years. 

b. OTHER OFFICES: TEMPORARY: Destroy when no longer needed. 

3-23. BUDGET EXECUTION BACKGROUND DATA: Extra copies of documents 
used as backup and workpapers regarding budget execution. Included 
are copies of Analysis of Finapcial Operations, Statement of 
Financial Conditions, Budget Status Reports, Financial Transaction 
Summaries, Budget Execution Forecasts, Pay Increase Cost, 
Training Travel, Communication Costs, and other documents of a 
similar nature duplicated elsewhere in functional files. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when 
superseded, obsolete, or no longer needed for reference. 

.BUDGET RECURRING REPORTS: Reports prepared by the :flqdget Office . 

3-2Lf. REPORTS TO J-1:!_qHEH_ AUTHORITY: Includes reports submitted by HQ 
DIS to h.tgher authority such as Expenditure Forecasts and 
Devi<ltions, Expenditure Forecast Data, Minor Construction, 
Obligations by State, Man-Year, and Cost. 

a. TEHPORARY: Cutoff 30 Sep; 
destroy <lfter 4 years. 
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D1 ::,~1 2G-2 .. 
b. CC· .:r, OFf'ICES: TEHPORARY: I.:entroy r,1:1en no longer needed. 

3-25. 1 ';'fEt:J.;: 1, H.EPOilTS: Includc,s all report-s pri.:•pared by bud;.;c•t 
u, iu:~, iDr DIS managl'ment purposes. 

/.i:. OFfJCES: TENPORAS.Y: Cut,::,ff 30 Sep; destroy after 4 YE'·' ,.s. 

:t-10N!',PPRC:.'lUi,TED FUNDS ·prn,\1':CIJ\L 'MANAGEHENT RECO::DS: 

1~26. _ll_!:l_Df:.:/fARY DATA: N2rchandi.st:', payroll, profit/loss and capltcil 
c,:xpeu 1.LEre budgets maintained as a result of monthly or yearly 
t~<lgetin~ practices. 

O:?FICE (ff PRIMARY RESPO~JSIBtLITY: TEMPORARY: Dispose of in 
accordance td th parent Service directives. 

3-27. FINANCII\L STATEMENTS AND REPORTS: HEADQUARTERS DIS statements 
(1.HC ,_ud.rng consolidated), report-s of audit and of inspections. 

OFFICE Of PRIMARY RESPONSIBILITY: TEMPORARY: Dispose of in 
accordance with parent Service directives. 

3-28. NmlAPROPHIATED FUNDS CUSTODIAN CERTIFICATE: Memorandum receipts 
of cash, other negotiable instruments, certificates of inveutorles 
of assets, and lla.ln.lities assumed by a temporary replacemen;:- or 
.successor custodian required for protection of all NAF assets. 

OFFICE OF PRIMARY RESPONSIBIL TTY: TEMPORARY: Dispose of in 
accordance with parent Service directives. 

3-29. UNIT FUNDS: Requests for funds, receiving reports, invoices, 
minutes of council meetings, other funding data, and related 
correspondence. Purchase orders, charge purchase register, 
vouchers, cash control records, other funding supplementary data, 
and related correspondence at district and below •. 

ALL OFFICES: TEMPORARY: Dispose of in accordance with parent 
Service directives. 

3-30. HINUTES OF MEETINGS: Minutes serving for control of fund 
expenditures maintained by fund custodian. 

ALL OFFICES: TEMPORARY: Dispose of in accordance with parent 
Service directives. 

3-31. PROPERTY ACCOUNTABLE DATA: Individual property cards or ledger 
sheets :,howing or lginal costs, major improvement, depreciation, 
and oth:r data, with supporting project estimates, justifications, 
transfer vouchers, receiving reports, and correspondence whi.ch 
are data essential to the utilization of fixed assets or physical 
property, and sholl remain with the property. 

A3-6 
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3-32. 

VLSM :tS-2 

AT,1_,__J1~1:- ~: TEW:'ORARY; Transfer with I perty or ,,d1.!->;,o~e c•: 
iu dccor,,._,;1c:e with parent Service dir eel: ves. 

E.\CESS AND SURPLUS PROPERTY: 
-- ·---►--------·-----·---- -~-~ 

and dttache<l support j:,g data, 
ship;,J ng document.:; reflect.Lng 
or disposals of property. 

Correspondence, reports, vouchf_rs, 
stock records car<ls, turn-in sJ~ps, 
scdtus of all transfer~, tlonatL □n~, 

ALL OfFlCES: TEMPORARY: Dispose of in ac:corclance with parent 
Service d1.rect1.~es. 

A3-7 
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4 - PERSONt'i'.EL 

R,•,:.,o:c,ds u:.lating to the. overd ! l aduunistration of DIS personnel matters. 

-4-2. 

4-3. 

4-4. 

4-5. 

PET.J,0]'~:~F.l~_I:'!2}" LCY J\ND PLANNING H'f:CORD~ Documenta t.ton ref lee. tiu;:,; 
the deve]np~ant of plans, pol.Ley, procedures, and methods for the 
procutemeut and administrati.on of all c1.vilLan and military personnel. 

OeFICE OF PRH1ARY RESPONSIUILITY: TEHPORARY: Hold 1 year 
alter revislon;rran~ferto FRC: destroy after 5 years. 

h. OTHBR OFFICES: TEHPORARY: Destroy when superseded or rescinded. 

GEKER!IL AUTHORITIES AND PRECEDENTS: Documents relating to the Civilian 
Perso~nel Office'~ basic authorities to act for the Director, DlS, or 
the: activity comP1ander in administering civilian personnel action"'; 
suLh as delegations of authority to sign pers1,nnel actions, authorities 
granted to devidte from established pollcy, and records of actions or 
decisions which are precedent setting for future operations. 

