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REQUEST FOR hECOa DISPOSITION AUTHORITY LEAGE BU¥N,
(See Instru.civns on reverse) 108 NO : B

S NCi-44.-%6 -1

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 26408 DATE RECEIVED
1 FROM (AGENCY OR ESTABLISHMENT) APR 13 %76
DEFENSE INVESTIGATIVE SERVICE NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION - (1905 33032 te d |
In accordance with the provisions o a the disposal re

LOGISTICS AND SERVICES DIRECTORATE quest, mcluding amendments, is approved except for items that may

3 MINOR SUBDIVISION be stamped “‘disposal not approved” or “withdrawn™ in cofumn 10

ADMINISTRATION DIVISION ~

4 NAME OF PERSON WITH WHOM TO CONFER 5§ TEL EXT
/[-22-76
MRS . NORMA STAPLESON 693_5012/13 Duaute Archnne of the United States

6 CERTIFICATE OF AGENCY REPRESENTATIVE '

| hereby certify that | am authorized to act for this agency i 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

this agency or will not be needed after the retention periods specified.
] A Request for immediate disposal.

% for disposal after a specified period of time or request for permanent

retenyion. o/
C DATE\ D ATURE 2F AGENCY R NTATIVE x’/ TITLE
7 Apr 76 f”-/c—n/ p W CHIEF, ADMINISTRATION DIVISION
7 / 8 DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN

SEE ATTACHED DISPOSITION SCHEDULE

NS G HD  eneluitints  ALlf o |
et Chcgle cucZl g0 gl
115_107 &P"’t M A/C (,(_)19“}’_'/\]6 O\O E;iggfi‘gégzgzzr:;mces

Admimistration
FPMR (41 CFR) 101-11 4




1 - OFFICE ADMINISTRATTON

This sariesn relates .« general office administration and administrative
svpoort furctions. 1t includes office reference files and files relating
Lo comaunications, mail, and systems.

1-1. FILES tATNTENANCE AND DISPOSITION FORMS (DIS FORM 57): Tiles
Maintenance and Disposition Plan and reluted papers pertaining
¢ Lhely preparation and revision.

ALL OFFI1CES: TEMPORARY: Destroy when superseded, obsolete, or

no longer needed.

— 1-2. POLICY AND PRECEDENT PILES: Copies of documents reflecting the
establ Ltshment of internal policy or precedents pertinent to
crrrent and future procedures within the offace. These files
are naintaiued at the operating level. Original or official
racnrd copies will not be placed in this file.

ALL OFFICES: TEMPORARY: Destroy when superseded or obsolete.

1-3. SUSPELSZ FILES: Papers arranged in chronological order as a
reninder 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: 'TUEMPORARY: Destroy on the date under which
"suspended if all 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 OFFTCES: TEMPORARY: Destroy when 1 year old. Earlier

destruction is authorized.

1-5. TRANSITORY FILES: Correspondence, messazges, 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.

NOTE: To the maximum extent practicable, transitory papers should
be destroyed without filing. File only when needed for more than
30 days.

ALL OFFICES: TEMPORARY: Destroy after 90 days. Earlicr destruction
is authorized.
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1-6.

— 1-10.

—~ 1-11.
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DLLYGAT fOMS/DESIENS, [ TONS OF AUTHORITY AND ADDITICNAL DUTY ASSIGNIENTS:
Corvessoudence, forms, orders, other documents delegating ovr agcsignlng
dui tes and respensibilities to personnel such as signature cavds or
aseizr nrs as fire wardens, building custodians, supply represcatative,
ity officers, and swilar additional duty assignments. (DIS 4-02)

Sy

ALL OFF1CES: TEMPORARY: Destroy when revoked, superseded, or obsoleote.
CENERAL CORRESPONDENCR: Letters, indorsements, memoranda, reports,

and related data and attachments involving a variety of subjects
(MOT_APPROPRIATE FOR FTLING WITH OTIUER RECORDS SERIES).

a. Documents created or received by any office which has DIS-wide
policy-making or program—-monitoring responsibilities.

ALL, OFFICES: TERMANENT: Retire to FRC after 5 years; offer to the
National Archives when 30 years old (in 5-ycar increments).

b. Documents created by any office not covered in a, above.
ALL OFFICES: TEMPORARY: Destroy after 1 year.

WORKING FILES: Includes rough drafts, notes, aund materials
accumulated in the development of a final product.

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

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
ideptification and disposition purposes only.

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

INFORMATION BULLETINS: Announcements, notices, temporary instructions,
or temporary directive material of no permanent reference value.

a. OFTICE OF PRTMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec:
destroy after 1 year, (Data decmed of historical value will be reported
to the DIS Historian to be included in the DIS History. See item 2-28)

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

TECHNICAL REFERENCE MATERIAL: Copies of motion pictures, sound
recordings, still photographs, maps, graphic, brochures, and similar
materials maintained for reference purposes.
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1-13.

1-16.

1-17.

Y

t ~ .

L3 !
ALL OY¥¥YICES: TEMPORARY: Destroy vhen supcrseded or obsolete.

FRCEPTION: Return accountable or reusable material to the source
ci supply.

MTTTEES, CONFERENCES, AND MEETINGS: Copies of documents pertaining

to office participation i or associati ith, committees, conferences,
maeatings, and related activities. Tncludes correspondence such as

notices of meetings, agenda, notes taken during meetings, and information
of a general nature.

ALL OFFICES: TEMPORARY: Cutoff 31 Dec; destroy after 1 year, or when

pirpose has been served.

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

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

DIRECTOR'S CORRESPONDENCE FILE: Copies of all mission correspondence

signed in the offices of the Director, Deputy Director or Executive.
a. OFFICE OF PRIMARY RiSPONSIBILITY: : Cutoff 31 Dec; hold

. 3 years; transfer to FRC; destroy after 5 years. ];ZﬁEQML 74; 2T
, e bl RF  emea xLAl, ‘
b. OTHER OFFICLS: TEMPORARY: Destroy when no longer needed. {

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

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

TULEPHONE 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: TEMPORARY: Cutoff 31 Dec; destory
after 1 year.

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

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

POSTAL AND MATL SERVICE: Documents and correspondence relating to

postal and mail service functions.

Al-3
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CVUT{ L OF PRIMARY RVSPONSIBILTITY: TEMPORARG: Cutoff 310 Dec; ‘destroy
after 2 yecars, .+ no longer required for reference.
POSTAL DITL.CTORY: Documents utiliced in maintaining a locator sysiem

to facalizaice dolivery of marl to aindividuzls, such as locator cards,
copies cf asgignment and transfer orders, and similar documents. (DLS 1-02)

OFFICE OF PRIMARY RESPOMSIBILITY: TEMPORARY: Place in inactive file

upan aeparvture of the individual; destroy after 1 year. Posting media
ray be destroyed when posting is completed.

MATIL CONTROL: Documents relating to the control of incoming and outgoing
mail, includicg rcuting forms, delivery receipts, records of messenger
trips, and similar documents. EXCLUDED are documents receipting for or
controlling classified mai1l and registered, certified, and insured mail.

QFTICT. OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 3 months.

REGISTERED, CFRTIFIED, AND NUMBERED INSURED MAIL RECORDS:

Documents relating to the handling, accounting, and receipting for mail
of this type.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Retain in current files

area; destroy after 2 years.

COURIER RECEIPT FILES: Receipts for Armed Services Courier pouches

and packages.

QFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dce; destroy

after 2 years.

