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ro: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHINGTON, DC 20408 

DATE RECEIVED 

I., l. r:;O 
1. FROM (Agency or establishment) 

NATIONAL IMAGERY AND MAPPING AGENCY (NIMA) 
NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is except 
for items that be 
not approved" or in 10. 

DATE 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to t isposition of its re ords 
and that the for on the attached __ are not now needed for the business 
of this or not be needed the retention and that written concurrence from 
the General Office, under the provisions 8 o the GAO Manual for Guidance of Federal 
Agen ies, 

 is not required; a is attached; or a has been requested. 
DATE -� 

(b)(3) 

10. ACTION 

USE 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

The National Imagery and Mapping Agency (NIMA) is 
developing its Records Schedule and submits Series 1200, 
Logistics, Supply Maintenance, and Transportation Files, for 
approval by the Archivist of the United States. 

Disposition instructions in the General Records Schedule 
(GRS) have been applied to NIMA records where possible. 

The attached 1200 Series (Enclosure I) has been 
coordinated with NIMA General Counsel, Security, and 
Mission Support program offices of the Agency. Enclosure 
2 is_ a conversion table of Defense Mapping Agency (DMA) 
approved file numbers. 

NIMA records (formerly Defense Mapping Agency and 
others) will continue to be transferred to the Washington 
National Records Center (WNRC), Suitland, MD, and the 
National Personnel Records Center (NPRC), St. Louis, MO, 

\. \ r storage as appropriate. 
' 
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NIMA Records Schedu l e  

1200 Series - LOGISTICS, SUPPLY MAINTENANCE, AND TRANSPORTATION FILES 


Logistics, supply maintenance, and transportation files relate to the procurement, storage, issue, 

disposition, maintenance, and accountability of all types of supplies and equipment. These files also relate 

to the motor vehicles, such as the direction, control, and supervision of transportation functions; 

expediting supply shipments; and the use of bills of lading, and the protective maintenance of all elements 

of the National Imagery and Mapping Agency. 


These files accumulate in offices responsible for 

1201 - PROCUREMENT FILES 
 )1202 INDIVIDUAL PROCUREMENT TRANSACTION FILES 
120 3 - SOLID WASTE MANAGEMENT FILES 
120 4 - STOCK CONTROL AND REQUISITION FILES 
1205 - GENERAL SUPPLY ACCOUNTING FILES 
1206 SELF SERVICE SUPPLY FILES 
1207 - CONCESSIONAIRE FILES 
1208 - MAINTENANCE FILES 
1209 STORAGE FILES 
1210 - LIBRARY SUPPLY FILES 
1211 - PERSONNEL TRAVEL AND TRANSPORTATION FILES 
1212 - PROPERTY DISPOSAL FILES 
1213 - MOTOR VEHICLE MANAGEMENT FILES 
1214 - SMALL BUSINESS PROGRAM FILES 
1215 - TRAFFIC MANAGEMENT AND FREIGHT MOVEMENT FILES 

J 
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N IMA Records Schedu l e  

1201 - PROCUREMENT FILES 

These files relate to the supervision and administration of procurement of supplies, equipment, and services. 

Series Type of Fi1es 	 Disposition 

1201-01 CONTRACT STATUTORY RESTRICTION 	 TEMPORARY 
Records used in developing standard contract forms 

and clauses and in authorizing deviations from 

them. Included are copies of statutory 

requirements; coordination records; studies; 

requests, approvals, and disapproval of 
 )
deviations; and similar records. 

a. Recordkeeping copies (paper, electronic, or 	 a. Destroy/delete concurrently with contract to 
both) 	 which the deviation, clause, or restriction 

applies. 

b. Electronic copies of records created using word b. Destroy/delete within 180 days after 
processing systems and electronic mail and used recordkeeping copy has been produced. 
solely to generate recordkeeping copies. 

1201-02 DETERMINATIONS AND FINDINGS 	 TEMPORARY 
Records related to determinations and findings 
required prior to negotiation of contracts. 
Included are determinations and findings and 
directly related correspondence. NOTE: Offices 
administering contract which result from the 
determination and findings will file the records 
with the resulting contract. 

a. Recordkeeping copies (paper, electronic, or a. Destroy/delete when 5 years old. 
both) 

b. Paper records maintained separately from the b. Destroy when 180 days old. 
recordkeeping system. 

c. Electronic copies of records created using c. Destroy/delete within 180 days after 
word processing systems and electronic mail and recordkeeping copy has been produced. 
used solely to generate recordkeeping copies. 

2 
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N I MA Records Schedule 

1201-03 CONTRACT FINANCING 

Records relating to actions designed to provide 
financial aid to contractors. Included are 
applications for contract financing, investigation 
records, coordination records, approvals, 
disapproval, and similar records. 

TEMPORARY 

a. Recordkeeping 
both) 

copies (paper, electronic, or a. Destroy/delete when 4 years old. 

b. Paper records maintained 
recordkeeping system. 

separately from the b. Destroy when 180 days old. 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

1201-04 BIDS AND PROPOSALS 
R rds relating to actions taken with respect to 
corre ng mistakes in bids and in settling 
protests Included are copies of bids, 
contracts, an otices of award; decisions; copies 
of statutes; documents; and related 
papers. 

TEMORARY 

a. Successful bids , proposals (GRS 3/5a) 
Recordkeeping copies (paper, elect both) 

b. Solicited and unsolicited unsuccessful 
and proposals related to small purchases 
Part 13. Recordkeeping copies (paper, 
electronic, or both) 

(GRS 3/5b (l) ) 

c. Solicited and unsolicited bids and proposals 
relating to transactions above the small purchases 
limitations in 48 CFR Part 13. Recordkeeping 
copies (paper, electronic, or both) 

c. 

d. Canceled solicitation files. d. 

3 
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NIMA Records Schedu l e  

Formal solicitations of offers to provide 
s or services (e.g. , Invitations for Bids , 

requests Proposals , Requests for Quotations) 
which were can ed prior to award of a contract. 
The files include p -solicitation documentation 
on the requirement , any ers that were opened 
prior to the cancellation , do entation on any 
Government action up to the time o ancellation , 
and evidence of the cancellation. Reco eeping 
copies (paper, electronic, or both) 

2. Unopened bids: Recordkeeping copies 
(paper, electronic, or both) 

e. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1201-05 	 CONTRACT APPEAL 
Records compiled by contracting officers and 
transmitted through channels to the Armed Services 
Board of Contract Appeals. These files relate to 
appeals by contractors from decisions on disputed 
questions by contracting officers or their 
authorized representative pursuant to Appendix A, 
Defense Federal Acquisition Regulation (DFAR) . 
Included are (BUT not limited to) all records 
pertinent to the appeal: Such as findings of 
facts, specifications, amendments, and change 
orders; correspondence between the parties; 
transcripts, ANY records as the contracting 
officer may consider essential or as may be 
designated by the Board. 

a. to October 1, 1979: 
Recordkeeping or both) 

b. Records created after September 
Recordkeeping copies (paper, electronic, 

1. (GRS 3/5 (c) (1) ) 

(GRS 3/5/ (C) (2) ) ) 

e. (GRS 3/18a) 

TEMPORARY 

J 

a. (GRS 3/15a) 

4 



N IMA Records Schedu l e  

c. Paper records maintained separately from the 
recordkeeping system. 

d. es of records created using 
word processing systems an e 

· 
and 

used solely to generate recordkeeping copies. 

1201-06 	 CONTRACTOR RESPONSIBILITY 

Records maintained for the purpose of determining 
contractor's responsibility as defined in Part 4, 
Subpart 4. 7 and 4.8, of the FAR. Included are 
brochures; replies to questionnaires; financial 
data, such as balance sheets, profit and loss 
statements, cash forecasts, financial history of 
contractor and affiliated concerns; current and 
past production records; personnel data; lists of 
tools, equipment, and facilities; analyses of 
operational control procedures; and similar 
records. Affirmative determinations of 
responsibility signed by the appropriate 
contracting officer are to be filed in the pre
award portion of the applicable contract file. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Paper records maintained separately from the 
recordkeeping system. 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1201-07 	 PROCUREMENT MISCONDUCT 

Records accumulated as case files which deal with 
specific incidents relating to fraud, misconduct, 
criminal conduct, or suspected fraud or misconduct 
in connection with procurement matters. Included 
are investigations, statements, reports, 

b. Destroy when 180 days old. 

TEMPORARY 

) 

a. Records pertaining to specific contracts 
destroy/delete 6 years, 3 months after final 
payment. 

b. Destroy when 180 days old. J 
c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

5 
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decisions, 	 similar records, and related papers. 
These files also provide information for 
publication of the debarred, ineligible, or 
suspended bidders list. 

a. OPI0who make final determination: 

Recordkeeping copies {paper, electronic, or both) 

b. Other offices: Recordkeeping copies {paper, 
electronic, or both) 

c. Paper records maintained separately from the 
recordkeeping system. 

d. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1201-08 	 DEBARRED BIDDER LIST FILES 

Records relating to the suspension of bidders that 
prohibit contractual relationship with DoD. 
Included are lists of debarred, ineligible, or 
suspended bidders; status reports and 
recommendations relating to bidders appearing on 
the lists; modifications, deletions, and additions 
to the lists; and similar or related records. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Paper records maintained separately from the 
recordkeeping system. 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1201-09 
contractors 

are eligible to receive 

TEMPORARY 

a. Destroy/delete 10 years after final 
determination. 

b. Destroy/delete 1 year after close of case. 

c. Destroy when 180 days old. 1 
d. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete 6 years, 3 months after 
list is superseded. 

b. Destroy when 180 days old. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

6 
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a. Recordkeepi 

both) 


b. Electronic copies of records created usin 
word processing systems 
used solely to generate recordkeeping copies. 

1201-10 	 TECHNICAL DATA PACKAGE 

Records assembled for the purpose of providing 
prospective bidders complete information 
relative to materiel required. The performance
type technical data package includes records 
that establish performance requirements 
supplemented by quality assurance provisions and 
form and fit limits. These Records express in 
narrative form, the output, function, or 
operation and leave the detailed design, 
fabrication, and internal working to the 
manufacturer's option. The design-type 
technical data package includes data necessary 
to manufacture a product conforming to establish 
design. These packages contain data essential 
to ensure proper performance and to permit 
manufacture of the item by a competent 
manufacturer. Included are lists of contents, 
drawing numbers, parts, Government-furnished 
equipment, package data sheets, supplementary 
quality assurance provisions; specifications 
standards, engineering drawings; gauge numbers; 
lists and drawings; purchase descriptions, and 
similar data. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

a. (GRS 3/5 d. ) 

TEMPORARY 

) 

a. Destroy when superseded, obsolete, or no 
longer required for current operations. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

1 
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1201-11 	 ADVANCE PLANNING PROCUREMENT 
Records relating to the release of advance 
planning information to industrial firms for their 
use in future planning and to aid in submitting 
bids for required material. Included are synopses 
of advance procurement planning information, lists 
of bidders, inquiries from industrial firms and 
answers thereto, reports, similar records, and 
related papers. 

a. Recordkeeping copies (paper, e ec 
both) 

b. Paper records maintained separately from the 
recordkeeping system. 

word processing systems and electronic mai a 
used solely to generate recordkeeping copies. 

1201-12 	 INDIVIDUAL ITEM PRICING 

Records used in determining standard prices for 
use in obtaining improved pricing on purchase and 
accounting 	 for sale and issue of items, for 
comparative pricing purposes, and for analyzing 
price trends. Included are ledger sheets, and 
related papers. 

a. Records used for establishing revised 
standard prices: Recordkeeping copies (paper, 
electronic, or both) 

b. Records used for comparative pricing and 
evaluating 	 price trends: Recordkeeping copies 
(paper, electronic, or both) 

c. Paper records maintained separately from the 
recordkeeping system. 

d. Electronic copies of records created using 

TEMPORARY 

3 3 (1) (2) (3)) 

b. Destroy when 180 days old. 

c. (GRS3/18a) 

TEMPORARY 

)
a. Destroy/delete when 4 years old. 

b. Destroy/delete when obsolete or when no 
longer needed for current operations. 

c. Destroy when 180 days old. 

d. Destroy/delete within 180 days after 

8 
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NIMA Records Schedule 

word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1201-13 ACQUISITION PROJECTS 

Information accumulated for acquisition projects 
to support planning, equipment analysis, system 
support equipment, turn-in and/or equipment 
revitalization, and related information. 

a. Purchased or acquired equipment/services: 
Recordkeeping copies (paper, electronic, or both) 

b. Project in which equipment or services were 
not 	 purchased or acquired. Recordkeeping copies 
(paper, electronic, or both) 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

recordkeeping copy has been produced. 

a. Transfer records to 1208-02 Historical 
Record and retains for the life of the 
equipment. 

b. Destroy /delete one year after study or 
project completion. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

9 
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1202 - INDIVIDUAL PROCUREMENT TRANSACTION FILES 

These files relate to the administration of individual procurement transaction that include data concerning 
the negotiation, commitment, and placement of contracts, purchase orders, and comparable instruments. 

Series 

1202-01 

1202-02 

1202-03 

Type of Files 

a. 

TRANSACTIONS FOR MORE THAN $100 , 000 

Contracts, purchase orders, or comparable 
instruments for amounts of more than $100, 000. 

both) 

b. Paper records maintained separately from the 
recordkeeping system. 

of records created using 
word processing systems an e ec 
used solely to generate recordkeeping copies. 

INDEFINITE DELIVERY INFORMATION 
Circulars and related records reflecting 
information as to existing indefinite delivery 
for use of contracting officers in procurement 
of supplies and equipment. 

a. Recordkeeping copies (paper, electronic, or 
both) 

Disposition 

$100 , 000 OR LESS 
Contrac urchase orders, or comparable 
instruments fo unts of $100, 000 or less. 

a. Recordkeeping 
both) 

or 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

TEMPORARY 

a. (GRS 3/3a (1) {b) ) ) 

TEMPORARY 

b. Destroy when 180 days old. 

