
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)• 
~OBNUMBER(See Instructions on reverse) !VI-~~~-I(J-I 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) !DATE RECEIVED 

WASHINGTON, DC 20408 117/10 

I FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Defense Contract Management Agency 

2 MAJOR SUBDIVISION 
nformaton Technology Customer Service Orgarnzanon (ITS CO) 

3 MINOR SUBDIVISION 
Records Management Program 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ~~EUNITEDSTATES 
GIlbert B Smeltzer (703) 254-2141 .l J..._1L{-~c)l( 

6 AGENCY CERTIFICATION 

I here~ certify that I am authonzed to act for this agency In the matters pertammg to the disposition of ItS records and that the 
records ~'osed for disposal attached S page(s) are not needed for the busmess of this agency or WIll not be needed after the 
retention pen ods specified, and that wntten concurrence from the General Accounting Office, under the provisions of TItle 8 of the 
GAO Manuel for GUIdance of Federal Agencies, 

ISattached or 

DCMA -ITA IRecords Program Manager 

7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION 
ITEM SUPERSEDED TAKEN 
NO. JOB CITATION (NARA USE 

ONL 
Schedule 100 - Common Office and Admmrstranve Management Records, 
Comrnunlcanons Records, Printing, Bindmg, Duplication and Drstnbunon 
Records (excludes Corporate and Core MISSionProgram Management). 
See Attached Big Bucket Schedule and Records Crosswalk. 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by NARA 
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OVERVIEW OF CUTOFF CATEGORIES
 

The following provides an explanation of the cutoff categones referred to In this document 

The amount of time a record ISkept IScalled ItS retention penod A disposition rule ISthe definition of 
when a file begins ItS retention period, what that retention penod ISbased on and the final disposition 

action for a record once ItS retention penod ISover DIsposition rules are made up of cutoff and 

disposition phases Cutoff (an event or date trigger) determines when a record enters its retention 

period. Final disposition ISwhat ISdone with the records once ItS retention penod ISover such as 

destruction by shredding, digitizing or transfernng to another location 

When converting from a traditional retention schedule to a "Big Bucket" retention schedule the cutoff 
of a specific senes of records do not always apply to all the records senes types within the "Big Bucket" 
schedule In response, the following cutoff categones were fashioned Within the body of DCMA's 

records retention schedule several cutoff categones may be listed under a given record type, the 

records owner (or those with records management responsibilities) should determine which cutoff IS 

appropnate based on their understanding of how information ISorganized within the project, activity or 
mission 

Category A)	 Cut off ISwhen record ISsuperseded or obsolete, applies to publications, 
Issuances or like documents 

Category B)	 Cut off ISwhen project or event ISended, or after final payment or final action, 
or after settlement of disputes/incidents, court order lifted or litigation 

concluded, whichever ISapplicable Applies to activities whose records are 

organized or grouped and maintained by a given task, Job, assignment, 
agreement or situation and has clearly defined start and end dates 

Category C)	 Cut off ISwhen employee transfers, separates or retires from federal service or 
where applicable, an employee or dependent spouse's eligibility ISterminated 

or denied Applies to certain Human Resource records 

Category D)	 Cut off ISafter penod covered by account, certificate of settlement ISreceived, 
or when penod for claims for which DCMA has nght to collect ISended, or when 

DCMA determines collection ISno longer required or terminated, whichever IS 

later Applies to certain Accounting records In GRS3, 6, 7and 8 

Category E)	 Cut off ISannually Applies to records whose retention tngger ISnot based on a 

significant event such as the release of a new Issuance, completed task, 
separation of personnel or settlement of dispute 
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100.00	 Common Office and Administrative Management Records 

100.01a	 Common Office and Administrative Management Records; Communications Records, 
Printing, Binding, Duplication and Distribution Records (excludes Corporate and Core 

Mission Program Management) 

Related to routine, day-to-day records created or accumulated by DCMA HQ and 

individual offices with respect to the Internal administration or housekeeping functions 

carned out across the agency 

Note 1: Refer to 100.02a for Transitory Files 

Note 2: Refer to 120.02a for guidance regarding retention of official copies of DCMA 

publications. 