STATISTICAL REPORTS FILE: Copies of reports reflecting the postage

used on outgoing mail, including special delivery, registered, ccrtified,
foreign, parcel post, and airmail.

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

OFFICIAL PENALTY MATIL REPORTS: Copies of reports and related papers
pertaining to official penalty mail.

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

PRODUCTION REPORTS: Reports on mail handled and work performed.

OFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; destroy

after 1 year.

ADDRESSOGRAPH PLATES: Plates used for standard mailing distribution lists.

Al-4
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1-30.

1-31.
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S OPVIGE OF T ARY RESPONSIBILITY: TEMPORARY. Destroy sindividual cards

gpon revie oo of dissznination requilrements.

DATA AUTOMAT LON RECORDS : (Plauning Documcnts) Master plau, with
a-nociac:d chares and dravings, supporting data (such as correspondence,
s.udtes, reports, and any other daca that reflect on the data aucomat.ion
actlivity), graphic, narrative, and tabular information relating to the
present and/or planned ADP composition and/or requirements of the data
avtomation activiiy.

QFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY:Transfer to FRC 1 year
after documentis are superseded; destroy alter 5 vears.

SPECIFLC DATA SYSTEMS RECORDS: Requests for establishment of a data
svstem authorizing directives, detailed studies which reflect comparison
of present and proposed systems, cost analysis, equipment requlrements,
tangible benefits, expected savings, priority schedules, system specifi-
cations, logic charts, test runs, design plans, and equipment resources.

OFFICE OF PRIMARY RESPONSTBILITY: TEMPORARY:

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

b. Destroy disapproved systems 1 year after final actions.

SYSTEMS OPERATIONAL. PROCEDURES: Finalized documents containing detailed
cperating procedures for implementation of a specific data system,
including policies, instructions, details of computer technique, logic
charts, input/output document flow data.

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

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.

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 RESPONSIBILITY: TEMPORARY:

a. Destroy approved requests on discontinuance of the program.

b. Destrvoy disapproved requests after 3 months.
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1-34.

1-35.

1-36.

ATfe 1JATTC DAT, PROCESSTHG EOUTPMENT (ADPE) UTTLIZATION: YOrigifial

forms oL cards which equiprent operators have completed fo-
purct »ad APPE or leased ADPL rented on an uwanlaimited use basis.
Diicy doetall creds, 1nternediate suweary decks, relatad magoctic
tog.e fales, ar b rachyne listing crecied from the basic docunents
and used for davly management of operations and accurulation of

data for monthly cost, urilization, and related management surraries.

OFFICE OF PRIMARY RESPONSIDILTTY: TEMPORARY: Destrey after 90
duys, provided any adjustuents to accounts have been made and source
documents are no longer required for resolution of any claim descre-
pancy.

ADPE UTTLIZATION:

a. Magnetic tapes containing detail log data for systems
having internal logs.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 year,
provided 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.

OYFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 year,

provided 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 instai-
lation level.

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

ADPE REQUEST AND ACCOUNTABILITY:., Related documents concerning the
management of ADPE equipment which are original records maintained at
data processing installations.

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

COST INCURRED FOR USE OF ADPE: Contractor's invoices for rental and
other charges incurred for use of ADPE equipment.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; destroy
alter 3 years.

PROGRAM COMMUNICATIONS-FELECTRONICS SUPPORT PROGRAM (PCESP):

a. Communication-Electronics Implementation Plans (CEIP's)
and Amendments (CLIPA's), responsible programming.

Al-6
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OFFLCE OF PRIMARY RESPCJSIBTLTTY: TEMPORARY: Destroy 3 ‘years after
the year 1o which the facility commissioning document is sigi.r

n. Miror and administrative (PCESP) revisions, form rweporis,
PCAM 1i-tings and related data.
CI'TICE OF PRIMARY RESPOWSIBILTTY: TEMPORARY: Destroy 6 months after
related entries appear in PCESP.

OFF (CE OF PRIMARY RESPONSIBILTITY: TEMPORARY:

a. Disapproved CETP's: Destroy 1 year after 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.

PCESP WORKBOOKS:

OFFLCE OF PRIMARY RESPONSIBIIITY: TEMPORARY: Destroy upon receipt
of an updated workbook.

COMMUNICATIONS SERVICE LEASING RECORDS: Acquisition, modification,

or 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 service
order; summary of authorized equipment and services include traffic and
feasibility 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.

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.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Transactions of $10,000

or less, except utility contracts, destroy 3 years after contract 1is
closed. Transaction over $10,000, destroy 6 years after contract is
closed. (NOTE: Tranmsactions 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 - MANAGHUENT AND PLANNING ¥ *

wrooas created in the performance of management and planning fiu ¢ ions,

relate to the planning, programming, standardization, auwd improve-—

mont of manacement functions.

3

-1

~ 2-3.

POLICY: The development and implementation of policy percainiag to
the organization, mission, and functions of the agency, and records
resulting therefrom.

2, OTRICE OF PRIMARY RESPONSIBILITY: PERMANENT: Hold 4 years after

revision; retirve to FRC; offer to the National Archives after—dt—yesrs

unless securtty classification prohibits. AP e fé/ztb
: Al LT

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

or no longer needed.

DoD PROGRAMMING SYSTEM: The methods and procedures for establish- {

roent, maintenance, and revision of the Five-Year Force Structure

and Financial Program, and the internal and external programs

required to carry out the assigned responsibilities of the DoD

General Intelligence functions. e STt PPrmeods lﬁéuéuéy 571/
CrreprecZis go ot sl vleeZo-

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;

hold 5 years; destroy.

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

PROGRAM MANAGEMENT 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. ;7;£4<V S Lo
,(,;/ /éﬁ./&/@ﬂ'/ Piveedtl _f w2 Zd ez /'2,4 =R .

a. QFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY:Transfer to FRC

1 year afcer file becomes inattive; destroy after 5 years.

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

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

OFFICL OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;
hold 1 yecar; destroy.

MANAGEMENT BVALUATION: Studies, analyses, or summaries created
in the comprehensive review ot organizational structure,
operational procedures, performance standards, and problem areas.

a. OFFICE OF PRIMARY RESPONSTRBILITY: PERMANENT: Cut off 31 Dec;
hold 4 years; retire to FRC; offer to the Nationmal Archives after
44 years, unless secuarity classification prohibits.

2o

A2-1 Attachmant 2

—re
~


http:creat.ed

. ’ Y ' ’
LS 2842 . .

N
I
~J

2-8.

2-9.

b. C7HLh OFFTCES:  TEAPORARY: Destroy vhen purpose has bcecen

served

MAHAGEDENT THITOVENMENT: Records which directly contribute to
ti developmant and direction of the DIS managenent improver: at

program, :ncluling basic interpretations, plans, studies, and
SuURmary rcports.

a. OFF<CE OF PRIMARY RESPONSIBITITY: PERMANENT: Cuteff 31 Dec;
hold 4 veoars, rctive to FRC; offer to the National Archives after
&1 years, unlcss secarity classification prohibits.