OFF1CE Of PRIMARY RESPONSIBlLITY: TEMPORARY: Retain in personnel 
officG ~ntil no longer required for reference;transfe:r\to FRC; destroy 
after 5 years. 

OFFICIAL PERSOl'GEL lLE(G'ORDS (CIVILIAN): Off iclal personnel folders 
documenting the employment history of each civillan employee of DIS. 
(DIS 4-01) ! 

OFFICE __ (?F PRIMARY RESPONSIBILITY: ffRPW,i1E~4Y't; Retain each folder 
as long as employee is on the rolls of the DIS, transfer to new 
employing agency, or forward to the Federal Records Center, St. Louis, 
MO, in accordance with the Federal Personnel :Manual. 

PERSONNEL ACTION CHRONOLOGICAL FILE: Notification of Personnel Action 
(SF-50) used as source material for preparation of reports, a ready 
reference device for review of attions previously processed, and for 
information of the Civil Service Commission. (DIS 4-01) 

OFFICE OF PRIMARY RES"PONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 2 
years; destroy. 

PERSONNEL AUTHORIZATION: Memorandums, letters, manning tables, or 
other documents which reflect personnel spaces allotted to various 
orr;anizational segments and which provide the Civilian Personne] 
Office with a basis for maintaining a specific number of position 
identification strips in the personnel control fi]e. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 2 
ycars;transfer\to }'RC; destroy after 2 years. 
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1..,-6. .!'._).fz~'~!-~~'!S'.J..:.J'_il~TROL_EJ_LES: Service record cards prov id mg a rc.::ord of 
pr.-· t:::i.onc:: and J ncumlH:'hlS, a med:n1m f:or controlling personnel ~,trength, 
d:·,·. n. device for £ollmrnp cm ac. tions clue. 'i'hey consist of SF 7d 
{l•c .. -.-;.tton J·knrif·;cn!.ion Strip), SF 7 (Service~ Record Card), aPcl 
lo,.e1, or fi Le.& reflc0 clJ.ag Joint Tdble(s) of Distr lbution position number 
\./.U·htn ea.ch orgdnLrntional segment. (DIS 4-01) 

d. OYFICE OF PRIMARY RESP.ONSIBfl1TY: TEHPORARY: D;;;'.stroy after 3 years. 

b. 01'HEk OFF[CES: TEHl:'ORARY: Destroy when no longer needed for current 
oper..ttions. 

!.,-l. SUPERVISOH.'S RECORD OF EHPLOYEE: A record of each civilian enployeets 
job hlstury, training, personnel actions, etc., kept current by the 
supervisor. (DIS 4-01) 

ALL OF TEMPORARY: Forward to net, supervisor in a sea led envelope 
when employee changes jobs within the Agency. Forward to Civcli..in 
Personn<:!l Office upon separation of employee from DIS. The DlS Form 
will be destroyed in the Civilian Personnel Office 1 year after sepa­
ration of employee. 

4-8. CIVILll\.N PERSONNEL ADMINISTRATIVE RECORDS: Documentation concerning 
day-lo-ddy administration of such matters as hours of work, ti.me and 
attendance, leave, employee relations, medical services, personnel 
action reque~? ts, training, etc. (DIS 4-02) 

ALL OFFl:CES: TEMPORARY: Destroy when no longer needed. Individual case 
f lles wlll be destroyed 1 year following' departure of individual from D1S. 

4-9. CAREER ~ffiNAGEMENT FILES: Files relating to career program management 
and specific career programs for civilian employees. 

C,1,,.'T\) P-f- .a o Sf r1j Hot.,]) °' 'f tAa ~ 
OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: De-stray aftet 5 3ea.rs. 

4tAf,)J.j'.:e,t. To fl'lt_:, Des-Ii-a"\ 1.>3HtN f, '1t:f;D 5 ()(..1). 

4-10. TRAINING ADMINISTRATIVE RECORDS: Files relating to the overall admini­
stration and conduct of civilian and military training. Includes 
documentation, programming, scheduling, ·evaluation, and reports of 
training in government and nongovernment facilities. 

H-0 &.. !) ~ 'tfAo s 
OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep; 1te:stroy , 
after ~ ye11r-s. Tflf'h)i:Pu. T.i Frz.Q.; 1:>tJ"fAO'f Wlit"' G, '-/~a-a,~ ~i..i;). 

l1-ll. EMPLOYEE-MANAGEMENT RELATIONS AND SERVICES: Files reflecting established 
precedents, standards, and procedures covering employee-management 
relations; programs and services designated to improve morale and to 
resolve appeals and grievances of employees. (DIS 4-07) 

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: transfer' to FRC 2 
years after file becomes inactive; destroy after 5 years. 
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OFFICE'S: TEMPOR!\RY: Destroy 1 year after file becomes 

1,-l •~. -------~ A1,/AI!flS BOARD DOCUMENTS: Records ref lectiug the on.g.rn of tne 
l: :<ird, copies ·-orders, the citatton, the recommendation, ar,d the 
aµ?rovrll of the award; proceedings of the DIS Awards Board. 

c,;·:·1cE OF PRlHAR'r. RESPONSIBILITY: Tf.MPORARY: Cutoff 31 Dec; hold l 
yEar;transfer, to FRC; <lE•stroy after 5 years. 

4-13. 1n.:: INCENTIVE AWARDS: Correspondence relat to the general admlnl-
~ :::ration of awards to employees for suggestions, acts, or superior 
acco,nplishments which have contributed to outstanding efficiEcncy and 
ecoPo,ny in the adrriin:Lstration and operation of the DIS, includ.1.ng 
let t(q•s of appreciation or commendation for individuals or DIS elements. 
(DIS 4-10) 

a. OFFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 
2 years; destroy. 

b. OTHER OFFICES: TEMPORL\RY: Cutoff 31 Dec; hold 1 year; destroy. 

