
ReQ&E~t'I'ciR heCO~ eSPOSITION AUTHORITY 
LE~~ Bt.:. '.(See InstrL~dons on reverse) JOB NO 

NCl-44<~-76 -1 
TO GENERAL SERVICES ADMINISTRATION,
 

__ N_AT_IO_N_A_L_A_R_CH_I_VE_S_A_N_D_R_E_C_OR_D_S_S_E_RV_I_CE_, _W_A_SH_I_NG_T_O-,N,_D_C_2_0_40_B __ -f DATE RECEIVED AftR 1 a "'"6
 
1 FROM (AGENCY OR ESTABLISHMENT) ..... G "" 

DEFENSE INVESTIGATIVE SERVICE NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

In accordance with the provrsrons of 44 USc 3303a the disposal reLOGISTICS AND SERVICES DIRECTORATE quest. Including amendments. IS approved except for Items that may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

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

MRS. NORMA STAPLESON 13 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for thrs agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of 35 page(s) are not now needed for the business of 
thrs agency or will not be needed after the retention periods specmed 

o A Request for immediate disposal. 

period of time or request for permanent 

7 CHIEF, ADMINISTRATION DIVISION 

97 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (With Inclusive Dates or RetentIOn Penods) ACTION TAKENJOB NO 

SEE ATTACHED DISPOSITION SCHEDULE 

STANDARD FORM 115 
Revr s ed Apr,), 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 
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1 - OFFICE ADHTNISTHL\TION 

J~'LS ~:("'YLe:-, relates ,(,[;eneral o f f r c« adrri.nls t ra t Lo n 311d adm Ln t s t ra r i vo 

sq):':)J~t f i. .c t Lons . It r.nc Lud es of f rc e reference files and f i.Le s r e la t rng 
LO cornnun Lc.a t i.ou s , ma ll , and sy:o:tCTI1S. 

1-1.	 !~n,r::_~_fL\!Jn~:'iANCr:: (DIS 57)_: FilesAt~~JHSI-'OSlTTQ.~_J~13~rs FOR;.'1 
r-',tj l\t:I~nanLeand j)iSPOE:ltion Plan and r eLa ted papers pertaining 
(:OJ i.hc Lr p r e p a r a Lion ana r ev.i.s Lon . 

TEi'-1PORARY: Destroy whe n superseded, obsolete, or 
flU longer need~c1. 

- 1--2. __:.::0J]) PREC~:r:!!:NT of re f Le c t Lng thePOIJr.-'~ I2LE..?_:Copies documents 
cstdbl ishment of internal policy or precedents pertinent to 
cr.r rcn t and future procedu res w i t hLn the o f f i.ce . These files 
ace rua Ln ta i.ued at the opera t Lng 1 evel. Original or official 
rnc0rd copies will not be placed in this file. 

Al,L OfFICES: TEHPORARY: Destroy Hhen superseded or obsolete. 

J-3.	 SUSPE~S2 FILES: Papers arranged in chronological order as a
 
re~inJer that an action is required on a specific date; a reply

to an action is expected and if not received should be traced
 
on a given date.
 

ALL OFFICES: TEMPORARY: Destroy on the date under wh i ch 
'sllspemlE:d if aJ J 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 revieH by staff members or 
for convenient reference. 

ALL 0Y~_~f:ES: TEHPORARY: Destroy when 1 year old. Earlier 
destruction is authorized. 

J -5.	 TI?i\NSITORY FILES: Correspondence, messages, and other documents 
ffirtintainedfor reference, copies of documents Hhich 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. 
NOTe:: To the max Lmum extent practicable, t rans Ltory papers should 
be destroyed wIthout filIng. File only Hhen needed for more than 
30 days. 

ALL OFFICES: TEHPORA8.Y: Destroy after 90 days. Earli2r destruction 
Ls authorized. 

AI--J	 Attachment 1 
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1-(-).	 l?l',L~~~JQ~q/DES~,I::,;"~L~IO~S ADD[TW~A~,_OF AUTJ.i~RT'tL...!~.D TJ[JP~~?_~.l~;_~:,;.,~~t::}~,: 

C:(Q'l'o2::'	 ~,)lJ,:(-,nce) f- ; [,"!8 , orders, other documents dclebd ting Ol "Ie J lE.nJ,Tl~'; 

d ur .md	 s o nnc L sr. chi,,',s rCbp()flsl.i)J1J t LeE> to pr.r CiS SL~';Tlcltl.lrE' cnr.J~~or 

[l·;f.,i:;," .nt-, a.: fire v i rdcns , bu rLd Lrigcustodians, supply repr os c-u ra rt ve , 
S't.c'.l~'lt:, o ff t cers , a nd s uu ILar ad dLt Lona L duty a ssrgnme n t s . (DIS Lf-02) 

ALL orr rczs . TENPORl\.RY: Destroy vrhe n revoked, superseded, or ob soLe t e . 

1-7 .	 Letters, r.nd orsemen t s, memo ramla , report s,.r!~NEi=~,~_ Ci)I\rU;:,SPON,~~~.jCE:

aud r sla t ed delta arid a t tacbmen t s involving a va rre t y of s ub j c ct s
 
.r·,~C1T ;\-;PROPRIATE FOR FTLU;,G Ivf.'nI OIlIER RECorWS SERIE~1.
 

B. Documents created or received by any office which has DIS-wide 
policY-~D.king or program-monItoring respunslbilities. 

ALL OFFICES:	 Retire to FRC after 5 years; offer to therER}V\NB:!·;',f:
Na t LoriaL Archives whe n 30 years old (In 5- year increments). 

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

ALL OFFICES: TE~WORARY: Destroy after 1 year. 

1-8.	 HORKI~G FILES: Includes rough drafts, notes, and materials
 
accumulated in the development of a findl 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
 
ideDtifIco.tlon and disposition purposes only.
 

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

- 1-10.	 INFOR}L-\TION BULLETINS: Announcements, notices, temporary instructions, 
or temporary directIve material of no permanent reference value. 

a. OFPI.,g,~-2.f_ RESPUNSIB1LITY: TEHPORARY: Cutof fPR1HARY 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: TEHPORARY: Des troy wh en no longer needed. 

- 1-11.	 TECHNICAL REFERENCE KlI...Ti.P-~: Copies of motion pictures, sound 
record~ngs, still photographs, maps, graphic, brochures, and similar 
materials maintained [or reference purposes. 

Al-2 
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£,I.-,-lc...OtT~ICES: Destroy superseded or obsolete.TE~le()Et\RY: when 
VXCEPT:ON: Return accountable or reusable material to the sout~e 
of supply. 

__ 1-1:~.	 ":'~~!ITTI'ES,CO;\jFERG~CES,~!L!'lF.ETINC~: Cop i es of documents pcr t a Lnlng 
t.,) o.f:ftceparLiclpclt10n in. or assoc lat-ion Iv; tho co=nm t t ees , conferences, 
m'~'2tlnss, and related activities. Lnc Lud es corresponclen.ce such as 
notices of meetings, agenda, notes taken durLng meetings, and infor~ation 
of a general nature. 

~!-,LO£:!,ICES: TE~'lPORMtY; Cutoff 31 Dec; destroy a I rer 1 year, or Hhen 
prr po se has been served. 

] -13.	 HEALTH. HELFARE, AND CHARITIES: Cons rst s of documents per t a wing to 
various charitable, health, and welfare organizations, including the 
blood donor program. 

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

-- 1-14.	 DIRECTOR'S CORRESPONDENCE FILE: Copies of all mission correspondence
signed a.n the offices of the Director, ~DeO)u~LYDirector or Execu trve . 

Z/././~~"	 , a. OFFICt: OF PRIHARY Kl:.SPONSIlHLlTY: 8RAR¥: Cutoff 31 Dec; hold 
.3	 years; transfer to FJ{C; des.troy after 5 years. 1C(#...b£..- ~ /J4~.J' 

-u/~ -?tt? V...e~~ ~4'	 , 

b. OTHER	 OFFICeS: TEHPORARY: Destroy when no longer needed. : 

1-15.	 TELEPHONE AND INTERPHONE: Documents reflecting the location, usage,
and installation of telephone and interphone service. 

OFFICE OF	 PRIMARY RESPONSIBILITY: Tm·1PORARY: 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~1PORARY: 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	 PRUlARY RESPONSIBILITY: Cutoff 31 Dec; destroyTC·1POR...t...RY:

after 1 year.
 

1-18.	 POSTAL AND HAIL SEP,VICE: Documents and correspondence relating to
 
postal and mail serVlce functions.
 

Al-3 
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g~:'l.'lC •• __~)yp~al'~i]3_Y_I';;S~r)NS UnUTY: TE~iPORA!~-"I:CLIt o f f 31" Del:; '~leE- troy 
J'after 1 years, p~ lon~~r required for reference. 

1--1 9 . P_O_S:.r;:0}~I~I"I~ 'S:TQl!::i~_: Doc umcnt s ut 1. L i.<: eel j n mal n tell n i.ng a Ioca t or S)" Lem 

t o LlcLl~::aU.: dc Llv cr y of ma iL t o and i vf.d ua ls , such as locator c.nd s , 
cop.ies c! 2!~S '-r.ml1ent t ran sf cr orders, and simi lar documents.and (DIS 1-02) 

OfFICE OF PRH1ARY RT:Spm!SIB rLI'JY: TEHPORAl~Y: Place in Lna c t j ve file 
UpOD ~eparture of the indlvLdual; destroy after I year. Posting ~edla 
ITdY be destroyed when postIng is compl2ted. 

1-20. Nr~IL_Cm~T~C:J.:'.: reIa ting to the control of incoming andDo cur.ent s outgoing
mail, In.:ludiGg routlng forms, delivery receipts, records of Dlessenger
trips, and SlnILLH" documents. EXCLUDED are documents receipting for or 
controlling classified mall anel registered, certified, and insuced wail. 

OFF ICr. OF PRIHARY RESl'ONS LBILITY: TEN1'ORARY: Destroy af tp.r 3 months. 

I -21.	 RCGISTt:RED, CRRTl FlE~, AND NUHBERED INS URED HAIL RECORDS: 
Documents relating to the handllng, accounting, and receipting for mail 
of this type. 

OFFICE	 OF PRHL4RY RESPONSIB [LITY: TENPORARY: Retain Ln current f:.1e8 
area; destroy after 2 years. 

1-22.	 COURIER RECEIPT FILES: Receipts for Ar~ed Services Courier pouches
and packages. 

OFF ICE	 OF PRHIARY RESPONSIBILITY: WY: Cu toff 3J Dec; des troy TENPOR...

after 2 years.
 

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

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

]-24.	 OFFICIAL PENALTY MAIL REPORTS: Copies of reports and related papers
pertaining to official penalty mail. 

OFFICE	 OF PRI~~RY RESPO~SIBTLITY: TE~WORARY: Cutoff 31 Dec; destroy
after 2 years. 