)
c. {GRS 3/18a) 

TEMPORARY 

a. Destroy/delete 6 years, 3 months after 
expiration date. 

10 
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b. Paper records maintained separately from the 
recordkeeping system. 

b. Destroy when 180 days old. 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced 

1202-04 INDEFINITE DELIVERY CONTRACT 
Records relating to indefinite delivery, Federal 
Supply Schedule, call-type, and similar 
contracts. Included are contracts, service 
authorizations, delivery orders, comparable 
instruments, and related papers. Offices not 
administering, but procuring under these 
contracts, will handle individual service 
authorizations and delivery orders as separate 
individual procurement transactions. 

TEMPORARY 

a. OPI Administering Contract: Recordkeeping 
copies (paper, electronic, or both) 

a. Destroy/delete 6 years, 3 months after 
expiration and final payment. 

b. Board of Contract Appeals Decisions: 
Recordkeeping copies (paper, electronic, or 
both) 

b. Destroy/delete 7 years after date of 
decision of the Board. 

c. Paper records maintained separately from the 
recordkeeping system. 

c. Destroy when 180 days old. 

d. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

d. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

1202-05 CONTRACT STANDARD DRAWING AND SPECIFICATION 

Standardized drawings and specifications used in 
a sufficient number of individual contracts to 
warrant reproduction and distribution for such 
use. Reference sets of standard drawings and 
specifications are maintained by contracting 
elements. Contract files may consist of 

TEMPORARY 

11 
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reference to the pertinent standard drawing or 
specification in lieu of actual copies thereof. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1202-06 PROCUREMENT REGISTER 

Registers or sheets used to record and control 
the assignment of numbers to contracts, purchase 
orders, leases, or similar instruments. These 
files are maintained on a fiscal year basis. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Paper records maintained separately from the 
recordkeeping system. 

c. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1202-07 PROCUREMENT DIRECTIVE AND ACTION REPORTING 

Records used in initiating procurement or 
production action designed to provide statistics 
concerning placement, status, delivery, and 
settlement of procurement actions. Included are 
procurement directives, production orders, 
purchase authorizations, requisitions (when used 
as a direct basis for purchase) , written bids, 
summaries of proposals, abstracts of bids, cost 
analyses reports, procurement activity, status, 
monthly, contract settlement, reports and 
similar records, and all directly related 
papers. 

a. Destroy/delete 3 years after completion 
or cancellation. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

) 

a. Destroy/delete when 6 years, 3 months old. 

b. Destroy when 180 days old. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPOARY 

1 2  
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a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1202-08 	 URGENCY PLANNING LIST 

Records relating to urgency planning list of 
items published by the DoD. Included are copies 
of the lists and records connected with 
nomination to items for the list. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1202-09 	 PROCUREMENT ASSIGNMENT 

Records relating to the assignment of specific 
supply items to purchasing agencies for 
coordination or procurement of overall Defense 
requirements. Included are DoD directives and 
related data. 

a. Recordkeeping copies (paper, electronic, or 
both) 

word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

PROGRAM REPORTING 
ata relative to the DoD 

coordination procurement 
reports and related data. 

a. Destroy/delete when 2 years old. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when 2 years old. Copies of 
lists will be destroyed when superseded or no 
longer required for reference. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

)
a. Destroy/delete 2 years after publication of 
assignment of 

b. (GRS 3/18a) 

TEMPORARY 

1 
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Consolidated or summary reports: a .  ( GRS 3 / 4 a )  


copies ( pape r ,  e l ectron i c ,  o r  


b .  All other reports and Recordkeepi ng b .  ( GRS 3 / 4 b )  


copies (pape r ,  e l e ctron i c ,  bot h )  


· 

c .  E l ectron i c  copies o f  reco rds created u s i ng 

word proce s s i ng sys tems and e l e ct ronic ma i l  and 

used solely to generate recordkeeping cop i e s  . 


1202-11 PROCUREMENT INSPECTION TEMPORARY 

Re cords re l a t i ng to the inspection and audit o f  1 
procurement mat t e r s  and contract s  . Included are 
copi e s  or extracts of repor t s  made by the 
inspector genera l ,  aud i t  pers onne l ,  s uperv i s o ry 
o f f i ces , and the Gene ral Accoun t i ng O f f i ce ;  
reco rds indi cating correct ive action take n ;  and 
re l ated co rrespondence . 

a .  Recordkeeping cop i e s  ( pape r ,  e l ectron i c ,  o r  a .  De s t roy/de le t e  when 6 years o l d .  
both ) 

b .  Pape r reco rds ma inta i ned s eparate l y  f rom the b .  Des t ro y  when 180 days o l d . 

recordkeeping system .  


c .  E l ectron i c  cop i e s  o f  records crea ted u s i ng c .  De s troy/de le t e  within 180 days a fter 

word proces s i ng sys tems and e l e c t ronic ma i l  and recordkeeping copy has been produced . 
 .).used solely to generate recordkeep i ng copi e s  . 

1202-12 CONTRACTING OFFICER DESIGNATION TEMPORARY 

(Privacy Act Appl ies) 

Records re f l e c t i ng the de s igna t i on and 

r e s c i s s ion o f  contracting o f f i ce r's 

representative that i n c l udes the speci f i c  


procurement autho r i t i e s  de legated . 


a .  Recordkeeping cop i e s  ( pape r ,  e l ectron i c ,  o r  a .  De s t roy/de l et e  upon t e rmina t i on . 
both ) 

14 
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1202-13 

1202-14 

1202-15 

b .  E lectroni c  copies o f  r e cords created u s i ng 
word proce s s i ng sys tems and e l ectron i c  mai l  and 
used solely to gene rate reco rdkeeping cop i e s. 

EXPEDITING FILES 

Records re l a ted to con t ro l l i ng and faci l i ta ti ng 
t he de l ive ry o f  mate r i a l s  and machine tool s 
under speci f i c  procuremen t  t ransactions . 

a .  Re cordkeeping cop i e s  ( pape r ,  e l ectron i c , o r  
bot h )  

b .  E lectroni c  copies o f  re cords created us i ng 
word proce s s i ng sys tems and e le c t ronic ma i l  and 
used solely to generate re cordkeeping cop i e s  . 

PROCURING OFFICE CUSTOMS ENTRY 
Records re l a t i ng to the ent ry and admi s s i o n, 
free o f  duty ,  o f  mater i a l  procured abroad o r  
returned f r om abroad by NIMA pers onne l  . 
I ncluded are cus toms permi t s  , forms , s ummar y  o f  
va l ue ,  s imi l a r  records , and re l ated 
corre sponde n ce . 

a. Recordkeeping copi e s  ( paper, electro n i c, o r  
both ) 

b .  Paper r e cords ma i n t a i ne d  separately f rom t he 
recordkeep i ng system. 

c .  E l ectro n i c  copi e s  o f  reco rds created u s i n g  
word proce s s i ng sys tems a n d  e le c t ronic ma i l  and 
used solely to gene rate reco rdkeeping copi e s  . 

LABORATORY TEST REPORTING 

Records mai nt ained by labo ra t o r i e s  that r e l a te 
to tes t s  conducted on ma t e r i a l. I ncluded a re 
chemical ana l y s i s, s teel a na l ys i s, phys i ca l  
te s t ,  macro-s t r i a tion and macro-tech te s t ,  
t reatment and t e s t  t o  mate r i a l ,  and s imi l a r  

b .  De s t roy/de l et e  w i t h i n  180 days a ft e r  
re cordkeep ing copy h a s  been produced. 

TEMPORARY 

a .  De s t roy/delete upon termination o r  
comp l e t i on . 

b .  Destroy/delete w i t h i n  180 days a ft e r  
record keep i ng copy has been produced . 

TEMPORARY 

a. De s t roy/delete when 5 years old. 

b. De s troy when 180 days o l d. 

c .  Des t roy/ delete w i t h i n  180 days a ft e r  
reco rdkeeping copy h a s  been p roduced . 

TEMPORARY 
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reports and d i rectly re lated data. 

a. Recordkeeping copies (pape r, e l ectronic, or a .  Destro y/delete 6 years, 3 months a f te r  
both ) f i na l  paymen t. 

b. Paper r ecords mai ntai ned separate l y  f rom the b. Destroy when 180 days old . 
recordkeeping system. 

c .  E lect ronic copies o f  records created using c. Destroy/delete w i th i n  180 days after 
word p rocess ing systems and e l ect ronic mai l  and recordkeeping copy has been p roduced. 
used sole l y  to generate recordkeeping copies. 

16 
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1203 - SOLID WASTE MANAGEMENT FILES 

Thes e  f i les relate to the col l ect ion , control and d i sposa l o f  s o l id was te producti on re s i due a s  de f i ned i n  
NIMA Instruct ion 4165.00. 

Series 	 Type of Files Disposition 

1203-01 	 REPORTS TEMPORARY 

Reports cover i ng s tat i s t i c s  for d i spos i ti on o f  


paper ,  f i lm ,  a l umi num plates s c rap me tal and 

clas s i f i ed mat e r ia l s  . 


a .  Recordkeeping copies ( pape r ,  e l e c t ronic ,  o r  a .  Des t roy /de lete whe n  3 years old . 
both ) 

b .  E l e ctron i c  cop i e s  o f  reco rds created us ing b .  Des t roy /de lete w i th i n  180 days a ft e r  
word proce s s i ng sys tems and e l ec t ro n i c  mai l  and recordkeeping copy h a s  b e e n  produced . 
used solely to generate record keepi n g  copies. 

1203-02 	 CONTRACTS AND AGREEMENTS TEMPORARY 

Contracts and agreements whi ch are u s e d  to 

manage the recyc l i ng o r  de s t ruction of the 

production res idue. 


a. Re cordkeeping copies (pape r ,  e l e ctron i c ,  o r  a .  De s t roy/de lete when s uperseded o r  obs o l ete. 
both ) 

b .  E l e ct ron i c  cop i e s  o f  records created us i ng b. De s t roy/de lete w i th i n  180 days a f t e r  
word proce s s i n g  sys tems and e lectronic mai l  and record keep i ng copy ha s been produ ced . 
used solely to generate recordkeep ing copi e s  . 

1203-03 	 RECYCLABLE PAPER , ALUMINUM PLATES , SCRAP METAL TEMPORARY 
AND FILM 
Records inc l ude de l i very o rde r s , receipt s ,  


we i ght t i cke t s , and a s s ociated documentation . 


a .  Recordkeeping cop i e s  ( pape r ,  e l e c t ronic ,  o r  a. De s t roy/delete when 3 years old . 
both ) 

17 
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b. Electronic copies of records created using b. Destroy/delete within 1 8 0  days after 
word processing systems and electronic mail and recordkeeping copy has been produced. 

used solely to generate recordkeeping copies. 
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1204 STOCK CONTROL AND REQUISITION FILES-

These f i l es r e late to stock control and requisi t ion i ng o f  supplies for depots and bulk s to rage supply . 

Series Type of Files Disposition 

1204-01 DUE-IN DOCUMENT/REGISTER TEMPORARY 

Records re f l e c t i ng quant i t i es and type o f  
material due - i n  whi ch a re used as a record o f  
due-in shipments, as a noti f i ca t i on o f  shipment 
or for purposes o f  warehouse space u t i l i zation 1p lanning . I nc l uded a re copi es o f  requ is i t ions ,  


purchase o rders, shipping and del i very orders , 

and simi lar records . Excluded are such records ,  


when fi led with vouchers t o  the s tock re cord 

account . 


a .  Recordkeep ing copies (paper, e l ectron i c , o r  a .  Dest roy/delete when 3 years old . 
both ) 

b. E lectronic cop i es o f  records created using b .  Dest roy/de l e te with i n  180 days a fter 
word process ing systems and e l ectronic mai l  and recordkeeping copy has been produced . 
used solely to generate recordkeep i ng copies . 

1204-02 SUSPENSE AND STATUS TEMPORARY 

s maintained b y  the requis i t ioned whi ch 

re f l e ct ply status o f  requis i t i ons. 
 J
Included a re cop f requ is i t i ons, suppl y  
status ,  fol l ow-up data ,  reconc i l i a t i on o f  
open requis i t ions . 

a .  Recordkeeping copies 

both ) 


b .  Ele ctronic cop i es o f  reco rds created using b. 

word processi n g  s ys tems and e le c t ro ni c  mai l  and 

used solely to generate recordkeeping copies . 


1204-03 ISSUE FILES TEMPORARY 
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Re f l ect the record o f  each mat e r i a l  requ e s t  
r e l e a s e  orde r and a l l  s upp l y  act ions taken on 
the reques t. 

a .  Recordkeeping copies ( pape r ,  e lectron i c ,  o r  
both ) a .  Des t ro y/de l e te when 2 yea r s  old. 

b. El ectroni c  copies o f  records created u s i ng 
word process i n g  s y s t ems and e lectron i c  mai l  and b. Des t roy/de lete within 1 8 0  days a fter 
used solely t o  gene rate recordkeepi ng cop ie s. recordkeeping copy has been p roduced. 

1204-04 	 PRIORITY REQUISITION TEMPORARY )Requ i s i tion records cont a i n i ng priority 

des i gnators i n  the 1 through 8 categories that 

a re ma intai ned i n  a separate f i l e. 


a. Re cordkeeping copie s  (paper ,  e l e ct roni c ,  o r  a. Des troy/de l e te when 1 year old. 
both ) 

b. E lectroni c  cop i e s  o f  records created u s i ng b .  De s t roy/de lete within 1 8 0  days a f ter 
word proce s s i n g  systems and e l ectron i c  mai l  and recordkeepi ng copy has been produced. 
used solely to generate recordkeeping cop i es. 

