NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-446-76-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of:11/01/2022

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to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

All items not listed below.

SUPERSEDED AND OBSOLETE ITEMS

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They are superseded, obsolete, filing instructions, non-records, or were lined off and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

Item 1 is superseded by DAA-0446-2018-0002-0003

Item 2-9/A is superseded by DAA-0446-2018-0002-0001

Item 2-9/B is superseded by DA A-0446-2018-0002-0002

Item 2-26 is superseded by DAA-0446-2018-0003-0001

Items 2-27/A and 2-27/B are superseded by DAA-0446-2018-0003-0002

Items 2-33/A and 2-33/B are superseded by DAA-0446-2018-0003-0003

Item 3-5/A is superseded by DAA-GRS-2015-0006-0001 (for records dated 2017 and forward only)
and DAA-GRS-2015-0006-0002

Item 3-5/B is superseded by DAA-GRS-2015-0006-0006

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECOR

’

(See InstrL .<divns on reverse)

DISPOSITION AUTHORITY 7 LEAGE BN

\

N - -

A

N

JOB NO 4

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 SATE RECEWED

1 FROM (AGENCY OR ESTABLISHMENT)
DEFENSE INVESTIGATIVE SERVICE

APR 13 1976

NOTIFICATION TO AGENCY

2 MAJOR SUBDHISION
LOGISTICS AND SERVICES DIRECTORATE

In accordance with the provisions of 44 US G J303a the disposal re
gquest. wcfuding amendments, is approved except for items that may

3 MINOR SUBDIVISION
ADMINISTRATION DIVISION

be stamped “disposal not approved” or “withdrawn™ m cofumn 10

.

4 NAME OF PERSON WITH WHOM TO CONFER

MRS. NORMA STAPLESON

§ TEL EXT
/[-22-76
693._5012/13 Dute Archont of the Umited Sttes

6 CERTIFICATE OF AGENCY REPRESENTATIVE

]

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records,
that the records proposed for disposal in this Request of _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.

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

B
retenyion. o f

c DATE\

7 Apr 76

D ATURE @F AGENGY R NTATIVE AO//E TITLE
@fiﬂ/ > W CHIEF, ADMINISTRATION DIVISION

7
ITEM NC

/ 8 DESCRIPTION OF ITEM

9
SAMPLE OR

1
{With inclusive Dates or Retention Penods) JOB NC ACTION TAKEN

VY
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SEE ATTACHED DISPOSITION SCHEDULE

115-107
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STANDARD FORM 115

Revysed Aprii, 1975

Prescribed by General Services
Admimstration

FPMR (41 CFR} 101-11 4
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1 ~ OFFICE ADMINISTRATTON
This saries relates ¢ general office administration and administratrive
srpanrt fuctions. 1t includes office reference files and files relating

Lo comnunications, wmail, and systems.

1-1. FILES MATNTENANCE AND DISPOSITTON FORMS (DIS FORM 57): Tiles
Faintenance and Disposition Plan and related papers pertaining
2 Lhelr preparatlion and revision.

ALL OFFICES: TEMPORARY: Destroy when superseded, obsolete, or
w lo nger ger uneeded.

re

1-2. POLICY AND PRECEDENT FILES: Copies of documents reflecting the
entabl ishment of intermal policy or precedents pertinent to
crrrent and future procedures within the office. These files
ave maintaiued at the operating level. Original or official
raenrd 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
reainder 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: TUMPORARY: Destroy when 1 year old. Earlier

destrugtlon is authorized.

1-5. TRANSITORY FILES: Correspoundence, messages, and other documents
maintained for reference, copies of documents which require no
official action, letters of transmittal, routine requests for
information and replies thereto involving no administrarive 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 anthorized.

Al--1 Attachment 1



ConEM A8-2 .
v’

1-6.

1-8.

1-9.

— 1-10.

—~— 1-11.
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NTS:

DLLICATSOMS/DESLICN/, ([ TONS OF AUTHORTTY AND ADD [TIGNAL DUTY ASS1
Correscoudence, Lorms, orders, other documents delegating or asstgnlng
duw les and responsibriities to personnel such as signature cavds or
asslizn _nrs as fire wavdens, building custodians, supply represcatarive,

~

sccurits officers, and swilar additional duty assignments. (DIs 4-02)

ALL OFFLCES: TEMPORARY: Destroy vhen revoked, superseded, or obsolecte.

GENERAL CORRESPONDENCE: Letters, indorsements, memoranda, reports,

and reiated data and attachments involving a variety of subjects
(MOT _APPROPRIATE FOR FTLING WITH OTIER RECORDS SERIES).

a. Documents created or received by any office which has DIS-~wide
policy-naking or program~monitoring responsibilities,

ALL OFFICES: TERMANENT: Retire to FRC after 5 years; offer to the
Naticnal 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, aud 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: Anncouncements, notices, temporary instructions,

or temporary directive material of no permanent reference value.

a. OFVICE OF PRIMARY RESPONSIBEILITY: 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 neceded. ;

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

Al-2
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¥ +
ALL OFFPICES: TEMPOKARY: Destroy when superseded or obsolete.
FHRCEPTION: Return accountable or reusable material to the sontvce
cf supply.

. oMMITTEES, CONFERENCES, AND MEETINGS: Copres of documents portaining

to office participation in, or assocuafion with, committees, confercnces,
meatings, and related activities. Tncludes correspondence such as
rotices of meetrings, agenda, notes taken during meetings, and information
of a general nature.

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

HEALTH, WELFARE, AND CHARTTIES: 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.
fo gl .

a. OFFICE QF PRIMARY RESPONSIBILITY: @é%%%ﬁﬁﬁ¥ﬂ Cutoff 31 Dec; hold

. 3 years; tvansfer to FRC; destroy after 5 years. ]§Z¢2£Q> 749 ,4906%<?dn

. et L ez m Ll .
b. OTHER OFFICLS: TEMPORARY: Destroy when no longer needed. I

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

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

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: 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 OFF PRIMARY RESPONSIBILITY: TLMPORARY: Cutoff 31 Dec; destroy
after 1 year.

POSTAL AND MAIL SERVICE: Documents and correspondence relating to

postal and mail service functions.

Al-3

g


https://servi.ce
https://TI:2-!PORA.RY

DTSN 7R-7 .

GVVL( . OF PRIMARY [USPONSIBILITY: TEPORARI: Cutoff 31° Dec; “destroy

after 2 yoars, 7 ng longer required for referenca.