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

OFFTCE	 OF PRINARY RESPONSII3ILITY: TEHPORARY: Cutoff 31 Dec; des troy 
after 1 year. 

1-2G~"	 ADDRESSOG~\PH PLATES: Plates used for stdndard mailing distribution lists. 
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_;\J~Y RESPONS rntr. TTl': TEi-iPCmARY. Des troy 1<·~n(Uv sd un L c a r d s 

1-27.	 ]).\'[/\ AUTO!L:1'[ Ll)N ?ECl-il"{DS:(I'Ja nn Lng Documcn t s ) ~'!asterpLa u , \lit h 
-;:-~-"()c.. i-~-:-~;~-l;.~-;'-~;--~ln-d-dra!lin8S, sup porting da t a (such as c orros pond enc e , 

is ucl r.es , r e po rt s , and a uy other d a ra t h.it reflect on the da t a aUC0P.1at.LO;1 

ac.t Lv.i t y ) , .I,;ldphic, na rra t i.v e , .md tabular Ln f orruat Lon relating to the 
p rrse n t and Zor t:l3.illlf.d ADP compo si t r.on and/or r equ i rernent s of UlC' data 
art.oma t i.on activiLy. 

OFFICE	 OF PRHL,\IW RESPONSIBILITY: TEHPORARY:Transfer to FRC 1 year 
dfter documents a~e superseded; destroy after 5 years. 

1-28.	 SPECIFIC DATA SYSTEMS RECORDS: Requests for establlshment of a datCl 
system authorizing direct i.ve s , detailed studies whLch reflect comparison
of present and proposed systems, cost analysis, equLpment requirements,
tansi..b1ebenefits, expected savings, priori.ty schedules, system specifi-
cations, logic charts, test runs, des~gn plans, and equipment resources. 

OFFICE	 OF PP,IHARY RESPONSIBILITY: TEMPORARY: 

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

b. Destroy disapproved syste~s 1 year after final actions. 

1-29.	 SYSTEMS OPERATIONAL PROCEDURES: Finalized documents contalning detailed 
operating procedures for implementation of a specific data system,
including policies, instructions, details of computer technique, logic
chart3, input/outpuL document flow data.' 

OFFICE	 OF PRIHARY RESPONSIBILITY: TEHPORARY:Trans£er 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, diag~ams, drafts, worksheets, and 
similar operational records. 

OFFICE	 OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy wh en 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 wo rk flow. 

OFFICE	 OF PRUfARY RESPONSIB [11TY: TEHPOP~RY: 

a. Destroy approved requests on discontinuance of the program. 

b. Destroy disapp~oved requests after 3 months. 
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i\ti~,·_'-i':\TJC.J]2T~~Cf~OCESS U1G _~0UIPNENT CADrE) U_·:ULD'.~fIO~: \-Ori~~it':al 
fO:-I;lt, c.i i d s ,·,l1 i c h e qu Lpr e n t operators h-i v e completed f o-:(.'.1. 

pu rc! ·c,·~J ,\;,c'E or: Le asc-d ADPr:; rented on an un Lr.mi t ed usc bn sLs . 
1J~:-,y (!l'tdi~ .:.-'rds, 't.n t e r mcd i.a t e ~ll"LHldry cJ0C],::S, r e l a t ed md~~.II,:r-ic. 
C',.2 f x les , <" : na ch.rn.: Li s t i.ng c r e.vt cd from the ba si c, clO(,UII.l';1U~ 

aLd' usell f or d s. ,_11' man.ig ems n t of op era t Lons and a ccur-uLa tLon of 
datu for mont h.lv c or.t , u rtlrza t ron , and related man.rg emen t s urr.ar Le s . 

QF%ICE	 OF RY TEL·lIJOR,.<\RY: af terPRHt .....}~ESr9N~_ls-,-J;_LTTY: Des t roy 90 
d,t),t> any ad j u stuc-n t s to accounts have b een made and so ut ce , p rov i.d cd 
d:JCIJn'enL::; are no 101lt;Crr equ i red for resolution of any claim (!ec,cre-
p an c y . 

1-33.	 ADPE UTILIZAT10N: 

a. EAgnetic tapes containing detail log data for systems
h~ving internal logs. 

OFfICE OF PRI~~RY RESPONSIBILITY: TEMPORARY: Destroy after 1 year,
provided al~ adjustments to accounts have been made and source docu-
ments are no longer required for resolutlon 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. 

Ol'FJCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 year,
PJovided 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 PRI~ffiRYRESPONSIBILITY: TEMPORARY: Destroy after 2 years. 

1-34.	 ADPE REQUEST AND ACCOUNTABILITY:, Related documents concerning the 
management of ADP:E equipment which are original records maintained at 
data processing int>tallations. 

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 lncurred for use of ADPE equipment. 

OFFICE OF PRIMARY RESPONSIBILITY: TE~WO~\RY: Cutoff 31 Dec; destroy
after 3 years. 

1-36.	 PROGRliN COMMUNICATIONS-ELECTRONICS SUPPORT (PCESP):PROGRi\J.~l

a. Communicat lon-E] ec t ror:ics Implementati on PIa ns (CEIP' s ) 
and Amendments (CeIPA's), responsible prugramming. 
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~ .Destroy J y~ars'~fter

the ye-i r )t, wh z.ch the f acLl rt y comm lssLoni ng documc nt is Sig;kr! 

b. ~-:ii":,-;radrui n Ls t ra t tv e (PCESP) revisions, formLInd r ..:pocco-" 

l'Cf\J.I1L-,:~lrl~~' a nd r eLa t ed da t a , 

~~~'IICE_Q..Lr.t:.lJ2:~~RYt:E~!,Ol~SIBILTTY: TENPORARY: Destroy 6 months after 
reJated eutrles appear In PCESP. 

1-:-; I •	 C:E I P , s : 

(IFF [CE OF PRHIARY RESPONSIBlLITY: TEHPORARY: 

a. DIsapproved CEIP's: Destroy 1 year ~Eter date of disapproval. 

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

c. CEIP Status Repo r t s : Destroy when the CEIP is fully implemented,
superseded, or updated. 

1-38.	 PCESP WORKBOOKS: 

OFFiCE	 OF PRINARY lZESPONSIBILITY: TEHPORARY: Destroy upon rec et.pt 
of an updated wo rkbook . 

1-39.	 r.O~~ruNICATIONS SERVIC~ LEASING RECORDS: Acquisition, modification,
~~-dlscontinuance of leased services, including forms records (such as 
communications service authorization and comparable documents; orders 
for suppl ies and services, commercial communications wo rk order; mod ified 
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 
feusibility 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. 

r-so.	 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. 

Q}'FICE OF PRUJARY RESPONSIBILITY: TEHPORARY: Transactions of $10,000 
or less, except utllity contracts, destroy 3 years after contract is 
closed. Tlansaclion 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 -- I·Ll\r; :\C;;~lIENTAND PLANNING 

T:L,~O,'(;3 c r e a t.ed in the p e r f o rmanc.e of mauag emcn c and planning fu."jons.
 
Tl ": relate to the p Lann mg , programming, s t and a r d i xa t Lon , ar.d Lmp r ove
 > 

TIl'::' t of mana~:,2tnellt £unet lons , 

?-l. 2·.<~I:JCY: The development and Lmp Leruen t n t i on of policy per cal n1.n~ to 
c:;~;: o r g.m iz a c Lon) rru.s s I on, and f un c t i.ons of the ag ency , and records 
r c vu l.t Lug therefrom. 

2.. orrrcr: OF PRHl.ARY RES'PONSIBILITY: PElU-WmNT: Hold 4 years after 
rE'vi~,.L(ln; r c t, Lre to foRe; offer to the Nat i ona I Archives MU>f' 11 yet~~ 
un l e s s s ecur it y c Las s i f Lcat Lon prohibits. oPe? VA-~~ fl-~ '/f-. 

-	 /~P'/~.) 

h. OTHEIZ O~~FJCES: TEHPORl\RY; Destroy when superseded, rescinded, 
(lr no longer neetled. 

- 2-2. DoD PROCRAHNING SYSTEH: The methods and procedures for establish-
rrcnt, maintenance, and revision of the Five-Year force Structure 
.md FInancial Pro g r arn, and the internal and external programs 
required 

General 
c?~~ 

to carry 

Intelligence 

out the assigned 

functions. 
~.:?~~~. 

responsibilities
7~ /~ 

of the 

eP"H~ 
DoD 

J't7U~ ~ 

a. OfFICE OF PRINARY RESPONSIBILITY: TENPORARY; Cutoff 31 Dec; 
hold 5 years; destroy. 

b. OTHER OFFICES: TEMPORARY: Destroy whe n purpose has been served. 

_ 2-3. PROGRl\J:vIHANAGENENTRECORDS: Records of, programs established by 
activity directors in support of the DoD Programming System 
which include 
material, and 

annual 
financial 

program objectives 
resources to 

and 
achieve 

the 
the 

manpower, 
objective. ~///~~ 

_ 
~:'~ , 

~ ~~a'/"~~./~~..-Z4.- ~ /~~ ~-~ .. 
a. OFFICE 01; PthrlARY RESPONSIBILITY: TEHPORARY:Transfer to FRC 
1 ye-2.Y-;i'fc~r file becomes Lnac t ive ; de.stroy after 5 years. 

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

_ 2-4.	 HANAGEMENTANALYSIS; Records pertaining to the methods of 
analyzing management in terms of mission or organjzational 
objective, operational procedures, and performance standards. 

OFFIrL 07 PRItlL\RY RESPONSIBILITY: TEMPORARY; Cutoff 31 Dec; 
hold 1 year; destroy. 

2-5. NANAGEHENTBVATJU:.TION; Studies, analyses, or summaries created 

in ti1e comprehensive r ev Lew o t organizational structure, 
operational procedures, performance standards, anc. problem areas. 

a. OFFICE O::'_~RIHARY RESPONSl!3IL]Ty': PERHAHENT: Cut off 31 Dec; 
hold 4 years; rClir0 to FRC; offer to the National Archives after 
-H years, un.l cs s s ec.ur t ty c Las s Lf Lc a t Lon prohiLits . 

.;20 
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2-7. 

2-8. 

2-9. 

23-' 2 
" 

L, OTHER Cll"FTCES: TEl'lPOl{ARY: Destroy wh cn pu rpo se ha s been
 
s o r vec .
 

H·\~~i\GL11~~,:-r' Hll'I~O\'E1mHT: Records which dlre::ctJy contrlhute to - ~-- - - - - - - --- ---- - -----
t r..: c:evelot)ment and d irec t i on of t lie DIS ma na gemeu t .i mp rov or-. 'It
 

plugrdill, !GcluJing basic interpretations, plans, studies, and
 
sumrna ry reports,
 

a. .Ql~~~:-_CEQ~~IJ~'L~'·._J.ESrONSIBILITY: PERj'.lANENT: Cutoff 31 DF.!L;

hoJd 4 vcars, retlre to FRe; offer to the Natlonal Archives after
 
d'L yca r s , unless s cc.rr Lty classification p roh i.bi t s .
 
'J,O 

b. OTql~R OFF ICES: TmfPORARY: Destroy when no longer needed. 

OHl~!IlHZATIONAi.PLANNING AND r-1ANPOHER AUTHOR [ZATION RECORDS:
 
Orga.ni za t r.ona l and f uur tLcna L charts, personnel charts indicating

grades and ratings, manning documents reflecting the allotment
 
(increase or ,decrease), of personnel spaces in PIS, with rela ted ~~
 
doC'umentsJ~d?4,dt.~~.7" ~'?,,-~o/- ..rv~ /n~.-tA..~&?~
 

a. OFFICE OF PRIHARY RESPONSIBILITY: PERMANENT: Retire to the
 
PRC 4 years after no longer required for current operations; offer
 
to the National. Archives after n. years, unless security classifi-
cation prohibits. ~O
 

b. OTHER OFF ICES: TEMPORARY: Des troy when no longer needed. 

NANPOHER STUDIES: Documents created in connection with ma npowe r 
surveys C1:1dstudies covering personnel authorizations, mann Lng 
levels, ~clllpower ana Lys i.s and requiremen.ts, with related materia13A-...:fl 
/Jc-'-/ ~~? ~ ~ffi-'~ - ,e;C/~ ~.t?~ ~~
 

~~~~ .•.e-c..C/ /~~ .......::2-7-
a. OFFICE OF PRIMARY. RESPONSIBILITY: TEHPORARY: Destroy 5 years

after file becomes inactive.
 

b. OTHER OFFICES: TENPOHARY: Destroy wh en no longer needed. 