Note 3: Refer to 100.03 for records related to Records Program Management 

Note 4: Refer to 400.02a for the records disposition of high level planning and 

management decisions. 

Note 5: Refer to 400.07a for records related to the development and Implementation 

of policy, instruction, guidance or regulation; organization, mission and 

functions manual. 

Includes records such as, 

1	 General Administrative and Housekeeping Records 

a Finding Aid (For Office Records File Plans with retentions refer to 100 03b) 
b Staff VISitS 

c Schedule of dally activities not of director or deputy director 
d Tracking and control files Includes logs, registers and other records to control or 

document the status of correspondence, reports or other records that are 

authorized for destruction by a NARA-approved schedule 

e	 Reading File, Extra copies of outgoing communications, including JOint message 

forms, arranged chronologically, and maintained for reference Refer to 400 02a 

for Director's Reading Flies 

f	 Office studies and analysts not related to mission 

Communication	 Records 

a Messenger Service Flies to Include dally logs, assignment records and 

instructions, dispatch records 

b Communication General Flies to Include correspondence pertaining to Internal 
administration and operation 

c Telecommunications general files, including plans, reports and other records 

pertaining to equipment requests, telephone service and like matters 
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d	 Post Office and Private Mall Company Records 

e	 Mall and Delivery Service Control Files 

3 Printing, Binding, Duplication, and Distribution Records 

a	 Project Files to Include job or project records containing information related to 

planning and execution of printing, binding, duplication, and distribution jobs 

Refer to 120 02a for guidance regarding official release of DCMA publications 

b	 Control Files pertaining to reqursitrons and work orders 

10001a1 Records maintained by originating office This Includes any records maintained on a 

CD DCMA website 

DISPOSITION	 Temporary Destroy 2 years after applicable cut off category 

Category B)	 Cut off ISwhen project or event ISended, or after final payment or final 
action, or after settlement of disputes/Incidents, court order lifted or 
litigation concluded, whichever ISapplicable Applies to activities whose 

records are organized or grouped and maintained by a given task, job, 
assignment, agreement or situation and has clearly defined start and 

end dates 

Category E)	 Cut off ISannually Applies to records whose retention trigger ISnot 
based on a significant event such as the release of a new Issuance, 
completed task, separation of personnel or settlement of dispute 

10001a2 Other office's records This Includes any records maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for busmess 

Transrtorv Files 

Includes documents havmg minimal or no evrdentral value such as 

me requests for information or publications 

b Suspe and tickler files or "to do" task lists 

c Ouast-offtcia trees including memoranda and other records that do not serve 

as the baSISof offici ctrons, such as notices of holidays, or charity and welfare 

fund appeals, bond campa and similar records 

d	 Records documenting routine ac res containing no substantive information, 
such as routine notifications of meet In , cheduling of work-related tnps and 

VISitS,and other scheduling related activities 

e	 Originating office copies of letters of transmittal tha not add any 

information (e g routing slips) to that contained In the tran rtted material, 
and receiving office copy If filed separately from transmitted mat 
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10003a 

10003a1 

r;..R5 I" /20. (I) 

G-RS J(,/Zo.{2) 

G-RS IG/z6 
lOO.03b 

I 
@ 

10003b1 

DISPOSITON	 lempOidly DestlOy wl'leA AD longer reqilired 

Records Management 

Descriptive mventones, osal authonzanon, schedules and reports to Include basic 

documentation of records desc n and disposition programs, including SF 115s that 
have been approved by NARA, SF 135, ds Transmittal and Receipt, SF 258, 
Agreement to Transfer Records to National Arc of the United States, and related 

documentation 

SF 115s approved by NARA 

DISPOSITION	 Temporary Destroy 2 years after supersession 

Other records 

DISPOSITION	 Temporary Destroy y ated records are destroyed or 
after the related records are transferred to the Natlona 