1-19. POSTAL DIR'.CTORY: Documents utiliced in malntaining a locator system

to facrlizaie dolivery of masl to individuals, such as locator cards,
copies cf agcignment and transfer orders, and similar documents. (DES 1-02)

QUFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Place in inactive file
upon cdeparture of the individual; destroy after 1 year. Posting media
way be destroyed when posting is complated.

-20. MAIL COWIROL: Documents relating to the control of incoming and cutgoing
mail, includicg routing forms, delivery receipts, records of wmessenger
trips, and sinilar documents. EXCLUDED are documents receipting for or
controlling classified mail and registered, certified, and insured mail.

[

OFTICT. OF PRIMARY RESPONSTRILITY: TEMPORARY: Destroy after 3 months.

1-21. REGISTERED, CERT1FIED, 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.

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

OFFICE OF PRIMARY RESPONSTBILITY: TEMPORARY: Cutoff 31 Decc; destroy
after 2 years.

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

OFFICL OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 6 monlns.

1-24. OFFICIAL PENALTY MATL REPORTS: Copies of reports and related papers
pertaining to official penalty mail.

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

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

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

1-26.. ADDRESSOGRAPH PLATES: Plates used for standard mailing distribution lists.

Al-4
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1-23.

1-29.

1-31.

DISH 25-2

< OFFICGE OF I ARY RESPONSIBILTTY: TEMPORARY. Destroy sindjvidual cards

Jﬁaﬁmggcigiu; of disgsznination vequirements.

DATA AUTOMAT LON RECORDS:  (Plauning Documents) Master plau, with
a-~»0cias g charve and dravings, supporting data (such as corrcespondence,
s.udles, reporkts, and any other data that reflect on the data auvcomation
activity), graphic, narrative, and tabular information rclating to the
prersant and/or planucd ADP composition and/or requirements of the data
avtomation activiiy.

OFFTCE OF PRIMARY RESPONSIBILITY: TEMPORARY:Transfer to FRC 1 year
after documents ave superseded; destroy alter 5 yvears.

SPECTVLC 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,
tanz ible benefits, expected savings, priority schedules, systca specifi-
cations, logic charts, test runs, design plans, and cquipment resources.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY:

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

b. Destroy disapproved systems 1 year after fimal 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/outpul document flow data.-

OFFICE OF PRIMARY RESPONSIEILITY: 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 Erom an approved data
system, providing ADP centers background for the program file, and to
control the work flow.

OFFTICE OF PRIMARY RESPONSIBILITY: TEMPORARY:

a. Destroy approved requests on discontinuance of the program.

b. Destroy disapproved requests after 3 months,

Al-5
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1-35.

1-36.

1

éﬁggggylg DAT. PROCESSTNG ENUIPMENT (ADPE) UTTLIZATION: Yricifal
forum oL cards which equiprent operators have completed fo-

surct :aod ADPE or leased ADPE rented on an uwnlamited use basis.
I
Diisy dotall cerds, intermnediate suwnary decks, reldtod magoastic
to.oc Falas, ar @ wachine listine created from the basic docunents
i b (=)
awdd used For dadly management of operations and accurunlation of
Y

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

OFFICE OF PRIMARY RESPONSIDILTITY: TLMPORARY: Destrcey after 90
days, pruvided any adjustacnts to accounts have been made and source
documents are no longer required for resolution of any claim descre-
pancy.

ADPE UTTLIZATION:

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

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 1 vyear,
provided any 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 instal-
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
after 3 years.

PROGRAM COMMUNICATIONS-ELECTRONICS SUPPORT PROGRAM (PCESP):

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

AlL-6
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1-37.

1-38.

1-39,

- niss 2R8-2
s, \ i )

OFFIUE OF PRIMARY RESPOJSIBTLTTY: TEMPORARY: Destroy 3 ‘years after

the year 1ov which the facility commissicning document is sigh.

b, 2irpr and administrative (PCESP) revisions, form reporis
) ]
POAM 1i-tings 4nd related data.

T ICE OF PRIMARY RESPOWSIDILTTY: TEMPORARY: Destroy 6 months after
related entries appear in PCESP.

CEIP's:

OFF{CE OF PRIMARY RESPONSIBILITY: TEMPORARY:

a. Disapproved CETP's: Destroy 1 year after date of disapproval.
b. Cancelled CEIP's: Destroy 1 vear after cancellation.

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

PCESP WORKBOOKS:

OFFiCE OF PRIMARY RESPONSIBILITY: 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 whemn 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 is
closed. Transaciion over $10,000, destroy 6 years after contract is
closed. (HOTE: Transactions prior to 25 July 1974 over $2500 destroy 6
years after contract is closed; below $2500 destroy 3 years after contract
is closed.)

Al-7
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2 - MANAGHUENT AWND PLAMNING v ¢

Noeocas crealed in the performance of management and planning fin ¢« ions.
-,

T+ relate to the planning, programming, standardization, ausd improve-
ment of manasement functions.

?-L. POLICY: The developmen: and implementiation of policy percaining to
the org.anization, mission, and functions of the agency, and records

resulting therefrom.

2. OFPXCE OF PRIMAPY RESPONSIBILITY: PERMANENT: Hold 4 years after

revision; retive to FRC; offer to the NMational Archives §£%fﬂ%&ﬁrj%mrsg
unless security classification prohibits. A2 e &
A, AP

b. OTHER OFPICES: TEMPORARY: Destroy when superseded, rescinded,
or no longer neseded.

— 2-2. 1oD PROGRAMMING SYS5TEM: The methods and procedures for establish- {
rant, maiotenance, and revision of the Five-Year Force Structure
and Finrancial Program, and the internal and external programs
required to carry out the assigned regponsibilities of the DoD

v

i
w\\iowp General Intelligence functions. 7%&«/ /zﬁwc/ L J‘é’/(/% /
i
\

(’W Lo ot Al el T
a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;

hold 5 years; destroy.

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

— 7-3. 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, . .
vf‘ material, and financial resources to achieve the objective. ;7;é?<b S Lo
X“ P ,éa,aé/a/ Gl R Ao T L —R -
‘w)rf a. OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY:Transfer to FRC
\ 1 year afcer file beconmes inattive; destroy after 5 yeaxs.

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

— 2~4. DMANAGEMENT ANALYSIS: Records pertaining to the methods of
analyzing management in terms of mission or organizational
objective, operational procedures, and performance standards.

‘¢h &WW OFFLCIL 0OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;
‘v hold 1 year; destroy.

7-5, MARAGEMENT BVALUATION: Studies, analyses, or summaries created
in the comprehensive review ot organizational structure,
operational procedures, performance standards, and problem areas.

a. OFFICE OF PRIMARY RESPONSTBILITY: PERMANENT: Cut off 31 Dec;
hold 4 years; retire to TRC; offer ro the National Archives after
34 vears, unless security classification prohibits.