ADHINISTRATIVE PUBLICi\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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l":11lJc.ation, ()-.:-~;i.nal of cl ea ranc c and rev i ow sumru.rrcop i es i es , 
~.:,/_: L.:d 1.,_.,-,[ J on (1': ,·JEW_t-e (J ther ba ckg round ma t erLa L rr ay he Lo ca ~,-,3, 
C'lr" ) l_.! ,1, ,1 p ap ers ~lP.L t.Lnent to the cd i.t. i nr; and Ls suunc e of t.h.: 
pL·ll1;',Lll'1l. I~e(,oT-J. s-er s of ame nrhucn ts an.I related L.u.kg roun.' 
I,clt. ri.uI are f Ll od u.ith t he ba sLc publication wh Lch they chan:;.::. 

a. g:t"FI~I<~ OF	 .l.NE~T: Retire FRCPRDL~}~Y RES!'Q'::SIBLITY: PERH .. to 
1 y~3r after supersession ~l revision; offer to the N.:1tio~al 
:.:cluves wh en 30 years old (i.n5o·year r.ncremen t s) . 

L. (JTJ~ER ()}'r::T.r::::~~~_: TEH.PORARY: Destroy Hhen sup ersed cd ,
 
r~scll~cd, or no lo~ger needed for reference purposes,
 

-:-"·-10.	 SrECIAL ORDEl:S: Record copies. 

2-11.	 GENER.:\LORDERS: Record copies. 

c: ,OFfICE or'-~!ln!ARY RESPONSIBILITY: PERHANENT: Cutoff 31 Dec;
hold 1 year; retire to FRC; offer to the National Archives 
when 30 years uld (in 5-year increments). .- I (No/(" 1nl5t- D7t1t:1l. OFF/CfS' ficnp J)E:S/(I..p'1 wrltN SuPE-fl.S f])fJ) OIZ.. ot'J()UJ~
 

- :r>".$f"II.l(j'/I)N 'tbtt Q..oPIU· 6Nt.u"'l
 
2-J2.	 T~~VLL ORPERS: Record copies. ~ 

OFFICE OF PRU1ARY RESPONSIBILITY: TEHPORARY: ICutoff 31 Dec;
hold 1 year; destroy. 

2-13.	 BACKGB-0UND }lA~ERIAL TO SPECIAL ORDERS: Letter requests for orders, 
amenctncnts, etc., including justification files on special
authorization whe n required by orders publishing activity. 

OFfICE OF PRIHAf~Y RESPONSIBILITY.: TENPORARY: Cutoff 31 Dec;
hold 1 year; destroy. 

2-14.	 MAI~rlA~~9E}[ENT: Correspondence relating to the application of 
management techniques to mail processing operations. 

OFfICE	 OF PRI}lARY RESPONSIBLITY: TE}WORARY: Cutoff 31 Dec;
hold 1	 year; destroy. Earlier disposal is authorized. 

2-15.	 RECORDS }lANAGBIENT: 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: rD!?ORARY: Destroy '~len no longer needed. 
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.2,-16!" RECORDSI ~REMENT AND / OR TRANSFER: Co. .es of Record~ Transmittal. . and Receipt (SF 135) and related correspondence reflectin~ the 
J:ctirement of records to FRC, transfer 'vithin DIS or other agencies,
maintained for reference in future requests for service. 

a. OFFICE OF PRI~l~Y RESPONSIBILITY: T~~ORARY: 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. 

2-17.	 RECORDS MANAGEHENT 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: Destroy when no longer needed. 

2-18.	 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 dLsco n t Lnuanc e 
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 ~f forms used by the agency, including the coordina~ion 
copy of offic~ forms or form letters 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 of the form, and 
correspondence relating to the directive governing form usage . 

OFFICE OF PRIMARY RESPO~ST8II.ITY: TEHPO'?,ARY: Hold I year after 
discontinuance or o.iso lescence ; transfer to FRC; dest rov when 20 

years old. 
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DISH 28-2 . . . 
l~~I-=-Lr.:,\T!Oi~!J.t~)SJ-lS_~~~2!_~0l:UONS _~~ n.T~Ql!1l~~:[~~]~: FOl"m",~o t.h e z 
d·)('IX:~c.:[.'. aud r eLa t c.l correspondence used to r cqu is i t Lon or 

;:::'-;:_..1b1",) r cquf rcmcn t s for pub Lt.cara.onsZf.orr-s . StOL~_ r cco r.l ca rds , 
r,.,'!:: l e r ltl,~~kt'rs, l nvcn t.o ry control r e co rcrs , dl z t r Lbu t r o n r o c o r d 

car,,:,::, and s uni Lar c on t t o L media us.ed to r e f Le c t the statu'> of 
~:,.no cc.oun t.cb Ie pub Lr.cu t i o ns Z Forms. 

:'YFICE OF Pl-;'IHAI{Y RESP()[~SIHILITY: 
s.up ers ed od , Ql)~nlet~',Horn out and 
;weded, '-1hiche-v'2rLs applicable. 

TEHPOl\ARY: Destroy Hhen 
rcp Lac.ed , or wlre n no longer 

2 -n. :'\CfOmJTABL~l'!)~~lS_l?_IST!nBUTIOJi:Stock record cards, reorder 
narkers, inventory control records, distribution record cards,
~nd si~1.lvr control media, used to reflect status of accountable 
fo rms , 

OFFICE 
a ILer 

OF PRI~~RY RESPONSIBILITY: TEHPORARY: 
removal f i orn tl~,e active file. 

Destroy 2 years 

2-22. AC:COUNTi\BLE FORj\lSACC:OUNTABIL TTY: Receipts, destruction certifi-
cates, and related correspondence showing the issue, receipt, or 
destruction of blank accountable forms. 

a. OFFICE 
2 year-so 

OF PRINARY RESPONSIBILITY: TEHPOR.t\RY: Destroy after 

b. OTHER OFFICES: Destroy 2 yedrs after forms listed thereon 
have been issued or otherwise accounted for. (If the prescribing
dlrective for a particular accountable form requires that the 
receipts be attached to or maintained w~th accountability records,
apply the same d1.sposition.) 

2-23. CORRESPONDENCE j\~NAGE~lliNT: Correspondence reflecting the 
tion of management techniques to correspondence practices
increase efficiency, improve quality, and reduce costs. 

applica-
to 

OFFICE OF PRHlARY RESPONSIBILITY: TEt1PORARY: Cutoff 
hold 1 year; destroy. Earlier disposal is authorized. 

31 Dec; 

2-24. REPORTS CONTROL FILES: Case files on reports created, canceled 
or sup~rs2ded, and containing evidence of their ex1.stence and/or
their disc.untinuance. 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 PRHIARY RESPONSIBILITY: TEHPORARY: Destroy 2 years
after report is discontinued. 

'~t,'(./ 
?T~TIE~fl).L T!~~A: Records pertaining top statistical and related 
data OP the operations and activities of the DIS and to the./
cLen ranc e of s t a t Ls t Lca L dat~rior to release . .LP.~d<".,..a: /.'P':T~ .~~ 

_ .. ~ _~ __ - ~.J7_ ~ ~/_~ 41 U!!~ '/ <V~ 

~~ ~~ •...z:.- ~_~. 

-
"'" /_.~ 

v~ 
• 
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-7.-26. 

- 2-2,'. 

2-28. 

2-29. 

c:- 2-30 .. 

. " 
a I ., 

Cutoff 31 Dec.; 

b. Clltoff 31 Dec; hold 1 year; destroy. 

"!:G l~·~SP[C:TIUl~S: D'.),~ull1~nts t o the p Lann i.ng and COndUl.L 1n3r e La t lng 
~;E-in::~~~-;::-tTo-;;sp erf ormed by DIS, anJ by other authorized <l~e"ucs. 

!if-nCE ()F PRHiARY RESPONSIBILlTY: TENPOP.APY: Destroy after pru-
~;~~ln;;-l-~gtl~(~'~extye.;-;''Sin~pection cover a.;c. 

J.:!~'QB}-~X IG _l~SPECTLON: Records created as a result of inspec-
ti~ns and investigatlo~s conduct~d or directed by the Office of 
tLe Inspector General, including record of action taken and 
supporting papers. 

3. Or'FleE OF PRIHARY RESPONSIBILI'fY: TEHPORlI..RY: Cutoff 31 Dec;
~'stroy after 3 years, or after next inspection if sooner. 

b. OTHER OFF'TCES: TEHPORARY: Cutoff 31 Dec; hold 1 year; destroy. 

DIS HISTORICAL PROGfuu~ DOCI~~NT~TION: Narrative histories, mono-
graphs, studies, and reports with supporting documents prepared,
co~piled, or collected [or DIS Historical Program. 

OEFTCE OF PRnLI\RY RESPONSIBILITY: PERKtu'(ENT. Retire to FRC when 
no longer ye::quircdfor current reference; offer to the National 
Archives a~ § years.~-

IV. ~d 

HISTORICAL PROGRAN SOURCE DOCUHENTS: SubSidiary (or feeder) reports
with supporting documents prepared at the request of a higher
organization for use in preparing a historic.al report, and copies
prepared and retained by a Lowe r unit or element. 

ALL OFFICES: TEMPORARY: Destroy when no longer needed. 

I~FOR}LI\TION RELEASES: 

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

OFFICE OF PRI~LI\RYRESPONSIBILITY: PER}Ul~ENT: Cutoff 31 Dec; hold 1 
year; retire to FRC; offer to the National Archives when W years old . 