4-14. QUALIFICATION, PLACEMENT, AND PROMOTION: Correspondence_pertaining 
to matters regarding promotions, placement, and qualifications of 
civilian employees. Includes recommendations for appointments, promotions, 

·and appointments of consultants. (DIS 4-09) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 2 
years; destroy. 

4-15. EMPLOYEE SKILL QUESTIONNAIRFf: Form used for locating the best qualified 
candidates for future promotion actions. Questionnaires are updated 
periodically. (DIS 4-01) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Retain as long as employee 
is with the Agency; then destroy. 

4-16. RECRUITING AND HIRING: Files pertaining to the recruitment of new 
employees, job applications, planning documents, and the overall 
administration of recruiting, hiring, and the filling of DIS-wide 
vacancies. (DIS 4-04) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: 

a. Applications: Return to applicant, or place in applicant 
supply files; hold 1 year; contact in<llvidual and if still interested, 
retain. If no longer interested, return to applicant. 

b. Other files: Destroy after 2 years. 
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i.--.17. JOU uf>ORTUNlil SS: Announcements of job vacdncies circuJ ated to 
c ,•p lo)'ees, ot•1t.:r agencies, or to the public . 

• ,. :;:·FT.CE OF PRI~!ARY RESPOl'~SlBILlTY_: TErn''ORARY: Destroy after 2 )'L!ars. 

b. OTHER OFFICES: TEHPOlh'\RY: De:-:croy after expiratum date. 

l:~ · 18. ~J~·~·~Ji_~ [F~_9_1~~rION__:\!'JD PAY i•f1\NACE~1ENT: Recor dB ref lee. tlr1g dee is ions 
nnJ standard procedures regarding administration of class1[icdtion, 
sn. lary, and W.'.1f,f."· matters. 

Ci' FICl.:: OF PRlH,\::Y RESPONSIBIL 1 fY: TEtrPORARY: transfer/ to FRC 1 year 
after file becomes indctive; destroy after 5 years. 

4-19. POSITION DESCRIPTIONS: Certified master copies of Joh descriptions 
for each basic position established and serviced by the Civilian 
Personnel Office; includes the position description number list. 

OFF ICE OF PR.IHA RY RESPONSIElLITY: TEl'{f>ORARY: Destroy 5 years after 
job 1s abolibheJ. 

4-20. POSITION SURVEYS: Documents reflecting the periodic survey of all 
positions in DIS. Includes evaluation statement and position survey 
list which records survey actions. 

OFFlCE OF l'R[~IARY RESPONSIBILITY: TEMPORARY: Destroy 5 years after 
each regularly stheduled DIS survey. 

4-21. MILITARY SERVICES ADMINISTRATIVE RECORDS: Copies of leave records, 
finance documents, tranhmittals, personnel roster, physical examinations, 
personnel action files, locator cards, trip reports, duty status reports, 
copies of orders, reassignment of military personnel, and master pro­
cessing clearance records, etc. (DIS 4-02) 

ALL OFf[CES: TEXPORARY: Destroy in accordance with parent service 
directives. Individual case files will be destroyed 1 year after 
individual departs DIS. 

!1-22. MILITARY TRAINING RECORDS: Records that document training received 
to include General Military Training, On-the-job Training, driver 
training, firearms training, etc. (DIS 4-02) 

ALL OFFICES: TEMPORARY: Transfer with individual on departure from 
DIS, or dispose of in accordance with parent service directives, as 
appropriate. 

4-23. MILITARY PERSO'N"NEL PROCUREMENT: Nominations of individuals and the 
evaluation, acceptance and/or rejection thereof. (DIS 4-02) 



I.J ts:1 :28-2 

1·JCF. OF l'RUf1\RY RESPO~:SIB1LITY: TEMPOEARY: Nominations rc·su'ltL1g 
.1u as •.grn: .. •.,t, hold 6 F10:1tlw f!fter separdtlon f:com DTS; destroy a1ter 
J,,fot,ncl!.::1.rir. has been tra:isferred to procure111<:'nt cards. Nom.iuctt1011s 
11L1l rcsuJ.t, 11g in assignr,1ent, destroy after rnformation is tram~t or red 
to p:·ucu1. ,·,me.111:. Ldrds. 

!, -2 ';, PERSO?l1':EL MAN!i.GEMENT HJFORYu\TION SYSTEN: 

a. ilLlitdry: Computer records consisting of identification data 
011 the lPdividudl, assignment data, duty information, ba~ic personnel 
dALa, p~rsoual data, agent qualifLcations. (DIS 4-05) 

~_L~:J:_C::_I::__Q!__PRH~RY RESPONSIBILITY: TEMPORARY: Hagnetic tape ret.:ords 
arc retained for 3 years following individual's departure from DIS, 
then erased from the computer file, and output reports reflecting 
perbonnel data on the individual destroyed. Paper records are destroyed 
one year following departure of individual. 

b. Civilian: Computer records consisting of identification and 
employment data; special qualifications, and other information found 
in the official personnel record. (DIS 4-06) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when no longer 
needed. 

4-25. EQUAL OPPORTUNITY COMPLAINT CASE FILES: Documents reflecting complaints 
of military and civilian personnel concerning equal opportunity. Included 
are complaints, investigative data and summaries, and similar or related 
documents. (DIS 4-08) 

OFFICE OF PRI}u\RY RESPONSIBILITY: TEMPORARY: Destroy 2 years after 
resolution of complaint. 