2o
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2-9.

L. CTHER OFFTCES: TEJAPORARY: Destroy when purpose has bean

served

MARAGEDENT IMIROVEMENT: Records which directly contribute to
tee H'”El@pm@nt “and direction of the DIS managenent Jmprover: at
progran, :oecludinzg basic interpretations, plans, studies, and
SUMMAary rcports.

a. OFF<CE OF PRIMARY RESPONSIBIT.ITY: PERMANENT: Cutceff 31 Dec;
hold 4 viars, retive to FRC; offer to the National Archives after
47T years, unlc & secarity classification prohibits.

290

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

ORCGANIZATIONA! PLANNING AND MANPOWER AUTHORI[ZATION RECORDS:
Orcanizational and functional charts, personnel chavrts indicating
grades and ratings, manning documents reflecting the allotment

(increase or decrease) of personnel spaces in DIS, with related /L£§2¢‘éé

documents w&/&«%&u? ay-&u@—- ”W /Jeam(_/aaw

a. QFFICE QF PRIMARY RESPONSIBILITY: PERMANENT: Retire to the
FYRC 4 years after no longer required for current operations; offer
to the National Archives after IY years, unless security classifi-
cation prohibits. 20

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 Jéﬁegt

o7 o Bleciliee R Gliitis « sorlole Waw
/3££ufi;:j;ue~“5 AM;? 32%« =2-7
a. OFFICE OF PRIMARY RESPONqIBILITY TEMPORARY: Destroy 5 years

after file becomes inactive.

b. OTHER OFFICES: TEMPORARY: Destrby when ne longer needed.

ADMINTSTRATIVE PUBLICATIONS: Case filed record sets of DIS stan-
dard publications (excluding fiunished intelligence publicatians)
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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. -
rahidcation, or.ginal copies of clearance and review summuries,
cus wedicatron of where other background material way bhe locat.d,
A’ 1e . o papers peritinent to the cediting and issuance of the
puel Lrowtlaien.  Record sers of awendments and related background
vatsrial arve filed with the basic publication which they charnze.

a. OQFFICE OF PRIMARY RESPONSIBLITY: PERMANENT: Retire to FRC
L year after supersession or revision; offer to the Natioral

Mochives when 30 years old (in S5--year increments).

L. OTHER QFFTCES: TEMPORARY: Destroy when superseded,
rescinded, or no longer needed for reference purposes.

7--10. SPECIAL ORDERS: Record copies.

g
. i
OFF [CL_OF PRIMARY RESPONSIBILITY: * FRRMARERT: ~ Cutoff 31 Dec;
o ld 1 year; retire to FRC; effer—to—thre—Nettonai—Arcirives . =
es—tt—rears—otd—{irS—year—inerements)— AQ/¢$4MZZQ57 i hreer S

e AL

2..11. GENERAL ORDERS: Record copies.

¢, OFFICE OF PRIMARY RESPONSIBILITY: PERMAMENT: Cutoff 31 Dec;
hold 1 year; retire to FRC; offer to the National Archives
when 30 years old {in S-year increments). 26) OR DesoLETE! (NGT(- TH IS

THEL (€57 T| i3 1S €
b OTEE OIS TEnfaniew 181 &ikes Iy

2-12, TRAVLL ORDERS5: Record copies.

OFFICE 0F PRIMARY RESPONSIBILITY: TEMPORARY: kutoff 31 Dec;
hold 1 year; destroy. :

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

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

~14_ MATL MANAGEMENT: Correspondence relating to the application of
management techniques to mail processing operations.

N3

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 plauns,
policies, standards, procedures, and svstems for governing the
creation, maintenance, utilization, and disposition of DIS
records.

ALL O¥FICES: TEMPORARY: Destroy when no longer needed.

A2~3



.2-16:., RECORDS 1 [REMENT AND / OR TRANSFER: Co, .es of Records Transmittal
and Receipt (SF 135) and related correspondence refiectiﬁg_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 yéars
after records listed thereon have been destroyed, offered to the
Natlonal Archives, or permanently transferred to another agency.

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

2-17. 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.

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 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
revisions 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 RESPONSIBILITY: TEMPORARY: Hold 1 vear after
discontinuance or obsolescence; transfer to FRCj destrov when 20
years old,.
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2§§&}CAT§Q§[$yﬁMSNR@QU* ITIONS AND REQUIRCHMENTo: TFormu,® athew
docunen .., and related bJ?reSpoudenﬂo used to reqt1°1TLOn or
zatablee, s 1equirtcments for publicarzons/iors. Stocl. racocd coavds,
reorier warkets, inveplory control recovas, distribution recuord
cards, and suniiar cortrol medin used to reflect the status of

ronacwountable publications/ forms.

CUFICT OF PRIMNARY RESPONSIBILITY: TEMPORARY: Destroy when
nupersc4rﬂ, obsnlete, worn out and replaced, or when no longer
treded, whichever is applicable.

ACCOUNTABLE FORUS DISTRIBUTION: Stock record cards, reorder
narkers, Lloventory control records, distribution record cards,
and gimilar control media, used to reflect status of accountable
forms.

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

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

REPORTS CONTROL TILES: Case files on reports created, canceled
or supersaded, and containing evidence of their existence and/or
their 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 tliemselves.

OFFICE OF PRIMARY RESPONSIRBRILITY: TEMPORARY: Destroy 2 years
after report 1s discontinued.

N4
STATISTICAL DATA: Records pertaining tq‘statlstical and related
data on thoe operations and activitles of the DIS and to the -
clearance of statistical data prior to release. ‘4322442 /945’/ 3;55224“ZE>
/”Q@L¢Vaaaauuozf TR J%E Al ER ‘?f@%féﬁ%éﬁé :jgi%ézzhééééf
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2-28.
2-29,

= 2-30

' . b
i QF, ICY, OF PRTMARY RESPONSIBILITY: TEITQAARY: Cutaff 31 Decg

bold 4 voars; Jdestroy.

| CLFZR QUFi~s: TEMPORARY: Cutoff 31 Dec; held 1 year; destroy.

TG OINEPECTIONS:  Docuwents relating to the planning and conducting

0f inspectlons performed by DIS, and by other authorized agencies.

GFFTCE GF PRIMARY RESPONSIBILITY: TEMPORAFY: Destroy after pra-
peamcing the naxt year's inspection coverase.

RETORTS OF 1G TNSPECTTON: Records created as a result of inspec-
tirns and investigatiouns conducted or directed by the Office of
the ITnspector General, including record of action taken and
supporting papers.

a. GFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec;
dstroy after 3 years, or after next inspection if sooner.