.20 

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

ALL ()fnCES: TEMPORARY: Destroy when no longer needed. 
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- 2-31.	 ~~~R1'n!_E__J',_~-/ E::i!:§J~~!C'LY_L£'0~~: Ua r t Lme find Emergency P'l.ari s , opera t:i ODS 

pJdllo, <mel p lan s , t y of o pera t rons. p l.ans , o zders , augr'l,-!ut<ltlon c on t i.nu.i 
And s rm.ilar media w lt h e s scut.LaI so ur cc na t er La L p r ov i.diug gulr1_-:nce 
and re'1u1X2T'12ntr.to suppo r ; lJaLtiTIL~and eruerg cucy planning, Lnc lud i ug
bac:kg~ounJ material. 

OFFICE OF PRr·lA.RY IU:SPONSIEILITY: TEt1P01{ARY : Destroy Hhen related 
plan or order becomes superseded or obsolece. 

2-32. ADI-lINJSTlIATIVE REPORTS: Administrative inquiries and inves tig.:1t ions, 
reports, and supporting documents relatlng to matter adversely
affecting the discipline, efficiency, mordle, or welfare of organi-
zations or personnel. (DIS 1~-02) 

OFFICE OF p::;.nrARYRESPONSIBILITY: TEMPORlI.RY: Destroy 2 years
after final action. 

2-33. CmlPLAINTS: 

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

OFFICE OF PRI~l~RY RESPONSIBIL1TY: TE~WORARY: Destroy 2 years
after last entry. 

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

OFFICE OF PRUlWY RESPONSIBILITY: TEHPORARY: Des troy 2 years
after last entry. 

2-34. PRIVACY AND FREEDOH O}' JNFORJ.'1ATIONREQUEST RECORDS: (DIS 1-01) 

PENDING 

2-35. DISCLOSURE ACCOUNTING RECORDS: 

PENDING 
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J - l· lNAr·;CE Arm BUDGET 

l:~cord~ p0~tainin~ to the performance of budgeting, accounting, n~d 
f, n anc i.a L T.:,.lllaZ~C]1K'1tfunctions. 

1~()T:[ l.Y: Records re f lecting the es tahJ Ls.hmen t; ot poliry and 
proceJures governin; accounting and flnancial operations. 

<1. OFFICE OF PRIHl\.?,.Y	 Tr:H1)ORARY:RESPONSIBILITY; Cutoff 
3n September; ~old 5 years; destroy. 

b. OTHER OFFICES; TEHPORARY: Des troy whe n superseded o r 
obs.o Le te . 

3-2.	 ACCOl.jNTIr~G_RECQ!Q)S; Records pertaining to the financial 
t rans ac t Lons of t he DIS and wh i.ch reflect the results -of 
nccountine operations and the official financial position of the 
agency. They include c.opies of budget authorizations,
advic:es of a lLo traen t , and applicable documents recording the 
co~mltiments, obllgations, and expenditures of agency funds.1 

I 

a. OFfICE OF PRIHA~Y RESPONSIBILITY: TE}fPORl\RY: Cutoff 
30 Septe~ber; hold 4 years; destroy. 

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

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

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

(1) EAH 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 oh11gation/expense records: Contracts, purchas~
ord";:::,,receiving reports, TRls, BLls, and tr<:lvelorders -
destroy four years after FY to which they pertain, except 
successor "N" accounts wh lc.hvri Ll, be destroyed 4 yc ar s af tel' 
Lt.q utd;;1 tion. 
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· . 
(;', ~ C/\O or Defense Aud i t s : PE)octs taken to any cx cep t Lons -
r. t~.jn un t i L all excep r Lons arc cll--'."'rel1; d e s.t r oy . 

() Dlc,bursFl);AgenL./Ll:\liL:dl)cpository nec.o~-ti.:.;:i\~)l~')int:;.:..nt
(,!-(":rs t.urn-u.« vouchers, c he c k s t ub s , can ce Ll.c-dc he ck.. , c a Jh 
f,.;,:,_ t crs 2nd r .ipo r t s - dcs t roy 4 years after Lhe FY to 
wl,.Ldl t .». y p e r r a.i n , 

(8) C~nc~lled commitments! obligations: Unobligated
comnltmenr:s Cll1Q undelivered orders outstanding - destroy 1 
year after cancellation. 

(;': Accc.un h Receivable Records: Led gers , collection 
vo.ichcr s and supporting do cume n rs - destroy 4 years after 
cJ ose of }l' to which they pertain. 

(in)	 Manunl Control and Distrlbutlon Ledgers - destroy
4 y~ars after FY to Wilich they pertain. 

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

(12) Consolidated EMf c.ards and tabulations produced from 
monthly summary or other records, usually for an entire FY. 
Destroy 4 years after liquidation of obllgatlons. 

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

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

3-4.	 CONTI~~GENCY EXPENDITURE RECORDS: Records which support contingency

expenJltures made by the DIS. Vouchers and subvouchers for
 
confidential funds, supporting documents, and related correspondence.
 

OFFICE OF PRI~~RY RESPONSIBILITY: TE~WORARY: 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-

/] ment, preparation, submission, and adjustments to the DIS budget. 

a. Of FICE, OF' PRINARY RESPONSIBILITY: TEHPORARY: Cutoff 30 Sep ; 
hold 5 years ; destroy. 

b. OTHER OFFIC~S: TfHPORARY: Cutoff 30 Sep ; hold 1 year; destroy. 

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

r3-0.	 BUDGET-.i9T~~ERAL): Documents relating to the administration of budget

matters uhich, due to their general nature, cannot be logically filed
 
els£Hhcre.
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ES: Tr:~ll->ORJ\:~l:: Des troy ,·,hen. .er aedcd , • c;D, 'J l~,te,..	 no-.~.~-~.. . 
Jon.;;C']' _-t,C:~~J for	 l:efen'IlLI..!, 0: sf t o r 3 y c.a'r s , A.'.>app rop rLat e . 

]- t . BUDC:Ll' POLl CIES fIND I'ROCEDUJ\ES: Correspond once and OUI' L' 

(~',",12!lLS s how i ng ag eucy po L i c,' arid p rocvdu res bu dgc t;gClvt"rnin,'-;
.: :-:inisll"atiQd .:.ll(] reflecting policy dcc c s Loris affect Lf:' 

c::.:,' ,If.::n,;lltuJ'('s fur ..lgcnc..y p rog r.rus ; analyses and Ln t erp rc t » c aon s of 
L."tC'llti'.'2 Or de rs ; statutes; osn, 0:[£, arid o the r d:o:cncypo LLc i.es , 
r'![,ul,ltions,Hlstruc..tiuns, con:esponclence, rep or t s , and related 
(l(lc..lH"~~nts affce t r espone.Lbt Ld tLo s . wh Lch budgetary 

a. (\i':?ICE 011 I'Rlli'\T'..Y RESPONSIEILITY: ..,~Jlw~&?t Cu tofl: 30 S~ ;
hoLd 5-';;~~;~~;-:Lo:,-,	 T~~ ~ ;6-',9>~- /"A? ./ a.??£. 

".Af/~ a .#A-.A2J ~~ ~t? y~J:, ~ 
h. m~[{ER_(l}FlC;::ES:TENP6RlI.Ry: Destroy when superseded, ob ao Le t e , 
01 no longer needed. 

3-8.	 BUDCET ESTI}'!ATE.§.: 0 f f i cLa L record copy of budget es t Lmat.cs 
submitted to higher authority. 

OFFICE Of prUNARY RESPONSIBILITY: TEHPORARY: Cutoff 30 Sep hold 
5 years; destzoy. 

BUDGET PRO(;RA.H DATA: Documents accumulated jn support of preparation
and submission of budget estimates. 

3-9.	 EUDGET PROGRAH DATA (GENERAL): Documents relating to the administra-
tion of budget program data ma.t ters wh Lch , due to their general nature, 
cannot be logically filed elsewhere. 

OFFICE OF PRHli'l.RYRESPONSIBILITY: TEJ:.fPORARY: Destroy when super-
seded, obsolete, no longer n~eded for reference, or after 3 years, 
as appropriate. 

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

OFFICE OF PRI~~RY RESPONSIBILITY: TE}WOP~Y: Destroy when super-
seded, obsolete, no longer needed for reference, or after 3 years, 
as appropriate. 

3-11.	 HORKLOAD AND PERFOR~'i!CE: Documents relating to wo rk Lo ad factors, 
output measurement, audit workload and performance reports, audit 
cognIzance transfer, and audit of workload data for other agencies.
(DIS 4-02) 

ALL OFFICES: TEHPORARY: Destroy when superseded, obsolete, no 
longer needed for reference, or after 3 years, as appropriate. 
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~ " Bt;~.GETTO~:_XULL~Tl0!i_~t\ND_ reLa t i.ng to formulation,RF.VU,\~~_Do cume'nt s the 
.tad r ev Lew by h i gher au t horL t.y , of the DIS budget. 

j'-,•'.~.. ~J.oGJ:J:'_T0j{i:fllLATJml.rrE~'If~~c:..~WEn.ALt: rs relating toAPD Do curnen 

thf' adtrri ni s tra t Jon of budget f o rmu La tr.on and revi eu rnat t.ers 
(/h~ch, due to thelr general nature, cannot be logically filed 
L·.Lt,'.:'\vhere. 

Ol.F_~C~.s~fPRHll\f:..Y	 whenRESPOl\SIBIL~_1'Y: TEMPORl\'IZY: Destroy 
superseded, obsulete, no longer needed for reference, aT after 
3 years, as appropr~ate. 

3--13.	 ('ISO/ONEBUDCET ESTIHATE SUBHISSIONS: Documents relaLing to 
OSJ)/ONB budget estimate subnu ssLcris, Lnc Luda ng wo rkp ap ers and 
hc.i r i.ng backup data, supplementa.l budget data to OSf), including 
dup Li.cato copies of records. 

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

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

OFFICE	 OF PRH1ARY RESPONSIBILITY: TE~WO~t\RY: Destroy 3 years 
after close of FY involved. 

3-15.	 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. 

i2. 
OFFICE	 OF PRI~L~Y RESPONSIBILITY: TEMPORARY: Destroy material 
NQ~ published by Ho~~-e or Senate after 5 years.~. ~~~~~ ~~~~ 

.~ /?La~?~ ~~ ,/./d /~?~ /7~ ... 
3-16.	 APPORTIONMENT: Relates to appo~tionment submlssions to OSD,

hearing backup data, workpapers and supplemental data submitted 
to OSD. 

OFFICE	 OF PRIrffiRYRESPONSIBILITY: 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 executlon matters which, due to their general nature, 
cannot be logically flIed elsewhere. , 

Q~FIC~ .01".l:'RHlARYRESPONSIBILITY: TEHPORARY: Destroy when superseded,
obsolete, no longer needed for reference, or after 3 years, a~> 
Dl-'proprio.te. 
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J- i 8. Documents relaLlng to the DIS 
froll!OSD. 