4-26. EQUAL OPPORTUNITY REPORTING FILES: Documents reflecting information 
reported on equal opportunity f,or military and civilian personnel. 
Included are statistical tables and similar or related documents. (DIS 4-08) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: After discontinuance, 
cutoff 31 Dec; destroy after 2 years. 

4-27. PASSPORTS AND VISAS: Correspondence and/or documents pertaining to procure­
ment of passports and visas for overseas travel. (DIS 4-02) 

OFFICE OF PRIMARY RESPONSIBILITY: 
needed for current operations. 
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- 5-1. 

5-2. 

5-4. 

5-5. 

5-6. 

5-7. 

~ · lNVESTTGATTONS 

r,JLICY: D0cuments and rc•L.lt1:!d correspondence and inbt:ructions which 
p~o,~de guidance and dJ.recti.on for all aspects of inv:.estigations~-c:--,- _ 
-""·. ,.,/:-~- O.k"~ ....._#-'fit~ .,...,uY....c-C-,.,e., v.-::::Z~ .-?~•::4- · ~· ;/ i!z_;p~ ~~,:...,,.-..,,.,L 

a. 'hose cocuife'nts which are deemed of historical value to DIS. 

OFFICE Of P!UH,_':!{~ RESPO~SI1?nIT_x_: PERMANENT: Hold l1 years after 
rev i.s Lou: rlc'tlre to FRC; of fer to the Ncitional Archives Mt.el" ~I) year!'~ 
unl8ss security classific:ation pl'."ohibits. _.,A..,t,v-' ~) 

b. 1:.±1oG'i'l docu.;:i9ut:; demned not to be- of his-t:;orieal ·vt1lue ana 
~onrecord copie& of permJnent-tvpe documents. 

ALL OFFICES: TEMPORARY: 
longer needed .. 

Destroy when superseded, obsolete, or no 

It;VESTIGATTVE ASSIG!'il·lENT FORMS: Records used for case control purposes 
as required by DISR 20-11. (DIS 5-01) 

OFFICE OF PRlMARY RESPONSIBILITY: TEMPORARY: Destory when no longer 
needed. 

LIAISON AGREEMENTS: Letters of agreement, and other similar or 
related docum~nts, dealing with liaison matters of mutual interest • 
which ren<ler assistance to investigations ill progre5 ~. /?~ /~" 
~ ,C,,.,cA,e4~ ~~t.-~U,,....~. _,,,e.v~ ~ ~~~ 
·- - F Z . / P,Y.J,,_._~,. . .,,. ..A;...&!,,a:.~,e ~ ,·zt;;__, '-~ /. 
OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when purpose- - " 
has been served. 

DISTINGU1SHED VISITORS PROTECTION: Current estimates, maps, and 
other supporting documents relating to preparation for a specific 
operation. (DIS 5-01) 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when super­
seded, obsolete, or no longer needed. 

COURTESY LETTERS: Letters to references interviewed in personnel 
security investigations. (DIS 4-02) 

OFFICE CF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 1 
year; destroy, except when there are critical comments, then only 
when corrective action has been taken or the problem resolved. 

PERSONNE (DIS 5-01) 

PENDING 

(DIS 5-01) 

PENDlNG 
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PENOH~G 

:1- lO, 
/ 

~:..9..?_ll'~ET~D AGENT RI~PoRtlo~ML, RO Is, ALS' IS Rs: (DIS 5-01) 
-1"' 

PENDING / ·. 

5-11. 

PEND TN~ --- "" 

AND SURVEYS): (DIS 5-01) 

5-12. DEFENSE CE TRAL INDEX OF INVESTTGATIONS (DCII)_: (DIS 5-01) 

PENDING 

AS-2 
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. - -
::.· .... ::..:... ~ --L,.(: .-'=--~-~ ... ~:-Cl 

in.for.nation pertain:._r_5 -;:,o his trus.:.·,..-,::,rthir.';;5S, s1.dtc::b:..::U-"y for a 

pcsition of trust as related·to his loyalty, character, em01:,ional 

stability, a.rid reliability. (DIS 5-01) 

O?r'ICE OF_Prtif! . .ARY RSS?O;~S:i:BILITY: '.i:':i::;\ffiJn..L..RY: Destroy 15 years a.fter 

d2te of last action. (NCl-330-76---l,la(l)) 

b. An ir,quiry which resulted in adverse personnel action, Court 

I•:artial, other :L,vestigations of a signi.ficant nature, due to infor­

mation obtained in the ir,vestigat~on. (DIS 5:-01) 

O?FICE OF PRI:M.P-.RY RSS?OJ•;SIBILITY: TEJ-u>ORARY: Destroy 25 years after 

the date of last action, (NOTE: Those files determi.ned to be of 

possible historical value, those of w~de spread public or Congressional 

interest, may be offered to the National Archives after 15 years. 

(NCl-330-76-l,la(2)) 

c. An inquiry of which DoD affiliation was not completed due to 

actions other than b above. (DIS 5-01) 

OFFICE OF PRH'..ARY RE.SFONSIBILITY: TEMRJRARY: Destroy l year after 

notification that affiliation was not completed. (NCl-330-76-1, la(l)) 

d. Information collected on non-DoD affiliated civilians incident 

to the Personnel Security Investigation of an affiliated meiTiber. 

(DIS 5-01) 

OFFICE OF PRIM.ARY RESPONSIBILITY: TEViFORARY: Disposition in accordance 

with a thru c above, as appropriate. (NC1-330-76-l,lb(9)) 

5-7 S?ZCIAIS, CRIMii~AL I.NV-£STIGATIO:NS, ./lJID Su'rlVEYS: Files containing re-

ports, staterr,ents, affidavits, correspondence, and information data 

filed as the result of sp0cial investigations as the Secretar-y of Defense 

r::&.y direct, ar,d criminal iiwesti6ations 2nd surveys in support of DSA. 