United States, whichever IS applicable 

Routine correspondence and memoranda 

DISPOSITION	 Temporary Cut off annually Destroy 

Management of Agency Records 

Correspondence, reports, authonzatrons, and other records that relate to the 

management of agency records, including such matters as forms, correspondence, 
reports, mall, and files management to Include, the use of microforms, ADP systems, 
and word processing, records management surveys, vital records programs, and all 
other aspects of records management not covered elsewhere In this schedule 

Records maintained by onginatmg office This Includes any records maintained on a 

DCMA website 

DISPOSITION	 Temporary Destroy 6 years after applicable cut off category 

Category B)	 Cut off IS when project or event IS ended, or after final payment or final 
action, or after settlement of disputes/incidents, court order lifted or 
litigation concluded, whichever IS applicable Applies to activities whose 

records are organized or grouped and maintained by a given task, Job, 
assignment, agreement or situation and has clearly defined start and 

end dates 
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Category E)	 Cut off ISannually Applies to records whose retention trigger ISnot 
based on a significant event such as the release of a new Issuance, 
completed task, separation of personnel or settlement of dispute 

10003b2	 Other office's records This Includes any records maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for business 
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Schedule 100 

Records Senes Crosswalk 
!V/- 558-/0 - r 

C D H K N 0 P Q R 

Bucket Section 

Combined 

-
Record Type 

{Temp, Perm, 
Temp system} 

Current DLA 

DCMA Records 

Senes-
Combined 

GRS - combined 

Current DLA=DCMA or GRS 

Cutoff Retention 

Instruction 

NARA/ DCMA Authority 
Current DLA-DCMA General 

Information 

Series Current OLA DCMA Record 

Title 
Current DLA-DCMA Description/Information 

1 

Records arranged chronologically as a Suspense Files - Manual or Suspense Files - Manual or electronic control system 

reminder that an action IS required on a electronic control system 

10001a1 T 11010 A GRS23 Item 6a Destroy after action IS taken given date or that a reply to action IS 

expected and If not received should be 

2 traced on a given date 

Records arranged chronologically as a Suspense Files The rile copy or an extra copy of an outgoing communication 

10001a1 T 11010 B N/A-N/A 
Withdraw documents when 

reply ISreceived 

reminder that an action ISrequired on a 

given date or that a reply to action IS 

expected and If not received should be 

3 traced on a given date 

Records arranged chronologically as a Suspense Files The file copy or an extra copy of an outgoing commutucatrcn filed 

10001a1 T 11010 B(l) GRS23 item 6b(1) 
If suspense copy ISan extra 

copy destroy Immediately 

reminder that an action ISrequired on a 

given date or that a reply to action IS 

expected and If not received should be 

by date on which as reply ISexpected 

copy destroy Immediately 

If suspense copy ISan extra 

4 traced on a given date 

Records arranged chronologically as a Suspense Files The file copy or an extra copy of an outgoing ccmmumcanon, filed 

If suspense copy ISthe file reminder that an action ISrequired on a by date on which as reply ISexpected If suspense copy ISthe file 

10001a1 T 11010 B(2) GRS23- Item 6 copy Incorporate It Into the given date or that a reply to action IS copy Incorporate It Into the offtcral file (GRS23 Item 6 

offiCial file (GRS23 Item 6 expected and If not received should be 

5 traced on a given date 

Nl-361-91 2 Extra copies of outgoing commurucanons Reading Files Reading Files - Other actrvrnes 

including JOint message forms arranged 

10001a1 T 11013 B N/A N/A Destroy after 1 year chronologically and maintained for 
reference 

6 

Records are generally found within each Tracking and Control Files Logs registers and other records used to control or document the 

office and are retained to and In the status of correspondence reports or other records that are 

10001a1 T 11022 GRS23-ltem 8 

Destroy or delete when 2 

years old or 2 years after 
the date of the latest entry 

whichever ISapphcable 

conduct of the Internal management and 

other non rmssron functions of the office 

Files do not contain program records and 

generally only require administrative action 

MISSion and Program Records are covered In 

authonzed for destruction by the GRSor a NARA-approved SF 115 

other series 

7 

Nl-361-912 Records are generally found within each Publication Reference Copies of DCMA and departmental pubhcatrons maintained In 

office and are retained to and In the Libranes organized collections for general reference Includes all DCMA 

conduct of the Internal management and regulations, PLFAsupplements Standard Operating Procedures 