;0

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

ORCANIZATIONA! PLANNING AND MANPOWER AUTHORLZATION RECORDS:
Organizational and functional charts, personnel charts indicating
grades and ratings, manning documents reflecting the allotment

(increase or deLLLase) of personnel spaces in DIs, with related /bézzaééé

documents Wda‘/ﬂézrzf' ay,&u%x- ,,,W /;zau/oaw

a. QFFICE OF PRIMARY RESPONSIBILITY: PERMANENT: Retire to the
FYRC 4 years after no longer required for current operations; offer
to the National Archives after I} years, unless security classifi-
cation prohibits. ZO

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

MANPOWER STUDIES: Documents created in connection with manpower
surveys and studies covering personnel authorizations, manning

levels, maupower analysis and requ1rements, with related material 460045

/3;22}42%%4“4z4*5¥17? éﬂgéi:f4jg' corlate /2u2¢3¢»zazab/ P I

pZ WP IR A L
a. OFFICE OF PRIMARY RESPOVSIBILITY TEMPORARY: Destroy 5 years

after file becomes inactive.

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

ADMINISTRATIVE PUBLICATIONS: Case filed record sets of DIS stan-
dard publlcatlons (excluding fianished intelligence publications)
such as regulations, manuals, pamphlets, and numbered plans.
Includes a copy of the finished publication, the original manu-
script or coordination draft, a copy of each form prescribed by the

A2-2
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reebhlycation, or.ginal copies of clearance and review summuries,
G redicatyon of where other background material way be locat.d,
ay’ yutas 1 papers pertinent to the editing and dissuance c¢f the
pel Lrectaen.  Record sats of amendments and related background

vat: rial are filed with the basic publication which they chamsze

a. OFFICE OF PRIMARY RESPONSIBLITY: FPERMANENT: Retire to FRC
! year after supersession or revision; offer to the National
Mochives when 30 years old (din 5--year increments).

L. OTHER OFPTCEs: TEWPORARY: Destroy when superseded,
rebuludeﬂ or no longer needed for reference purposes.

2--10. PECIAL ORDERS: Record copies.

Mtﬁ
Opr[FF OF PRIMARY RESPONSIBTLITY: CuLofE 31 Decy
1d 1 year; retire to FRC; effer—to—tin

otz

2L 3 3—f E o P
e oOUTYTATSsS ULU (I o year rreremen

e—Nattomrat—Archives
&)= AQ/JLaQZZ<f/ e ST

P AL

2-11. GENERAL ORDERS: Record copies.

& OFFTICE OF PRIMARY RESPONSIBILITY: PERMAMENT: Cutoff 31 Dec;
hold 1 year; retire to FRC; offer to the National Archives

when 30 years old (in 5-vear increments). Tt o7T¢
L. OTHER OFfices’ ﬂmf’ yesrﬁz writ Sui)’C(LSé.M'J) oL DessLEsT (N
.= DisProSITiIvMm Qorits 6“(:7)
2-12, TRAVEL ORDERS: Record copies.

TS

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

2-13. BACKGROUND MATERIAL TO SPECIAL ORDERS: Letter requests for orders,
anendnents, etc., including justification files on special
authorization when required by orders publishing activity.

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

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

N

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

2-15. RECORDS MANAGEMENT: 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 OYFICES: TEMPORARY: Destroy when no longer needed.
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2—17 .

2-18.

2-19.

RECORDS I [REMENT AND / OR TRANSFER: Co, .es of Kepordé Transmittal
and Receipt (SF 135) and related correspondence reflectiﬁg_the
retirement of records to FRC, transfer within DIS or other agencies,
maintained for reference in future requests for service.

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years
after records listed thereon have been destroyed, offered to the
National Archives, or permanently transferred to anothex 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: Destroy 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.
NUMERICAL FORMS FILE:

a. Record sets of all forms devised by DIS.

OFFICE OF PRIMARY RESPONSIBILITY: Hold 1 year after discontinuance

or obsolescence; transfer to FRC; offer to National Archives 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 coordination
copy of officé forms or form letters maintained by the approving
authority. Files contain a' copy of each request for approval, and
revisioné or*reprints thereof, copies of reproduction requisitions,
specifications, one copy of each approved edition of the form, and -
correspondence relating to the directive governing form usage.

OFFICE OF PRIMARY RESPONSIBIIITY: TEMPORARY: Hold 1 vear after
discontinuance or obsolescence; transfer to FRC; destrov when 20
vears old.
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2-24.
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EQEQ}CAT!Qﬁ]ﬁg@ﬁiwﬂﬁQUISITIONS AND REQUIRDHENT»:  Formu f otherw
docunern s, and related correspondence uéézlfam;equlqitLon or
zatablyy 1equirtcments for publicatrions/forims. Btoci. rocord cavds,
reorier warkers, ilnvenlovy control recovas, distribution record
carde, and similar control media used to reflect the status of
ronaceounitable publications/ forms.

{YFICE OF PRIMAKRY RESPONSIBILITY: TEMPORARY: Destroy when
swpersedod, ob-nlete, worn out and replaced, or when no longer
needed, whichever is applicable.

ACCOUNTARLE FORIIS DISTRIBUTION: Stock record cards, reorder
narkars, Lnventory control records, distribution record cards,
and similar control media, used to reflect status of accountable

forms.

OFFICE OF PRIMNARY RESPONSIBILITY: TEMPORARY: Destroy 2 years
after removal fiom thae active file.

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

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

b. OTIER OFFICES: Destroy 2 years 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 attached to or maintained with accountability records,
apply the same disposition.)

CORRESPONDENCE MANAGEMENT: Correspondence reflecting the applica-
tion of management techniques to correspondence practices to
increase efficiency, improve quality, and reduce costs.

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

REPORTS CONTROL T'ILES: Case files on reports created, canceled
or superseaded, and containing evidence of their existence and/or
thelr discontinuance. 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.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years
after report is discontinued.

L) ¢1:/
STATISTICAL DATA: Records pertaining tostatistical and related
data or thoe operations and activities of the DIS and to the 47’/

clearance of statistical data prior to release. ‘9244‘Zv /3 é¢z3?zang
//62442494Zauauzzf TRz A 4242&35%5'“’ ik A2t
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,'2*26.

— 2*‘?. /7
2-28.
2-29.

= 2-30

Py O, TCY., OF PRTHARY RESPONSIBILITY: TENTOSARY: Cutoff 31'Dec;
bold 4 vaars: Jestroy.

| OLyLR OFFi-"'S: TEMPORARY: Cutoff 31 Dec; held 1 year; destroy.
YG INEPLOTIONS:  Bocuwents relating to the planning and condudcting

of inspuctions performed by DIS, and by other authorized agencics.

OFFTCE OF PRIMARY RESPONSIBILTTY: TEMPORARY: Destroy after pra-
gramming the next year's inspection coverase.

RETORTS OF 1G THSPECTTON: Records created as a result of inspec-
ticne and investigations conducted or directed by the Office of
the Inspector General, including record of action taken and
supporting papers.

¥ OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;
ter 3 years, or after next inspection if sooner.

a. 'FIC
ﬂ‘atruy af

b. OTHER OFFTCES: TEMPORARY: Cutoff 31 Dec; hold 1 year; destroy.

DTS HTISTORICAL PROGRAM DOCUMENTATION: Narrative histories, mono-
graphs, studies, and reports with supporting documents prepared,
compiled, or collected for DIS Historical Program.

OFFTCE OF PRIMARY RESPONSIBILITY: PERMANENT. Retire to FRC when
1o longer vequired for current reference; offer to the National

Archives 3%31‘——5 years.&'{/'
& R

HISTORICAL PROGRAM SOURCE DOCUMENTS: Subsidiary (or 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.

AIL OFFICES: TEMPORARY: Destroy when no longer needed.

INFORMATION RELEASES:

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

OFFICE OF PRIMARY RESPONSIBILITY: PERMANENT: Cutoff 31 Dec; hold 1
year; retire to FRC; offer to the National Archives whenzﬁbyears old.