(DIS 5-01) 
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iT.'.:.J' be oi"fe1·ed to tiHJ ,.;&.t,ions.:i. Ai'Chives after l5 years.) (;;c:i..-330--76-1, 

Reports, state-

r;,,::;111.,s, affidavits, cor.ces;i.::,rde:1c~, &nci in:;_~or;,,s.tional data fi::i.ed ti1ere-

;.:_ -;:,n. (DIS 5-01) 

coi!"ipletion of re;iort. 

5-9 n,;?(:rJ',!f..TIOI\ RECE:i:\G'.wD J.J'\JD T?.J,.!\S:'l,_1 rT::D \ITTriOUT ?Urt7H:E,q INVZS?IGATJON 
BY DIS: :i:nformation Sll!Ti..:ai~· .2.eporv (ISR") anci. correspondence. (DIS5-0l) 

Ofr.ICt OF Pifj]V1..f.RY RFSPOI~SIBII..ITY: 7E?{n):2_:...n.Y: Destroy after 60 days. 

5-10 CO:QLETED AGK~T RE?ORT FOrtl•~ 7 ROI' s ,· A IS~ IS::s CO? .... ~SE2Jl:.uZNCE: DIS Forms 

10; 25 tiu·u .35, copy of Report of Ir,vestic;ation, Action Lead Sheet, 

:i:nfo.cmation Summary Re~ort and cor.cespondence retained in the field as 

required by DISM 20-1. (DIS 5-01) 

OrTTCE OF PiUYw.RY RES.PO~SIBILITY: 7LXn:lRA.nY: Destroy 60 days after 

publication and submission of in.foi';:;iation. 

notes pe.ctaJ.ning to "specials", cr:iioiinal ar,ci fraud investigations or 

f',_;rveys in Sl,pport of DSA. (DIS 5-01) 

G.r'YICE OF ViUM.ARY RES?C,NSIBILITY: T3~?0:?.A.-=tY: Destroy after ..1 year. 

5-::i.2 D;::FEi~SE Cl!JWrtAL Iimt:X OF U,'V"ESTIGft.TIONS (iJCII): Composed of locator 

refe1·ences to investigations conducted by o:c for DoD investigative 

organizations and retained by tr,em. (DIS 5-01) 

G?FICE OF PR.IKt..,-=tY RESPJ:\'SIBILITY: 7E;{F\1n.4iff: Destroy when no lon,ser 

r,eE:'.ied. 
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statistics for fr~v,'.:'.st:::.;at-:0.,s being c.o- ::·.!cted by DIS. 

history tapes after 2 years. Destroy L~F (lead assig.;ment) recorcis 

Oi'.le year after cor:..7letion of field 1 eacs. (DIS 5-04) 

and statistics for KAC-ty?e investigations being conducted by DIS. 

OFFICE OF PRI}4Q~ KESPONSIBILITY: TE}20i1A.RY: Dzstroy nonthly 

history tapes after 2 years. (DIS 5-03) 

5-15. DCII DISCLOSURE ACCOEKTING SYSTEM (DDAS): Records of disclosures 

r.sde of DCII records outside the DoD in cowplia.nce Kith the Privacy 

Act of 1974. 

OFFICE OF ?RIHA.RY RESPO>lSIBILITY: TE1'20r:ARY: Destroy after 5 years or 

the life of the disclosed DCII entry, whjchever is longer. (DIS 5~01) 



DISH 28-2 

6 - S M,1JRITY 

? .. scords rcflec.:t-Lng; mauagc.:::ial control and formulation of policies 2Ec 

;),o,~eJ•.n:.:>& govern5_ri:.,~ c1a:c:f;lfied information; personnel, physical, and 
,'.0c1-1nent securi. ty; secu ··i l:y orievi:ation 2nd training; the ind us trial security 
1'1,J:_:,ram; and s2.f,.='1:ec:1;dnn ::m.d control of cl,msifled inforrr..at:ion. 

POLICY f PLi'JJNUIG RECOPlJS: Files re fleeting the fo:n:1.ulntion nnd 
<'~i,:ablisr·ruent of policy, planning, end procedural developments 
governing sacu::::j ty matte-;:-s. 

a. OF:.nciz OF PlUM,\RY RESPONSIBILITY: TEMPORARY: 
supetneded, obsolete, or rio lone,er neede:d. 

Destroy when 

b. OTHER OFFICES: TEMPORARY: Destroy when superseded or rescinded. 

6-2. DOCmIENT SECliRI't'Y: General administration of the security 
classification program, cl8s~ification guides, regarding instructions 
and the :neasures required to safegu:::ird classified information. 

OFFICE OF PRH:IARY RESPONSIBILITY: TEMPORARY: Destroy when uo 
longer required. 

6-3. CL~~SIFIED DOCUMENT RECEIPT FILES: Forms reflecting the issue and 
receipt of classified documents. 

ALL OFFICES: TEMPOP~4..RY: Cutoff 31 Dec; hold 2 years; destroy, 
except: when used for control and accountability. Place in inacti,,e 
file when related documents are destroyed, downgraded, declassified, 
or transferred from custody; cutoff inactive file 31 Dec; hold 2 years; 
destroy. 

6-4. TOP SECRET CONTROL REGISTER: Forms reflecting document control 
number, record of receipt, dispatch, description, copy number, 
distribution, and/or destruction. · 

OFFICE OF PRIMARY RESPONSlBILI'lY: TEMPORARY: Destroy 2 years after 
related document is destroyed, downgraded, or transferred. NOTE: 
Cara must be taken not to destroy receipt, destruction certificate, 
and other supporting documents pertaining to active items on current 
or prior year registers. 