Destroy when superseded other non rmssron functions of the office and Similar published materials Excludes ISSUingoffice record sets 

10001a1 T 11025 N/A-N/A obsolete or no longer Files do not contain program records and of publications 

needed for reference generally only require administrative action 

MISSion and Program Records are covered In 

other series 

8 

Calendars appointment books schedules Schedules of Dally Activities Records containing substantive information relating to official 
logs, diaries and other records documenting (Teams) acnvmes, the substance of which has not been Incorporated mto 

meetmgs appcmtments telephone calls offtcral files EXCLUDINGrecords relating to the offunal acnvrtres of 

10001a1 T 11036.A GRS23- Item Sa 
Destroy or delete when 2 

years old 

tnps VISits,and other acnvmes by DCMA 

employees while serving In an offrcral 

high Government offtcrals 

cepacrtv EXCLUDINGmaterials determined 

to be personnel 
9 
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Schedule 100
 
Records Senes Crosswalk
 

C D H K N 0 p Q R 

Current DLA-

Record Type Current DLA=DCMA or GRS
 

Bucket Section - DCMA Records Current DLA-DCMA General Series Current DLA-DCMA Record
{Temp, Perm, GRS - combined CUtoff Retention NARA/ DCMA Authonty Current DLA DCMA Descnpnonjtnformatron 

Combined Senes Information Title 
Temp system} Instruction 

Combmed 

1 

Calendars appomtrnent books schedules, Schedules of Dally Actrvrttes Records documenting routme activities contammg no substantive 

logs, diaries and other records documentmg Information and records contatnmg substantive information the 

meetings, appcmtments telephone calls substance of which has been Incorporated mtc organized files 
Destroy or delete when no 

tnps VISits and other activities by DCMA 
1000101 T 11036 B GRS 23- Item Sb longer needed for 

employees while serving In an official 
convenience of reference 

capacity EXCLUDINGmaterials determined 

to be personnel 
10 

Records are generally found Within each Office Administrative files Records accumulated by individual offices that relate to the mtemal 
office and are retained to and In the adrrnrustratton or housekeeping acuvmes of the office rather than 

conduct of the Internal management and the functions for which the office exists In general these records 

other non rmssron functions of the office related to the office orgaruzanon staffing procedures and 

files do not contain program records and ccrnmuntcanons mcludmg facsimile machme logs the expenditure 

of funds Including budget records day-to day administration ofgenerally only require administrative action 
office perscnnel mcludmg training and travel supplies and office 

services and equipment requests and receipts and the use of office 
MISSion and Program Records are covered In 

other senes 
space and utilities They may also include copies ofmternal activity

1000101 T 11037 GRS23-ltem 1 Destroy when 2 years old 
and workload reports (mcludmg work progress statistical and 

narrative reports prepared m the office and forwarded to higher 
levels) and other materials that do not serve as umque 

documentation of the programs of the office NOTE Thrs does not 
include record copies of organizational charts functional 
statements and related records that document the essential 
orgaruzanon staffing and procedures of the office 

11 

Nl-361-912 Records are generally found Within each Office Studies and Analyses Records created as a result of studies and analyses conducted 

office and are retamed to and In the Within an office that pertain to organization workload manpower 
conduct of the Internal management and space requirements office layouts costing data budgets and 

Destroy after 2 years, or other non rmssron functions of the office Similar records not directly related to miSSIOn 

10001a1 T 11040 N/A N/A when no longer needed Files do not contain program records and 

whichever ISsooner generally only require administrative action 

MISSion and Program Records are covered m 

other senes 

12 

Nl-361-91 2 Office Meetings Files Records accumulated by participants In workmg groups, process 
Destroy after 1 year or 

action teams ad hoc committees and Similar groups for work on 
10001a1 T 11043 N/A-N/A when no longer needed 

assigned projects and tasks excludes copies retained by office of 
whichever ISsooner 