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

ALL OTFICES: TEMPORARY: Destroy when no longer needed.
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2-32.

2-33.
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WARTTME 4., EMERGENCY PLANS: Vartime aud Emevgency Plans, opervations
;jdnb and E:ders, augrentation plans, continulty of operat:ions plans,
and similar media with esscutial source material providing guid:znce
and requirenentc Lo support wactim2 and emergency planning, includiug
background material.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when related
plan or order becomes superseded or obsolcce.

ADMINISTRATIVE REPORTS: Administrative inquiries and investigations,
reports, and supporting documents relating to matter adversely
affecting the discipline, efficiency, morale, or welfare of orgauni-
zations or personnel. (DIS 4-02)

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

COMPTAINTS :

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

OFFICE OF PRIMARY RESPONSIBILTTY: TEMPORARY: Destroy 2 years
after last entry.

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

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

PRIVACY AND FREEDOM OF TNFORMATION REQUEST RECORDS: (DIS 1-01)

PENDING

DISCLOSURE ACCOUNTING RECORDS:

PENDING
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3 — LTINANCE AND BUDGET

I2ecords pevtaining to Lhe performance of budgeting, accounting, and
financial wanagement functions.

3-1.

s){‘ !
l‘w6

[/
§

3-2.

3-3.

ecting the establishment of policy and
accounting and financial operations.

POITCY:  Records refi
Drocedures governing

a. OFFICE OF PRIMARY RESPONSIBILITY: TTMPORARY: Cutoff
3N September; hold 5 years; destroy.

b. OTHER OFFICES: TEMPORARY: Destroy when superseded ov
obsolete.

ACCOUNTING RECORDS: Records pertaining to the financial

transactions of ths DIS and which reflect the results-of
accounting operations and the official financial position of the
agency. They include copies of budget authorizations,

advices of allotment, and applicable documents recording the
commitiments, obligations, and expenditures of agency funds.;

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff
30 September; hold 4 years; destroy.

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

ACCOUNTING SYSTEM RECORDS: Documents which support the manual

or mechanized recording of commitments, obligations, allocations,
allotments, and accrued expenditures paid and unpaid.

a. OFFICE OF PRIMARY RESPONSTIBILITY: 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) TFinancial 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, purchase
ordsvs, receiving reports, TR's, BL's, and travel orders -
desttoy four years after I'Y to which they pertain, except
successor "M" accounts which will be destroved 4 years after
liquidation.

Attachnent 3



3-4.

3-5.

/71

(&% CAQ or Defense Audits: Denorts taken Lo any exceptions -~
rotoin until all exceptions are cleared; destroy.

( » Disbursing Agent/Lindted vepository Records: Appointrent
croers turn—-te vouchers, check stubs, cancelled checks, cash
Lin ters and roports — destroy 4 years after the FY to

whiich tuary pertain.

(8) Cancelled commitments/ obligations: Unobligated
commitments and undelivered orders outstanding - destroy 1
yvear after cancellation.

(77 Accuunts Receivable Records: Ledgers, collection
vodachers and supporting documents - destroy 4 years after
clese of FY to which they pertain.

(10) Manual Control and Distribution Ledgers - destroy
4 years after FY to which 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.

CONTINGENCY EXPENDITURE RECORDS: Records which support contingency
expenditures made by the DIS. Vouchers and subvouchers for
confidential funds, supporting documents, and related correspondernce.

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

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. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep ;
hold 5 years ; destroy.

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

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

3-6.

BUDGET (GENERAL): Documents relating to the administration of budget
matters which, due to their general nature, cannot be logically filed
elsevhere.
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ALT, OF” ES: TEMPORARY: Destroy when . .erseded, _ ¢b.olste, no
leonger _leded for veference, o:r after 3 years, as appropriate.

BUDCLLY POLICTES AND PROCEDURESR:  (Correspondence and oth v

G LOUICHLS showing ageucyybolJCj and procedvres governing hudset
cimipistration eud reflecting policy decusions affectir:
croonditures for agency programs; analyses and interpreincions of
Lreceoutin 2 Orders; statuites; 05D, OB, and other azcency poelicies,
resulations, 1nstyrucitions, corvespondence, reporvts, and rcelated
docurents which affect budgetary vesponsibilitics.

- P_C - A7) fl""}'
a. QUPICE OF PRINARY WESPONSIBILITY: 12%&&&:%%&: Cutoft 30 Sep g
hold 5 vears; sesmeeyv 7/ et 5 AT /;pé/ RredZ
b. OTUER OFFICES: TEM ARY: Destroy when superseded, ohsolete,
0 no longer needed.

BUDCET ESTIMATES: Official record copy of budget estimatoes

submitted to higher authority.

OFiFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Ser ; hold
5 years; destroy.

UDCET PROGRAM DATA: Documents accumulated in support of preparation

3-9.

3-10.

and submission of budget estimates.

BUNDGET PROGRAM DATA (GIENERAL): Documents relating to the administra-
tion of budget program data matters which, due to their general nature,
cannot be logically filed elsewhere.

OFFICE QOF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when super-
seded, ohsolete, no longer needed for reference, or after 3 years,
as appropriate.

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

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when super-—
seded, obsclete, no longer needed for reference, or after 3 years,
as appropriate.

WORKI.OAD AND PERFORMANCE: Documents relating to workload factors,
output measurement, audit workload and performance reports, audit
cognizance 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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BUDGET TOR IULATTON AND REVIEW: Documents relating to the formulation,
and review by higher authority, of the DIS budget.

3-12. ROUDGET FORMULATION AND REVIEW (GENERAL): Documenvs relating to
the administration ol budget formulation and review matters
vhieh, duc to their general nature, cannot be logically filed
visewhere.

Qi FICE O PRTMARY RESFONSIBILITY: TEMPORARY: Destroy when
superseded, obswlete, no longer needed for reference, or after
3 years, as apprepriate.

3--13. 0SD/OMB BUDCET ESTIMATE SUBMISSIONS: Documents relating to
0SD/OMB budget estimate submissions, including workpapers and
hearing backup data, supplemental budget data to 0SD, including
duplicate copies of records.

OFTICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years
afier close of FY involved.

3-14. PRESIDEWT'S BUDGET SUBMISSION: Documents relating to the President's
budget submissions and supplemental data to OSD and the Congress.

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

3-15. CONGRESSTIONAL 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 PRIMARY RESPONSIBILITY: TEMPORARY: Destroy material

NOT published by House or Senate after 5 years. . 4{/Zz4522k?7 #/txzu/Aia;Z
L  p#lPienl _cohiee ST /ﬂ{?’-&f—/ A LAz A,
3-16. APPORTIONMENT: Relates to apportionment submissions to 0SD,
hearing backup data, workpapers and supplemental data submitted
to 0SD.

OFFICE OF PRIMARY RESPONSIBTILITY: 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 execution matters which, due to their general nature,
cannot be logically filed elsewhere.

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

A3-4
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ES2LNSE OPERATING BUDGLT: Documents relating to the DIS expense
cooovating budget recesved from 0SD.

Or ICE CF TPRIMARY RESPONSTRILITY: TEMPORARY: Destroy 3 years

CPERATING BUDGET AUTHORTZATIONS: Documents relating to operating
budmating authorizations to headquarkers and districts.

O pJCE OF PRIMARY RESPONSIDILITY: TEMPORARY: Destroy 3 vears

JUARTERIY OPERATIUNG RUDGET: Operatirg budget workpapers
reflecting quarterly status and operating budget plans.