TENPORARY: Destroy 3 years 

J-19.	 OP~~\TING BUDGET AUTHORIZATIONS: Documents relating to operati.r.g
bU<':':i:OLin:;authorizations t.o huadqu ar t er s arid dis trLc t s . 

0} HCE OF PRHIARY TZESPONSIDILITY: TEMPORARY: Destroy 3 years 

3-20.	 .s,:ll.:L~RTEBi,~OPEl3:.L\.TIW-~['.!JJ~GET: budget wo rkp ap e r s __ Op era t i.r-g 
rc[]ecting quarterly status and operating budget plans. 

OFFICE OF PRINARY RESPONSIE[LITY: TEMPOfu\RY: Destroy 3 years
a[t~r c10se of FY involved. 

3-21.	 OPERATING BUDGET REQUESTS AND ESTIHATE: Documents reflecting
operating budget requests for current FY, and estimate for the 
f o Ll.ow i.ng FY. 

OfFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: Destroy 3 years
after close of FY involved. 

3-22.	 FINt0JCIAL NANACEHENT REPORT: Quarterly report prepared for 
management purpo3es. 

a. OFFICE OF PRIHARY RESPONSIBILITY: TEHPORARY: Cutoff 30 Sep;
destroy after 4 years. 

b. OTHER OFFICES: TEHPORARY: Destroy whe n no longer needed. 

3-23.	 BUDGET EXECUTION BACKGROUND DATA: Extra copies of documents 
used as backup and wo rkp apers regarding budget execution. Included 
are copies of Analysis of Fina~cial Operations, Statement of 
Financial Conditions, Budget Status Reports, Financial Transaction 
Summaries, Budget Execution Forecasts, Pay Increase Cost,
'I'raLn.Lng Travel, Communication Cos ts, and other documents of a 
similar nature duplicated elsewhere in functional files. 

OFFICE Of PRH1ARY RESPONSIBILITY: TEMPORARY: Destroy when 
superseded, ohsolete, or no longer needed for reference. 

BUDGET	 RECURRING REPORTS: Reports prepared by the B'!clgetOffice. 

3-2Lf.	 REP.9RT~_.:rO AUTHORITY: Includes reports submit ted by HQ ~gHEP,-
DIS to hl.gher authority such as Expenditure Forecasts and 
DeviJtions, Expenditure Forecast Data, Minor Construction, 
Obligations by State, Man-Year, and Cost. 

a. orr 1 CE OF PRnL!\:~Ym:srONSIBlLTTY: TEHPORARY: Cutoff 30 Sep;
destroy after 4 years. 
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b. (1':" .:« OiiTiCES: TEHPORARY:	 no needed.VCf;troy '·I:'en Loug er 

3-25. Includes all reports prepared by bud~nt 
()1'.r·\C':"~' lor DIS man ag cmen t purposes. 

id :. OFfICES: TENPORAgy: Cu t of f 30 Sep ; destroy after 4 ye-.'l.S. 

1~26.	 ..D~~P.Q_<I~~.'f:i.J?~I~:H2rchandisl-', payroll, prot it/loss and cap i t aI 
«xpeu d i.t.ur budgets maintained as a result of monthly or yearlye
 
t~dgetinR practices.
 

O:::"FICEOr' PRIHARY RESPOC1SIBILITY: TEi'lPOR.:\RY:Dispose of in 
accordance ujth parent Service directives. 

3-27. £l.~~.~lCIAL STATEi'lEN.TSAND REPORTS.: HEADQUARTERS DIS statements 
(LI!e. :.ud.lng consolidated), reports of audit and of inspections. 

OFFICE	 OF PRINARY RESPONSIBILITY: TEMPORARY: Dispose of in 
accordance with parent Service directives. 

3-28.	 NO~A]~ROpnIATED FUNDS CUSTODIAN CERTIF reATE: Memorandum receipts
of cash, other negotiable instruments, certificates of .inv~~lturies 
of assets, and Llab aLl t Las assumed by a temporary rep Lac ernenr or 
successor custodian required for protection of all NAF assets. 

OFFICE	 OF PRINARY RESPONSIBILITY: TEMPOfu\RY: 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: TENPORA.RY: Dispose of in accordance wI th parent 
Service directives. 

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

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

3-31.	 PROPERTY ACCOUNTABLE DATA: Individual property cRrds or ledger
sheets ahowf.ng orIginal costs, major improvement, depreciation,
and oth:r data, with supporting project estimates, justifications,
transfer vouchers, recejving reports, and correspondence which 
are data essential to the utilization of fixed assets or physIcal
property, and sh2l1 remain with the property. 
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AT.L O~1:- ~: TEHPORi\RY: 'I'r an s f e r w.i th I p e r t y or.,d.l!:>?of{e c'':· . 
ill a cc o r c.c.n ce wi t h parent Sor vLc e d i r eel: \'(:'G. 

3- 32.	 E.\CES?, MW SURPLUS PR0!'ERTY: Correspondence, reports, vo uch er s , 
and a t ta ch ed suppo r r i r.g data, s.t ock records canis, turn-in sLps, 
shlp;JJ ng dccumcnt.s r e Ll.e c trng S r a t u s of <111 t r ans f c.r o , dona r L'}!}", , 

or d.i s.pos a l s of property. 

ALL OfflCES: TEHPORARY: DIspose of in accordance with parenc 
SerVlce d.lrectl~es. 
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4 - PERSONiOZEL 

R"d':"cls 1c la ting to the ove ra l1 adnu m st ra tion of DIS personnel matters. 

I: --1.	 AND £~CORDS: nPEr~3,(l5\~.'JF.I~Pg:f:elCY PI..:.~\NNING Do cume n ta t i.o r ef Lec t Lug 
t hc dc~veJn;,."2ntof plans, p oLi c.y , procedures, and methods for t.he 
prOcutem211t and administration of all clvil ian and military personnel. 

c!. m FICE OF PRH;ARY RESPONSlDILI1Y: TEHPOR1\RY: Hold 1 year 
alter revlslon;rran~ferto FRC: destroy after 5 years. 

h. OTHER OFFICES: TEi'lPORARY: Destroy \o1hensuperseded or rescinded . 

-4-2.	 .GEKERlIL AUTHORITIES AND PRECEDENTS: Documents relating to the Civilian 
Perso~nel Of[ice'~ basIc..authoritles to act for the Director, DIS, or 
th~ activity commander in acimlnistering clvilinn personnel actions,
sULh as delegations of authority to sign pers(,nnel actions, authorities 
granted to devidte from estdblished polley, and records of actions or 
decisions \o1hichare precedent setting for future operations. 

OFFiCE or PRIMARY RESPONSIBILITY: TE~lPORARY: Retain in personnel
offlce ~ntil no longer req'uired for reference; transfe:r\to FRC; destroy
after 5 years. 

4-3. OFFICIAL PERSorCEL lill(G'ORDS Official personnel folders(CIVILIAN):
documenting the employment history of each civilian employee of DIS. 
(DIS 4-01)	 I 
OFFICE __9F	 PRIMARY RESPONSIBILITY: 'filJl.NtdlErFP-ri Retain each folder 
as long as employee is on the rolls of the DIS, transfer to new 
employing	 agency, or for\o1ardto the Federal Records Center, St. Louis,
MO, in	 accordance w i th the Federal Personnel Nanual. 

4-4.	 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 RESPONSIBILITY: TE~lPORARY: Cutoff 31 Dec; hold 2 
years; destroy. 

4-5.	 PERSONNEL AUTHORIZATION: Memorandums, letters, manning tables, or 
other documents which reflect personnel spac2s allotted to various 
oreanizational segments and which provide the Civilian Personnel 
Office \.,;rithbasis for maintaining a specific number ofa position
identification strips in the personnel control fiJe. 

OFFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 2 
yC'ars;trans£er'ltoFrrC; destroy after 2 years. 
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L, -6 . ',I:~'.s:,~~J..:.J·.:£i~TROIJ_.IJ_LF. Serv lC e record card s proy i.d I ng a. rccord ofR~	 S : 
pr,.· t:lonE: and. r nc umb en t s , a med i um [or controlling pe rsonne l s t reng t.h, 
d:',', .:1. d cv Lce tor Eo.l l.owup en ac t i.on s clue. 'l'hcyc onsi st of SF 7d 
(1'('c, ...t r ou St rrp) , SF 7 (Ser\TlC'eRecord Card), ai-dJ'!,?lltif·ic::!.!lon
lo~.l,ur files reflpcllng Join.t Table(s) of DistrIbution posltion number 
w.i r :1111	 e ach or g.sui.z a t i ona I segment. (DIS 4-01) 

d. 1l;·'FICEOF PRn1AI~Y RESPONSIB rr TTY: TErIPORARY: D~stroy after 3 years. 

b. OTHEk OFF[CES: TEHPOH.ARY: 
operdtions. 

4-7.	 SUPERVISOH'S RECORD OF E~~LOYEE: 
job bLst.ory, training, personnel
supervisor. (DIS 4-01) 

ALL_2F,~i.~f.S: TENPORARY: Forward 
when employee changes jobs within 
Personnel Office upon separation
will be destroyed in the Civilian 
ration	 of employee. 

4-8.	 CIVIL T ~~ PERSONNEL ADHINISTP-ATIVE 

Destroy Hhen no longer needed for current 

A record of each civilian enployeets
actIons, etc., kept current by the 

to new supervisor j n a sea led envelope
the Agency. Forward to Civllidn 

of employee from DIS. The DlS Form 
Personnel Office 1 year after sepa-

RECORDS: Documentation concerning
day-tu-ddY administration of such matters as hours of work, time and 
attendance, lE:'ave,employee relations, medical services, personnel 
ac t aon r e qu es t s , training, etc. (DIS 4-02) 

~LLOFFICES: TEHPORARY: Destroy wheri no longer needed. Individual case 
files wIll be destroyed 1 year following'departure of individual from DIS. 

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

C""II) p.f. ~ c) Sf (elj Ho",~ ;( '1c(:tfl.. ~ 
OFFICE OF PRIHARY RESPONSIBILITY: TEMPORARY: De'Stfoy aftef 5 years. 

TO ~t. i DtS"Ti.a"t Vl H tN b '1eli n 5 •-raA/JJ~tl'l..	 (H,J) 

4-10.	 TRAINING ADHINISTRATIVE RECORDS: Files relating to the 
stration and conduct of civilian and military training.
documentation, programming, scheduling, 'evaluation, and 
training in government and nongovernment facilities. 

OFFICE OF PRIMAKi RESPONSIBILITY: TEMPORARY: Cutoff 30 
after 3 yett;s.T'l~tJ1PEt. T., FaQ;; /:)t-S'TIl.-0'1 C·..)lit-N ~ ~(:-aRJ~ 

overall admini-
Includes 

reports of 

l-toc.. D .=! '1fAa S 
Sep; ~gtroy J 

~L.i), 

s-Li .	 EHPLOYEE-MANACEMENT 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 PRIHARY RESPONSIBILITY: TEMPORARY: transfer' to FRC 2 
years after file becomes inactive; destroy after 5 years . 