13 primary Interest 
Nl-361-912 Staff VISitS Correspondence, reports wntten after VISitSWith findings and 

Destroy on completion of 
recommendations and other Similar records relating to staff or 

next comparable VISitor 
10001a1 T 11046 N/A-N/A technical assistance VISitsto an acnvnv 

when no longer needed
 

whichever ISsooner
 
14 

Cut off when no further Internal Control Files Copies of correspondence reports management control review 

corrective action IS findings and related responses and backup materials 
1000101 T 11066 GRS16-ltem 141(2) 

necessary Destroy 1 year 
15 after cutoff 

2017 



Schedule 100
 

Records Series Crosswalk
 

CurrentOLA-
Bucket Section - Current DLA-OCMA General Series Current DLA-DCMA Record Record Type DCMA Records rr emp, Perm, -combmed NARA/ DCMA Authoroty Current DLA-DCMA Oescriptlon/lnfonnatlon 

Combined Series-	 Information Title
Temp	 Instruction

Combined 

Command Administration	 115 02 Command Admrmstranon Records accumulated by 

individual offices thai relate to the Internal administration or 
housekeeping activities of the office rather than the functions for 
which the office exists In general these records related to the office 

orgamzanon staffing procedures and communications mcludmg 

facsumle rnachme logs the expenditure of funds mcludmg budget 
records day to day admuustranon of office personnel mcludmg 

trammg and travel supplies and office services and equrprnent 
requests and receipts and the use of office space and utilities They 

10001a1 T 11502 GRS 23-ltem 1 Destroy when 2 years old	 may also Include copies of mtemal activit)' and workload reports 

(including work progress stansncal and narrative reports prepared 

In the office and forwarded to higher levels) and other materials that 
do not serve as unique documentation of the programs of the office 

NOTE Thrs does not Include record copies of organizational charts 

functional statements and related records that document the 

essential organization staffing and procedures of the office 

Use (Call Detail) Records initial reports of use of telephone lines (e g telephone 

Records calls facsrrmle transmissions and electromc mall) dunng a 

specified period provided bv a telephone company the General 

Destroy when 3 years old 

Initial reports may be 

Services Administration the Defense Information Systems Agency 

or a private sector exchange on an agency's premises as well as 

records generated from initial reports from admmrstranve technical 
10001a1 284 89 GRS12 Item 4 or rnvesngatrve follow up Included IS such mformanon as the 

ongtnaung number destmanon number desunauon city and state 

date and lime of use duration of the use and the esnrnated or actual 
cost of the use EXCLUDED are records accumulated In connection 

wtth substantive investigations and audits 

and execution of individual Administrative Services 

programs/projects such as program plans studies and analyses 

letter guidance and direction and related documents 

10001a1 

sooner 

Nl 361 90-01	 DCMAHQ 

1000101 51002 A N/A-N/A Destroy after 2 years 

penodrc reporting, and Similar documents 

not covered elsewhere 

3017 



Schedule 100
 
Records Senes Crosswalk
 

C D H K N 0 P Q R 

Bucket Section 

Combined 

-
Record Type 

{Temp, Perm, 
Temp system} 

Current DLA-

DCMA Records 

Series-
Combined 

GRS- combined 

Current DLA:DCMA or GRS 

Cutoff Retention 

Instruction 

NARA/ DCMA Authority 
Current DLA-OCMA General 

Information 

Series Current DLA-OCMA Record 

Title 
Current DLA-DCMA DescnptlonJlnformation 

I 
NI 3619001 Documents providing general direction, staff Administrative Services Other Activities 

guidance and reporting In the management Correspondence Files -
and administration of Administrative Other activities 

Services including interpretations and 

10001.1 T SID 02 B N/A N/A Destroy after 1 year decrsrcns on applicability requests for 
waivers and exceptions data calls and 

penodrc reportmg and Similar documents 

not covered elsewhere 

21 

10001a1 T 510 10 GRS 16-ltem 3(b) 
Destroy when related form 

IS discontinued 

Forms Management 
Program 

Background materials 

and control records 

reqursttrons, specifications processing data 

22 
superseded or cancelled 

Forms Master Record Sets One record copy of each form created by an agency with related 