OFF1CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years

OPERATING BUDRGET REQUESTS AND ESTIMATE: Documents reflecting
operating hudget requests for current FY, and estimate for the

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years

FINANCIAL MANAGEMENT REPORT: Quarterly report prepared for

a. OFFICE OF PRTMARY RESPONSTIBILITY: TEMPORARY: Cutoff 30 Sep;

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

BUDGET EXECUTION BACKGROQUND DATA: Extra coples of dacuments

used as backup and workpapers regarding budget execution. Included
are copies of Analysis of Financial 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.

OF[FICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when
superseded, ohsolete, or no longer needed for reference.

RECURRING REPORTS: Reports prepared by the Rudget Office.

3-18. LX) ? JGLT

aEEL;MEWLzEFQE ¥y involved.
3-19.

afver close of TY wnvolved.
3-z0 Q s I

after close of FY involved.
3-21.

following FY.

after close of FY involved.
3-22.

management purposes.

destroy after 4 years.
3-23.
BUDGET
3-24.

REPGRTS TO HIGHER AUTHORITY: Includes reports submitted by HQ
DIS to higher authority such as Expenditure Forecasts and
Deviations, Expenditure Forecast Data, Minor Construction,
Obligations by State, Man-Year, and Cost.

a. OIVICE OF PRIMARY RISPONSIBILTTY: TEMPORARY: Cutoff 30 Sep;

destroy after 4 years.
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Lo 0% OR OFFICES: TEMPORARY: Destroy when no longer needed.

3-25.  TUTEANS4 REPORTS: Includes all reports prepaved by budgot
v Frees for DIS management purposes.

Al OFTTCES:  TEMPORARY: Cutoff 30 Sep; destroy after 4 yeaus.

BOMAPPROVRIATED FUNDS FINANCIAL MANAGEMENT RECGRDS:

3-26. DBUDGxTARY DATA: Merchandise, payroll, profit/loss and capital

vxpenditure budgets maintained as a result of monthly or yearly
budget ing practices.

GZFICE O PRIMARY RESPONSIBILITY: TOMPORARY: Dispose of in
accordance with parent Service directives.

3-27. FINANCIAL STATEMENTS AND REPORTS: HEADQUARTERS DIS statements
{enc tuding consoclidated), reports of audit and of inspections.

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

3-28. NONAPROPRIATED FUNDS CUSTODIAN CERTIFICATE: Memorandum receipts

of cash, other negotiable instruments, certificates of inveutories

of assets, and liabilities assumed by a temporary replacemeni or
successor custodian required for protection of all NAF assets.

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

3-29. UNLT 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. MINUTES 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 showing original costs, major improvement, depreciation,

and oth-t data, with supporting project estimates, justifications,

transter vouchers, receiving repnrts, and correspondence which
are data essential to the utilization of fixed assets or physical
property, and shall remain with the property.
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ALL OFF™  S: TEMPORARY: Transfer with , perty or.dispose ¢f

in daccorwance with parent Service directives.

ENCESS AND SURPLUS PROPERTY: Correspondence, reports, vouchers,
and attached supporting data, stock records cards, turn-in sl.ps,
shipning documents reflecting scatus of all transfers, donatisns,
or dizposals of property.

ALL OFFICES: TEMPORARY: Dispose of in accordance with parent

Service directives,

A3-7
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4 — PERSONKEL

Ricornds relating to the overall admuinistration of DIS personnel matters.

- 1.

4-4,

PERSONNEL POLICY AND PLANNING RECORDS: Documentation reflecting
the develrnaant of plans, policy, procedures, and methods for the
procurement and administration of all civilian and military personnel.

Q. OfFICE OF PRINMARY RESPONSIDILITY: TEMPORARY: Hold 1 year
alter revision;rraneferto FRC: destroy after 5 years.

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

GENERAL AUTHORITIES AND PRECEDENTS: Documents relating to the Civilian
Persornel Offdice's basic authorities to act for the Director, D1S, or
the activity commander in administering civilian personnel actions,
such as delepgations of authority to sign persoannel actions, authorities
granted to deviate from established policy, and records of actions or
decisions which are precedent setting for future operations.

QFFICE O PRIMARY RESPONSIBILLITY: TEMPORARY: Retain in personnel

office until no longer required for reference;traﬂsfef@o FRC; destroy
after 5 years.

OFFICIAL PERSONLEL REEORDS (CIVILIAN): Official personnel folders
documenting the employment history of each civilian employee of DIS.
(DIS 4-01) |

OFFICE OF PRIMARY RESPONSIBILITY: PERMANENFs] 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 CHRONQOLOGICAL FILE: Notification of Personnel Action
(SF-50) used as source material for preparation of reports, a ready
reference device for review of actions previously processed, and for
information of the Civil Service Commission. (DIS 4-01)

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

PERSONNEL AUTHORIZATION: Memorandums, letters, manning tables, or
other documents which reflect personnel spaces allotted to various
organizational segments and which provide the Civilian Personnel
Office with a basis for maintaining a specific number of position
identification strips in the personnel control file.

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

-
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4-8.

4-10.

4-11.

»
[y

PITONNTL CONTROL FILES: Service record cards providing a record of

pos roioneg and rncumbents, a medium for controlling personnel strength,

ar-. a device for followup on actions due. They consist of SF 7d
(Feactron Ientification Straip), SF 7 (Service Record Card), and
locacor files reflecting Joint Table(s) of Distribution position number
witriitn each organizational segment. (DIS 4-01)

d. OFFICE OF PRIMARY RESPONSIBITTTY: TEMPORARY: Destroy after 3 years.

b. OTHER OFFEICES: TEMPORARY: Destroy when no longer needed for current
operations.

SUPERVISOR'S RECORD OF EMPLOYLEE: A record of each civilian employee's

job history, training, personnel actions, etc., kept current by the
supervisor. (DIS 4-01)

ALL OFFTCES: TEMPORARY: Torward to new supervisor in a sealed envelope
when empiloyee changes jobs within the Agency. Forward to Civ:liian
Personnel 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.

CIVILTAN PERSONNEL ADMINISTRATIVE RECORDS: Documentation concerning
day-toe-day administration of such matters as hours of work, time and
attendance, leave, employee relations, medical services, personnel
action requests, training, etc. (DIS 4-02)

ALL OFFICES: TEMPORARY: Destroy when no longer needed. Individual case

files will be destroyed 1 year following departure of individual from DIS.:

CAREER MANAGEMENT FILES: Files relating to career program management
and specific career programs for civilian employees.
Curort 20 Je@y Hoed R qeans,

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: oy & s.

TraniFen 7o VU, DesTRoy WHEN b yeans oud .
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.

HoeD 2 yeansg
OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep; destrey ,

after S—years.TRAPec To FRU, DesTROY WHen yeans QLd,

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

a. OFFICE OF PRIMARY RESPONSIBILITY: IEMPORARY:transfer'to FRC 2
years after filec becomes inactive; destroy after 5 years.
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-16.

' ComiS 28-2

L. OTHER OFFICES: TEMPORARY: Destroy 1 year after file becomes
jnactive.

DTS 1 LITARY AWARDNS BOARD DOCUMEMTS: Records reflecting the origin of tne
@ ravd, copies of General Orders, the citation, the recommendation, and the

approval of the award; proceedings of the DIS Awards board.

G 7LCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold 1

yearstransfer to FRC; destroy after 5 years.