1204-05 	 REQUISITION REGISTER TEMPORARY 

Reg i s ters mai n t a i ned to record requi s i t ions 
submi tted to other Government agencies for 
s upp l i e s  to furni s h  to NIMA. 

)
a. Recordkeep i ng cop i e s  (pape r ,  e l e ct roni c ,  o r  a .  De s t roy/de lete when 1 year o l d. 
bot h )  

b. E lectroni c  cop i e s  o f  records created u s i ng b. De s t roy/de lete within 1 8 0  days a fter 
word proce s s i ng s ys tems and e l ectron i c  mai l  and re cordkeeping copy has been produced. 
used solely t o  generate recordkeeping cop i es. 

1204-06 	 PACKAGING AND HANDLING DEFICIENCY REPORTS TEMPORARY 
Reports submi tted b y  rece i v i ng a c t i v i t i e s  
concerning de f i c i en c i e s  i n  t h e  p reserva t i o n ,  
packaging , mark i ng , o r  handl i n g  o f  s upp l i e s , 
equipment, o r  mat e r i a l s. I nc l uded are repor t s  
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o f  packaging and handl i ng de f i c i encies ,  repo r ts 

of corrective action,  and r e l a ted da ta . 


a .  Recordkeeping copi es (pape r ,  electron i c ,  o r  a .  Des t roy/de l ete when 1 year o l d . 
both ) 

b .  Electro n i c  copies o f  records created usi ng b .  Destro y /de l ete w i th i n  180 days a ft e r  
word processi ng systems and e l ectroni c  ma i l  a nd recordkeep i ng copy has b e e n  produced . 
used solely to generate recordkeeping copies . 

1204-07 	 TEMPORARY 

e sheets o r  compa rable wor k pape rs )used for purpos i nventory, reconci l i at i o n ,  


or adj ustment o f  stock ces . 


a .  Re cordkeeping copi es (pape r ,  ( GRS 3 / 9a )  


both ) 


b .  Electron i c  copies o f  records created usi ng 

word processi ng systems and e l ectron i c  ma i l  and 

used sole l y  to gene rate recordkeeping copi es . 


1204-08 	 SUPPLY OPERATIONS REPORTS TEMORARY 

Reports and di rect l y  rela ted records pe r t a i n i ng 
to supply ope r a t i ons . 

a .  Recordkeeping cop i es ( pape r ,  e lectron i c ,  or a .  Dest roy/delete a ft e r  5 years . 
both ) J 
b .  Pape r records ma inta i ned separa tely from the b. Dest roy when 180 days o l d  . 

recordkeepi ng system . 


c .  E lectro n i c  copi es o f  records created us i ng c .  Des troy/delete w i th i n  180 days a ft e r  
word process i ng systems and e l e ct ron i c  ma i l  and recordkeepi ng copy has been p roduced . 
used solely to generate recordkeeping cop i es . 

1204-09 	 MATERIALS HANDLING EQUIPMENT USE TEMPORARY 

Records con t a i n i ng data for use i n  estab l ishing 
ut i l i zat ion requ i rements for ma terials hand l i ng 
equipment . Included are da i l y  records o f  
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mat e r i a ls handl ing equ i pment operati ons , cop ies 
o f  materials hand l i ng equipment ut i l i za t ion 
reports , and simi l a r  records. 

a. Record keeping cop i es (pape r ,  electroni c ,  or 
both ) 

b. E lectronic cop ies o f  records crea ted using 
word process ing systems and e lectron i c  ma i l  and 
used solely to generate record keeping cop i es. 

1204-10 FOREIGN GOVERNMENT RECEIPT 

Records bearing the s i gna ture o f  a 
representat i ve o f  a f o re i gn government o r  other 
dul y  autho r i zed represen t a t ive , such as f r e i ght 
forwarder carrier or i n - country representat i ve. 
Norma l l y ,  f i l es cons ist o f ,  but are not l imited 
to , 	 signed supp l y  man i fests including supporting 
mani fest cop i es of shi pp i ng records , U. S. 
Postal Serv i ce receipt f orms , and othe r t ypes o f  
documentat i on evidenc i ng receipt o f  mat e r i a l  
from N IMA by a fore ign count ry. 

a .  Re cord keeping cop i es (pape r ,  e l e ctron i c , o r  
both ) 

b. 	 Pape r records ma i n t a i ned separa t e l y  f rom the 
re cord keeping sys tem. 

c. El ect ron i c  copies o f  records created us i ng 
word process i ng systems a nd electron i c  ma i l  and 
used solely to gene rate record keeping copi es. 

a. 	 Destroy/delete whe n  2 years o ld. 

b. Destroy/delete w i th i n  180 days a fter 
re cordkeepi ng copy has been produced . 

TEMPORARY ) 

a. 	 Des t roy/delete whe n  10 years o ld. 

b. 	 Des t roy when 180 days o ld. 

c. 	 Des t roy/delete within 180 days a ft e r  
recordkeeping copy has been p roduced. 
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1205 GENERAL SUPPLY ACCOUNTING FILES-

These f i l es accumulate as a resul t  o f  accounting for suppl i es and equipment , b y  accountabl e  supp l y  o f f icers . 

Series 

1205-01 

1205-02 

1205-03 

Type o f  Fi l es 

STOCK RECORD ACCOUNT SERIAL NUMBER REGISTER AND 
LIST 

Reg isters o r  l ists recording stock record 
account ser ial numbers i ndica t i ng each 
organi zati on to which ass i gned . 

a .  Recordkeep i ng cop i es (pape r, e l ec t ronic, o r  
both ) 

b. E l ectron ic cop i es o f  records created using 
word processi ng systems and e l ec tronic mai l  and 
used solely to generate recordkeep ing copi es . 

STOCK RECORD ACCOUNT AUTHORIZATION CONTROL 

Background material consis t i ng o f  requests for , 
authori zat i on and assi g nment o f, o r  cancel la t i on 
o f  stock record account ser ia l  numbers; and 
i n fo rmation concerning aud i t  status, 
accountab i l i ty ,  and t rans fer o f  accountab i l i t y . 

a .  Recordkeeping copi es ( paper, e l ect ronic, o r  
both ) 

b .  E l ectronic cop i es o f  records created using 
word processi ng systems and e l ec tronic mai l  and 
used solely to generate reco rdkeepi n g  copi es . 

AUTHORIZATION SUPPLY ACCOUNTS 

Records relat i ng to the assignment o f  authori zed 
organi zation supply accounts to each 
organi zati onal e l ement autho r i zed to mai ntain 
property . 

Disposition 

TEMPORARY 

a. Destroy when 2 years o l d  or when superseded . 

b. Destroy/de l e te w i t h i n  1 8 0  days a f t e r  
recordkeepi ng copy has been produced. 

TEMPORARY 

a .  Destroy/delete 2 years after t e rm i nat i on o f  
account . 

b. Destroy/de le t e  w i th i n  1 8 0  days a f t e r  
r ecordkeeping copy has been produced . 

TEMPORARY 
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a .  Recordkeeping copies (pape r ,  e l e ct roni c ,  o r  a. Des t roy/de l ete 1 year a ft e r  cance l l at i on o f  
both ) a l l  suppl y  accoun t s  . 

b .  Electro n i c  copies o f  records created us ing b .  Des t roy /de lete within 1 8 0  days a fter 
word proce s s i ng systems and e l e ctron i c  ma i l  and re cordkeeping copy has been p roduced. 
used solely to generate recordkeeping copies . 

1205-04 	 PROPERTY OFFICER DESIGNATION TEMPORARY 
(Privacy Act Applies) 

Records re f l e c t i ng the de s ignation o f  proper t y  


o f f i ce rs. I nc l uded are l e t t e r s  o f  appo i ntmen t  


and revoca t i on . 

a .  De s t roy/de l ete 2 years a ft e r  t e rmination o f  

a. Recordkeep i ng copies ( pape r , e l ec t roni c ,  o r  appointment. 

both ) 


b. Des t roy/de l e te w i t h i n  1 8 0  days a fter 
b. Electron i c  cop i e s  o f  records created us i ng reco rdkeepi ng copy has been p roduced. 

word proce s s in g  s y s t ems and e l ec t ronic mai l  and 

used solely to generate recordkeeping copies. 


1205-05 	 PROPERTY LOSS , THEFT , AND RECOVERY REPORTS TEMPORARY 
Reports rel at i ng to the l os s ,  t he ft ,  and 
re covery o f  f i re a rms , ammun i t i o n , and r e l ated 
i tems. 

a. Recordkeep i ng copies (pape r ,  e l e ctron i c , o r  a .  Destroy/de le t e  1 year a ft e r  recovery o f  i tem 
both ) or when 5 yea r s  o l d ,  whichever is f i r s t. 

)
b. Electron i c  cop i e s  o f  reco rds created us ing b. Destroy/de l ete w ithin 1 8 0  days a fter 
word proce s s in g  s y s t ems and e l e ctron i c  ma i l  and recordkeepi ng copy h a s  been produced . 
used solely t o  generate recordkeepi ng copies . 

1205-06 	 SUPPLY OR EQUIPMENT AUTHORIZATION TEMPORARY 

Records re l a t i ng to reque s t s  f o r  author i zations 
for al lowance s or authority to exceed o r  change 
exi sting author i z a t ion. 

a .  Recordkeeping copies (paper ,  e lectron i c ,  	 a .  Des t roy/ de l ete when i ncorporated i n  a 
o r  	both ) numbered pub l i cati o n  o r  on res c i s s ion , whi chever 

i s  f i r s t. 
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b .  Electronic copi e s  o f  records created u s i ng 
wo rd proce s s ing sys tems and e l e c t ron i c  ma i l  and 
used solely to generate recordkeep i ng copie s  . 

1205-07 

s o f  reports on s upp l y  requi rements and 
ent ma t t e r s  s ubmi tted f o r  s uppl y  

managemen urpos e s  ( excluding those 
i ncorporated case f i l e s  o r  other f i les of a 
general nat u re )  . Exc l u s i ve o f  Do D reports 
r e f lecting procureme unde r exemptions 
authori zed under Sect ion 
Prope rty and Admi n i s t rat ive 
1 9 4 9 ( 4 0  USC 4 8 1 )  . 

a .  Copies received from other units fo 
internal purposes or for transmission to 
agencies: Recordkeeping cop i e s  ( pape r ,  
electroni c ,  o r  bot h )  

b .  Copies in other reporting units and related 
working documents: Reco rdkeeping copies ( pape r ,  
el ectroni c ,  o r  bot h )  

c .  Electron i c  copies o f  records created u s i ng 
word proce s s i ng sys tems and e l e ctronic ma i l  and 
used solely to generate recordkeeping copies . 

1205-08 MEMORANDUM RECEIPT JACKETS 

Records tha t may be accumul ated by respon s i b l e  
o f f i cers whi ch r e f l e ct prope rty he l d  o n  memo 
receipts cons i s t i ng o f  prope rty i s sue s l ips , 
prope rty turn- i n  s l ips , i ndividu a l  and 
consol idated memo receipts , and related pape rs 
f i led with memo rece ipts . 

a .  Record keep ing copi e s  ( paper ,  e l e ct ron i c ,  o r  
bot h )  

b .  Des t roy/delete w i t h i n  1 8 0  days a fter 
recordkeeping copy h a s  been produced . 

TEMPORARY 

a .  ( GRS 3 / 4 a )  

b .  

c .  ( GRS 3 / 1 8 a )  

) 
TEMPORARY 

a .  Des t ro y / delete upon reconci l i at ion o f  
account . 
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b .  Electron i c  cop ies o f  records created u s i ng 
word proce s s i ng sys tems and e l e ctronic ma i l  and 
used solely t o  generate recordkeep i ng cop i e s  . 

CONTRACT PROPERTY ACCOUNT 

Stock record ca rds o r  t he i r  e qu i valent , 
vouchers , and r e l a ted paper s  mai n t a i ned t o  
account f o r  Gove r nment ma t e r i a l s  furni s hed t o  
contractors . 

a. Recordkeeping copies ( pape r ,  e l ectroni c ,  o r  
bot h )  

b .  Electron i c  cop i e s  o f  records created u s ing 
word proce s s ing sys tems and e l ectron i c  ma i l  and 
used solely to generate re cordkeeping copi e s  . 

ACCOUNTABLE RECORDS AND SUPPORTING DOCUMENTS 
Records re f l ec t i ng the de s cription,  rece ipt , and 
turn- in of accountable prope r t y . I nc l uded a re 
prope rty books , receipt s ,  turn- i n  s l ips , s u rvey 
report s ,  i nventory adj u s tmen t  repo rt s , and other 
compa rable records . 

a .  	 Accountable Records: Re cordkeeping cop i e s  
(pape r ,  electro n i c ,  o r  both ) 

b .  Other Records: Re cordkeeping cop i e s  ( pape r ,  
el ectroni c ,  o r  bot h )  

c .  Elect ronic copies o f  records created u s ing 
word proce s s i ng sys tems and e l e c t ro ni c  mai l  and 
used solely to generate reco rd keepi ng cop i e s  . 

HAND RECEIPT 

Receipts r e f le c t i ng acceptance o f  respons ibi l i ty 
for i tems o f  prope rty l i s ted thereon . I nc l uded 
are indi vidual receipts and l i s t i ngs . 

b .  De s t roy/delete within 1 8 0  days a ft e r  
recordkeeping copy has b e e n  produced . 

TEMPORARY 

a .  D i s po s i t ion i n s truc t i on app l i cable to the 
related contract f i l e  w i l l  a l so app l y  to these 
contract property account f i l e s  . 

b .  De s t roy/delete w i t h i n  1 8 0  days a ft e r  
recordkeeping copy has b e e n  produced . 

TEMPORARY 

a .  De s t roy/delete when 2 yea rs old o r  a ft e r  
page i s  f i l led a n d  i n i t i a l  account i ng e n t ry i s  
car r i e d  forward to a n e w  page. ) 
b .  Des t roy/de l e te when 2 year s  old . 

c .  De s t roy/delete within 1 8 0  days a ft e r  
recordkeeping copy has b e e n  produced . 