Destroy 5 years after related Instructions and documentation showmg Inception, scope, and 

100 DIal T SID 12 GRS 16-ltem 3(a) form ISdrscontmued, purpose of the form 

superseded or canceled 

23 

Destroy when superseded NI-361-90-01 library Control General reference books technical manuals card indexes 

10001.1 T SID 50 N/A-N/A 
obsolete or no longer 
needed whichever IS 

temporary charge out records Video recordmgs, 
references 

and library related 

24 sooner 
Mall and Delivery Service Records of receipt and routmg of incoming and outgomg mall and 

10001a1 T SID 58 GRS12-ltem 6a Destroy when 1 year old 
Control rues- Records of 
receipt 

Items handled by private delivery companies such as United Parcel 
Service EXCLUDINGboth those covered by Item 5 and those used 

25 as Indexes to correspondence files 

Metered Mall Records Offlcral metered mall reports and all related information 

10001.1 T 510 59 GRS12 Item 7 Destroy when 6 years old 

26 

Messenger Services Dally logs assignment records and instructions dispatch records 

10001a1 T SID 62 GRS12-ltem 1 Destroy after 2 months delivery receipts route schedules and related messenger services 

27 documentation 

Mall and Delivery Service Statistical reports of postage used on outgomg mall and fees paid 

100 DIal T GRS12- Item 6b Destroy when 6 months old 
Control Files- Statistical 
reports 

for private deliveries (special delivery, foreign 

and parcel post or packages over 4 pounds» 

registered, certified, 

28 

29 

100 DIal T 
GRS12 Item 6c 

through 6g 

Destroy when 1 year old, 
destroy when 6 months old 

Mall and Delivery Service 

Control Frles-

100 DIal T GRS 12 Item 6h 

Destroy 5 months afar 
separation or transfer of 
mdivrdual or when obsolete 

Mall and Delivery Service 

Control Files Locator cards 

dtrectones 

Locator cards duectcnes, Indexes and other records relating to 

mall delivery to mdivtduals 

30 
w whichever IS applicable 

Communication General Correspondence and related records pertaining to Internal 
100 DIal T GRS12-ltem 2a Destroy when 2 years old Flles- Internal administration and operation 

31 Administration 

Communication General Telecommunications general files Including plans reports and 

10001.1 T GR512 Item 2b Destroy when 3 years old 
Flles- Telecommurucancns 

general files 

other records pertatmng 

and like matters 

to equipment requests, telephone service 

32 

Communication General Telecommumcatrons statistical reports mcfudmg cost and volume 

100 DIal T GRS 12-ltem 20 Destroy when 1year old 
Flles- Telecommunications 

statistical reports 

data 

33 
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Schedule 100
 

Records Series Crosswalk
 

C D H K N 0 P Q R 

Bucket Section 

Combined 

-
Record Type 

{Temp, Perm, 
Temp system} 

Current DLA-

eCMA Records 

Series-
Combined 

GRS- combmed 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 
Current DLA-OCMA General 

Information 

Series Current DLA-OCMA 

TItle 

Record 
Current DLA-OCMA Descnptlon/lnformatlon 

1 

34 

10001.1 T GRS 12-ltem 2d (1) 
Destroy when 1 fiscal year 
old 

Telecommunications 

voucher files - reference 

copies 

Reference copies of vouchers bills mvcrces and related records 

Destroy 1 year after audit or Telecommunications Records relating to Installation, change, removal and servicing of 
1000101 T GR5 12-ltem 2d (2) when 3 years old voucher files records equipment 

35 whichever IS sooner relating to installation 

36 

1000101 T GRS12-ltem 2e 

Destroy 2 years after 
exprrancn of cancellation of 
agreement 

Telecommunications 

voucher files copies of 
agreements 

Copies of agreement with background data and other records 

relating to agreement 

Telecommunications Message registers logs performance reports dally load reports and 