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

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

OFFTCE OF PRIMARY RESPONSIBILITY: PERMANENT. Retire to FRC when
no longer vequired for current reference; offer to the National

Archives &ﬁg:f—§ years .ald -
& R

HISTORICAL PROGRAM SQURCE 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.

ALL 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 Decj; hold 1
vear; retire to FRC; offer to the National Archives whengfzyears 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.

A2-6
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WARTTNE 4. EMERGEHCY PLANS: Vavtime aud Emergency Plans, opervations
rlans and oodevrs, augrentalbion plans, continulty of operat:ons plans,
and similar media with essential source waterial providing guirtznce

and requirenents to support wartim2 and emargency planning, includiag
background material.

OFFLICE QF PRIMARY RESPONSTBILITY: TIEMPORARY: Destroy when related
plan or order becomes superseded or obsolcce.

ADMINISTRATIVE REPOGRTS: Administrative inguiries and investigations,
reports, and supporting documents relating te matter adversely
affecting the discipline, efficiency, morale, or welfare of orgauni-
zations or persounel. (DIS 4-~02)

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

COMPLAINTS:

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)

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

PRIVACY AND FREEDOM 0% INFORMATION REQUEST RECORDS: (DIS 1-01)

PENDING

DISCLOSURE ACCOUNTING RECORDS:

PENDING
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3 — LTNANCE AND BUDGET

rcords pevtaining to Lhe performance of budgeting, accounting, and
fnanc1al wanagement functions,

a1,
Yo

gt ME‘
P
{

3-2.

POLTCY:  Records reflecting the establishment of policy and

procedures governing accounting and finauncial operations.

a. OQOFFICE OF PRIMARY RESPONMSIBILITY: TLMPORARY: Cutoff
37t September; nold 5 years; destroy.

b. OTHER OFFICES: TEMPORARY: Destroy when superseded orv
ohszolete.

ACCOUNTING RECOEDS: Records partaining to the financial

transactions of thz 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 recerding 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 RESPONSTBILITY: 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) Tinancial 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
ordevs, receiving reports, TR's, BL's, and travel orders -
destroy four years after TY to which they pertain, except
successor '"™M" accounts which will be destroyed 4 years after
liquidation.
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(6% CAD or Defense Audits: Teworts taken to any exceptions -~
r.tnin untal all exceptions arc cleared; destroy.

( » Disbursing Agent/Limited Veopository Records:  Appointidnt
croers tarn-te vouchers, chack stubs, cancelled check-~, cash
Bion.ters znd raports - destroy 4 years after the FY to

wirich tury perrain.

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

(27 Accuunts Receivable Records: Ledgers, collection
vodchers and supporting documents ~ destroy 4 years after
cluse of FY to which they pertain.

(1N) 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 obligatious.

(13) TImprest Fund Records: Destroy after reimbursement is
obtained {rom the supporting finance office.

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

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

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

3~5. DBUDGET RECORDS: Records reflecting budget estimates, justifications,
and execution by FY and by appropriation. They reflect the develop-
/7 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 whicn, due to their general nature, cannot be logically filed
elsevhere.

A3-~2
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ALT, OF7 ES: TEMPORANY: Destroy when . .erseded, ¢b.lizte, no
longer Ledad for velerence, o after 3 yeavrs, as appropriate.

ELUDELT FPOLICTES AND TROCEDURES: Correspondence and oth v

GoLononts Showing ageucy policy and procedures poveralng budset

mindstration wud reflecting pelicy decisions affectiry
crogndltures for agency programs; analyses and dnterpretacions of
Lrecutive Orders; statutes; 05D, 0B, and other ae=zoney policies,
Tenulations, iastructions, corvespondence, reports, and related
ducurents which affect budgetary tesponsibilitros.

. OPeTCE OF PRIVIARY RESPONSIBILITY : : Cutoff 30 Scp ;

hold 5 yedrs; eesceey T Ao lot . ZB AAHET AHE, et
P s B rFOS _cwdiie AT RS L
h. OTULER OFFICES: TEM ARY: Destroy when superseded, ohsolete,

o1 no longer needed.

BUDGET ESTIMATES: Official record copy of budget estimates
submitted to higher authority.

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

BUDCET PROGRAM DATA: Documents accumulated in support of preparation

3-9.

3-10.

and submission of budget sstimates.

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

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

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

B

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

WORKI.OAD AND PLRFORMANCE: 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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BULGET TOR-TULATTON AND REVIEW: Documents relating to the formulation,
und review by higher authority, of the DIS budget.

3-12. DUDGET FORMULATION AND REVIEW (GENERAL): Deocumenvs relating to
the administration of budget formulation and revieuv matters
thich, duc to their general nature, cannot be logically filed
clsewhere.

01 FICE OF PRTMARY RESFONSIBILITY: TEMPORARY: Destroy when
superseded, obgsulete, no longer needed for reference, or after
3 years, as appropriate.

3--13. 0SD/OMB BUDCET ESTIMATE SUBMISSIONS: Documents relating to
0SHN/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
after close of FY involved.

3-14. PRESIDENT'S BUDGET SUBMISSION: Documents relating to the President's
budget submissions and supplemental data to 0SD and the Congress.

OFTICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 vears
after close of FY involved. -

3-15. CONGRESSTONAL 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. . 45/2z4522k?7 é/¢x23142¢;2
LPE o #llrenl _cohiee 5T /ﬂ<7w ) LeAEA,
3-16. APPORTIONMENT: Relates to apportionment submissions to 0SD,
hearing backup data, workpapers and supplemental data submitted
to 0OSD.

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

BUDGET EXECUTION: Docunments 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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LEX2LNSE OPERATING BUDGET: Documents relating to the DIS expense
cooreting budper recetved from 0SD.

SLMARY RESPONSTRILLTY: TEMPORARY: Destroy 3 years
b FY dinvolved.

CGP2ERATING BUDGET AUTHORTZATIONS: Documents relating to operating
budgating authorizations to headquarters and districts.

OFFTLE OF PRIMARY RESPONSITDILITY: TEMPORARY: Destroy 3 yeatrs

UARTERIY OPERATING BUDGET: Operatirg budget workpapers
cflecting quarterly status and operating budget plans.

OFFICE OF PRIMARY RESPONSIBILITY: TIEMPORARY: Destraoy 3 years

OPKERATING BUDGET REQUESTS AND ESTIMATE: Documents reflecting
operating budget requests for current FY, and estimate for the

TFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 3 years

FINANCIAL MANAGEMENT REPORT: Quarterly report prepared for

4. QFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep;

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

BUDGET EXTCUTION BACKGROUND DATA: Extra coples of documents

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, Fay Increase Cost,

Training Travel, Communication Costs, and other documents of a
similar nature duplicated elsewhere in functional files.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when

superseded, ohsolete, or no longer needed for reference.