6-5. TOP SECRET ACCESS RECORDS: Access sheet filed with each TOP SECRET 
document reflecting signature and date of each individual having 
access. 

OFPT.CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years after 
relnt◊d TOP SECRET document is destroyed, downgraded, or transferred. 
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6-6. TOf _ _t:E_C::_}?~T ~.Jfl~~-:To~3:.~p~CORDS: Fi..len ac:cunmlatr~d in connE•ction ~,-;_th 
inv..:-Ttory oi TC•? SECFJ::1' document&. 

_9_£.:FICp-:_[:_f PRD·!AI'..'.f_~::Sr_Q;,J"3p.iILI'l'Y: TEH?OAARY: Dest.r0y 2 ye3.r.s afc.e1.· 
Cv!:'plction of i!l.ventory. 

6- 7. "Fl 1-E RECORD l'3VIEW: Records which insure that TOP SECC.ET docum2r:ts 
~re reviewed annually under uirectives governing dmmgradin:-s• 

or:FICF. OF PP.INARY RESPO~JSIBILI'TY: TE~J.?ORARY: Destrny ir.i1ncd·,_..1te..'.y 
after tloc-uc:ent has be2,1 redesi 6,nated, c!e.stroyed, transfe:::-red, d,11;.;n­
graced, decln&sified, or retired. 

6-8. CERTIFICATES OF DESTRUCTION FOR CLASSIFIED }i~T2RIAL: Forms or 
documentary evidence r~flec:ing appropriate <lest~uction of 
classified material. 

OI'.FfCE OF P£:JH.:\RY RESPONSIBILITY: TB:il'ORARY: Cutoff 31 Dec; hold 
2 Y-<:arG; de.::,troy. 

6-9. ORIElffATION AND TRAINING: Documents reflecting training, security 
orientation, antl compliance with security regulations. 

ALL OFFICES: TEMPORARY: Destroy t1hen no longer needed. 

6-10. EDUCATION SECURITY: Files reflecting general aclr.inistration of the 
military and civilian personnel security programs and the Industrial 
Security Program. 

OFFICE OF PRHfARY RESPONSIBILITY: TEMPORARY: Transfer to FRC after 
file becomes inactive; hold 15 years; destroy. 

6-11. PHYSICAL SECURITY: Files reflecting general administration of a program 
of controls over the physical security of buildings, areas, document 
containers, security equipment> alann systellc.S, the DIS badge sy~-.;.::em, 
guard service, and similar matters. (DIS lf-02) 

AI,L OFFICES: TEMPO RABY: Destroy when no longer requ.lred. 

6-12. SECURITY CH.ECK RECORDS: Form...c; reflecting security checkont desks, 
safes, offices, rooms, vaults, or similar areas. 

ALL OFFICES: TEMPORARY: Upon completion of fill-i.n data, all 
~he2~lists will be retained f0r 90 days after last entry, unless 
needed in con..'1.ection wlth :io. investigation. 

6-13. SFCURITY VIOLATIONS: Documents and corr es ponde.nce pertaining to 
·alle~ed secur-i.ty violation::;, nnauthorizeJ di vulgence of cL1ssif.t:..!d 
infornntion, results of fiudiugs, and final corrective act Lon t.:.-.ken. 
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OFr ;:: C1? PRf'.~\RY TY: TEHPORAI~Y; Destroy 2 ),.:ars 
c1fter z:0111µ I et.ion of finnl corrective or disciplinary .. 1e rio11, 
e,~ccp:: those: classified as felonies which E,houlcl be ·Lept p,•1ma­
n::ntly. 

6-llf. SFCL:RlTY INSPECTIONS AND SUTtVEYS: r Llt>s pertciining to insp:•etirms 
and sur~~ys of DIS areas. 

ALL O!.'F JCES: TEMPORARY: Dlspo~{e of 1 year after f:i.nal corrective 
act1ons have been taken. 

6-15. SECURITY CASE FILES: Copies of reports, stater:1ents, affidavits, 
correspondence, and informational data concerning DIS activities. 
(DIS 6-01) 

OF'Fi.CE OF PRHIARY RESl'ONSIBlLJTY: TEHl?ORARY: Destroy l year 
after termination of assignment to DES. 

6-16. INDIVIDUAL IDENTIFICATION RECORDS: Documents relating to the 
request, authorization, ib&ue/receipt/surrender, and accountability 
records pertaining to identification badges, cards, and passe&. 
(DIS 4-02) 

OFFICE OF PRIMARY RESPONSIBILlTY: TEMPORARY: 

a. Destroy 1 year after obs9lete or no longer needed. 

b. DOD badges will be destroyed upon revocation or cancel­
lation. 

c. Other badges will be returned to the issuing agency. 

6-17. AVTHORITY TO ISSUE BADGES AND CREDENTIALS: Rosters of special 
investigators course/classes, letters of authorization for reser­
vists, and related correspondence. 

OFFlCE OF PRIMARY RESPONSIBILI'l {: TEMPORARY: Destroy when purpose 
has been served, or after 1 year, whichever is sooner. 

6-18. BADGES, CRFDENTIALS, RECEIPTS, ANO INSPECTION RECORDS: Credentials. 
(DIS 4-02) 

OFFICE OF PRIMARY RES PONS fEIL ITY: Tm1PORARY: Destroy when super­
seded, or 6 months after c,incella tion. 
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7 - tDGISTICS 

1·- -2se r:ecor.-1s re1ate to all a:=:pects concerr.in6 r-rnpplies, equipment, facilities, 
: -·-::11-:.sport,-cr.ticn, a-c.d safecy io~ DIS. F1les ide,1t:i.fied herein relate to 
;;:;::on·x~m2;1t, receipt, storage, issue, disposition, m2.inte0...3.nce> serv.;-.ccs, and 
.1c,:--ct.•.r:.tc.1bi.lity oi' qJ.l cypes of. supplies, space, and equlp..:.ient; tran.&portation 
1·:at tcrs; an<l the r,~.s Safety Prog·caru. 