DTS TNCENTIVE AWAEDS: Correspondence relating to the general admini-
ccration of awards to employees for suggesticns, acts, or superior
accomplishments which have contributed to outstanding efficiency and
ecoromny in the administration and operation of the DIS, including
letters of appreciation or commendation for individuals or DIS elements.
(DIS 4-10)

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

b. OTHER OFFICLES: TEMPORARY: Cutoff 31 Dec; hold 1 year; destroy.

QUALIFICATION, PLACEMENT, AND PROMOTION: Correspoundence 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.

EMPLOYEE SKTLL QUESTIONNAIRE: TForm 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.

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 individual and if still 1interested,
retain. If no longer interested, return to applicant.

b. Other files: Destroy after 2 years.
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4-17. JOu GYPORTONITITUS: Announcements of job vacancies circulated to
crployees, other agenciles, or to the public.

. UJFTCE OF PRTMARY RESPONSEBILITY: TEIFORARY: Destroy after 2 yuars.
L, OTHER GFFICES: TEMPORARY: Descroy after expiration date.
4--15 CLASSIFTICATION AND PAY MANAGEMENT : Recocrds reflecting decisions
and standard procedures regarding administration of classification,
salary, and wage matters.

G FICL OF PRIMATYY RESPONSIBILTIY: TE}PORARY : transfer/ to FRC 1 year
after file becomes inactive; destroy after 5 years.

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

OFTICE OF PRIMARY RESPONSTETLITY: TEMPORARY: Destroy 5 years after
job 1s abolished.

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. -

OFF1CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 5 years after
each regularly scheduled DIS survey.

4-21. MILITARY SERVICES ADMINISTRATIVE RECORDS: Copies of leave records,
finance documents, transmittals, 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 OFFICES: TEMPORARY: Destroy in accordance with parent service
directives. Individual case files will be destroyed 1 year after
individual departs DIS.

4-22, 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 OFFTICES: TEMPORARY: Transfer with individual on departure from
DIS, or dispose of in accordance with parent service directives, as
appropriate.

4-23. MILITARY PERSONNEL PROCUREMENT: Nominations of individuals and the
evaluation, acceptance and/or rejection thereof. (DIS 4-02)
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4-26.

4--27.
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O-+TCF OF PRIMARY RESPONSIBILITY: TEMPORARY: Nominations resultiog

E gi £, hold 6 wonths ofter separation from DIS; destrov aflter
iufotwatinrn. has been traasferred to procurement cards. Nowmjustious
not resultiprg in assignnent, destroy after wnformation is transicrred
to procus-ment cards.

PERSOUNEL MANAGEMENT INFORMATION SYSTEM:

a. iulitary: Computer records consisting of identification data
cu the 1wdividual, assignment data, duty information, basic personnel
dati, prrsonal data, ageut qualificatloms. (DIS 4-05)

CUI'FJICT, OF PRIMARY RESPONSIBILITY: TEMPORARY: Magnetic tape records

arc retained for 3 years following individual's departure from DIS,
then crased from the computer file, and output reports reflecting
personnel data on the individual destroved. Paper rvecords 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

neecded.

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 PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years after

resolution of complaint.

EQUAL OPPORTUNITY REPORTING FILES: Documents reflecting information

reported on equal opportunity for 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.

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: TEMPORARY: Destroy when no longer
needed for current operations.
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5 .- INVESTTGATTIONS

JLICY: Documents and related correspondence and insbtructions Vhich

rrov|dc guidance and darecgtion for all aspects of inVestludthns.¢x%>

AL Lt Lt e T2 B SR B ¥ z
W"? M J/ﬂ 2 A Tez ‘et cecess

hose docufients which aré deemed of historical value to DIS.

FICE OF PRIMARY RESPONSIBILITY: PERMANENT: Hold 4 years after
Tevision: retire to FRC; offer to the National Archives afweer2@ years,p2%c

unless security classification prohibits. /AQQ%;/eAJ&%}

b, T3 2

iy = = L T

nonrecord copics of permanent-type documents.

ALL OFFICES: TEMPORARY: Destroy when supsrseded, obsolete, or no

longer needed.

INVESTIGATIVE ASSIGNMENT FORMS: Records used for case control purposes
as required by DISR 20-11. (DIS 5-01)

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

LIAISON AGREEMENTS: Letters of agreement, and other similar or
related documents, dealing with liaison matters of mutual interest ot
whlpﬁ render assistance to investigations ip progress Aﬂngr,zG o~ ‘f
: 74/«4/ bl RG ALlypiia T, _Lece e ple e TIyRZIok
/ { M <. a J—WC /
OFFICE OF PRIMARY RESPONSIBILIT TEMPOR: : Destroy when ﬁurposéf_
has been served.

DISTINGUTSHED 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 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.

PERSONNEMNSECURITY INVESTIGATIONS: (DIS 5-01)

PENDING

SPECIALS, CAIMINAL VESTICATIORS, AND SURVEYS: (DIS 5-01)

P ‘\\\
PENDING
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AND TRANSHITTED WITHOUT FURTHER INVESTIGATION

.

PONDING

TNFORMATION RECETYPY
7 LIS (DLS 5-01)

PENDING 7

A

COMPLETED AGENT REPORPAFORMS

0L, R MS
#

» B0Is, ALS, ISRs: (DIS 5-01)

PENDING (///
AGENT'S MNOTES #SPECIALS. CRIMLNAL IN ESTIGATIONS AND SURVEYS): (DIS 5-01)

PENDING k

DEFENSE CENTRAL INDEX OF INVESTTGATIONS (DCII): (DIS 5-01)

PENDING
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information pertaining o his trusvworth

csition of trust as reizted to his loyalty, character, emotlonal

go]

stability, and relisbility. (DIS 5-01)

OFFICE OF PrIMARY RESPONSIETLITY: TrMPCRLRY: Destroy 15 years after

date of last action. (NC1-330-76-1,1a(l))
b. An inquiry which resulted in adverse personnel action, Court

Martial, other investigations of a significant nature, due to infor-

_mation obtained in the investigation. (DIS 5-01)

OFFICE OF PRiMARY RESPOKSIBILITY: TzZMPORARY: Destroy 25 years after

the date of last action. (WOTE: Those files determined to be of
possible historical value, those of wide spread public or Congressional
interest, may be oilered to the National Archives after 15 years.
(¥C1-330-76-1,1a(2))

c. An inguiry of which DoD affiliation was not completed due to
actions other than b above. (DIS 5-01)

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destiroy 1 year after

notification that affiliation was not completed. (NC1-330-76-1, la(l))
d. Information collected on non-DoD affiliated civilians incident
to the Persommel Security Investigation of an affiliated member.

(DIS 5-01)

OFFICE OF PRiMARY RESPONSIBILITY: TEMPORARY: Dispositlon in accordance

with a thru c above, as appropriate. (NC1-330-76-1,1b(9))

SPACIALS, CRIMINAL INVESTIGATIONS, AND SURVEYS: Files containing re-

ports, statements, affidavits, correspondence, and information data
{
T1led as the result of spscial investigaticns as the Secretary of Defense

rmay Girect, and criminal investigations end surveys in support of DSA.

(DIS 5-01)



ol L=y wriion,  (i4r Taoge 1ahes devesnlrzd o o2 ool e
nistorical value, trose of wide £irezad puoiis or Corgroesioral invz.ossn,
mzy b2 offersd to the ¥ational Archives after 15 years.) (60i~330-76-1,
2(2))

-8 Al ZROCLL PEIRSOXNEL SECURITY IKVSSTIGATIONS (2PSI's): Reports, state-

ments, allidavits, corcespondence, and informational data filed there-

FEICE OF PaiMAiRY RESUNSIBILITY: ToMPORARY: Destroy 60 days afier

omplietion of report.