TEMPORARY 1205-11 
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a .  Recordkeeping cop i e s  ( pape r ,  e l ectron i c ,  or 	 a .  Des troy/delete on turn-in o r  other complete 
both ) 	 accoun t i ng for the prope r t y ,  o r  when supers eded 

by a new receipt or l i s t i ng . 

b .  Electronic cop i e s  o f  records created us i ng b .  Des troy/de l ete w i t h i n  180 days a fter 
word proce s s i ng sys tems and e l e ct ron i c  ma i l  and recordkeep i ng copy h a s  been p roduced . 
used solely to generate reco rdkeeping copi e s  . 

1205-12 	 OFFICE NONACCOUNTABLE PROPERTY TEMPORARY 

Re cords re l a t i ng to the receipt and i s s ue o f  


Government prope r t y  which i s  not reco rded o n  an 
 ·l
a ccountable s tock accoun t , s uch as s to c k  cards , 

property i s sue and turn - i n  s l ips , cop i e s  o f  


purcha se orders , and sh i pp i ng records . 


a .  Recordkeep ing cop i e s  ( pape r ,  e l ectron i c ,  or a .  De s t roy/de lete when 2 year s  o l d  o r  on turn
both ) in of equipment . 

b .  Electron i c  cop i e s  o f  records created us ing b .  De s t roy/de l ete w i t h i n  180 days a ft e r  
word proce s s ing sys tems and e l e ct roni c  ma i l  and recordkeeping copy h a s  b e e n  p roduced . 
used solely to generate recordkeeping copi e s  . 

1205-13 	 PROPERTY ACCOUNTABILITY TRANSFER TEMPORARY 

Records a t t e s t i ng to t he trans fer o f  prope rty 
accountabi l i ty f rom one a c countabl e  o f f i ce r  to 
anothe r .  Incl uded are ce rt i f i cates o f  trans fer , 
inventory l i s t s , and r e l ated records . _) 
a .  Recordkeeping cop i e s  ( pape r ,  e l ectron i c ,  or a .  De s troy/de l ete when 2 years old . 
both ) 

b .  Electronic cop i e s  o f  records created u s ing b .  Des troy/de lete w i t h i n  180 days a fter 
word proce s s ing sys tems and e l ectron i c  mai l  and recordkeepi ng copy h a s  been produced . 
used solely to generate recordkeeping cop i e s  . 

1205-14 	 RETURNABLE CONTAINER TEMPORARY 

Records re f l e c t i ng the receipt , t rans fe r ,  and 
return to vendor of a ccountabl e  cont a i ne rs . 

Included may be cop i e s  o f  i n spe ction and 
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receiving repo rt s ,  repor t s  o f  surve y ,  s hipping 
records , stock cards , memorandum receipt s , 
repo rt s ,  and s imi l a r  papers . 

a .  Re cordkeeping cop i e s  (paper,  e l ectron i c ,  o r  a .  De s troy /de l e te 3 years a fter return o f  
bot h )  con t a i ner . 

b .  E lectronic cop i es o f  re cords created u s i ng b .  Des t roy/dele t e  wi thin 180 days a f ter 
word proce s s i ng sys t ems and electroni c  ma i l  and recordkeeping copy has been produced . 
used solely to generate reco rdkeep i ng copi e s  . 

1205-15 	 EQUIPMENT RECORD CARD/LOAN TEMPORARY 

Records ma i nt a i ned t o  provide an inventory o f  
s elected ma j or o r  end i t ems o f  equi pment , tools 
and material for the purpose o f  reta i n i ng t ime l y  
data f o r  requi red equ i pment reports .  I nc l uded 
are equipment inventory cards , record s upport 
cards of repa i r  part s  , reports and ag reement s  
and rel ated records . Exclud i ng docume n t s  
requi red to b e  f i l ed i n  p roperty account s .  

a .  Recordkeeping cop i e s  ( pape r ,  e l e c t roni c ,  o r  a .  De s t roy/de l e te when 2 years o l d  . 
bot h )  

b .  E l ectron i c  cop i e s  o f  records created u s i ng b .  De s troy/delete within 180 days a ft e r  
word proce s s ing sys t ems and electron i c  ma i l  and recordkeeping copy has been produced . 
used solely to generate recordkeep i ng cop i e s  . 

1205-16 	 PROPERTY INSPECTION AND INVESTIGATION REPORTS TEMPORARY 

(Privacy Act Applies) 

Reports of inspe c t i on o f  property reco rds and 
re l a ted pape rs r e f l e c ting resu l t s  o f  s emi annual 
ins pection . Reports that des cribe the 
c i r cums tance s and recommend action , conce rning 
the l o s s ,  damage , o r  des t ruction o f  Gove rnment 
property . Incl uded a r e  f i nancial l iabi l i ty 
i nve s tigations o f  property l o s s  . 

a .  Des t roy/de l e t e  3 years a ft e r  date o f  survey 
a .  Recordkeep i ng cop i e s  ( pape r ,  e l e ctroni c ,  or a c t i on o r  date o f  pos t ing medium . 
bot h )  
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b .  E lectroni c  copies o f  records created u s i ng 
word proce s s ing sys tems and e l e ct roni c ma i l  and 
used solely to generate record keep ing copi e s  . 

1205-17 	 INVENTORY ADJUSTMENT REPORTING 
Approving autho r i t y  copies o f  repo r t s  used to 
adj u s t  inventory d i s crepancies d i s c l osed as a 
re s u l t  of phys ical i nvento r y . I nc l uded are 
inventory adj u s tmen t  repor ts ,  inventory count 
ca rds , copies o f  repo r t s  o f  s urve y ,  and re l a ted 
records . 

a .  Recordkeeping cop i e s  ( pape r ,  electron i c ,  o r  
bot h )  

b .  E l ectroni c  cop i e s  o f  records created u s i ng 
word proce s s ing s y s t ems and e lectronic mai l  and 
used solely to generate recordkeepi ng copi e s  . 

b .  Des t roy/de l e t e  within 180 days a ft e r  
recordkeeping copy h a s  been produced . 

TEMPORARY 

a .  De s troy/delet e  2 years a ft e r  date o f  survey 
a c t i on or date of posting med i um . 

b .  Des t roy/de l e t e  within 180 days a ft e r  
recordkeeping copy has been produced . 

) 
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1206 - SELF SERVICE SUPPLY FILES 

These f i le s  a ccumulate i n  connection w i t h  s e l f-service supp l y  ope ration s  and relate to rece i p t ,  s torage , 
d i s t ributi o n ,  i s sue , and respons i b i l i ty for supp l i e s  unde r t h i s  s ys tem . 

Series 	 Type of Files Disposition 

1206-01 	 ACCOUNT AUTHORIZATION TEMPORARY 

Records re l a t ing to the e s tabl i shment o f  
monetary credit autho r i z a t ions f o r  parent 
accounts and s ub-accoun t s  drawing s upp l i es from )a s e l f-service s uppl y  cent e r  . 

a .  Recordkeepi ng copi e s  (pape r ,  e l ectron i c ,  o r  	 a .  Des troy /de le t e  1 year a fter post ing 
bot h )  	 authori z a t i o n  t o  cus tomers l edge r  and ledger 

card . 

b .  E lectro n i c  copi e s  o f  records created u s i ng b .  Des troy/de l e te w i t h i n  1 8 0  days a ft e r  
word proces s i ng sys tems and e l e c t ronic ma i l  and recordkeepi ng copy has been produced . 
us ed solely to generate recordkeep i ng cop i e s  . 

1206-02 	 AUTHORIZED SUPPLY REPRESENTATIVE (Privacy Act TEMPORARY 
Applies) 

Authori zation ident i fy i ng i nd i v i dua l s  a s  supp l y  
representat i ve s  , reque s t s  for i s s uance of 
correspondence concern i ng lost and found 
author i zation , and related records . )

a .  De s t roy/delete when 2 yea rs old . 
a. Re cordkeep i ng cop i e s  ( pape r ,  e lectron i c ,  o r  


bot h )  


b .  De s troy/del et e  within 1 8 0  days a fter 
b .  E lectroni c  copies o f  records created u s i ng recordkeepi ng copy has been produ ced. 

word process ing sys tems and e l e c tr on i c  ma i l  and 

us ed solely to gene rate recordkeep ing copi e s  . 


1206-03 	 AUTHORIZED SUPPLY REPRESENTATIVE REGISTER TEMPORARY 
Regi s ters r e f l e c t i ng receip t , i s s ue , and 

di spo s i t ion of autho r i zed s upp l y  representat i ve 

ca rds . 


30 



N IMA R e c o r d s  S c h e d u l e  

a .  Recordkeepi ng cop i e s  ( pape r ,  e lectron i c ,  or a .  Des troy/de l et e  a ft e r  l i s t  o f  current cards 
both )  h a s  been forwarded to a new s heet . 

b .  E l ectronic cop i e s  o f  reco rds created u s i ng b .  Des troy/ de l e t e  w i t h i n  1 8 0  days a ft e r  
word process i ng s ys tems and e l ec t roni c  ma i l  and re cordkeeping copy h a s  been p roduced . 
used solely t o  generate recordkeeping copi e s  . 

1206-04 	 PRINCIPAL ACCOUNTING TEMPORARY 

Records con s t i t u t i ng p r i ncipa l accoun t i ng data 

for s e l f-service s upp l y  centers. Included are 

inventory receipt s  , gene r a l  l e dge r ;  voucher 

reg i s te r ;  cus tomer's l edge r  card,  s a le s , and 

sales return j ourna l s ,  and comparable records . 


a .  	 Customers' ledger card: Recordkeeping copies a .  Des troy/ de l e t e  2 years a fter f i led and 
(paper ,  electron i c ,  o r  bot h )  bal ance s are b rought forward to new card . 

b .  Other records: Recordkeep ing copi e s  ( pape r ,  b .  Des t ro y / de l e t e  when 2 years o l d. 
electron i c ,  o r  bot h )  

c. E le ctronic cop i e s  o f  records created u s i ng c .  Des t roy/de l e t e  w i t h i n  1 8 0  days a ft e r  
word proce s s i ng s y s t ems and e l ec t roni c  ma i l  and r e c o rd keeping copy h a s  b e e n  produced . 
used solely to generate recordkeeping cop i e s  . 

1206-05 	 MISCELLANEOUS STOCK CONTROL TEMPORARY 

Records used to control s to c k  i n  s e l f-s e rvice 
suppl y  centers . I nc luded a r e  want s l ips , .)
merchandi se control books , res t r i cted i tem 

s l ips , and rela ted records . 


a .  Recordkeep i ng copi e s  ( pape r ,  e lectron i c ,  o r  a .  De s t ro y / de l e t e  when 2 years old . 
bot h )  

b .  E l e ctron i c  copie s  o f  records created u s i ng b .  De s t ro y / de l e t e  w i t h i n  1 8 0  days a f t e r  
word proce s s ing sys t ems and electronic ma i l  and reco rdkeeping copy h a s  been produced . 
used solely t o  generate re cordkeepi ng copies. 

1206-06 	 REPORTS TEMPORARY 
Reports re l a t ing to s e l f - s e rv i ce supp l y  center 
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operations. Included are statements of 
operations, statements of customer accounts, 
similar reports. 

and 

a. Recordkeeping 
both) 

copies (paper, electronic, or a. Destroy/delete when 2 years old. 

b. Electronic copies of records created using 
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete 
recordkeeping copy 

within 1 8 0  days after 
has been produced. 
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1207 - CONCESSIONAIRE FILES 

These f i l e s  relate to conce s s iona i re activi t i e s  s e rvi cing o f  the N IMA . 

Series Type of Files Disposition 

1207-01 CONCESSIONAIRE OPERATION TEMPORARY 
Copi e s  of agreement s w i t h  conce s s iona i re s , and 

re cords re flect i ng t he per formance o f  


concess iona i re s . I ncluded are current agreement 

and as sociated records ; records concer n i ng 

comp l i ance o r  noncomp l i an ce with s tanda rds o f  


servi ce ,  san i ta t i on , a n d  s a f e t y ;  p a tron 

comp l aints and commen da t ions ; and r e l a ted 

records . 


a .  Recordkeepi n g  cop i e s  ( pape r ,  e l e c t roni c ,  o r  a. De s t roy/de l e te 3 yea r s  a fte r t e rmination o f  
bot h )  ag reement . 

b .  Electroni c  cop i e s  o f  records created u s i ng b .  De s t roy/de l e t e  w i t h i n  1 8 0  days a fter 
wor d  process ing s y s t ems and e l ec t roni c  ma i l  and recordkeepi ng copy has been produced . 
used solely to generate recordkeeping copi e s  . 

1207-02 CONCESSIONAIRE OPEN APPLICATION TEMPORARY 

Appl i cations s ubmi t ted by persons de s i ring to 

ope rate a conces s i on . 


a .  Re cordkeep i ng cop i e s  (pape r ,  e l e c t ron i c ,  o r  a .  De s t roy/delete 2 year s  a ft e r  conce s s i on i s  
bot h )  n o  l onger cons ide red for opera t ion . 

b .  E lectroni c  copi e s  o f  records created us ing b .  De s t roy/delete within 1 8 0  days a fter 
word proce s s ing s ys t ems and e lectroni c  ma i l  and re cordkeep i ng copy has been p roduced . 
used solely to generate recordkeep ing copi e s  . 
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1208 - MAINTENANCE FILES 

These f i l e s  r e late to the prog ram des igned to keep equipmen t  i n  wor king condi t ion . They a c cumu l ate incident 
to the receipt , operat i on ,  ma i n tenance , management modi f i ca t ion , reporting , t rans fer , and di spo s a l  o f  
equipment . 

