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COTR and Procurement Records

These records relate to Contracting Officer’s Technical Representatives (COTR)
files and small purchase procurements.

Item Number: 01

Item Title: Contracting Officer's Technical Representatives (COTR) Designation and
Termination Files

Disposition: Temporary. Do not send the records to the Records Center. Keep the
records for 3 years after termination of appointment and then destroy.

Authority: N1-525-95-1

(Covers former 401-2-a, 401-2-b)

Item Description:
¢ Files maintained by the COTR or program office may include:
o Requests for designation or termination
o Statement of qualifications
o Letters of designation or termination
o Acknowledgement of receipt thereof

Item Number: 03

Item Title: Small Purchase Files

Disposition:, Temporary. Do not send the records to the Records Center. Keep
records for‘%'t/ears after the final payment 1s made and then destroy. N
Authority: GRS 3 Items 3-a-1-b, 3-a-2-b, 3-b, N1-525-95-1 ¢ “*:';:
(Covers former 401-3, 401-4, 401-7-2-a-2, 401-7-2-b-2, 401-7-2-c, 401-8-a) i /ie

et “\'"%

Item Description:

e Procurement records relating to transactions at or below the simplified acquisition
threshold, to include Government Purchase Card (GPC) transactions, and all
construction contracts at or below $2,000. Documents typically contained in the
procurement files accumulated by customer account executives, item managers,
GPC Cardholders, and other staff address:

o Customer requirements for materiel
Acquisition/purchasing of materiel for customers
Shipping information for materiel
Information on priornty and status of orders/transactions
Warehouse locations of materiel
Funds available
Related messages, notes, status reports, and specifications
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Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3)
with the corresponding statute 10 U.S.C. 424, which protects from disclosure the
"organization or any function of, and certain information pertaining to, employees of the
National Reconnaissance Office ." You will need to submit a Freedom of Information Act
(FOIA) request to the Office of the General Counsel for the withheld information.

http://www.archives.gov/foia/


http://www.archives.gov/foia