1000101 T GRS12-ltem 3a Destroy when 6 months old Operational Files Message related and similar records 
37 registers 

38 

1000lal T 
GRS12 Item Sa 

through 5c 
Destroy when 1 year old 

Post Office and Private Mall 
Company Records 

Post Office and private mall company forms and supporting 

excluswe of records held by United States Postal Office 

papers 

Pcstallrreguiannes Memoranda correspondence reports and other records relating to 

1000101 T GRS12-ltem 8 
Destroy 3 years after 
completion of investigation 

Irregularities In the handling of mall such as loss or shortage of 
postage stamps or money orders or loss or destruction of mall 

39 

Telecomrnumcatrcns Copies of incoming and ongmal copies of outgoing messages 

Operational Files copies of including Standard Forms SF 14, Telegraphic Message maintained 

1000la1 T GR512 Item 3b Destroy when 2 years old Incoming and ongmal by commumcencns offices or centers and excluding the copies 

messages maintained by the originating program office 

40 

41 

1000101 T GRS 13 Item Sa Destroy when 3 years old 
JOint committee on Printing 

(JCP)Reports Files 

Agency report to JCp regarding operation of ClassA and Class B 

Plants and inventories of printing binding and related equipment 
In ClassA and B Plants or In storage 

JOint committee on Printing 
copies In subordinate reporting units 

10001al T GR5 13-ltem 5b 
Destroy 1 year after date of 
report 

(JCP)Reports Files copies 

In subordinate reporting 

42 
Units 

Records relating to Internal management and operation of the Unit 
1000101 T GRS13-ltem 6 Destroy when 2 years old Internal Management Files 

43 

1000101 T GRS13-ltem 1 Destroy when 2 years old 

Printing Binding 

Duphcanon and Distribution 

Project Files-Administrative 

Correspondence files pertaining to the administration and 

operation of the unit responsible for printing binding duplication 

and distribution matters, and related documents 

44 
Correspondence Files 

45 

1000101 T 
GRS 13 Item 2a 

through 2b 
Destroy when 3 years old 

Printing Binding 

Duplication and Distribution 

- Project Files 

Job or project records containing information relating to planning 

and execution of printing binding, duplication and distribution jobs 

Destroy 1 year after close Control registers pertaining to requtsrncns and work orders 

of fiscal year In which 

1000101 T GR513 Item 3 compiled or 1 year after Control Files 

filling of register, whichever 
46 ISapplicable 

1000101 T GRS13 Item 4a 

Destroy after appropriate 

revmcn of mailing list or 
after 3 months whichever IS 

Mailing Ltsts -
Correspondence 

correspondence request forms 

changes In mailing lists 

and other records relatmg to 

47 
later 
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Schedule 100
 

Records Series Crosswalk
 

Current DLA-
Bucket Section ~ 

Combined 

Record Type 

{Temp,Perm, 
OCMA Records 

Series- NARA/ OCMA Authority 
Current DLA-OCMA General Series 

Information 

Current DLA OCMA Record 

Title 
Current DLA-DCMA Description/Information 

system} Combined 

Card lists 

10001a1 Marhng lists - Card lists 

Administrative Issuances Notices and other types of Issuances related to routine 

100 DIal T GRS I6-ltem la Destroy when superseded administrative functions 

10001a1 GRS 16 Item Ib 
Destroy when Issuance 

destroyed 

IS 
Administrative 

Case files 

Issuance Case files related to Item GRS 16 Item al that document 
the development of the Issuance 

aspects of 

Records Holding Files - Records held by offices that prepare reports on agency Wide 

100 DIal T GRS I6-ltem 4a Destroy when 3 years old records holding 

Destroy 1year after the Project Control Files memoranda reports and other records documenting assignments 

100 DIal GRS 16-ltem S year In which the project IS progress and completion of projects 

I 
Report Control files Case files maintained for each agency report created or proposed, 

including public use reports Included are clearance forms 

100 Dial T GRS 16 Item 6 
Destroy 2 years after the 

report IS discontinued 

including OMB 83 (formerly SF83), copies of pertinent forms or 
descnptrcns of format copies of authonztng directives, preparation 