Series 

1208-01 

1208-02 

They relate o n l y  t o  i tems o f  supp l y ,  not real o r  

Type o f  Fi l e s  

CALIBRATION DATA 

Cards used to record each s tandard , or i tem o f  
t e s t  and measuring equipment requi ring a 
cal ibration s e rvice , and to record ca l ibration 
accomplishment . 

a .  Recordkeeping copies ( paper , e le c t roni c ,  o r  
both )  

b .  Pape r records ma intained s eparately f rom the 
recordkeeping s y s t em .  

c .  E lectroni c  cop i e s  o f  records created u s i ng 
word proce s s i ng s y s t ems and e l e c t ronic ma i l  and 
used solely to generate recordkeeping copie s  . 

HISTORICAL RECORD OR LOGBOOK 

Equipment l ogboo ks a nd ma intenance h i s t o r i ca l  
records begin a t  the time o f  de l i very o f  the 
equipment by the manufacturer . These re cords 
are identi fied,  ma i ntained , and a ccompany the 
item o f  equipment unt i l  it i s  dropped f rom the 
NIMA inventory . H i s torical ma intenance records 
provide maintenance personnel up-to-date 
i n fo rma tion concerning the readi n e s s  and 
condit ion o f  equipment , and ma in tenance 
accompli shed and requi red . 

a .  Recordkeeping copies ( pape r ,  e l e c t ro n i c ,  o r  
bo t h )  

insta l l ed property .  

Disposition 

TEMPORARY 

a .  Des t roy/del ete 10 year s  a ft e r  no l onger 
needed . 

b .  Des troy when 180 days o l d . 

c. Des t ro y / de l e te within 180 days a ft e r  
recordkeep i ng copy has been p roduced . 

TEMPORARY 

a .  Re t a i n  f o r  l i fe o f  the e quipment or d i s po s e  
o f  when i t  i s  n o  l onge r a part o f  the N IMA 
inventory . 
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b .  Electronic cop i e s  o f  records created u s ing 
wo rd process i ng sys tems and e l ect roni c ma i l  and 
used solely t o  gene rate reco rd ke pi ng copi e s  . 

1208-03 MAINTENANCE SUMMARY AND MANAGEMENT 

Records re l a t i ng to the s umma r i z a t i on o f  data to 
the general management o f  ma i nt enance ope ra t ions 
and function s ,  s uch a s  various operation a l  forms 
containing det a i led data o f  val ue in manag i ng 
a spects of ma i n tenance , foreca s t i ng wor k l oads , 
work-t ime s t andards , parts s uppl y ,  cos t ,  qua l i t y  
con t ro l ,  and ope r a t i on a l  imp rovement . I nc luded 
are reports , s umma r i e s , l i s tings , tabu l a t ions , 
and machine runs . 

a .  Record keep ing cop i e s  ( paper , elect ron i c ,  or 
both ) 

b .  Paper reco rds ma i n ta ined sepa rately f rom the 
recordkeepi ng sys tem . 

c .  Electron i c  copie s  o f  reco rds created u s i n g  
word process i ng s y s t ems a n d  e l e c t roni c  ma i l  a n d  
used s o l e l y  t o  generate recordkeeping copi e s  . 

1208-04 MAINTENANCE MANAGEMENT INSPECTION 

Reco rds re l a t i ng t o  i n s pe c t i ons o f  ma i n tenance 
management o f  equi pment . I n c l uded a re forms 
used as wor ksheets for recording shortcomi ng s ,  
de fi ciencie s ,  o r  faul t s ;  re commenda tions ; 
various report s ,  a nd related data . 

a .  Recordkeeping cop i e s  (pape r ,  e l e ctron i c , o r  
both ) 

b .  E lectron i c  cop i e s  o f  records created us ing 
word proce s s i ng sys tems and e l ectron i c  ma i l  a nd 
used solely to generate recordkeep i ng copi e s  . 

b .  De s troy/delete within 1 8 0  days a ft e r  
recordkeep ing copy h a s  been produced . 

TEMPORARY 

. )  

a .  De s t roy/de l ete when 5 years o l d  . 

b .  De s t roy when 1 8 0  days o l d  . 

c .  De s t roy/de lete w i t h i n  1 8 0  days a ft e r  
reco rdkeepi ng copy has b e e n  produced . 

TEMPORARY 

a .  De s t roy/delete 1 year a ft e r  comp l e t i on o f  
next comparable i nspect i on. 

b .  De s t ro y /delete w i t h i n  1 8 0  days a fter 
recordkeeping copy has been produced . 
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1208-05 MAINTENANCE TECHNICAL ASSISTANCE TEMPORARY 
Reports and rel ated data accumu l a t ing from the 
conduct o f  technical a s s i s tance programs 
de s igned to furnish techn i c a l  a s s i stance and 
advice to improve the p e r fo rmance of 
organi zational mai ntenance . 

a .  Recordkeeping copi e s  ( p ape r ,  electroni c ,  o r  
bot h )  

b .  Paper records maintained s eparately from t he 
recordkeeping syst em . 

c .  Electron i c  copies o f  records created u s i ng 
word proce s s ing sys tems and e lect roni c  ma i l  and 
used sole l y  to generate recordkeeping copi e s  . 

1208-06 EQUIPMENT OPERATORS ' PERMITS AND REGISTERS 

(Privacy Act Applies) 

Permi ts and reg i s te r s  authori z i ng i ndi vidua l s  to 
ope rate Government e qu ipment . 

a .  Recordkeeping copies ( pape r ,  electron i c ,  o r  
both ) 

b .  Electron i c  cop i e s  o f  records created u s i n g  
word proce s s ing sys tems and e l e ctronic mai l  a n d  
u s e d  solely to generate r e cordkeeping copie s .  

1208-07 MAINTENANCE REQUEST AND EXCHANGE TAG 

Records used to reques t  mai nt enance serv i ce s ,  
report accomp l i s hmen t  o f  modi f i cat ion wor k  
orde r s , record ma i ntenance per formed , repo r t  
rece i pt of defect i ve mate r i a l  , and submi t 
equipment improvement recommenda t i ons . Al s o ,  
records o r  reg i s te r  used t o  record and con t ro l  
ma i ntenance wor k .  Rel at e d  records incl ude 
trans fer and r e j e c t i on memor anda , prope r t y  i s sue 
and turn-in s l ips , l abor t ime t i ckets , tags used 

a .  Des t ro y / delete when 5 years old . 

b .  De s troy when 1 8 0  days o l d. 

c .  De s troy/delete w i t h i n  1 8 0  days a ft e r  
re cordkeepi ng copy has b e e n  p roduced . 

TEMPORARY 

a .  De s t ro y / de l e te 3 years f rom date o f  i s sue or 
when revo ked by proper autho r i t y ,  whi cheve r i s  
f i rs t  . 

b .  De s t ro y /de l e t e  w i t h i n  1 8 0  days a ft e r  
recordkeeping copy has b e e n  produced . 

TEMPORARY 
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as receipts f o r  replacemen t  o f  parts o r  


equ ipment a n d  s imi l a r  dat a  . 


a .  Recordkeeping copies ( pa pe r , e l ectron i c ,  o r  a .  De s t roy /delete when 6 months o l d  o r  o the 
both ) return o r  i s sue of r e l a ted equipment . 

b .  Electroni c  copies o f  records crea ted u s i ng 
word proce s s i ng s ys tems a nd e l ec t ronic ma i l  and b .  De s t roy/de lete w i t h i n  180 days a f ter 
used solely to generate re cordkeeping copi e s  . recordkeeping copy h a s  been produced . 

1208-08 	 SHOP PROPERTY ACCOUNT TEMPORARY 

Records a ccumu l a ting i n  tool a nd parts rooms , 
and exchange po ints i n  making ma i ntenance i t ems 
more acce s s i b l e  to ma intenance personne l  . 

Incl uded are s tock record cards , vouchers , 

reg i s ters , d i re ct exchange cards , prope rty i s s ue 
and turn-in s l ips , and s imi l a r  records 
refle cting the i s sue , turn- i n  a nd usage o f  
items , such a s  repa i r  p a r t s  , k i t s  , too l s  , and 
a s s embl ies . These records may a l s o  const i tute a 
sect ion o f  the accountab l e  o f fi ce r  s tock reco rd 
account . 

a .  Stock records cards and direct exchange a .  Cont i nue to u s e  u nt i l  f i l led or f i n a l  entry 

cards: Re cordkeeping copi e s  ( pape r ,  e l e c t ron i c ,  is made thereon . De s t ro y /de l ete a ft e r  1 yea r  . 

o r  both)  


b.  Electro n i c  cop i e s  of records created u s i ng b .  De s t roy/de l e te w i t h i n  180 days a f t e r  _)

word proce s s i ng sys tems and e l e ct ronic ma i l  and record keeping copy has b e e n  produced . 

used solely to generate recordkeepi ng copie s .  


1209-09 	 SHOP LOCATOR RECORD TEMPORARY 

Location sheet s  , cards , tags , and other records 
cons t i tuting a part of a l o c a t i on i nventor y ,  o r  
ident i f icat ion sys tem f o r  equipmen t  s e n t  to 
shops , or u t i l i zed as a che c k  o r  i nventory for 
such equipment . 

a .  Re cord keep i ng copi e s  ( pape r ,  electron i c , o r  a .  Des t roy/de s t roy o n  return or r e i s sue o f  
bot h )  r e l a ted e quipment .  
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b. Electron i c  copies of records created u s i ng 
word proce s s i ng systems and e l ectron i c  ma i l  and 
used solely to generate recordkeepi ng cop ie s  . 

b .  Des troy/delete w i t h i n  1 8 0  days a fter 
record keep i ng copy h a s  been produced . 

1208-10 PREVENTIVE MAINTENANCE SCHEDULE 

Records used for s chedu l ing periodic prevent ive 
ma intenance servi ce s ,  load t e s t s  , and 
cal ibration o f  a s s igned e qu i pment .  Thi s  
schedule wi l l  accompany r e l a ted e quipmen t  when 
it is t rans ferred . 

TEMPORARY 

a .  Recordkeeping copies ( pape r ,  e l e c t ron i c ,  o r  
both ) 

a .  Des troy/delete a ft e r  t rans ferring the 
requi red i nformat i on t o  other records or on 
dispo s i t i on of the r e l ated equipment ,  whi chever 
i s  f i rs t  . 

b .  El ectroni c  copie s  o f  records created u s i ng 
word proce s s ing systems and electronic ma i l  and 
used solely to generate recordkeeping copie s  . 

b .  De s t roy/delete w i t h i n  1 8 0  days a fter 
reco rdkeep i ng copy h a s  been produced . 

1208-11 EQUIPMENT INSPECTION AND MAINTENANCE WORKSHEET 

Re cords re f l ecting the performance o f  prevent ive 
ma i ntenance i nspect ion , service s  , di agnos t i c  
checkouts , a n d  spot-che c k  i nspect i o n  o f  
equipment . 

TEMPORARY 

a .  Re cordkeep i ng copies ( pape r ,  e lectron i c ,  o r  
both )  

a. Des t roy/de l e te on po s t i ng to re l a ted 
equi pmen t  logbo o k  on e n t e r i ng de f i ci e n c i e s  on a 
new form, or on comp l e t i o n  o f  next 
servi ceab i l i t y  tes t o r  che c k ,  as app l i cabl e  . 

) 

b .  Electro n i c  copies o f  records created u s i ng 
word proce s s i ng sys tems and e l e ctronic ma i l  and 
used solely to generate recordkeeping cop i e s  . 

b .  Des troy/delete w i t h i n  1 8 0  days a f t e r  
recordkeep i ng copy has b e e n  produced . 
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1209 - STORAGE FILES 

These f i l e s  relate to s torage o f  s upplies and equipment and to the s to c kpi le o f  s t ra t e g i c  and cri t i ca l  
mater i al s  . 

Series Type of Fi1es 	 Disposition 

1209-01 WAREHOUSE PLANNING AND LAYOUT 	 TEMPORARY 
Warehouse , s hed , o r  open - s torage space p l anning 

and layout diagrams , o r  comparable paper s  


relating to space p l anning and layou t  . 


a .  Recordkeepi ng cop i e s  ( pape r ,  e lectron i c ,  or 	 a .  De s t ro y / de l ete 2 yea rs a fter termin a t i on o f  
both ) 	 a s s i g nmen t  o r  when ba s e  i s  cance l l e d ,  o r  when 

plans a re s upers eded or obsolete . 

b .  Electron i c  copies o f  records created u s i ng b .  De s troy/delete w i t h i n  1 8 0  days a ft e r  
word proce s s ing sys tems and e lectron i c  ma i l  and recordkeeping copy h a s  b e e n  produced . 
used solely to generate recordkeeping copies . 

1209-02 STORAGE REGISTER 	 TEMPORARY 

Voucher a s s ignment reg i s te r s , s hipping control 
regis ters , t a l l y  number s  reg i s ters , and 
comparable devi ce s  ma i n t a i ned for s torage 
control purpos e s  . 

a .  Recordkeep i ng cop i e s  ( pape r ,  e l ec t ron i c ,  or a .  Des t roy/de lete when 2 years o l d . 
both ) 

b .  Elect roni c  copies o f  records created u s i ng b .  De s t roy /de lete w i t h i n  1 8 0  days a ft e r  
word proce s s i ng sys t ems and e l e ctronic ma i l  and record keeping copy h a s  b e e n  produced . 
used s o l e l y  to generate recordkeeping copie s  . 