. ,' 
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OTHER OFFICFS: TEI-1POR~\RY: Destroy 1 year a f t er file becomes 

l) - 1 )	 tIS ~ll LITAl:Y A1·1L\F:lS BOi\l\D DOCUHENTS: Records ref 1ectiug the o rt g Ln of toe 
-:;-~':rd-,--C:;;-p~~~~r-r;""enel"";ll cL t a t Lon , the t ion, and the=O-rd~~~the r e commerida 

ap orov.il of the awa rd ; p roc eedLng s of the DIS Awa rd s Board. 

C,;"~"lCE OF PRlNARr RESPONSIBILITY: Tf.l-1PORARY: Cutoff 31 Dec; hold 1 
YEar;tr211s£er.to FRC; destroy after 5 years. 

4-13.	 j)T~ INCENTIVE AHA}:DS: Correspondence relating to the general admlnl-
~~rdlion of awards to employees for suggestions, acts, or superior 
ac cornpLd.shmen t s wh i ch have contribut.ed to outstanding e f f Lc r.e-ncyand 
ecoP0illYin the ad~inistration and operation of the DIS, includlng
Le t t o+s of appreciation or commendation for individuals or DIS elements. 
(DIS 4-10) 

a. OFFICE OF PP GlARY RESPONSIBILITY: TENPORARY: Cutoff 31 Dec; hold 
2 years; destroy. 

b. OTHER OFFICES: TEHPORARY: Cutoff 31 Dec; hold 1 year; destroy. 

4-14.	 QUALIFI~L\TION, PL\CENENT, AND PRO~,rOTION: 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: TEHPORARY: Cutoff 31 Dec; hold 2 
years; destroy. 

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

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

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

OFFICE	 OF PRI}ffiRYRESPONSIBILITY: TEHPORARY: 

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

o. Other flIes: Destroy after 2 years. 
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tf--.I~'.	 }(~~j_ ()Ul'ORJUNlTl::':S:Announcements of job va ca nc Le s ci.rcu] a t ed to 
C ['p Loy ee s , o t+ie r ag euc r.es, or to the public. 

". U:'FlCE OF PRr·1.,\RY nESP(m~: LB [LlTY: TClD-'ORARY: Destroy aftee 2 y~ars. 

1). OTHER OFFICES: TENPOR,,>\m': De:-:croyafter exp i rati.on date. 

l:--lS. i=L.~~J~ ~\~D~AY HAI'!.ACt:.~mNT: Record!':ref Let,ting (F1_9_1~nO.'\ d ec i sLons 
a n.l	 r i.nstandard proc edu res ega rdi.ng adm Ls t ra t t on of cIa s si Lrc.at Lon , 
s.nlar y , and \v']~~F- matters. 

()'FIC!.:: PRHL:',::Y HY: TEIIPORARY: transferl to FEC 1 yearOF RESPONSIBIL
 
after file becomes inactive; destroy after 5 years.
 

t~-19.	 ~~~ITION DESCR~PTION~: Certified master copies of Joh descriptions
for each baslc position established and serviced by the C1Vllldn 
Personnel Offlce; includes the position description number list. 

OFF ICE	 OF PRH1ARY RESPONS1DILITY: TEI-rpORARY: Destroy 5 years after 
job 1S	 aboli~heJ. 

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

OFFlCE	 OF l'RWARY RESPONSIBILITY: TEHPORARY: Destroy 5 years after 
each regularly scheduled DIS survey. 

4-2l.	 HILITARY SERVICES ADHINISTRATIVE RECORDS: Copies of leave records,
finance documents, tran~mlttals, personnel roster, physical examinations,
personnel action files, locator cards, trip reports, duty status reports,
copies of orders, reassignment of military personnel, and master pro-
cessjng clearance records, etc. (DIS 4-02) 

ALL OFFLCES: TEXPORARY: Destroy in accordance with parent service 
directives. Individual case files will be destroyed I year after 
individual departs DIS. 

ll-22.	 HILITARY TRAINING RECORDS: Records tha t document training received 
to include General Military Training, On-the-job Training, driver 
training, firearms training, etc. (DIS 4-02) 

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

4-23.	 HILITARY PERSO)1NEL PROCUREMENT: Nominations of individuals and the 
evaluation, acceptance and/or rejection thereof. (DIS 4-02) 



.Q,~l:.JS~F~QL~RH;!\RY	 TE1,rpO!-~ARY: r o su lt Lis;RES)~Ol':.?IBIL!.~'(: Norru.na cLon s 

.1\1 as' '.g;;r:".!t, hold 6 F10::1ths c f t er s epa r a t Lon f:com DIS; destroy a It e r 
J u Io t !lId'..: i or. has b een t rao sfer red to procurement cards. Noin Iltd t J 01lS 

tno t, +c su Lt rg in assi.gnnent , destroy after t.nforrnat Lon is t raus i cr red 
to J'~-lJCUl. ·-[nen t, (.trds. 

!, -2';. PERSmr[\;ELl1AN:\.CEi·lENT SYSTEH:H!FOm1ATION 

a. liLJ.it<lry:Compu t er records consisting, of Ldan t Lf Lca t r.on data 
011 the ]pJividudl, assignment data, duty informatlon, ba~ic personnel
da t.a , p~-r~onal data, dgellt qua Lf.fi ca t.Lons. (DIS 4-05) 

()I~I·.L~.r:~PRIi'~RYRESP~l?!.SIBILITY: TEHPOHARY: Nagnetic tape records 
arc retained for 3 years following indlvidual's departure from DIS,
then erased from the computer file, and output reports reflecting
perbonnel data on the lndlvldua] destroyed. Paper records are destroyed
one year following departure of individual. 

b. Civ.1.lian: Computer records consisting of identification and 
employment data; special qualifications, and other information found 
in the official personnel record. (DIS 4-06) 

OFFICE	 OF PRIHARY RESPONSIBILITY: TEMPORARY: Destroy whe n 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~\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 PRIHARY RESPONSIBILITY: TEHPORARY: 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 PRINARY RESPONSIBILITY: TEHPORARY: Destroy wheri no longer
needed	 for current operations. 

A4-5 

i < 

http:RES)~Ol':.?IBIL!.~'(:Norru.na


').. INVr:STTGATTONS 

- 5-1. POLICY: Documents nnd roldted correspondence and instructions which 
pro,,;;'cle guidance and dir cc t ton for a Ll. aspects of ~in"lJ-l2stigatiCJns~--t::...--
~~ ;7~~~~~~	 #--e;;;Z~~.-:-C-£	 .-?-e-£.-~.Z 

a . those cocu~nts whLch ~ deemed of his tor lcal value to DIS. 

OFflCE or ~lZI..l:!:~{!;, REspm~~1!EITX: PERNANENT: Hold 4 years after 
rev is lOU; r e t Lre to FRC; offer to the Na t i.ona L Archives a4f'e~21J year~~
unless s cc ur i.t y c LassLf i.cat.Lon prohibits. ~/~) 

11. T-fi08@ Q.G"lnil9utlO deemed rwt te be of hlStcrieal vnltlc and 
lionrecord copLcs of per manen t+t vpe documents. 

fiLL OFFICES: TENPORAR':: Destroy when superseded, obsolete, or no 
longer	 needec1.. 

5-2.	 INVeSTIGATIVE ASSIG~1'!ENT FOID-IS: Reconls used for case control purposes 
as required by DISR 20-11. (DIS 5-01) 

OFFICE	 OF PRU1AllY RESPONSIBILITY: TEHPORARY: Destory when no longer
needed. 

LIAISON AGREE~ffiNTS: Letters of agreement, and other similar or 
related documents, dealing with liaison matters of mutual interest ~ 
\vhfCh r end er assistance to Lnves t a.gaqf.ons ill progre~ ~. /7d /~~ 
~ U'_b£.ed:i.aL ~~t. •.~u,",...G. ~~ ~; ~~~ 
._- , Z.	 / P9"~~C4.,.e-- .A..L~Pt!.",~e ~ /'a::;~ ~ /.OFFICE	 OF PRHfARY RESPONSIBILITY: TEMPORARY: Destroy when purpose- - • 
has been served. 

5-4.	 DISl.'INGU1SHED VISITORS PROTECTION: Current estimates, maps, and
 
other supporting documents relating to preparation for a specific

operation. (DIS 5-01)
 

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

5-5.	 COURTESY LETTERS: Letters to references interviewed in personnel

security lnvestigations. (DIS 4-02)
 

OFFICE	 OF 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. 

5-6.	 PERSONNE (DIS 5-01) 

PENDING 

5-7. 

PE~DING 

AS-I	 At t achnen t 5 

http:U'_b�.ed:i.aL
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')-8.	 REC [PR<-'Cf\L p:}:~j(ll\:NHSECURITY J NVESTIGATTONS (~): (DiS 5-(1)-_._. ---~ -- -~----- /' 

FC~illNG ~y/~;.
~r 

5--9.	 T :·;rmmAT1qN J3.~Cf,=--I~~ ANI0.~.M.'lSHI:£T»·D·\nTHOUT FURTHER INVEST IG,\TION 
i;i DIS: (fns 5-01) //.
- -----_. /" 

./7PENDING 

PENDING	 '~ 

,
/'. 

5':2~lPL:ET;:;:D AGENTnEPoRrlo~H~ LROIs, ALS, ISRs: (DIS 5-01) 
.# 

5-11. 

PENDING 

-----. 

/ , ,- AND SURVEYS): (DIS 5-01) 

5-12. DEFENSE CE TRAL INDEX OF lNVESTlGATlONS (Dent: (DIS 5-01) 

PENDING 
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pcsition of trust as r-e La t.ed to his loyalty, char ac t.er-, erno't.Lona L 

st.ab.iLity, and reliability. (DIS 5-01) 

d at.e of last action. (NCl-330-76-1,la(1» 

b. An inquiry wh i.ch resulted in adverse pe r sonne L action, Court 

l':artial, other i..-westigations of a significant nature, due to infor-

O?FICE OF PRIK~.RYRES?OJ';SIBILITI: TZI'-IPJRARY:Destroy 25 years after 

the date of last action. (NOTE: 'I'ho se files det.ernrined to be of 

possible historical value, those of Hide spread public or Congressional 

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

(NCl-330-76-1,la(2» 

c. An Dlquiry of which DoDaffiliation was not completed due to 

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

OFFICE OF PRHJ1.RYRESPONSIBILITY: TEMroRARY: Destroy 1 year after 

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

d. Iluormation collected on non-DoD affiliated civilians incident 

to the Personnel Security Investigation of an affiliated mernbe r , 

(DIS 5-01) 

OFFICE OF PRIl"lP.RYRESPONSIBILITY: TEl~RARY: Disposition in accordance 

wi.t.h a thru c above, as appropriate. (NCl-330-76-1,lb(9» 

5-7 S?ZCIAIS, CRIBIi~ALn.TV£STIGATIOI':S, SUnVEYS: containing re-MID Files 

ports, st.at.ernent.s , affidavits, correspondence, and information data 

flled as the result of sp0cial investigations as the Secreta17 of Defense 

r.ay direct, and criminal Lnve st.Lgat.Lons end surveys in support of DSA. 