Instructions and documents relating to the evaluation, 
continuation, revmcn and discontinuance of reporting 

I 

Indexes, hsts registers and other finding aids used only to provide 

access to records authonzed for destruction by the GRSor a NARA 

10001a1 T GRS 23 Item 9 approved SF 115, excluding records that can be used as an 

information source apart from the related records 

Records Holding Files -

10001a2 T 

Records are generally found within each Files Records of short term (180 days or less) Interest including In 

office and are retained to aid In the conduct electronic form [e g e-mail messages), which have minimal or no 

of the Internal management and other non- documentary or evrdennal value Included are such records as 

mission functions of the office Files do not 
10002a T 11019 contain program records and generally only -Routme requests for information or publications and copies 

require administrative action MISSion and 

Program Records are covered In other 

Destroy 2 years after 
10003a1 T 11061 A(l) GRS 16- Item 2a(1) 

supersession 
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Schedule 100
 
Records Senes Crosswalk
 

C D H K N 0 P Q R 

CurrentDLA-
Record Type Current DLA=DCMA or GRS

Bucket Section - DCMA Records Current DLA-OCMA General Senes Current OLA-DCMA Record 
{Temp, Perm, GRS· combined Cutoff Retention NARA/ DCMA Authority Current DLA-OCMA Descnptlon/lnformatlon 

Combined Senes Information Title
 
Temp system} Instruction


Combined 

I 
Office Record DISposition Files Descriptive Record msccsmcn Files SF Other Records Includes SF 115 request for Records DISposition 

inventories disposal authonzancns 135 SF 258 and related Authonty SF 135 Records Transmittal and Receipt SF 258 

Destroy 6 years after the 

related records are 

schedules and reports 

BaSIC documentation of records descnpncn 

documentation Agreement to Transfer Records to National Archives 

States and related documentation (For approved 

of the United 

NARA SF 115s 

1000302 T 11061 A(2) GRS 16 Item 20(2) 

destroyed or after the 

related records are 

transferred to the National 

and drsposrnon programs Includes SF 115 

Request for Records Drsposttron Authority 

SF 135 Records Transmittal and Receipt, SF 

refer to Record Series 11061 A(l)) 

Archives of the United 
258 Agreement to Transfer Records to 

National Archives of the United States and 
States whichever IS 

related documentation 
applicable 

59 

Destroy 6 years after the Records DISPOSition Control Documents reflectmg the transfer of records to records holding 

related records are areas and records centers such as records shipment lists records 

destroyed or after the transmittals and receipts, and related correspondence 

1000302 T SID 16 GRS 16 Item 20(2) 
related records are 

transferred to the Natrona! 

Archives of the United 

States whichever IS 

60 applicable 

Office Record DISPOSition Files Descnptive Office Record DISPOSitIon Routine correspondence and memoranda 

inventories disposal authonzatrons Files - Routine 

schedules and reports correspondence and 

BaSIC documentation of records descnptrcn memoranda 

and dtsposrncn programs ,Includes SF 115 

Request for Records DISPOSition Authority 

1000303 T 11061 B GRS 16 Item 2b Destroy when 2 years old SF 135 Records Transmittal and Receipt, SF 

258, Agreement to Transfer Records to 

National Archives of the United States and 

related documentation 

61 

Records are generally found Within each FIles Outhnes [Records list of ftle numbers In use Within an office to aid In fihng and for 

offtce and are retained to and In the Management Files) reference purposes 

conduct of the Internal management and 

other ncn-rmsston functions of the office 

10003bl T 11005 GRS I6-ltem 7 Destroy when 6 years old Files do not contain program records and 

generally only require administrative action 

MISSion and Program Records are covered In 

other series 

62 

Records Management Files Correspondence reports, authcnzetrons and other records that 

relate to management of agency records rncludmg such matters as 

forms correspondence reports mall, and files management, the 

10003bl T SID 14 GRS 16-ltem 7 Destroy when 6 years old use of rmcrcfllrn ADP systems and word processmg, records 

management surveys, Vital records program and other aspects of 

records management not covered elsewhere 

63 
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