RECURRING REPORTS: Reports prepared by the Rudget Office.

3-18.

O UCL OF b

ofror close
3-19.

afrer close of TY wnvolved.
3-20. @

r

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.

REPCRTS 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. OITICE OF PRIMARY RUGPONSIBLLITY: TEMPORARY: Cutoff 30 Sep;

destroy after 4 years.
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b.oo O R OFIICES:  TEMPORARY: Lestroy when no longer needed.

TNTEANS REPORTS:  Includes all reports prepaved by budget

wvi frces for DIS managemenk purposes,

A1l OFPICES:  TEMPORARY: Cutoff 30 Sep; destroy after 4 yea.s.

BOMAPPRCURIATED FUNDS FINANCIAL MANAGEMENT RECO2DS:

3-26.

3~-29.

3-30.

DUDG~TARY DATA: Merchandise, payroll, prefit/loss and capital

expenditure budgets maintained as a result of monthly or yearly
kuadget ing practices.

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

FINANCIAL STATEMENTS AND REPORTS: HEADQUARTERS DIS statements
(viic tuding consolidated), reports of audit and of inspections.

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

NONAPROPRIATED FUNDS CUSTODIAN CERTIFICATE: Memorandum receipts

of cash, other negotiable instruments, certificatres of inveurories
of assets, and liabilities assumed by a temporary replacemen: or
successor custodian required for protection of all NAF assets.

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

UNTT 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. )

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.

PROPERTY ACCOUNTABLE DATA: Individual property cards or ledger
sheets showing original costs, major improvement, depreciation,
and oth-r data, with supporting project estimates, justifications,
transter vouchers, receiving reports, and corrcspondence 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,dlbpo§e ot
il accorwance with parent Scrvice directives.

ENCESS AND SURPLUS PROPERTY: Correspondence, reports, voucher
and attached supporting data, stock records cards, turn-in sl.

shipning documents reflecting scat
or disposals of property.

ALL OFFLCES: TEMPORARY: Dispose

Service directives,

A3~7
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of all transfervs, donations,

in accordance with parent
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4 — PERSONREL
Riccornds 1elating to the overa!l admunistration of DIS persounel matters.
- a1 PERSONNEL POLICY AND PLANNING RECORDS: Documentation reflecting

the develnnaant of plans, policy, procedures, and methods for the
procurement and administration of all civilian and military personnel.

N OUFICE OF PRIMARY RESPONSIDILITY: TEMPORARY: Hold 1 year
atter revision;rransferto FRC: destroy after 5 years.

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

-2, GENERAL AUTHORITIES AND PRECEDENTS: Documents relating to the Civilian
Persornel Office's basic authorities to act for the Director, D15, or
the activity comnander in administering civilian personnel actions,
such as delegations of authority to sign perscanel actions, authorities
granted to deviate from established policy, and records of actions or
decisions which are precedent setting for future operations.

OFFICE OT' PRTMARY RESPONSIBEILITY: TEMPORARY: Retain‘in personnel
office until no longer required for reference;transferito FRC; destroy
after 5 years.

4-3. OFFICIAL PERSCONAEL KRECORDS (CIVILIAN): Official personnel folders
documenting the employment history of each civilian employee of DIS.
(DIS 4-01) I

OFFICE OF PRIMARY RESPONSIBILITY: PERMAMENS=| 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.

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 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.

45, PERSONNEL AUTHORIZATION: Memorandums, letters, manning tables, or
other documents which reflect personnel spaces allotted to various
orpanizational segments and which provide the Civilian Personnel
Of fice 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
yearsitransferito FRC; destroy after 2 years.

-
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Lty . PLRPONNTL CONTROL, FiLES: Service record cards providing a record of
prsowclong and sncumbents, a medium for controlling personnel strength,
avr, a device for followup on actions due. They consist of SF 7d
(Fesstion Tdentification Steap), SF 7 (Sevvice Record Cavrd), and
lorcvor files reflecting Joint Table(s) of Distribution position number
wirhitn each organizational sepgment. (DIS 4-01)

d. OFFICE O PRIMARY RESPONSIBILTITY: TEMPORARY: Destroy after 3 years.

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

LT, SUPERVISOR'S RECORD OF EMPLOYEE: A record of each civilian emplovee's
job history, training, personnel actions, etc., kept current by the
supervisor. (DIS 4-01)

ALL OFFTCES: TEMPORARY: Forward to new supervisor im a sealed envelope
when employee changes jobs within the Agency. Forward to Civ:lian
Fersonnel Offlice upon separation of employee from DIS. The D!S Form
will be destroyed in the Civilian Personnel Office 1 year after sepa-

ration of employee.

4-§. CIVILTAN PERSONNEL ADMINISTRATIVE RECORDS: Documentation concerning
day-to-day administration of such matters as hours of work, time and
attendance, leave, employee relations, medical services, persoannel
actieon 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.

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

Curort 2036/, Hoed R 4eans,
QFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: DeSTTOy airLer J-yeals.
TiaviFen o YR, DesTRoq WHEN b yéans oub.

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

HotD 2 yenng
OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff 30 Sep; destroy ’
after S—yemrs. TRavPec To FRU ., DesTAOY WHen ¢ yeans aud.

4-11. EMPLOYEE-MANACEMENT 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: TEMPORARY: transfer to FRC 2
years after filc becomes inactive; destroy after 5 years.

A4-2
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L.  OIHER OFFICES: TEMPORARY: Destroy 1 year after file becomes
inactive.

MIiITAUY AYARDS BOARD DOCUMENTS: Records reflecting the origin of tne

N 3 = Q
4-14, LIS )
o rivd, copies of General Orders, the citation, the recommendation, and the

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

(3 7LCE OF PRIMARY RESPONSIBILITY: TIMPORARY: Cutoff 31 Dec; hold 1

4-13. DTS TNCENTIVE AWAEDS: Correspondence relating to the general admini-
csrration ol awards to employees for suggestions, acts, or superior
accomplishments which have contributed to outstanding efficiency and
ecorcny in the administration and operation of the DIS, including
letters of appreciation or commendation for individuals or DIS elements.
(DTS 4-10)

a. OFFICE OF PRTMARY RESPONSIBILITY: TEMPORARY: Cutoff 31 Dec; hold
2 vears; destroy.

b. OTBER OFFICES: TEMPORARY: Cutoff 31 Dec; hold 1 year; destroy.