1209-03 STORAGE IDENTIFICATION AND INSPECTION REPORTS TEMPORARY 
Records re l at i ng to the iden t i f i c a t i o n ,  
c l a s s i fica t i on , a n d  i ns pection o f  i t ems i n  
s torage or received for s torage from s ources 
other than contractor s  . Re cords re f lect the 
phys ica l  condi t i on of t he i t ems , packing 
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procedures usea , and t h e  examinat i on and t e s t i ng 
o f  i tems , for the gene r a l  purpose o f  de t e rmi n i ng 
the suitab i l i ty o f  s torage methods and 
cond i tions , and to a s sure that the s upp l i e s  and 
equi pment wi l l  be i n  usable condi t io n  a t  a l l  
t ime s  . Included a re surve i l l ance i n spe c t i on 
repo rt s ,  qual it y  h i s tory records , te s t  data 
shee t s  , s tock d i s crepancy reports , 
cla s s i ficat i on repo rt s ,  and comparabl e  data . 

a .  Recordkeeping cop i e s  
both ) 

( pape r ,  e l e ct r on i c ,  o r  a .  De s t roy/delete when 3 year s  old . 

b .  E l e ctronic cop i e s  o f  records created us i ng 
word process ing sys tems and e l e ctron i c  mai l  and 
used solely t o  generate recordkeepi n g  cop i e s  . 

b .  De s t roy/delete 
recordkeeping copy 

w i t h i n  180 days a fter 
has been p roduced . 

1209-04 WAREHOUSE SHIPPING AND RECEIVING TEMPORARY 

Arrival reports , s hi pping records , t a l l ie s , 
stock or packing tag s  , o r  comparab l e  r e cords 
retained for the purpo s e  of car spo t t i ng , the 
a s s i gnment of l abor and e qu ipment , the u n loading 
o f  s upplies , pac k i ng and l oading s to c k  f o r  
shipment a n d  other purpo s e s  connected w i t h  t h e  
receipt of s upp l i e s  a t  wa rehouses . 

a .  Recordkeeping cop i e s  ( pape r ,  e l ectroni c ,  or 
both ) 

b .  E l ectroni c  copies o f  records created u s i n g  
word proce s s i ng sys t ems a n d  e l e ctroni c  ma i l  and 
used solely to generate recordkeepi n g  copi e s  . 

a .  Des troy/de l e te 

b .  Des t roy/delete 
recordkeeping copy 

3 months a f t e r  s h i pment . 

w i t h i n  1 8 0  days a fter 
has been p roduced . 

1209-05 TEMPORARY 

lubri cants . 
to the 

I nclude 
i s s ue o f  gas o l i ne and 

les t i c k e t s  a nd 
abs t racts o f  gaso l i ne and lubr1c 

a .  Recordkeeping cop i e s  
bot h )  

( pape r ,  e l e c troni c ,  

4 0  
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i c  cop i e s  o f  records created us ing 
word proce s s i ng sys tems i l  and 
used solely to gene rate recordkeeping copi e s  . 

1209-08 	 SOLXD FUEL CONTROL 

Records relating to the receipt , storage , and 
u s e  o f  solid fuel s .  I nc l uded are cop i e s  o f  
annual and suppleme n t a l  requ i s i tions , cop i e s  o f  
con t ra cts , s hipp i ng n o ti ce s , rece iving repo rt s ,  
analys i s  report s , repor t s  o f  burni ng t e st s ,  
rej e c t i on repo r t s , s im i l a r  records , and r e l a ted 
data . 

a .  Recordkeeping cop i e s  ( pape r ,  e l ec t roni c ,  o r  
both ) 

b .  E l ectronic cop i e s  o f  reco rds created u s i ng 
word proce s s ing s y s t ems and e l ectron i c  ma i l  and 
used solely to generate record keeping copie s  . 

b .  ( GRS 6 / 1 2 )  

TEMPORARY 

) 
a .  Des t roy/de l e t e  when 2 yea r s  o l d . 

b .  Des t roy/de l e t e  within 1 8 0  days a f ter 
recordkeeping copy h a s  been produced . 
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1210 - LIBRARY SUPPLY FILES 

These f i l e s  relate to the ope r a t i on o f  o f f i c i a l l y  de s i gnated 

Series Type of Fi1es 

1210-01 LIBRARY CATALOG 

Li s t  enumera t i ng autho r s , t i t l e s , cro s s 
re ference s , and s ub j e ct s  a rranged i n  
a lphabe t i ca l  order a nd i nd i ca t i ng des cript ive 
det a i l s  including l o ca t i on of books , maps , 
charts , and photos on the s he l ves . 

a .  Record keepi ng copies ( pape r ,  e l ectroni c ,  or 
both ) 

b .  E l ectro n i c  cop i e s  o f  records created u s i ng 
word proce s s i ng s y s tems and e l ectron i c  ma i l  and 
used solely to gene rate recordkeepi ng copi e s  . 

l ibraries . 

Disposition 

TEMPORARY 

a .  De s troy /de l et e  when re l a ted boo k s , maps , 
char t s , and photos h ave been permanently removed 
f rom the l ibrary c o l l ec t i on . 

b .  De s t roy/de l e t e  w i thin 1 8 0  days a fter 
record keepi ng copy h a s  been produced . 

. )  
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1211 - PERSONNEL TRAVEL AND TRANSPORTATION FILES 

These f i les relate to the control , admi n i s t r a t ion , and ope r a t i on s  i nvo lved in the t rave l and t ransport a t i o n  
o f  N IMA personne l  . 

Series Type of Files Disposition 

1211-0 TRAVEL (Privacy Act Appl ies) TEMPORARY 

ma i n t ai ned for the purpose o f  p l anning , 

review1 and furni s hing i n format i on i n  


connect ion wi ave l o f  authori zed personnel 

to a t tend meet ings o hnical , s cient i f i c ,  


pro fess iona l  , and s imi l a r  o ' za t i ons . 


a .  Recordkeeping ( GRS 9 / l a )  


bot h )  


b .  El ectron i c  copie s  o f  records created us ing b .  


word proce s s i ng s y s tems and e l e c t ronic ma i l  and 

used solely to gene rate recordkeeping copies . 


1211-02 (Privacy Act Applies) TEMPORARY 
0... App ation: Documents r e l a t i ng t o  the i s s uance a .  ( GRS 9 / 5  ( a )  ) · 

passpo rt s  , including reque s t s  for 

pa s sports , t r  i t t a l  letter s  , re ce ipts , and 

copi e s  o f  t ravel a r i za t ions . 


Q .  Annual reports concerning b . ( GRS 9 I 5 ( b )  ) 

passports: Reports to the Depa r tme State 

conce rning the number of o f fi c i a l  passpo 

i s s ued and related ma tters : Recordkeep i ng 

copies ( pape r ,  e l ect roni c ,  o r  bot h )  


... . E l ectron i c  copi e s  o f  record s  created us ing b .  


word proce s s ing sys tems and e l e c t ronic ma i l  and 

used solely to generate recordkeepi ng copies . 

Note : Official passports should be returned to the 

Department of State upon expiration or upon the separation


of the employee . 
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1211-03 	 PASSENGER WARRANT (Privacy Act Appl ies) TEMPORARY 

Copies of used and cance l l ed pa s s e nger wa rrant s  , 
t ransportat i on cert i fi cates , trave l orders , 
s imilar records s erving the s ame p u rpose i s s ued 
for t rave l of per s onnel in ove r s e a s  a reas , 
reg i s ter s ,  and r e l a t ed correspondence . 

a .  Recordkeeping copies ( paper ,  e l e c t ron i c ,  o r  a .  De stroy / de l e te when 3 years o l d . 
both ) 

b .  E lectron i c  copies o f  records created using b .  De s t roy/de l e te w i t h i n  1 8 0  days a fter 
word proce s s ing s y s t ems and e l e ct roni c  ma i l  and re cordkeeping copy has been produced . )
used solely t o  generate recordkeepi ng copies . 

1211-04 	 CUSTOMS DECLARATION TEMPORARY 

Copies o f  cert i f i cates or other f o rms prepared 
for the purpose o f  enab l i ng N I MA  pe r s o nnel and 
fre ight to p a s s  cus t oms inspect i on s  and to 
p revent import i nto the Uni ted S t at e s  o f  
unauthorized i t ems . 

a .  Re cordkeeping copie s  ( pape r ,  e l ect roni c ,  o r  a .  De s t roy/delete when 6 months o l d .  
bot h )  

b .  Electron i c  copi e s  o f  records created using b .  Destroy/delete w i t h i n  1 8 0  days a fter 
word proce s s ing s y s tems and e l ectronic mai l  and recordkeeping copy has been p roduced . 
used solely t o  gene rate recordkeepi ng copie s  . 

1211-05 TRANSPORTATION REQUEST (Privacy Act TEMPORARY 

App Cop i e s  o f  i s sued and cance l led 
reque s t s  , t ranspo r t a ti o n  

cer t i f i cate s  , a n  t ranspo r t a t i on 
authori zati on s , t ravel o o ther 
pertinent correspondence 

a .  Recordkeeping cop i e s  ( pape r ,  ( GRS 9 / l c )  


both ) 


b .  Electroni c  cop i e s  o f  records c reated u s i ng b .  


word proce s s ing s ys tems and e l ectroni c  ma i l  and 
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TEMPORARY 

Re cor e r t a i n i ng t o  the i s s uance o f  local 
ferry ti cke commercial bus t o ken s , and to l l  
bridge or tunne l for o f f i c i a l  t rave l o f  
Government p e r s on ne l  . 

a .  Re cordkeeping copies a .  ( GRS 9 / l c )  
bot h )  

b .  Ele ctron i c  copi e s  o f  records created u s i ng --,
word proce s s i n g  sys t ems and e l ectron i c  ma i l  and 
used solely to generate recordkeeping copie s  . 

IVIDUAL TRAVEL (Privacy Act Appl ies) TEMPORARY 

Rec s pe r t a in i ng t o  the proce s s ing o f  
i ndivi dependents prior to t ra ve l  t o  and 
from autho r  ' e d  des t i na t ions . I n cl uded are 
requests for t e l  for depende nt s ;  l e tters 
not i fying dependen of e l i g ib i l i t y  to t rave l t o  
authori zed de s t i n a t i on d autho r i z a t i on to 
obtain pas s po r t s ; que s t ion 
sheets used for i s s uance o f  
authori za tions ; port ca l l s ; 
correspondence . 

a .  Recordkeepi ng cop ies ( pape r ,  e l ectron i c ,  ( GRS 9 / 3 a .  ) 
bot h )  

b .  Electroni c  cop i e s  o f  records crea ted u s i ng b .  
word proce s s i n g  s y s t ems and e l e ctronic ma i l  a nd 
used solely t o  generate recordkeep i ng copi e s  . 
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1212 - PROPERTY DISPOSAL FILES 

These f i l e s  relate to the program for di s o s i t i on o f  s urpl us , s a lvage , s crap , and exce s s  prope r t y . 

Series Type of Files Disposition 

1212-01 PROPERTY DISPOSAL ACCOUNT TEMPORARY 
Records ma i n t a i ned t o  account for the receipt 
and di spos i t i on of property f o r  wh ich the 
property disposal o f f icer i s  accountab l e  . 
I nc l uded a r e  voucher regi s ters , vouche rs and 
s upporting records , i nventory adj u s tmen t  )
reports , s tock record cards o r  equiva lent f o rms 
used for the s ame purpos e ,  and o ther records 
s upporting the a ccoun t  . Unf i l led s to c k  record 
cards wi l l  be reta i ned in the act ive f i l e  unt i l  
f i l led or final entry i s  made the reon . Excl uded 
are a ccount s  that i nvolve the receipt o f  
s urplus , sa lvage , o r  s crap prope rty f rom 
cont ractors ; or property related to contract 
property a ccoun t s  . 

a .  Recordkeeping cop i e s  ( pape r ,  e l e c t ron i c ,  o r  a .  Des t roy/delete when 2 years o l d . 
both ) 

b .  Electronic cop i e s  o f  records created u s i ng b .  De s t roy/de lete within 1 8 0  days a fter 
word proce s s ing sys tems and e l ectronic ma i l  and recordkeeping copy has been produced . 
used solely to generate recordkeep ing cop i e s  . 

1212-02 REPORTS TEMPORARY 

d i s s eminate i n forma t i on 

concerning av i l i t y  o f  exce s s  persona l 

property, l i s t i ngs , f o rms , and s imi l a r  


records . 


a .  Recordkeep i ng cop i e s ( GRS 4 / 2 )  


bot h )  


b .  E l ectron i c  cop i e s  o f  records crea ted u s i ng b .  


word proce s s ing sys tems and e l ectronic ma i l  and 
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used solely t o  generate reco rdkeeping copi e s . 

1212-03 SURPLUS PROPERTY CASE FILES 

Case fi les on s a l e s  o f  surplus personal 
property, comp r i s i ng invi t a t i ons , bids , 
a cceptances ,  l i s t s  o f  materi a l s ,  evidence o f  
s a le s ,  and r e l a ted correspondence . 

Transactions of more than 25 , 000: 

i e s  ( paper ,  e l ectron i c ,  o r  
both ) 

b .  Transactions of 25 , 000 or 1ess: 

Recordkeeping copies ( pape r ,  e lectron i c ,  o r  
both ) 

c .  Paper records mai n t a i ned separately f rom the 
re cordkeeping sys t em . 

word proce s s i ng sys t ems a nd e l ectronic ma i l  an 
used solely t o  gener a te re cordkeep i ng copi e s  . 

1212-04 EXCESS PROPERTY DONATION 

Records re f l ect i ng the don a t i on o f  obs o l e t e  
maps , chart s , photos , books , manus cript s ,  works 
o f  art , drawing plans , and mode l s  not needed by 
N I MA  or veterans o rgani z a t ions , s tate mus eums , 
educat ional museums oper a ti ng under charters 
forb idding the a ccumu l a t i on of pro f i t ,  and 
municipal corpora t ions . I nc l uded are s hipping 
orders and records , s chedule of col lections , and 
related pape r s  . 

a .  Recordkeepi ng copi e s  ( pape r ,  e le c t ron i c ,  o r  
both ) 

b .  El ectroni c  cop i e s  o f  records created u s ing 
wo rd proce s s ing sys tems and e l ect ronic ma i l  and 
used solely to gene rate recordkeep ing copi e s  . 