7-1. POLICY AND PL1uf.:1l.NG FILES: Documents snd related correspondence and 
in·structions which p.covide guidance and direction for all aspects of 

-,the proc.urement activity within the agency • 

.. ,~.,. -v-(t 
II' r ; t a. r/j• OITICE O'F PRIMA.Ki RESI,ONSiEILITY: TEMPORARY: Hold 1 year afte.r­

rev1sion;transfedto FRC; destroy after 10 years. 

b. OTHER OYEICES: TE:HPORARY: Destroy when superseded or rescinded. 

7-2. CONTRACT FILES: Contracts, agreements, and correspondence with other 
gover;m2nt sources and clvilian contractors that provide administra­
tive, techniccl, or scienti tic support. Includes records of ir:::ple!'.l.en­
tation, contract development, :machine purchases, leases, maintenance> 
substantive monitorship, bids, proposals, technical [,'uidanc:e, contract 
amendments, studies, reports and correspondence related thereto, con­
st:i.tuting a complete contract file. 

a. OF::?ICE OF PRL.'1ARY RESPONSIBILITY: TE.t.'1PORARY: Transfer! to FRC l 
year after file becomes inactive; destroy after 10 years. 

b. OTHER COPIES: TEMPORI\RY: Destroy when no longer needed. 

7-3. TECHNICAL REFERENCE FILES: Copies of A&E technical reference books, 
technical and trade journals, studies· of other government agency 
building construction projects,. spt:!cifications, drawings, photographs, 
slides and cost data of other jobs, sample survey forms, brochures, 
catalogs, and related data. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when 
superseded, obsolete, or no longer needed for reference. 

7-4. LOGISTICAL PLANNING FILES: Records relating to the allocation, 
utilization, and release of office space under DIS control; utilit'ies, 
equlr,i::ent, SU?,?lies, services, and other logistical support activities, 
including nilitary construction projects. 

a. OFFICE OF PRIMARY TI.ESP01iSIBILITY: TEMPORARY: Hold 2 years after 
completion of pro,:iect and destroy. 

b. OTR_ER_9FFICES: TEMPORARY: Destroy when no Jonger needed for 
refete'!C(;!. 
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:\r:l·,1un.'"lt-c2.U.ve Servlces Requests nnd Military Interdepartrn,.'.utal 
S•r~icc Requests wlth related ducum£nts. Contains copies of 
r:qnlsitlon.3, se.rvlct or mctter:i.al requ<".sts, and shipment orders 
j CH stocks and material, maii:tenance, 2nd/or rentals of 
c4.uipmcnt with supportLng correspondence. 

a. OFFIGE PRE·lA!lY RESPONSIBILITY: TE!:fPORAR'r:: Cutoff 
30 Sep; hold 2 years after completion; destroy. 

b. OTI·1F.R OFFICES: TEMi'OAARY: D2stroy when action is completed. 
I 

7-6. EQUIPMENT ACCOUNTABILITY RECORDS: Records, generated manually 
or mechdnically, which consist of periodic listings and reports. 

ALL OFFICES: TEMPORARY: Destroy ••1hen superseded, obsolete, or 
no longer needed. 

7-7. STOCK RECORDS ADJUSTMENT APPROVALS AND !REPORTS OF SURVEY: 
Doct11"<1ents such as inventory adjustment reports and reports of 
survey maintainE::'.d by the reviewing or approving office­
reflectln~ the circumstances concerning the loss, serviceability, 
or destruction of property, and serving to determine pecuniary or 
other responsibility for the absence or condition of articles. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years 
after last action. 

7-8. SUPPLY REGISTER: A record of all supply transactions for 
expendable and nonexpendable property. 

7-9. 

ALL OFFICES: TEJ\1PORARY: Cutoff 30 Sep; destroy when no longer 
needed for reference. 

j 

PlWPERTY BOOK: A record of all nonexpendable property maintained 
for accountability purposes on a current basis. 

ALL OFFICES: TDIPORARY: Destroy when no longer needed for 
reference. 

- 7-10. GRAPHIC MASTER FILES: Case files of all graphic material such as 
charts, maps, posters, and illustrations designed and produced 
for DIS use, including the request form and related correspondence. 

OFF1CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when 
superseded or obsolete. 
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7-'J l. P.~:_PR[!_DUCTI_mr E'Ilt:S (H:TE:'.:!l'iAL)_: Printing reqnic,;:Ltions for tr'7 

r.::;1roduc~inn of pu0l::..cations cmd oth~•r printe.d tru::'1terials ir :1u5.:.ng 
:- · l'-·"'sts for serdces ·performed through i:c.house reproductioG 
i .... ,~ i.llties. 

t)FHCE OF PlU:1.AP.Y EESPONSinILITY: 'CEHPORAlff: Cutoff 31 De.::; 
hoLl 1 year; d.=stroy. 

7-!2. ~:i.::PPODL'CTION FILES (cXTEl.UfAL): Printing requisitions subruitterl 
to the Defense J't·intin6 Office~ Defense Printing ServlcE-1, and 
Covernu::e:1t Printing Office for reproduction of fou,1S, pnbli c2.tions, 
attd othl::'r printed mateti,::ls when requests exceed the capabilj_tie;s 
n [ inhot!!',e rep..'.'c•duction facilities. 