(DIS 5-01) 
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t.:'" t.n , (DIS 5-01) 

0estroy 60 days after 

completion of report. 

5-9	 n:'?c:hj'J..TIOI\ RECE:t:V3DJ.JiiD T??:\SK"!n::'D \i1TiiOUT ?lin7H:b,.i. I1iVZS7IGATION 
~~~lS: .Lrliormation S\jJn.~alT ?.6pOr...-(lsi) and correspondence. (D1S5-01) 

crrrcz OF Firj:r'~4RYRESPOl~SI:aIl.ITY: 7E;-'~?."'~Y: Destroy after 60 o ays , 

10 i 25 t.hru 35, copy of Report of Jnve s t.Lgat Lon , Action Lead Sheet, 

::i:r,fCl.cmation Summar-y Re~.Jrt ami cor-r esponc er.c e retained in the field as 

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

O?tLCE OF PrtI~~~Y RESPO~SIBILITY: 7Ex?oP~Y: Destroy 60 days after 

publication and submission of Lnf'o rmat.Lon, 

no t.e s pel'taining to "specials", criTtJinal arid fraud investigations or
 

s orvey s in suppor-t of DSA. (DIS 5-01)
 

Gr'YICE OF Ff?H!.ARYRESK,NS1BILITY: TE;-'~~~Y: Destroy after j year.
 

5-l2	 D:;:;FE.~SEC~'iTi1.ALlim;;:;);: OF Tl\TVESTLGATIONS(iJC:II): Cornpos ed of locator 

references to investigations cOJ",GUCt80by or for DoD investigative 

org.an.i.z.a t.Lons and retained by -t,}-,em. (DIS 5-01) 

G?FICE Or PRlV.Any RESPJ~SIBILIT:: 7~'U:\)il..;.ny: Dest.r-oy when no lon,ser 



·.
 

OF:t'ICEOF PRI~{l,?Y!:-'::S?O;~S:;':3ILITY: Destroy LyTL~·2":!I:.:'-..i\.Y: rtor.t.h

history tapes after 2 yecTS. Destroy L~F (lead assigo.ment) records 

OL1e y ear after .. of field Le ads , (DIS 5-04)cor,rp Le t Lon 

5-:;"6. ]\4T"LO:';AL.sGS?'iCY U5E COrnROL SYS'Ic·rGi.f~SL: Case .ent; reports . r ene ge.....

and statistics for KAC-ty?e iL1vestigations being conducted by DIS. 

OFFICE OF PRI~~l,YS F~SPO~SIBILITY: TL~20&~: D2strcy BOnthly 

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

5-15. DCII DISCLOSu~ ACCOL~TING SYSTeM CDDAS): Records of disclosures 

r.a de of DCII records outside the DoD in coupliance v i t.h the Privacy
 

Ac t; of 1974.
 

OfFICE OF ?RI~L~Y RESPO~SIBILITY: Te}20~Y: Destroy after 5 years or
 

the life of the disclosed DCII entry, whjchever is longer. (DIS 5~01)
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P.. r cfLec t t.ng managc.r LaI control and formulation of policies 2ECs.co rds 
,)rw_e,hn:es r;OvenL~n2~ cla:':f;lfiec1 'Informat.Lon; personnel, physical, and 
l:C'Cl)Llent s ecurt. t.y ; s.e cu '-1l:y o r.Lencat.Lon and trainIng; the indus t rf.a.l. security
l'i,J:.:;cam; End .. control of cLas sLf.led Ln forma tLon , s a.f.=+ec:;;dnr~ and 

_~:2...~!CY f".JJ:!:;tl!'fIJ~0_ RECOPPS: Files re.flectlne the Eormu LorLon and 
(';; of pol l cy, planning, and procedural d eveLopman tsl:.'101isl"-i112nt

governing S2CU:::jty m.:ltteLS.
 

a. OF7IC~ OF P8H'k\RY RES~ONSIBILITY: TEHPOR,'l.RY:De.stroy when 
s upe cseded , obsolete, or PO Longer ne edcd, 

b. OTHER OFFICES: TEHPORA...~Y:Destroy when superseded or rescinded. 

6-2.	 DOCIT'ITNTSEGGRITY: General administration of the security 
classification program, c18s~ification guides, regarding instructions 
and the ~easures required to safegu3.rd classified information. 

OFFICE OF PRU1ARY RESPONSIBILITY: TEHPORARY: Destroy when no 
longer required. 

6-3.	 CLASSIFIED DOCU1:1ENTRECEIPT FILES: Forms reflecting the issue and 
receipt of classified documents. 

ALL OFFICES: TEMPOP~4RY: Cutoff 31 Dec; hold 2 years; destroy, 
except: when used for control and accountability. Place in Lnac tLve 
file when related documents are destroyed, downgraded, declassified, 
or transferred from custody; cutorf 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 PRIHARY RESPONSIBILITY: TEMPORARY: Destroy 2 years after 
related document is destroyed, downgraded~ or transferred. NOTE: 
Care 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 P.ESPONSIBILITY: TEMPORARY: Destroy 2 years after 
relnLcd TOP SECPET document is destroyed, downgraded, or transfe~red. 
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6-6.	 TO~'._SE_\:r0iT F-Uer: ac curuuLat ed in co nne c tLon v i t.hT:J:cTL:TO~~~y'~CORDS:
 
inv..;·ltory of TC'? SECt-J~Tdo cutaen t s •
 

.9_£FIC_~~f-.!'BIH/1..;~_.B.-).~_r.Q~i.3~~1l=1IT"(:TEH?ORARY: DesLx:':JY 2 ye ar s aft:e1.· 
c0~pletion of i~v0ntory. 

6-7.	 'FHE RJ':CURD }'"~Vn::~i: Records whi.ch insure that TOP SECl~ETdo cuments 
are revie~ved annually under uirectives gove rrrf.ng downgr ad Lng, 

Ol~FIC~.OF!,~~L\RY REfi..~..22~S TE~J.?ORlcRY:Dest TOYIBILITY: iI:'lTLcd-;_dte~_y 
af t.e r dO("l1L:el:1."L has b een redesignated, des t roye d , t rans fe r r ed , dCJ1;,;n-
graced, dec1nbsifi~d, or retired. 

6-8.	 CERTIFICATESOJ:' DESTRUCTIONFOR CLASSIFIED I·i<\r:2:RIAL: Forms 0:,-"----_.
documentary evidence rl:'flec-::.ing appropriate uestt"uc.tion of 
classified material. 

OfFICE. OF pgJl1.:L.T.\Y RESPONSIBILITY: TEliPOP-ARY:Cutoff 31 Dec; hold 
2 yaars; debtroy. 

6-9.	 ORIEiiTATIONAND TR.UNING: Documen ts reflecting training, security 
orientation, and compliance with security regulations. 

ALL OFFICES: TEMPORARY:Destroy vhen no longer needed. 

6-10.	 EDUCATIONSECURITY: Files r e f Lectd ng general adr.Lnf.s t ra t Lon of the 
m:i 1i tary and ci v:i1ian personnel security programs and the Indus trial 
Security Program. 

OFFICE OF PR!HARYRESPONSIBILITY: TENPORARY: Transfer to FRC after 
file becomes inactive; hold 15 years; destroy. 

6-11.	 PHYSICALSECURITY: Files reflecting general administration of a program 
of controls over the physical security of buildings, areas, docu~ent 
containers, security equipment) alarm sys t ems, the DIS badge sys cem, 
guard service, and similar matters. (DIS If-02) 

ALL OFFICES: TEMPORARY:Destroy "'hen no longer requ.ired. 

6-12.	 SECURITY CHECK RECORDS: Fo rms reflecting security checkout desks, 
safes, offices, rooms, vaults, or similar areas. 

ALL OFFICES: TEMPOR..I\R.Y: Upon completion of fill-i.n data, all 
~h;2~lists will be retained i0r 90 days after last entry, unless 
needed in connect Lon with DO. investigation. 

6-13.	 SFCURITY VJOLA!IONS: Documents and co r r es pondence pertaining to 
-all e~ed -s;curi-tY vi'olatior13, unau tho r i.zed di vul gerice of CL1SS i£.~~d 
Lnfo-rna t Lon, results of f Iuclf.ugs , and final corrective act Lon t aken , 
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o.rJ.!~~i'.~=-T!'-'.i.~.1t2I~~\C;PON:~~~L!],Y: TEHf'ORAI~l: Destroy 2 y car s 
a I t ar co-np I et i ori of f i na L r.o rrec t i vc or disc .ip.liua ry de r ion , 
c xc cp ; those r. La ssLf Lcd as felonies \'7hlchs.hou ld be k.cp t p_'llaa-
ncn t l y . 

6-14.	 SfCCRITY INSPECTIONS AND SURVEYS: r i Le s pe rt a i.ni.ng to Ln sp actiou s 
and sur~~ys of vIS areas. 

ALL O~'FICES: TEHPORARY: Dispose of 1 year aEter Einal corrective 
actl0ns have been taken. 

6-15.	 SECURITY CASE FILES: Copies of reports, statements, affidavits,
correspundence, and informatlonal data concerning DIS activities. 
(DIS 6-01) 

OFFlSE	 OF PRUIARY RESl'ON_SIE1LTTY: TEHPOHARY: Destroy l year 
aEter termination oE asslgnment to D(S. 

6-16.	 INDIVIDUAL IDENTIFICATION RECORDS: Documents relating to the 
request, authorization, .issue/receipt/surrender, and ~ccountability
records pertaining to identification badges, cards, and passes.
(DIS 4-02) 

OFFICE	 OF PRIMARY RESPONSIBILITY: TEHPORAJ{y: 

a. Destroy 1 year after obs91ete 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.	 AUTHORITY TO ISSUE BADGES AND CREDENTIALS: Rosters of special
investigators course/classes, letters of authorization Eor reser-
vists, and related correspondence. 

OFFICE	 OF PRIHARY RESPONSIBILI1 {: TErIPORARY: Destroy when purpose 
hdS been serveJ, or after 1 year, whichever is sooner. 

6-18.	 BADGES, CRFDENTIALS, RECEIPTS, AND INSPECTION R~CORDS: Cr-ed en t La Ls . 
(DIS 4-02) 

OFFICE	 OF PRIMc,\RYRESPONS fElL ITY: Tm!PORARY: Destroy wh en supe r-: 
secled,	 or 6 months after cancellation. 
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7 - LGGISTICS 

,', es e	 records r el a t;e to all aspect;s concerrit ng suppLf.es , equipment, facilities, 
: "-di.:spurt.-=tt:icn, ar.d s afe cy Lor DIS. Files Lde c t.Lf Led he-rein relate to 
;~:;::on"Lem2;lt, receipt, storage, issue, disposition, 1il:linte0..3.llce) ser vLcca , arid 
,lC('Cl,''clf:db:Uity of 'ill ry pes or supplies, space, and equ Lpcient ; t rans por t at Lon 
,':at ters ; and the I1-',S Safety Pro gcam. 

7-1.	 POLICY 1'::~1D FIl.ES: Documents and related cor r es pondenc e PLLUr.nNG and 
instructions which provide guidance and direction for all aspects of 