TEMPORARY 

a .  ( GRS 4 / 3 a ) 

) 

c .  Des t roy when 1 8 0  days o l d . 

( GRS 4 / 5 )  

TEMPORARY 

) 

a .  De s t roy/de l e te when 3 yea rs old . 

b .  De s t roy/de l e te within 1 8 0  days a f ter 
recordkeeping copy has been produced . 
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1213 - MOTOR VEHICLE MANAGEMENT FILES 

These f i l e s  relate to the cont rol and managemen t  o f  adm i n i s t rat ive veh i c le s  , motor poo l operat ions and the 
s upp l y  and control o f  mot or vehi c l e s  . 

Series Type of Files Disposition 

1213-01 FILES TEMPORARY 

ence in the oper at i ng uni t respo n s i b l e  


maintena n d  ope r a t i o n  o f  motor veh i c l e s  


not t h i s  s chedule 


a .  Recordkeeping copies o r  a .  ( GRS 1 0 / 1 ) 

both ) 


b .  E lectron i c  copi e s  o f  r e co rds created us i n g  


word proce s s i ng sys tems and e l ectron i c  mai l  a n d  


u s e d  solely to generate recordkeeping copi e s  . 


1213-02 VEHICLE OPERATING AND MAINTENANCES TEMPORARY 
a .  rating records including those relating a .  ( GRS 1 0 / 2 a )  


to gas an consumption , dispatching , and 

scheduling: Re co e ing cop i e s  ( pape r , 

e l ectron i c ,  o r  both ) 


b .  Maintenance records , including b .  ( GRS 1 0 / 2 b )  


relating to service and repair: Re cordkeepin 

copies ( pape r ,  e lectron i c ,  o r  bot h )  


c .  E l ectroni c  copi e s  o f  r e co rds created u s i n g  c .  


word process ing sys tems and e l e ct ron i c  ma i l  and 

used solely t o  generate recordkeeping cop i e s  


1213-03 MOTOR VEHICLE SERVICE REPORTS TEMPORARY 

Reports ref l ect ing cos t  a nd per formance da a 

relat ive to the ope r a t i on o f  admi n i s t ra t ive 

veh icles . 


a .  Recordkeeping cop i e s  ( paper ,  e l ect roni c ,  o r  a .  De s t roy/delete 3 years a ft e r  da te o f  report . 
both ) 

48 



'a .  Recotdkeepifi  sepies (paper ,  

Reco 
vernment-owned 

t 

N I MA Records Schedu le 

b .  E l ectronic copies of records created u s i ng b .  De s t roy/de l ete wi thin 1 8 0  days a ft e r  
word proce s s ing sys tems and e lect ronic mai l  and recordkeeping copy h a s  been produced . 
used solely t o  generate recordkeeping copie s  . 

1213-04 MOTOR VEHICLE RELEASE FILES TEMPORARY 
Records accumul ated in connection with a 

trans fer ,  s a l e , dona t i on , o r  exchange o f  


veh i c le s ,  including S F- 9 7 , The Uni ted States 

Government Cert i fi cate t o  Obt a i n  Title to a 

Motor Veh i c l e  . 


e l e ctron i c ,  or a .  ( GRS 1 0 / 6 )  


both ) 


b .  Paper records ma intaine d  separate l y  from the b .  De s troy when 1 8 0  days old . 
record keeping sys tem . 

d .  ( GRS 1 0 / 8 )  


word proce s s ing sys tems and e lectron i c  


used solely to generate recordkeeping copi e s  . 


1213-05 TEMPORARY 

re l a t ing to individu al empl oyee 
operation o veh i c le s  , 
incl uding driver autho r i z a t i on to use , 
safe driving awards , and ed correspondence . 

a .  Recordkeeping cop i e s  ( pa pe r ,  a .  ( GRS 1 0 / 7 )  


both ) 


b .  E le ctron i c  copies o f  reco rds created u s i ng b .  


word proces s ing systems and e l e c t ron i c  ma i l  and 

used solely t o  generate recordkeeping copi e s  . 


1213-06 TEMPORARY 
Reports otor veh i c l e  acciden t s  , 
maintained by t ransportat 1 0  e s  , including 
S F-9 1 ,  Operator ' s  Repo rt of Motor Veh i c  
Accident , S F9 1A ,  I nve s t i g a t ion Report o f  Motor 
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Accident ,  and S F  9 4  , S tatemen t  o f  

a .  Re cordkeeping 
both ) 

b .  Paper records ma inta i ned 
record keepi ng system .  

c .  E l ectron i c  copies o f  reco rds created u s i ng 
word process ing sys tems and e l e c t ron i c  mai l  and 
used solely to generate recordkeep i ng copies . 

a .  ( GRS 1 0 / 5 )  

b .  Des t roy when 1 8 0  days old . 

c .  

1213-07 VEHICLE TITLE FILES 

Records re l a t ing to the reg i s t rat ion o f  
veh i c le s ,  I n c l uded are t i t l e s , manufacturers and 
dealers ' statements of o r i g i n ,  and related 
papers . 

both ) 

b .  Paper records ma i nt a i ned s epa rately f rom the 
recordkeeping sys tem . 

) 
TEMPORARY 

1 0 / 6 )  

b .  Des t roy when 1 8 0  days old . 

c .  ( GRS ) 1 0 / 8  ) 
o f  records created u s i ng 

word proce s s i ng sys tems and e l e c t roni c ma i 
used solely to generate recordkeeping copi e s  . 
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1214 - SMALL BUSINESS PROGRAM FILES 

These f i l e s  result f rom the N I MA program to a s s ure maximum parti c ipa t i on o f  sma l l  business concerns i n  the 
procurement of s upp l i e s  and service s  . The f i l e s  a ccumu l ate i n  o f f i ce s  o f  sma l l  bus i ne s s  advisors o r  
speci a l i s t s , contracti ng o f fi ce r s , and i n  o t h e r  o f f i ces engaged i n  these activi t i e s . 

Series Type of Files Disposition 

SMALL BUSINESS INFORMATION TEMPORARY 
Records rela t i ng to commun icat ions o r  
di s cu s s ions which provide sma l l  bus i n e s s  
concerns with competency cert i  f i cates and 
information about requ i rements for s upp l iers on 

) 
bidder l i s t s  , adapt i ng t he i r  produc t i on 
faci l ities . Compet e  for prime contracts or 
subcontract s ,  changes i n  speci f i ca t ions that 
ma ke it pos s ib l e  for them to mee t  future 
procurement , and other ma tters concerning the 
par t i cipation of sma l l  bus iness concerns in the 
procurement program . I ncluded a r e  inqu i ries 
from sma l l  bus ine s s  concerns , i s s uance o r  
wi thdrawa l o f  cert i fi cates o f  competency a s  to 
the i r  capa c i t y  and cred i t  s tanding , memo randums 
recording di s cu s s ion with repre sentative s  o f  
sma l l  bus ine s s  concerns , a n d  s imi l a r  records . 

a .  Recordkeeping copi e s  { pape r ,  e l e c t ron i c ,  or 
both ) 

a .  De s troy/de l e t e  when 6 yea rs 3 months o l d  . 

) 
b .  Paper records ma intained sepa ra t e l y  from the b .  De s t roy when 1 8 0  days o l d  . 
reco rdkeeping sys tem . 

c .  Elect roni c  cop i e s  o f  records created us ing c .  De s t roy/de l e t e  w i t h i n  1 8 0  days a ft e r  
word proce s s i ng systems and e l e ctronic ma i l  and reco rd keeping copy has been produ ced . 
used solely to generate recordkeeping copi e s  . 

SMALL BUSINESS REPORTING TEMPORARY 

Re cords accumu l ated by sma l l  b u s i n e s s  advi sors 
for review and ana l ys i s  o f  sma l l  bus i ne s s  
act ivi ty . Prima r i l y  these a re repor t s  received 

1214-02 
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from procurement o f f i ce s  o n  such subj ects as 
proposed procurement a c t i ons , procurement action 
summaries , and i ndividu a l  procuremen t  a c ti ons . 

a .  Recordkeeping copies ( pape r , e le ct roni c ,  or 
bot h )  

a .  De s t roy/de l e te when 6 years o l d  . 

b .  Pape r records ma i ntained s eparately from t he 
recordkeeping sys t em . 

b .  Des t roy when 1 8 0  days o l d  . 

b .  El ectron i c  cop i e s  o f  records created us ing 
word proces s ing s y s t ems and e l e ctronic mai l  and 
used solely to generate recordkeeping copi e s .  

c .  De s t roy / de le t e  w i t h i n  1 8 0  days a fter 
re co rdkeepi ng copy has been p roduced . 

1214-03 SMALL BUSINESS DATABASE 

L i s t s  o f  bus i ne s s e s  determined t o  be qua l i f i ed 
to participate in the sma l l  bus i ne s s  p rogram . 

TEMPORARY 

a .  Recordkeepi ng copies ( paper ,  el ectroni c ,  or 
bot h )  

a .  De s t roy/de l e t e  when s uperseded ,  obs olete , o r  
n o  l onger needed . 

b .  El ectronic cop i e s  o f  recorqs crea ted us i ng 
word process ing s y s tems and e l ectronic mai l  and 
u s ed solely to gene r a te recordkeep ing copie s  . 

b .  De s t roy/de l e t e  w i t h i n  1 8 0  days a fter 
re cordkeep i ng copy has been produced . 

1214-04 APPOINTMENT NOTICES 

Letters of appointment o f  Sma l l  And 
D i s advantaged Bus ine s s  Speci a l i s t s  ( SADBS )  . 

a .  Recordkeeping cop i e s  ( pape r ,  e l e ct ron i c ,  or 
bot h )  

TEMPORARY 

a .  Des troy /de l e te when s uperseded, obso l e t e ,  
or n o  l onger needed . 

) 

b .  El ectronic cop i e s  o f  records created us ing 
word proce s s ing s y s t ems and e l ec t roni c  ma i l  and 
used solely to gene rate recordkeeping copie s  . 

b .  Des troy /de lete w i th i n  1 8 0  days a fter 
recordkeep i ng copy has been produced . 
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1215 - TRAFFIC MANAGEMENT AND FREIGHT MOVEMENT FILES 

The se f i l e s  relate to the d i re c t i on ,  cont ro l ,  and s uperv i s ion o f  functions i ncident to the e f fe ct ive and 
economi ca l use o f  transporta t i on service s  and to control and 
frei ght p r ima r i l y  by rail and h i ghway t ranspor t  . 

Series Type of Files 

1215-01 TRAFFIC ENGINEERING SURVEY AND STUDY 

Records rel a t i ng to t ranspo rtat i on engineering 
s tudies and t ra f f i c  surveys that norma l l y  cove r 
a l l  aspects o f  t ransportation and t r a f f i c .  The 
surveys and s tudi e s  are performed by t ra f f i c  
engi neering teams . I nc l uded are reque s t s  for 
s u rveys and s u rvey report s ,  and r e la ted papers . 

a .  Recordkeeping cop i e s  ( pape r ,  e l e ct roni c ,  o r  
both )  

b .  E lectroni c  cop i e s  o f  reco rds created u s i ng 
word proce s s i n g  s y s t ems and e l ec t ro n i c  ma i l  and 
used sole l y  to generate recordkeeping copi e s  . 

1215-02 MATERIEL TRANSPORTABILITY 

Records rel a ti ng t o  t ransportab i l i t y  o f  ove r s i z e  


o r  cumbrous mat e r i e l  having char a ct e r i s t i cs 

wh ich ma ke t ranspo r t a t ion di f fi cu l t  o r  


h a z ardous . The s e  records r e f l e ct l i a i son w i t h  


other techni ca l  a g e n c i e s  during t h e  plann i ng ,  


deve loping , and i n i t i a l  production s tage s  . 

I nc l uded are propos a l s , concurrence , 

photographs , cha r t s , report s ,  publ i ca t i ons , 

s pe c i f i cation s ,  s ke t che s ,  and s imi l a r  o r  r e l a ted 

records . 


a .  Recordkeeping copi e s  ( pape r ,  e le ctroni c ,  o r  
bot h )  

admin i s t e r  the ope rat i ons i nvolved i n  moving 

Disposition 

TEMPORARY 

a .  De s troy/de lete when 3 yea rs o l d . 

b .  De s t roy/de lete within 1 8 0  days a fter 
record keepi n g  copy has been produced . 

TEMPORARY 

). 

a .  Des t roy/de l e t e  when 2 yea r s  o l d  . 

b .  Electro n i c  cop i e s  o f  records crea ted u s i ng b .  Des t roy/de l e t e  within 1 8 0  days a fter 
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word 
used 

proce s s i ng sys tems 
solely to generate 

and e l e ct roni c ma i l  and 
reco rd keep i ng copi e s  . 

recordkeeping copy has been produced . 

1215-03 TRANSPORTATION 
Fl:LES 

REPORTS AND CONTROL NUMBER INDEX TEMPORARY 

Reports re f l ecting tonnage s hipped , shi pme n t s  
made , personnel moved inqu i r i e s  t h a t  c i te t he 
t ransportation control numbe r on the 
Transporta t i on Control Movemen t  Records . 
I nc l uded are report s ,  conso l idated repo rt s  , and 
related pape r s  . 

a .  Recordkeeping copi e s  
both ) 

( pape r ,  e l ectron i c ,  o r  a .  Des t ro y/ delete when 3 yea rs o l d  

b .  E lectroni c cop i e s  o f  records created u s i n g  
word proce s s ing sys tems and e l e ctron i c  ma i l  and 
used solely to generate recordkeeping cop i e s  . 

b .  Des troy/de le t e  
recordkeep i ng copy 

within 1 8 0  d a y s  a fter 
has been produced . 