5-9 INrORMATION RECEAVED AND TRANSMT ITZD VITHOUT FURTHER INVESTIGATION
BY DIS: Information Summary nsporv (ISR) and correspondence. (D1S5-01)

CFriCt OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy afier 60 days.

5~10 CCLPLETED AGENT REPORT FORMS, RO1's, AIS. I53s CORAFPSPONDENCE: DIS Forms
10; 25 tnru 35, copy of Report of Investigation, Action Lead Sheet,

Information Sumnary Report and correspondence retained in the field as
required by DISM 20-1. (DIS 5-01)

CFFICE OF PRIMARY RESPONSIBILITY: 7TmMPORARY: Destroy 60 days after

puolication and submission of infocmation.

5-11 AGINT'S NOTES (SPECIALS, CRININAL INVESTIGATIONS AND SURVEYS): Agent's

noves pertaining to "specialsY, criminal and fraud investigations or
surveys in support of DSA. (DIS 5-01)

rPICE OF FRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 year.

5-12 DSF#NSE CENTRAL INDEX OF INVESTIGATIONS (DCII): Composed of locator

references to investigations conducted by or Tor DoD investigative
organizations and retained by them. (DIS 5-01)

GrFICE Or PRIVARY RESPONSIBILITY: TEMPORARY: Destroy when no longer

needed.
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statistics for irvestizatlions being co-Iucted by DIS.
OFrICE QF PRIMARY T=SPORSIBILITY: TEMPCRARY: Destroy monthly

history tapes after 2 years. Destroy LAF (lead assignment) records
one year after corpletion of Zield leads. (DIS 5-04)

5-164, NATIONAL AGENCY CLSE CONTIROL SYSTEM {(NCCS): Case rsnagerent reports

end statistics for NAC-type investigaticns being coanducted by DIS.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Dastrcy moathly

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

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

rzde of DCII records outside the DoD in coopliance with the Privacy

Act of 1974.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 5 years or

the life of the disclosed DCII entry, wnichever is longer. (DIS 5-01)
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Pecords reflectiug managerial control and formulation of policies and
srocadures governing clarsified information; personnel, physical, and

ﬂnnnmﬁnt security;

yepam; and safe

6-3.

6-5.

zleening and control of classified information.

POLICY & PLAMMIC RECORDS: Files reflecting the formulation and

istment of volicy, planning, and procedural develcpments
poverning sacurity mattets.

a, OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when
supevsaded, obsclete, or ro longer needced.

b. OTHER OF¥ICES: TEMFORARY: Destroy when superseded or rescinded.

DOCUMENT SECCRITY: General administration of the security

classification program, classification guides, regarding instructions
and the measures required to safeguard classified information.

OFFLCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when uo

longer required.

CLASSIFIED DOCUMENT RECEIPT FILES: Forms reflecting the issue and

receipt of classified documents.

r

ALL OFFICES: TEMPORARY: Cutoff 31 Dec; hold 2 years; destroy,

except when usaed for control and accountability. Place in inactive
file when related documents are destroyed, downgraded, declassified,

or transferred from custody; cutoff inactive file 31 Dec; hold 2 years;

destroy.

TOP SECRET CONTROL REGISTER: Forms reflecting document control

number, record of receipt, dispatch, description, copy number,
distribution, and/or destruction.

OFFTICE OF PRIMARY RESPONS1BILITY: TEMPORARY: Destroy 2 years after

related document is destroyed, downgraded, or transferred. NOTE:
Carea must be taken not to destroy receipt, destruction certificate,
and other suppoLtino documents pertaining to active items on current
or prior year registers.

TOP SECRET ACCESS RECORDS: Access sheet filed with each TOP SECRET

docunent reflecting signature and date of each individual having
access.

OFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 2 years after
relatced TOP SECRET document is destroyed, downgraded, or transferred.

A6-1 Attachiwant 6

secu-icy oriencation and training; the industrial security


http:safegu3.rd

'

ISM 28-2

6-5.

6-7.

6-9.

6~10.

6-11,

6~-12.

6-13.

TOP SECALT TTVELTO PECORDS:  Files accumuiated in connection with

g,

inﬂ—xuory or TOZ SEC&L documents.

OUFICE GF PRIMATY RESTONSTBILITY: TEMPORARY: Destroy 2 years aftew
corpletion of inventory.

FILE R¥CORD PIVIZW: Records which insure that TOP SECRET documscts
are reviewed annually under directives goveruning downgrading.

O“EICF OF P IiA_Y RESPONSIBILIT TEMPORARY: Destwoy immediately
aft 2as been rLuCSLgnatLd destroyed, transferved, dowp-
sified, or retired.

CERTIFICATES OF DESTRUCTION FOR CLASSIFIED MATERIAL: Torms ox
documentary evidence reflecting appropriate destruction of
classified material.

OTF/CE OF PRTUARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold
2 yzars; dzatroy.

ORIENTATION AND TRAINING: Documents reflecting traimning, security
orientation, and compliance with security regulations.

ALL OFFICES: TEMPORARY: Destroy when no longer needed.

EDUCATION SECURITY: Files reflecting general adrinistration of the
military and civilion personnel security programs and the Industrial
Security Program.

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

PHYSICAL SECURITY: Files reflecting geneval administration of a program
of controls over the physical security of buildings, areas, document
containers, security equipment, alarm systems, the DIS badge syscem,
guard service, and similar matters., (DIS 4-02)

AIL OFFICES: TEMPORARY: Destroy when no longer required.

SECURITY CHECK RECORDS: Forms reflecting security checkout desks,
safes, offices, rooms, vaults, or similar areas.

ALL OFFICES: TEMPORARY: Upon completion of fill-in data, all

checl lists will be retained for 90 days after last euntry, unless
needed in conpection with an investigation.

SFCURITY VIOLATIONS: Documents and correspondencea pertaining to
allensed security violations, unauthorized divulgence of classified
information, results of fiudings, and final corrective action taken.

Ab-2



6-15.

6-16.

6-17.

L4

LS 28-2
OFFICE OF PRIVARY REGPONSIDTLITY: TEMFORARY: Destroy 2 yoars
after comptetion of final corrective or disciplinary acrtion,
wcapt thosc classified as felonies wnich should be kept poinma-
nantly.

STCCRITY INSPECTIONS AND SURVEYS: Tiles pertaining to inspoctious
and surveys of DIS areas.

ALL OFFICES: TEMPORARY: Dispose of 1 year after final corrective

actions have been taken.

SECURITY CASE FILES: Copies of reports, statements, aflfidavits,

correspondence, and informational data concerning DIS activities.
(DIS 6-01)

OFF1CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 1l year

after termination of assignment to DIS.

INDIVIDUAL IDENTIFICATION RECORDS: Documents relating to the

request, authorization, tssue/receipt/surrender, and accountability
records pertaining to identification badges, cards, and passes.
(DIS 4-02)

OFFICE OF PRIMARY RESPONSIBIL1TY: TEMPORARY:

a. Destroy 1 year after obsolete 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.

AUTHORITY TO ISSUE BADGES AND CREDENTIALS: Rosters of special

investigators course/classes, letters of authorization for reser-
vists, and related correspondence.

OFFICE OF PRIMARY RESPONSIBILIl?: TEMPORARY: Destroy when purpose

has been served, or after 1 year, whichever is sooner.