4-14. OQUALIFICATION, PLACEMENT, AND PROMOTION: Correspondence pertaining
toe matters regarding promotions, placement, and qualifications of
civilian employees. Includes recommendations for appointments, promotions,
"and appointments of consultants. (DIS 4-09)

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

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

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

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

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY:

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

b. Other files: Destroy after 2 years.
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4-19.

4-20.

4-21.

H4-22.

4-23.

JOL OYPORTUOMITILS:  Announcements of job vacancies civculated to
crnloyees, other agencies, or to the public.
4 2> >

COFTCE O PRIMARY RESPORSIBTILITY: TRIFORARY: Destroy after 2 yuars.

OTHER OFFICES: TEMPORARY: Descroy after expiration date.

CLAGBIFICATION AND PAY MANAGCEMENT : Recerds reflecting decisions
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O FICE OF PRIMATY RESPONSIBILILY: TENPORARY:tranSer!tO FRC 1 vyear
after file becomes inactive; destroy after 5 years.

POSITION DESCRTPTIONS: Certified master copies of job descriptions
for each basic pousition established and serviced by the Civilian
Personnel Office; includes the position description number listc.

OFTICE OF PRIMARY RESPONSTIDTLITY: TEMPORARY: Destroy 5 years after
job ts abolished.

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

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

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

MILITARY TRAINIMG RECORDS: Records that document training received
to include General Military Training, On-—the-~job Training, driver
training, firearms training, etc. (DIS 4-02)

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

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

Ad-4



4-26.

4-27.

pisy 28-2

O;+1CF OF PRIMARY RESPONSIRILITY: TEMPORARY: Nominations resultiang
Tu hs=tgunsAt, hold 6 monthe zfter separation from DIS; destroy alter
1idoiwatinr. has been traasferred to procurement cards. Nomiuatsous
nol resullng in assignment, destroy after wnformation is traunsicrred
to proucuy mment cards.

PERSONNEL MANAGEHMENT I[NFORMATION SYSTEM:

a. iltlitary: Computer trecords consisting of identification data
cen the 1wndividual, assignment data, duty information, basic personnel
data, psrsoual data, agent qualifications. (DIS 4-05)

CI'FICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Magnetic tape rTecords
arc retained for 3 years following individual's departure from DIS,
then erased from the computer file, and output reports raflecting
personnel data on the individual destroved. Paper records are desiroyed
one year following departure of individual.

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

QFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when no longer

needed.

EQUAL OPPORTUNITY COMPLAINT CASE FILES: Documents reflecting complaints

of military and civilian personmnel 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 persomnnel.
Included are statistical tables and similar or related documents. (DIS 4~08)

OFFLCE 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
nceded for current operations.
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PIOLICY: Documents and telated correspondence and instyuctions vhich
provwﬂa euidance and direcgrion for all aspects of LUVEStantlUnsaélf/

425244%4%4?7 é%?pbapéa 4£§§f&%nuiff§i SR AR, Py

hose docurfents which aré deemed of historical value to DIS.

OFYFICE OF PRTMARY RESPONSTBILITY: PERMANENT: Hold 4 years after
revision: vetive to FRC; offer to the National Archives aé*erﬂlé’years,?éﬁ%
unless security classification prohibits. ,/ﬁaaa//eév$c

I, 5 :

£ = b = =

nonrecord copies of permanent-type documents.

ALL OFFICES: TEMPORARY: Destroy when superseded, obsolete, or mno
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
rclated documents, dealing with liaison matters of mutual interest

which render assistance to investigations iy progress Aﬁzégf-/ﬂ /,ggzéaf
P ?a Ll %é Mﬂtpt—un&-ﬂ M Wm
i El LT E =/
QFFICE QF PRIMARY R”SPOVSIBILITfV TEMPOR: Destroy when 6urpos§¢’

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 investigatiomns. (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.

PERSONNEPNSECURITY INVESTIGATIONS: (DIS 5-01)
PENDING
SPECIALS, GHIMINAL NQNVESTICATIONS, AND SURVEYS: (DIS 5-01)

P \
PENDING

A5-1 Attachient 5
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AND TRAWSHMITTED WITHOUT FURTHER INVESTIGATION
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BECEPR(CA[,?%{RSONNhL SECURITY INVESTICATTONS Q&?ﬁ?fz): (1S 5-01)

Wi LIS:  (DLS 5-01) s
PENDIKG
2
COMPLETED AGENI REPORPATORMYy, ROTs, ALS, ISRs:

PENDING <

AGENT'S MNOTES jé;z;IALS. CRTMINAL INWESTIGATIONS AND SURVEYS): (DIS 5--01)

(DIS 5-01)

PENDING

DEFENSE CENTRAL INDEX OF TINVESTIGATLONS (DCIT):

B

(DIS 5-01)

PENDING
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pesition of trust as relizted to his loyalty, ci

m

tebiliity, and reliebility. (DIS 5-01)

OFFICE OF PRIMARY RESPONSIETLITY: WoMPCAiRY: ODesstroy 15 years after

date of last action. (NC1-330-76-1,1a(l))

b. An inguiry which resulted in adverse personnel action, Court

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

_mation obtained in ihe investigsbtion, (DIS 5-01)

OFFICE OF PRIMARY RESPONSIBILITY: T&MPORARY: Destroy 25 years after

the date of last action. (NOTE: Those files determined to be of
possible historical value, those of wide spread public or Congressional
interest, may ve oifered 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 PRTMARY RESPONSIBILITY: TEMPORARY: Destroy 1 year after

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

(DIS 5-01)

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Disposition in accordance

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

SPAECIALS, CRIMINAL INVESTIGATIONS, AND SURVEYS: Files containing re-—

ports, statements, afifidavits, correspondence, and information data
f
f1led a5 the result of spzcial investigaticns as the Secretary of Delense

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

(D1s 5-01)
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niziosical value, tiose ol wide nread pudiis or Corgroesioral invzooss,

me) oe oiferad to the Wationsl Archives after 15 "=ars.) (HCl~330—76-1,

A327R0CLL PZRSONNEL SECURITY INVISTIGATIONS (225I's): Reports, state-
menes, alTidavits, corcespondencs, and informational data fiied ithere-

Or71CE OF PaiMiaY RESAONSIBILITY: TAMPORARY: Desiroy 60 days after

cmpletion of report.

INrORMATION RECEIVED AND TRANSMI I'T-D VVITAOUT FURTHER INVESTICATION
BY DIS: InTormation Summary Reporw (ISR) and correspondence. {DIS5-01)

Cr7iCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy after 60 days.