')the proc.urement activity within the agency. 

"JvJ.,. 'ca.{' OFFICE Oe' PRIM;\..l~YRESI>ONSiEILITY: TENPOHARY:Hold 1 year afterV' J~'	 !f a. 
-;;Z\:ision;tra~sfeJto FRC; ue""St:Coyafter 10 years. f{) 

b.	 OTHEROF:nCES: TE"HPORARY:Destroy when superseded or rescinded. 

7-2.	 CONTRACTFILES: Contracts, agreements, and correspondence with other 
goven';~2nt sources and. civilian contractors that provide adrnf.nLst t-a+ 
ti ve , t echnl.ce L, or scienti tic support. Inc.1udes records of LrapLenen+ 
tation, contract development, Inachine purchases, leases, maintenance, 
substantive raonitorship, bids, pr opos aLs, technical guf dance , contrac.t 
amendments, studies, reports and correspondence related thereto, con-
stituting a complete contract file. 

a.	 Of::?ICEOF PRIMARYRESPONSIBILITY: Tfu'1POR/l.RY:Transfer[to FRC 1 
year after file becomes inactive; destroy after 10 years. 

b.	 OTHERCOPIES: TEl-'IPOR..T\Ki:Destroy when no longer needed. 

7-3.	 TECHNICALREFERENCEFILES: Copies of A&E technical reference books, 
technical and trade journals, studies of other government agency 
building construction pro j ect s , specifications, drawings, photographs, 
slides and cost data of other jobs, sample survey forms, brochures, 
catalogs, and related data. 

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

7-4.	 LOGISTICALPw\NNINGFILES: Records relating to the allocation, 
utIlization, and release of office space under DIS control; u tLl.LtLe s , 
equir:.1::.ent, su?.?lies, services, and other logistical support activities, 
including nilitary construction projects. 

a. OFFICE OF PRINARYnESpm~SIBILITY: TENPORARY:Hold 2 years after 
completion of proiect and destroy. 

b.	 OTH~R~~~~CES: TE}WORARY:Destroy when no longer needed for 
r ef er eucc. 
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:\Ci-,HIll. r; t" c<'.t ive Serv L ces Rcq ues t s and Hili tary Tn t e rd ap a r t.muutal 
SCI vice R~quests with related documEnts. Contains copies of 
r r q u.l s Lt Lons , s erv Lce or m.it e r LaI r e q ue s t s , and s h Lpmen t. orders 
j o : stocks and mat e r LaL, maLnt cuan ce , 3nd/or rentals of 
cl{uipmcnt with supporti.ng correspondence. 

a. 
3() 

OFFICE OF PREL,\RY RESPONSIBILITY: 
S2)'; hold 2 years after completion; 

TH1PORAR'r:: 
destroy. 

Cutoff 

b. OTHER OFFICES: THLPORARY: Des t r oy when a c t Lon is completed. 

7-6. EQIHPHENT ACCOL"N1'ABll,ITYl3-ECO!::J)S: Records, 
or mechan Lca Ll y , whi ch consist of periodic 

generated 
listings 

manually 
and reports. 

ALL OFFICES: TEHPORARY: 
no longer needed. 

Destroy ~'7hen superseded, obsolete, or 

7-7. STOCK ){ECORD3ADJUSTHENTAPPROVALSAND!REPORTSOF SURVEY: 
Doc urien t s such as inventory adjustment reports and reports of 
survey malntain~d by the reviewing or approving office· 
reflectln~ the circumstances concerning the loss, serviceability, 
or destructlon of property, and serving to determine pecuniary 
other responsibility for the absence or condition of articles. 

or 

OFFICE OF PRIHARY RESPONSIBILITY: 
after last action. 

TEHPORARY: Destroy 3 years 

7-8. SUPPLY REGISTER: A record 
expendable and nonexpendable 

of all supply 
property_ 

transactions for 

7-9. 

ALL OFFICES: TEHPORARY: Cutoff 30 Sep; destroy when 
needed for reference. 

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

no longer 

maintained 

ALL OFFICES: 
reference. 

TE}WORARY: Destroy when no longer needed for 

- 7-10. GR~PH"~CHAST~RJILES: 
charts, maps, posters, 
for DIS use, including 

Case files of all 
and illustrations 
the request form 

graphic material such as 
designed and produced 

and related correspondence. 

OFF1CE OF PRIMARY RES:?ONSIBILITY: 
superseded or obsolete. 

TEr1PORARY: Destroy when 
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l::~~~~~!2.lJC'Q_ONBl~S (1t-~TE:~iALt: Printing r eq rri s Lt Lons for tr~ 

'c~;)T()duc ~i"'n of pub LLcat Lons arid o t.her pr I n t.ed ma ter LaLs 11':1 u :~2.n;; 
:- . t'_.o.o·}!:s for s e r v f ce s pe r fo rmed through Lnhous e r ep roduct Lor, 
1......1:. l LltLe s , 

_l?nT~E OF p!U:~~y IJ~.§R9~~~II\II~TY: ·CEHPORAll.Y: Cutoff 31 De.::; 
lioLd 1 year; das t roy , 

~J::P:?'C'!'pL'('::-.LIO;-~~f~~ES(t:XTElmtu..2..: Printing requisi tions submit ten 
to the Defense J-'C'-lrltiub Office, Defense Printing Service, and 
Cove rnment; Printing Office for reproduction of fo r.ms, pub Ll c at.Lons , 
-':1t'.0 other pzti nt ed mateti2ls w-hen requests exceed the capabLl.Lt.Les 
o l Lnhours e r'ep rc-ductLon fnc:Lli ties. 

o f.'FleE OF PHIMARYRESPOl',SIBILITi: TEJ.'fPORlL"RY: Hold 1 year a f ter 
c.n'l~'letion of job; destroy. 

.!NTERS:FRVI~_~_S_:(]PP()R:C ACBEE.£!ENTS Formal with(ISSA): agreements, 
any modif:I c.rt.i.ons ; memorandums of understanding, as required; 
reports and r e.lat ed documents conce rrri.ng services rende:ced and 
assignment of real property and facilities to tenant and a ttached 
vults wh Lch document arrangements b etween host and tenant activities 
to provi de COmIQ0l1. support services. 

OFFICE OF PJUNli.RY : 1yearRt:SPONSIBILITY: TEMPORARYDestroy 
after agree~ent is superseded or terminated. 

r 

TRA.'iSPOR'!'A'l1:'.J~T pertaining to the overnll aspectsRECORDS: Files 
of providiu3 tr~nsportation service liaison and negotiations with 
other officials representing transportation interests. 

OFFICE OF PRIMARYRESPONSIBILITY: TEHPORARY:Destroy when 
superseded, obsolete, or no longer needed. 

HOVENDTT 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 COPIES: TENPORARY:Cutoff 31OFFICE MEHORMIDUM Dec; 
destroy after 4 years. Transfer to FRC if volume warrants. 

b. BILLS OF LADING REGISTERS: T£.l.D?ORARY:Des troy 4 years after 
final entry on register. 

c. ALL 
yea r , 

0 THE II. COPI ES : TE}-1PORA'RY : Cutoff 31 Dec; destroy after 1 

MOV~l~rl~OF PEYSONNEL:Passenger 
to r~in~urseme~ts to individuals. 

transportation 
Consi.sts of 

records 
copies of 

pertaining 
travel 

or de r s , per diem vouchers, transportation requests, hot.eL re se rvat Lons , 
and all supporting papers r oLcting to 0 ffiLi a.L travel 0 I n,j Htal), and 
ct vt.L1.<1f1. employees) and dependen ts authorized by law to t r aval.. 
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a. TRAvF.T_:u::::U;i~ST?_ATrVE unrr 
area; des croy after 4 y ea.cs , 

COPn~s: TEHPORARY: Hold in cur r-aat, 

b. OBI IGATION COPIES: 
obl::"g2.ted. 

T2r,170RA!'.Y: Des LT0,,! ''''~1'''l1 f un-Is .::A'i--C 

c. ALI. OTIIE:rZ COPIES: TEKPORARY: Destroy after 1 year. 

7-17. TRAES~ORTATION..9T<FICE~ LISTS: DOCUl<12ili:S relating 
appo In traent; of transportation officers and agents. 

to t.he 
(DIS 6.--02) 

OFFICE OF PRIHARY RESPONSIBILITY: 
supe rae ded , obsolete, or no Longer 

TE1PORA.RY: 
needed. 

Destroy when 

7-18. LOCJ.L TEA.NSPORTATIONRECORDS: Correspondence pertaining to 
ar r.angi ng and provitling fMlocal t ranspo r ta t Lcn of agency personnel 
~Yithin or between local military installations and activities. 

OFFICE OF PRIMARYP.ESPONSnHLITY: 
hold 1 year; destroy. 

TENPORARY: Cutoff 31 Dec; 

7-19. VEHICLE PARKING: 
issuing of parking 

Documents 
permits. 

relating to the applications and 

OFFICE OF P1HNA ...'R.Y r..FSPONSIBILITY: 
superseded, obsolete, or no longer 

TLHPORARY: Destroy 
needed. 

when 

7-20. AUTOMOTIVE}UUNTENANCEFILES: Correspondence and 
pertaining to the servicing, maintenance, repair, 
automotive equipment. 

reports 
and overhaul of all 

a. OFFICE OF PRINARYRESPONSIBILITY: TEMPORARY: Tri.msfer 
FRC after 3 years; destroy after 7 years. 

to the 

b. OTHE~OFFICES: 
after IG Inspection, 
maintained the life 

TE}frORAFX: District 
EXCEPT maintenance 

of the vehicle. 

and below destroy 
records which will 

1 year 
be 

7-21. LEASEDHOUSINGRECORDS: Records reflecting 
relati';e to family housing and quarters, 
property lease. 

DIS property require~~nts 
including a copy of the 

OFFICE OF PRIHARYRESPONSIBILITY: 
lease t.erml.nat.e s or is cance Ll.ed, 

TEHPORARY: Destroy 3 years after 

7-22. SAFErl: Reports, 
correspondence. 

studies, case files, logs, OSHA, etc., and related 

a. OfF~S~_ OF rl:.-£HAEY Rf§~9.?TS1~lLI'n: TEP!PORiI.R.Y:Destroy 
years> or vhon EO 10'6r_,:-ne sded , v;h1c11e1121: i::> so one r , 

a f te r 5 

b. OTHt~.R o C}'"ICES: THG?ORARY: Des t roy when no Lorige r 
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