DADCES, CRFDENTIALS, RECEIPTS, AND INSPECTION RECORDS: Credentials.

(DIS 4-02)

OFFICE OF PRIMARY RESPONSTBILITY: TEMPORARY: Destroy when super-
seded, or 6 months after canccllation.
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Wiuse Tecords relete to all acpects concerning supplies, equipment, facilities,
anspurtaticn, and safecy {or BIS. Files identified herein relate to
crocveement, receipi, storage, issue, diSPO'ftion, maintenznce, services, a
aecorntability off all cypes of prwllps, space, aund equipwent; transporitatior
varters; and the .S Safety Progvam.

KL
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7-1. POLLICY AND PLAIIING TILES: Docunents and related correspondence and
ipstructions which provide guldance and direction for all aspects of
the procurement activity within the agency.

;,Jf'/{‘"[ a. OFFICE OF PRIMAKY RESPONSIBILITY: TEMPORARY: Hold 1 year afte

a! revision;transierto FRC; destroy after 10 years.

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

7-2. CONTRACLT FILES: Countracts, agreements, and correspondence with other
governmant scurces and civilian comtractors that provide administva-
tive, technical, or scientitic support. Includes records of implenen-
tation, contract development, machines purchases, leases, maintenance
substantive monitorship, bids, proposals, technical guidance, contract
arcendments, studies, reports and correspondence related thereto, con—
stituting a complete contract file.

a. OFTICE OF PRIMARY RESPONSIBILITY: TEMPORARY:Transfer|to FRC 1
year after file becomes inactive; destroy after 10 years.

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

7-3. TECENICAL REFERENCE FILES: Copies of AGE technical reference books,
technical and trade journals, studies of other government agency
building construction projects, specifications, drawings, photographs,
slides and cost data of other jobs, sample survey forms, brochures,
catalogs, and related data.

OFFICE OF PRIMARY RESPOWSIBILITY: TEMPORARY: Destroy when
supersedad, obsclete, or no longer needed for reference.

7-4. LOCISTICAL PLANNING FILES: Records relating to the allocation,
utilization, aad release of office space under DIS control; utilities,
equiprent, suppligés, services, and other logistical support activities,
including nilitary construciion projects.

a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Hold 2 years after
completion of project and destroy.

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

referenca.

A7-1 Attachment 7
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7-5.  RFQUISTTION, EQUIPMENT, SERVICES, AMD SUPPLY FILES:

Adainiastrative Services Requests and Military Interdepartmental
S=rvice Requests with related documents. Contains copies of
riquisitions, service or material requests, and shipment orders
10t stocks and material, maintenance, and/or rentals of
cquipment with supporling correspondence.

a. OFFICRE OF PRIMARY RESPONSIDILITY: TEMPORARY: Cutoff
30 Sep; hold 2 years after completion; destroy.

b. OTHER OFFICES: TEMPORARY: Destroy when action is completed.

7-G6.  EQUTPMENT ACCOUNTABTLITY RECORDS: Records, generated manually
or mechanically, which consist of periodic listings and reports.

ALL OFFICLES: TEMPORARY: Destroy when superseded, obsolete, or
no longer nezded.

7-7. STOCK RECORDS ADJUSTMENT APPROVALS AND REPORTS OF SURVEY:
Doctments such as inventory adjustment reports and reports of
survey malntained by the reviewing or approving office-
reflectinez 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.

ALL OFFICES: TEMPORARY: Cutoff 30 Sep; destroy when no longer
needed for reference.

j .
PROPERTY BOOK: A record of all nonexpendable property maintained

for accountability purposes on a current basis.

-]
1
N

ALI, OFFICES: TIEMPORARY: 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.

OFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when
superseded or obsolete.
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/=31, YCPRODUCTION FILeS (INTERNWAL): Printing requisitions for tr-
Trproduction of publications and other printed materials Ir tiuwiing
rowests for servicaes perfiormed through inhouse reproduction
felliities.

C

i

b
[l e}
O

\.

F PRILIARY LESPONSIBILITY: 'CEMPORARY: Cutoff 31 Dec;
eaty dastroy.

B
1

b
O [+

2. REPRODUCTION FILES (EZXTERNAL): Printing requisitions submitted
to the Defense Printing Office, Defense Printing Service, and
Covernment Printing Office for reproduction of forms, publications,
and other printed matetrisls when requests exceed the capszbilities

ot fmnouse repreduction facilities.

GHFICE CF PRIMARY RESPORSIBILITY: TEMPORARY: Hold 1 year aliter
comnletion of job; destroy.

7-13. INTERSFRVICE SUPPORT ACREEMENTS (ISSA): Formal agreements, with
any wmodifications; memorandums of understanding, as required;
ﬁy'reports and releted docuwments concerning services rendered and
assignwent of real property and facilities to tenant and attached
/ vanits which documént arrangements between host and teunant activities
f to provide common support services. )

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 1 year
after agreement is superseded or terminated.

?

7-14, TRANSPORTATION RECORDS: Files pertalning to the overall aspects
of providivg tronsportation service liaison and negeotiations with
other officials representing transportation interests.

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

7-15. MOVEMENT 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 MEMORANDUM COPIES: TEMPORARY: Cutoff 31 Dec;
destroy after 4 years. Transfer to ¥RC if volume warrants.

b. BILLS OF LADING REGISTERS: TEWFORARY: Destroy 4 years after
final eéatry on register.

c. ALL OTHFR COPTES: TEMPORARY: Cutoff 31 Dec; destroy after 1
year.

7-16. MOVIENT OF PEPSONNEL: Passenger transportation records pertaining
to relrmbursements to individuals. Consists of copies of travel
ordars, per diem vouchers, transportation requests, hotel reservations,
and all supporting papers releoting to official travel of niliitary and
civilian employees, and dependents authorized by law te travel.

A7~-3
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7-17.

7-18.

7-19.

7-20.

7-21.

a, TRAVEL ADMINISTRATIVE UWUT COPILRS: TEMPORARY: Hold in current
area; destrocy after 4 years.

b. OBIICATION COPTES: TIMPORAEY: Descroy whan funds arve
obligated.

c. ALY, OTHER COPIES: TEMPORARY: Destroy afiter 1 vear.

TRAT'SPORTATION OFFICERS LISTS: Docuuents relatling to the

appointment of traasportaticn officers and agents. (DIS 4-02)

CFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when

superseded, obsolete, or no longer needed.

LOCAL TEANSPORTATION REGORDS: Correspondence pertaining to
arranging and providing for local transportaticn of agency personnel
within or between local military installations and activities.

OFFICE OF PRIMARY ERESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;

hold 1 year; destroy.

VEHICLE PARKING: Documents relating to the applications and
issuing of parking permits.

OFFICE OF PRIMARY TFSPONSIBILITY: TEMPORARY: Destroy when

superseded, obsolete, or no longer needed.

AUTOMOTIVE MAINTENANCE 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; destrcy after 7 years.

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

LEASED HOUSING RECORDS: Records reflecting DIS property requireasnts
relative to family housing and quarters, including a copy of the
property lease.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years after
lease terminates or is cancelled.

SAFETT: Reports, studies, case filez, logs, OSHA, etc., and related
correspondence.

a. OFFICE OF TRINAFY RFSPONSIRILITY: TEMPORARY: Destroy ater 5
years, or wvhen no longer neszded, whichever is soconer.

b. OTHER OUFICES: TEMPORAKY: Destroy when no lenger necdsl.
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