COYPLETED AGENT REPORT FORMS, ROI's, ALS, I153s COPRZSPONDENCE: DIS Forms

10; 25 tnru 35, copy of Heport of Investigation, Action Lead Sheet,
Iinfocrmation Swunmary Report and correspondence retained in the field as
required by DISM 20-1. (DIS 5-01)

CFFLCE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 60 days after

publication and submission of inlormation.

AGENT'S NOTES (SPECIALS, CRIMNINAL INVESTIGATIONS AND SURVEYS): Agent's

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

OrFICE OF FRIMARY RESPONSIBILITY: TEMAORARY: Destroy afier 1 year.

DEFENSE CENTRAL INDEX OF INVESTIGATIONS (DCII): Composed of locator

rererences to investigations conducteda by or for DoD investigative

organizaiions and reiained by ihem. (DIS 5-01)

]

OrFFICE Gr PRIMARY RESPONSIBILITY: TEMPURARY: Destroy when no longer

needed.
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DUFIVSE CASE COUTTIL SVSTTIL (DOCE): Totez ot anttL Lnb 0L p005S <ad
statistics for irmvestizatinoas being co-ucied bty DIS.
OFFICE OF PRIMARY A=SPORSIBILITY: TENPCRARY: Destroy wonthly

history tapes after 2 yeers. Destroy IAF (lezd assignment) records
one year after completion of field leads. (DIS 5-04)

TONAL AGENCY CLSE COI SYSTEM {nCCS): Case rznagerent reports

end statistics for NAC~type investigaticnos being conducted by DIS,

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destrey monthnly

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

DCII DISCLOSURE ACCOUNTING SYSTEM (DDAS): Records of disclosures

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

Act of 1974.

OFFICE OF PRIMARY RESPONSIBILITY: TEMNPORARY: Destroy aster 5 years oOr

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



& - SLCURITY

scords reflecting managorial control and formulation of policies and
srocadures governing clarsified information; personnel, physical, and
decunmant secnrity; secu-icy oriencation and training; the industrial sescurity
prasram; and safelieening and control of classified information.

-1, POLTICY & PLANNING RECORDE: Files reflecting the formulation and
5{: ¢ncablistuent of policy, planning, sud procedural developants

a2 soverning sacurity mattetrs.

a, OFFICE OF BRIMARY RESPONSIBILITY: TEMPORARY: Destreoy when
supevseded, obsalete, or ro longer needad.

b. QTHER OFFICES: TEMFORARY: Destroy when superseded or rescinded.

6-2. DOCUMENT SECURITY: General administration of the security
classification program, claossification guides, regarding instructions
and the measures required to safeguard classified information.

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when no
Jonger required.

6-3. 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 accouatability. Place in inactive
file when related documeats are destroyed, downgraded, declassified,

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

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

OFFICE OF PRIMARY RESPONS1BILITY: TEMPORARY: Destroy 2 years after
related document is destroyed, downgraded, or transferred. NOTE:
Cara must be taken not to destroy receipt, destruction certificate,
and other supporting documents pertaining to active items on current
or prior year registers.

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

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

Ab6-1 Attachirant 6



*

DISM 23-2

6-56.

6-7.

6-8.

6-9.

6-10.

6-11.

6-13.

.
+ - .

TOP SRCRAT TMVELTOAY PECORDS: Files accumulated in connection with

ey

invetory oz T(7 SECRET dO"LLErES

OUrFICE OF PRIVANY RRESLONSTBRILITY: TEMPORARY: Desivoy ? years afrer
corpletion of inventory.

TILE R¥ECORD YIWIEW: Records which insure that TOP SECCET documscts
are veviewed anunually under Jdirectives governing downgradingz.

OTFICE OF PRIMAERY SPOJSTBILIT': TEMPORARY: Destvoy immediataely
after document has been redesignated, destroyed, transferved, dowvn~
graded, declassified, or retlrcd.

CERTIFICATES OF DESTRUCTION FOR CLASSTTIED MATERIAL: Torms or
documentary evidence reflec:ing appropriate struction of
classified material.

OFFICE OF PRTMARY RESPONSIBILITY: TiMPORARY: Cutoff 31 Dec; hald
2 yaars; destroy.

ORIENTATION AND TRAINING: Documents reflecting training, security
orientation, and cempliance with security regulations.

ALL OFFICES: TEMPORARY: Destroy wvhen no longer needed.

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

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

PHYSICAL SECURITY: Files reflecting general administration of a program
of controls over the physical security of buildings, areas, documant
containers, securlty equipnent, alarm systems, the DIS badge syscem,
guard gervice, and similar matters. (DIS 4-02)

ALL OFFICES: TEMPORARY: Destroy when no longer required.

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

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

checllists will be retained for 90 days after last eutry, unless
needed in connection with 2 investigation.

SFCURLTY VIOLATIONS: Documents zud correspondenca pertaining to
allesed security viclations, nnauthorized divulgence of classifled
information, results of fiudiungs, and final corrective action taken.

Ab-2
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OFFICE OF PRIMNARY RESPONSTDTLLITY: TEMFORALRY: Destroy 2 y.cars
alfter completion of fipmal cerrvective or discaplinary acrion,
except thosc classified as felonies which should be Lept poima-
nzntly.

STCURITY INSPLECTIONS AND SURVEYS: Tiles partaining to inspoetious
and serveys of DB1S areas.

ALL QUFICES: TEMPORARY: Dispose of 1 year after Fimal cervective
actions have been taken.

SECURITY CASE FILES: Copies of reports, statements, alfidavits,
correspondence, and informational data concerning DIS activities.
{DIS 6-01)

OFF1CE OF PRIMARY RESPONSIBILITY: TEMPORARY: Destroy 1 year

after termination of assignment to DIS.

INDIVIDUAL IDENTIFTCATION RECORDS: Documents relating to the

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

OFFICE OF PRIMARY RESPONSIBILITY: TEMPORARY:

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

b. DOD badpes will be destroved 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.

OFFTICE OF PRIMARY RESPONSIBILI'1{: TEMPORARY: Destroy when purpase

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

BADCES, CRPDENTIALS, RECEIPTS, AND INSPECTTON RECORDS: Credentials.
(DIS 4-02)

OFFICE OF PRIMARY RESPONSIBILTITY: TEMPORARY: Destroy when super=~
seded, or 6 months after cancellation.

A6H~3
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7 -~ LOGISTICS

1*zge Tocords relaste to all sspects concerning supplies, equipment, facilities,
¢ ransportaticn, snd safecy {or RIS, Files ideantified herein relate to
riovvrement, receipi, storage, issue, disposition, mzintenince, services, and
accountability of all cypes of supplies, space, and equipwent; transportation
vattoers; and the L.S% Safety Program.