0 f.'FI CE OF PRH1ARY RESPOr,SIIHLITi: TEMPORARY : Hold 1 year after 
c.:ir.11,letion of job; destroy • 

._ 7-lJ. INTERSFRVICE SUPPOR'.i: AC!tEfilIENTS (ISSA): Formal agreements, with 
any modif:f c.itions; memorandums of understanding, as required; 

1;"t reports and related documents concerning services rende:ced and 
~ 11' nssignwent of real property and facilities to tenant and attached 

!J1 pr/17 1 ? vults which document arrangements between host and tenant activities 
rv. p~ t.o provide conrronn support services. 

ov'1l1' 
OFFICE OF PRINARY RBSPONSIBILITY: TEMPORARY: Destroy 1 year 
after agreement is superseded or terminated. 

' 
7-14. TRA:."ISPOR'.:A'l'ION RECORDS: Files pertaining to the overall aspects 

of providiu3 tr~nsportation service liaison and negotiations with 
other officials representing transportation interests. 

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when 
superseded, obsolete, or no longer needed. 

7-15. 1'IOVEME~TT OF GOODS: Records ·relating to shipment of goods authorized 
by law and regulations, including bills of lading, invoices, and 
other descriptive data documenting the transaction. 

a. ISSUING OFFICE MEMORA.rifDUM COPIES: TEMPORARY: Cutoff 31 Dec; 
destroy after 4 years. Transfer to FRC if volume warrants. 

b. B JL1.S OF LADING REGISTERS: TE1-1PORARY: Des troy 4 years after 
final entry on register. 

c. ALL OTH.FR COPTES: 'fE:MPORAilY: Cutoff 31 Dec; destroy after 1 
year. 

7-16. MOVB]!E~l~ OF PEPSONNEL: Passenger transportation records pertaining 
to n•imbursemerlt:S to tndividuals. Consi.sts of copies of trz.veJ 
orders, per dfr~m vouchers, transportation requests, hot~l n"servations, 
and all supporting pJ.pers rcl('ting to offidal travel of ndHtary and 
ci vll iari. employees, and dep~n<lents authorized by law to tr,~vel. 
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a. TRAVF,T_ b.if.fI:il_STRATIVE l.r.TfT COP H~S: TEHPORARY: Hold ln curr2at 
a:rea; de.stray after 4 yean:;. 

b. OBI IGATION COPIES: TI'.N?ORA!'.Y: Des cr0y w~1 . .:,n fun:1s ni-c 
obl::..g2.ted. 

c. ALT. OTlIE:Z COPIES: TEKPORARY: Des troy after l year. 

7-17. TRAESt'ORTATIO:N O!-"FICRRS LISTS: Docm.1enr:s relating to th0 
appointme.n:: of transportation officers anc. agents. (DlS L:.--02) 

OFFICE OF PRlHARY RESPONSIBILITY: TE1PORARY: Destroy when 
superseccd, obsolete, or no lon6er needed. 

7-18. LOCf..L TRANSPORTATION RECORDS: Correspondence pertaining to 
arrao16lng &n<l provicling fMlocal transportation of agency personnel 
within or between local military installations and activities. 

OFFICE 01" PRIMARY RESPONSIIHLITY: TEMPORARY: Cutoff 31 Dec; 
hold 1 year; destroy. 

7-19. 'VEHICLE PARKING: Documents relating to the applications and 
issuing of parking permits. 

OFFICE OF PlHN.A.'RY r..FSPONSIBILITY: TLHPORARY: Destroy v:hen 
superseded, obsolete, or no longer needed. 

7-20. AUTOMOTIVE NAINTENANCE FILES: Correspondence and reports 
pertaining to the servicing, maintenance, repair, and overhaul of all 
automotive equipment. 

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Transfer to the 
FRC after 3 years; destroy after 7 years. 

b. OTHER OFFICES: TEMPORAFX: District and below destroy 1 year 
after IG Inspection, EXCEPT maintenance records whlch will be 
maintained the life of the vehicle. 

7-21. LEASED HOUSING RECORDS: Records reflecting DIS property require. .. ,1.~nts 
relati·1e to family housing and quarters, including ;=i copy of the 
property lease. 

OFFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: Destroy 3 years after 
lease termlnates or ls can.celJi:!d. 

7-22. SAFITl: Reports, studies, case files, logs, OSHA, etc., and related 
correspondence.. 

a. OfF!S~. OF fi{JHAP:Y RfSPQ'.,TSUlJLITY: Tfil!P0RARY: Destro:, u:=te.r 5 
years, or vhcn n.o lo,6r.,:· ne~de<l, wh.lchevet i:, soc-,ner. 

b. OTHt~.R u C}~ ICES: TF.t{!?ORARY: Destroy Fhen no long~r 



Item 
No. 

1-7 

1-14 

2-1 

2-5 

2-6 

2-7 

2-9 

2-11 

2-19 

2-28 

2-30 

3-7 

5-1 

4-3 

PERMANENT RECORDS MEASUREMENTS 

Title 

General Correspondence 

Director's Correspondence File 

Policy 

Management Evaluation 

Management Improvement 

Organizational Planning and Manpower 
Authorization Records 

Administrative Publications 

General Orders 

Numerical Forms File 

DIS Historical Program Documentation 

Information Releases 

Budget Policies and Procedures 

Policy 

Official Personnel Records (Civilian) 

~~dlflA{! 
Est Amt offered 

to Archives 

1 cu ft 

1/2 cu ft 

1/4 cu ft 

1 cu ft 

1/2 cu ft 

8 cu ft 

1/2 cu ft 

1/2 cu ft 

1/2 cu ft 

1 cu ft (Legal) 

1/12 cu ft 

3/4 cu ft 

1/2 cu ft 

Est Amt fwd 
to FRC 

St Louis MO 

1 1/2 cu ft 