1215-04 TARl:FF AND TENDER TEMPORARY 
Re cords re l a t i ng to the e s tabl i s hmen t , 
modi f i cation , and a cceptance o f  t ar i f fs and 
tenders for the carri age , s torage , or handl i ng 
o f  NIMA mate r i e l  . I n c l uded are propos a l s ,  s tudy 
data ,  tar i f f  and tende r records , and re l ated 
paper s  . 

a .  Recordkeeping 
both ) 

copies ( pape r ,  e l ectroni c ,  o r  a .  De s t ro y /delete 
termina t i o n  . 

on cance l l a t ion or 

b .  Electronic copi e s  o f  r e cords created us ing 
word proce s s i ng sys tems and e l e c t roni c  ma i l  and 
used solely to gene rate reco rd keep ing copi e s  . 

b .  Des t roy/de l e t e  
recordkeeping copy 

within 1 8 0  days a fter 
has been produced . 

1215-05 TEMPORARY 

autho r i z a t ion and 
routing of freight shipmen 

· 
ed for a ny 

point in the Uni ted S ta t e s  o r  ove r s e a s  . 
I ncl uded are reque s t s  for rou t i ng , route o rde r s  , 
and conf i rmat i on o f  route orde r s  , repo rts o f  
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permi t autho r i z a t i on s , and 
dence about routing . 

a .  Recordkeeping e lectron i c ,  o r  
both ) 

b .  E lectronic copi e s  o f  records created u s i ng 
word proce s s ing sys tems and e l e ct ronic ma i l  and 
used solely to generate recordkeeping copi e s  . 

1215-0 	 FREIGHT ACCOUNTS 

R ds re l a t i ng to i nqu i r i e s  concerni ng carrier 
charges r transportat ion s ervi ce s  performed ; 
claims aga i n  arriers f o r  l o s se s , damages ,  and 
sho rtages r e l a t ive sh ipmen t s  ; inves t i ga t i ons , 

·reviews , and re cornrnenda s pertaini ng to the 
s e t t lement of d i sputed carrie ' bi l l s  for 
f re i ght service s ; and s imi l ar 

a .  Re cordkeeping 

bot h )  


b .  E l ectronic copies o f  records crea ted u s i ng 
word proces s i ng sys tems and e l ectronic ma i l  and 
used solely to generate r ecordkeeping copi e s  . 

1215-07 	 CAR RECORD FILES 

Books or regi s te r s  re f l ec t i ng each car handled 
and contai n i ng i n f o rma t i on nece s sary to che c k  
demurrage b i l l s  and agreement abstracts 
submi tted by carriers i n  s uppor t  o f  b i l l s  . 

a .  Recordkeep ing copie s  ( pape r , e l ec t ron i c ,  o r  
bot h )  

b .  Ele ctroni c  cop i e s  o f  r e cords created u s i ng 
word process ing sys tems and e l e c t ronic ma i l  and 
used solely to generate r e cordkeeping cop ie s  . 

1215-08 	 MOTOR CARRIER FILES 

a .  ( GRS 9 / l a )  

TEMPORARY 

GRS 9 / l a )  

b .  

TEMPORARY 

) 

a .  De s troy/de l e te when 3 years old . 

b .  De s troy /de l e te within 1 8 0  days a fter 
record keeping copy has been produced . 

TEMPORARY 
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Records ma intai ned for u s e  i n  s e le cting proper 
carrier s . I ncluded a re que s ti onna i re s  comp le ted 
by commercial motor carriers i nd i ca t i ng the i r  
faci l it i e s  f o r  handl ing f r e i gh t ,  operating 
author ity,  photographs showing t ype s o f  
equipment a va i l able f o r  u t i l i z a ti o n , rel ated 
corre sponde n ce , and s imi l a r  records . 

a .  Reco rd keepi ng copi e s  ( pape r , e l ectron i c ,  o r  
bot h )  

b .  E lectronic copies o f  records created u s i ng 
word proce s s i ng sys tems and e l e c t ronic ma i l  and 
used s o l e l y  t o  generate recordkeeping copi e s  . 

1215-09 

Reco rel a t i ng to i nbound and outbound 
shi pmen t  . I ncluded are proper t y  received and 
property- s h ip b i l l s  of l ading,  freight b i l l s ,  
shipping records , ipmen t  p lanning wor k  s hee t s , 
express rece i pt s ,  tal h ee t s , waybi l l s , dray 
t i ckets , holding orders , s ching orde r s , · 
demur rage repo r t s , trans i t  p r i v ' e bi l l s  of 
l ading cro s s -re ference s hee t s , and and 
related records . 

a .  Recordkeepi ng copies ( pa pe r ,  e l ectroni c ,  o r  
bot h )  

b .  Ele ctron i c  copies o f  r e co rds created u s i ng 
word proce s s i n g  sys tems and e lectronic ma i l  a nd 
used solely t o  generate reco rdkeeping copie s  . 

1215-10 

d i s c repancies in 
shipments such as ove r ,  a s tr a y ,  l o s s  
o r  damage to NIMA freight ; improper 

· 
by 

car r i e r ;  mi sdi re cted sh ipme n t s  ; documenta t i on 
errors ; nonobs e rvance o f  c a r r i e r  ta r i f f  
requi rement s ; a nd other di s c repancies . 

a .  De s t roy/de l e te when 3 years old . 

b .  Destroy/de l e te within 1 8 0  days a ft e r  
recordkeeping copy h a s  been produced . 

TEMPORARY 

) 

TEMPORARY 
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copies ( pape r ,  e l e ct roni c ,  or a .  ( GRS 9 / l b )  

b .  E lectron i c  copies o f  records 
word proce s s i ng sys tems and e l e ctronic ma i l  and 
used solely t o  generate recordkeeping copi e s  . 

( GRS 9 / 8 )  

1215-11 CEL POST AND PRIVATE DELIVERY SHIPMENTS 

i n s t ructions o r  o ther reco rds 
identi fying · s s hipped v i a  parcel po s t  or 
private de l i very a n i e s  . I nc l uded a r e  i tem 
release -rece ipt records 
containing s im i l a r  dat a  . 

TEMPORARY 

a .  Recordkeep i ng 
both ) 

copies ( GRS 1 2 I 6 . a . ) 

b .  E l ectro n i c  copies o f  records crea t ed u s i ng 
word proce s s i ng sys tems and e l ect roni c  ma i l  and 
used solely to generate reco dkeeping cop i e s  . 

b .  

1215-12 TERMINAL FACILITIES 

Records ma i nta ined to a i d  i n  ma k i ng routing 
determinat ions . They re f l e ct faci l i t i e s  for 
cargo handl i ng a t  termina l s ,  i nc luding t ype s 
mos t  suitab l e  , s torage ava i l a b l e , r a i l  
faci l it i e s  ava i l ab l e ,  photographs s howing 
loading and un l oading proce s se s  , and s imi l a r  
data . 

TEMPORARY 

a .  Re cordkeep i ng 
both ) 

copies ( pape r ,  e le c t ron i c ,  o r  a .  Des troy/de l ete when 3 years old . 

b .  Electron i c  copies o f  records created u s i ng 
word proce s s ing sys tems and e l ectron i c  ma i l  and 
used solely to generate reco rdkeep i ng copi e s  . 

b .  Des troy/de l ete 
recordkeeping copy 

w i t h i n  1 8 0  days a f t e r  
h a s  been produced . 

1215-13 PORT OF 
Records 

ENTRY CUSTOMS 
accumu l a ted at po r t s  o f  ent r i e s  that 

TEMPORARY 
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relate to free-of-duty entry and admission of 
material procured abroad or returned from abroad 
by NIMA .  I ncl uded are : Consumption Entry 
Permit ,  Summary of Entered Value, Custom. Entry, 
or simi lar Custom Forms; related correspondence ; 
and other records pertaining to the entry of 
materiel through customs . 

a .  Recordkeeping 
both ) 

copies ( paper , electronic, or a .  
the 

Destroy/delete 
account . 

6 years after the period of 

b .  Electronic copies of records created using 
word processing systems and electroni c  mail and 
used solely to generate recordkeeping copies . 

b. Destroy/de lete 

recordkeeping copy 

within 1 8 0  days after 

has been produced . 
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120t'07 OMA 1201-07&08 

Conversion Table for the 1 200 Series 


1 201-01 -
1 20 1 -02-
1 20 1 -03 . 


-
1 20 1 -d!t·OMA 1201-05 &1202-02,07&08 
120 1 -  

1 20 1-·0MA 1201-09 

1 20 1-0V-OMA 1 20 1 - 1 0  


1201-..·0MA 120 1 - 1  1 

1 20 14:!-0MA 120 1 - 1 2  


1 201-10-0MA 1 20 1 - 1 3  


120 1-1 $-0MA 1201-14  

120 1 -11-0MA 120 1 - 1 5  


120 1 - 13-NEW 


1 202-0 1 -
1 202-02 - OMA 1202-03 

1202-03 - OMA 1202-04 

1 202-04 - OMA 1 202-05 

1 202-05 · OMA 1 202-06 

1 202-06 - OMA 1 202-09 

1 202-07 - OMA 1202-1 0  & 1  1 

1 202-08 · OMA 1 202-012 

1 202-09 - OMA 1 202- 1 3  


1 202-10 - OMA 1202-14 

1 202-1 1 - OMA 1202-1 6  


1 202-12 - OMA 1202-17  

1202-1 3  - OMA 1202- 1 8  


1202-14 - OMA 1202-20 

1202-15 - OMA 1 202-22 


1 203-01 - New 
1 203-02 - New 
1 203-03 - New 
1 203-04 - New 

1 204-01 - OMA 1 204-0 1 &02 

1 204-02 - OMA 1204-03 

1 204-03 - OMA 1204-04 

1 204-04 - OMA 1204-05 &07 

1204-05 - OMA 1204-06 

1 204-06 - OMA 1 204-08 

1 204-07 - OMA 1 204-09 

1 204-08 - 0MA 1 204-1 2  


1 204-09 - 0MA 1 204-1 3  


1 204-10 - OMA 1 204-1 4  


1205-01 - 0MA 1 205-0 1&02 

1205-02 - OMA 1 205-03 

1205-03 - OMA 1 205-04 

1205-04 - OMA 1 205-05 

1205-05 - OMA 1205-06 

1205-06 - 0MA 1 205-1 0  


1205-07 - 0MA 1 205- 1  1 

1205-08 - OMA 1205-1 2  


1205-09 - 0MA 1 205-1 3  


1205-10 - 0MA 1 205-1 4& 1 5  


1205-l l  - OMA 1205-1 6  


1 205- 1 2 - 0MA 1 205-1 7  


1205-1 3  - 0MA 1205-1 9  


1 205-1 4  - OMA 1205-20 

1205- 1 5  - OMA 1205-2 1 &27 

1 205-1 6  - OMA 1 205-1 8&23&24 

1205- 1 7  - OMA 1 205-25 


1206-0 1 -
1206-02 -
1206-03 -
1206-04 -
1206-05 -
1206-06 -

1207-0 1 • 

1207-02 . 


1208-01 -
1208-02 -
1208-03 -
1208-04 -
1208-05 -
1208-06 -
1208-07 - OMA 1 208-07&08 

1208-08 - OMA 1 208-09 

1208-09 - OMA 1 208-1 0  


1208-10 - OMA 1 208-1 1 

1208-1  1 - OMA 1 208-1 2  


1209-0 1 -
1209-02 - OMA 1209-03 

1209-03 - OMA 1 209-04 

1209-04 - OMA 1209-05&06 

1209-05 - OMA 1209-08 

1 09-06 - OMA 1209-IO  


1 2 1 0-0 1 -

1 2 1 1-0 1  - OMA 12 1 1-02 

1 2 1  1-02 - OMA 121  1-03 

1 2 1 1-03 - OMA 1 2 1 1 -04 

1 2 1  1-04 - OMA 1 2 1  1 -05 

1 2 1  1 -05 - OMA 1 2 1  1 -07 

1 2 1  1-06 - OMA 1 2 1  1 - 1  1 

1 2 1  1-07 - OMA 1 2 1  1 - 1 2  


.. 
1 2 1 2-01 -
1 2 1 2-02 . 

1 2 1 2-03 - New 

1 2 1 2-04 . 


1 2 1 3-0 1 • 

1 2 1 3-02 -
1 2 1 3-03 - OMA 1 2 14-03&1214-06 

1 2 1 3-04 - OMA 1 2 1 3-02 

1 2 1 3-05 - OMA 1 2 1 4-01&12 14-07 

1 2 1 3-06 -
1 2 1 3-07 - OMA 1 2 13-06 


1 2 1 4-0 1 - OMA 1 2 1 6-01 

1 2 1 4-02 - OMA 1 2 1 6-03 

1 2  14-03 - NEW 

1 2 14-04 - NEW 


1 2 1 5-0 1 

1 2 1  5-02 

1 2 1 5-03 - OMA 1 2 1 5-03&05 

1 2 1 5-04 - OMA 1 2 15-04 

1 2 1 5-05 -0MA 1 2 15-06 

1 2 1 5-06 - OMA 1 2 15-07 

1 2 1 5-07 - OMA 1 2 1 5-08 

1 2 1 5-08 - OMA 1 2 1 5-09 


1 2 15-09 OMA 1 2 1 5-10& 1  1 &1 2& 13&14 

1 2 1 5- 1 0  - OMA 1 2 1 5-15 

1 2 1 5- 1  1 - OMA 1 2 1 5- 1 6  


1 2 1 5-12  - 0MA 1 21 5-17 

1 2 15- 1 3  - OMA 1 2 1 5- 1 8  




 
  

 
  

 
   

 
 

 
 

  
 

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 Geospatial- Intelligence Agency (formerly National Imagery and Mapping Service)." 
You will need to submit a Freedom of Information Act (FOIA) request to the Office of the 
General Counsel for the withheld information. 
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