—  J=1. POLLCY AND PLANYING FILES: Documents and related correspondence and
iestructions which provide guldance and direction for all aspects of
siite procurement activity within the agency.

Fog. o

[}
NiE {,k. CYFICE OF PRIVARY REGPONSIBILITY: TEMPORARY: Hold 1 year after
@ revision;transferto FRC; destroy after 10 years.

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

7-2. CONTRACLT FILES: Contracts, agreements, and correspondence with other
government scurces and civilian contractors that provide administra-
tive, techniczal, or scientific support. Includes records of implewnsn-~
tation, contract development, machins purchases, leases, maintenance,
substantive monitorship, bids, proposals, technical puidance, contract
amendments, 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. TECHNICAL REFERENCE FILES: Copies of A&E technical reference books,
technical and trade journals, studies of other government agency
building comstruction projects, specifications, drawings, photographs,
slides and cost data of other jobs, sample survey forms, brochures,
catalogs, and related data.

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

7-4. LOGISTICAT, PLANMING FILES: Records relating to the allocation,
utllization, aud relecase of office space under DIS control; utilities,
equirrent, suppligs, services, and other logistical support activities,
including military construciion projects.

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

b. COTHER QFFICES: TEMPORARY: Destroy when no longer neaded for

referenca.
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7-5,  RFQUISITION, EQUIPMENT, SERVICES, AMD SUPPLY FTILES:

Adaintstrative Services Requests and Military Interdepartimeuntal

S~vvice Requests with related documents. Contains copies of
roguisitions, service or material reguessts, and shipment orders
i0: stocks and material, maintenance, aund/or rentals of

cyuipment with suppeorlting correspondence.

a. OIFICE OF PRIMARY RESPONSIBILITY: TEMPORARY: Cutoff
30 Sep; held 2 years after completion; destroy.

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

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

ALL OFFICES: TEMPORARY: Dastroy when superseded, obsolete, or
no longer neaded.

7-7. STOCK RECORDS ADJUSTMENT APPROVALS AND'REPORTS OF SURVEY :
Documents such as inventory adjustment reports and reports of
survey nmaintained by the reviewing or approving office-
reflecting 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 .
PROPELRTY BOOK: A record of all nonexpendable property maintained
for accountability purposes on a current basis.

~]
!
=2

ALI, OFFICES: TEMPORARY: 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.

OI'FTCE Of PRIMARY RESPONSIBILITY: TEMPORARY: Destroy when
superseded or obsolete.

A7-2
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. PIPRODUCTION FILES (T
Tiproductinn of publ
sopweits for gservice
ithLlLle

NTE2WALY :  Printing requisitions for tr:
cations and other printed materials ir:iuviing
perioriwed through ichouse reproduction

.
=
o

ICE OF PRIUIARY LESPONSIRBILITY: ‘TEMPORARY: Cutoff 31 Dec;
11 3 d=2stroy.

7-12, BEPRPODLOTION FILES (EXTERNAL)Y: Printing requisitions submitted
to the Defense Yrinting 0ffice, TDefense Printing Service, and
Covernsant Printing Office for reproduction of forwms, publication
and other printed matelrizls when requests exceed the capsbilities
ol inhouse repreduction facilities.

-~
E |

OFFICE CT PRIMAEY RESPOLSIBILITY: TEMPORARY: Hold 1 vear after
cannletion of jobhy destroy.

- 7-13. INTERSFRVICE SUPPORL ACREEMENTS (ISSA): Formal agreements, with
any wmodifdications; memorandums of understanding, as required;
¢ f reports and releted documents concerning services rendered and
[ assigoment of real property and facilities to tenant and attached
0J§[7; 7 vanits which documént arrangements between host and tenant activities
' to provide c¢ommon support sexrvices. )

OFFICE OF FRIMARY RESPCNSIBILITY: TEMPORARY: Destroy 1 year
after agreement is superseded or terminated.

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

OFFICE OF PRIMARY RESPONSIBILITY: TIMPORARY: Destroy when
supersedad, obsolete, or no longer needed.

7-15. MOVEMENT OF GOODS: Records telating 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 FRC if volume warrants.

b. BILLS OF LADING REGISTERS: TEWFORARY: Destroy 4 years after
final eatry on reglster.

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

7-16. MOVIUENT OF PEPRSONNEL: Passenger transportation records pertazining
to reimbursements to iundividuals. Consists of copies of travel
orders, per diem vouchers, transpertation requests, hotel reservations,
and all supporting papers releoting to official travel of ndiitary and
civilian emnployees, and dependents authorizced by law to travel.

A7~-3
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a, TRAVEL ADMINISTRATIVE WUT COPIRS: TEMPORARY: Hold in current
area; destrocy after 4 years.

b. OBIICATION COPTES: TIHPORAEY: Descroy whan funds ave
obligated.

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

7-17. TRAVSPORTATION OFFICERS LISTS: Documents relating to the
appointment of traasportaticn officers and agents. (DIS 4-02)

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

7-18. LOCAL TFANSPORTATION RECORDS: Correspondence pertaining to
arranging and providing for local transportaticn of agency personnel
within or between local military installations and activities.

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

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

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

7-20. 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.

7-21. LEASED BOUSING BRECORDS: 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.

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

a. OFFICE OF PRINARY RFSPONSIBILITY: TEMPORARY: Destroy a’ter 5
years, or wvhen no longer neszded, whichever is soconer.

b, OQTHER OUFICES: TEMPORAKY: Destroy when no lenger needsl.

AT-A



PERMANENT RECORDS MEASUREMENTS

Item Emfﬁffred
No. Title to Archives
1-7 General Correspondence 1 cu ft
1-14 Director's Correspondence File 1/2 cu ft
2-1 Policy 1/4 cu ft
2-5 Management Evaluation 1 cu ft
2-6 Management Improvement 1/2 cu ft
2-7 Organizational Planning and Manpower

Authorization Records 8 cu ft
28 Manpewer—Studites- e e o
2-9 Administrative Publications 1/2 cu ft
Bl Speetal-Orders s A BT T
2-11 General Orders 1/2 cu ft
2-19 Numerical Forms File 1/2 cu ft
2-28 DIS Historical Program Documentation 1 cu ft (Legal)
2-30 Information Releases 1/12 cu ft
3-7 Budget Policies and Procedures 3/4 cu ft
5-1 Policy 1/2 cu ft

Est Amt fwd
to FRC

4-3

Official Personnel Records (Civilian)

St Louis MO

11/2 cu ft





