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JOINT STAFF AND COMBATANTCOMMAND 
RECORDS MANAGEMENTMANUAL:VOLUME II-DISPOSITION SCHEDULE 

Reference (s): 
a.	 DODD 5015.2, 6 March 2000, "DOD Records Management Program" 
b.	 CJCSM 5760.01 Series, "Joint Staff and Combatant Command Records 

Management Procedural Manual" 

1. Purpose. To comply with the provrstons of reference a, which requires the 
Joint Staff to Implement a generic disposition schedule for the .Joint Staff and 
combatant commands. See Supplemental Instructions to this volume at 
Enclosure A and complete disposition schedule by Series Bucket and Sub-
Bucket at Enclosure C. Crosswalks from the previous edrtion of CJCSM 
5760.01 Vol. II can be found at Enclosure D. 

2.	 Cancellation. CJCSM 5760 01 Vol. II, 10 March 2003, "clomt Staff and 
Combatant 
Schedule," 

Command Records Management 
is hereby canceled. 

Manual: Volume Il=Disposition 

3 Applicablhty. ThIS manual applies to: 

a. All Jomt Staff directorates, separate offices, activities and agencies 
responsive to the Chairman of the Joint Chiefs of Staff. 

b. All headquarters of the combatant commands, their subordinate 
unified commands, Joint task forces and all other subordinate functional 
components or operational forces that include members of the several Services 
and remain immediately responsive to the combatant commanders. This 
excludes the Service components assigned to the combatant commands and 
other functional components or operational forces consisting of members of a 
smgle Service. 
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Exception: US Special Operations Command (USSOCOM) Service Components 
will main tam records generated as a result of component expenditure of Major 
Forces Protection 11 funds separate from service records and will control them 
m accordance with this manual. 

c. All Jomt Staff and combatant command records in any media, 
Including electronic records created or stored m any automated information 
system or electronic information system, the Defense Information Services 
Organization Joint Information Service Center and Joint Staff and combatant 
command local area networks and microcomputers. 

4. Procedures Procedures for usmg the disposition schedule m this manual 
are contained in CJCSM 5760.0 lA, Volume I. 

5. Summary of Changes. Substantive changes have been made to this Volume 
reflecting ItS re-organization into large and small buckets. The large buckets 
are divided Into 12 categories of information. Each large bucket contains 
several sub-buckets definmg records wrth dispositions of 6 months, 3 years, 
7-10 years, and those records that are to be preserved Permanently. In 
addition, descriptions of each large bucket and subsequent sub-buckets were 
added to define and clarify the types of records that are populated there. Also 
mcluded are lists of non-records and records exceptions. Record exceptions 
are either records that do not fit mto any of the sub-buckets or are records that 
have event-driven dispositions. 

6. ReleasabIlity ThIS mstructron Zmanual Znotice is approved for public 
release, distribution is unlimited DOD components (to mclude the combatant 
commands), other Federal agencies, and the public may obtain copies of this 
mstructiorr/ manual/notice through the Internet from the CJCS DIrectives 
Home Page--http://www.dtIc.mIl/cJcs_dIrectlves. 

7. EffectIve Date. ThIS instruction is effective upon receipt. 

{NAME1} 
{RankI} 
{TitleI} 

Enclosure{s): 

A - Supplemental Instructions
 
B - Disposition Subject Index
 
C - Bucket Dispositions
 
D - Disposition Crosswalks
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DISTRIBUTION 

Distnbution A, B, C, and J plus the following: 

COpIes 

National Archives and Records Adrmrustration 5 
Secretary of Defense ............... ...... .. ...... 2 

I 
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LIST OF EFFECTIVE PAGES 

The following 1S a hst of effective pages for. Use this hst to venfy the currency
and completeness of the document. An "0" indicates a page in the ongmal 
document. 

PAGE CHANGE PAGE CHANGE 

1 thru 4 
1 thru X1 

A-I thru A-4 
B-1 thru B-34 
C-1 thru C-190 
D-1 thru D-2 

o
o
o
o
o
o
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ENCLOSURE A
 

SUPPLEMENTALINSTRUCTIONS
 

1 DIsposItion Schedule BIg Buckets 

0000 Senes Bucket - Jomt Staff (JS) Top 5 and Headquarters (HQ)
 
Combatant Command Records
 

0100 Senes Bucket 

0200 Senes Bucket 

0300 Senes Bucket 

0400 Senes Bucket 

0500 Senes Bucket 

0600 Senes Bucket 

0700 Senes Bucket 

0800 Senes Bucket 

0900 Senes Bucket 

1000 Series Bucket 

1100 Senes Bucket 

See individual senes 
category 

- Organization, Manpower, Committee and Board 
Records 

- Personnel and Payroll 

- Intelligence and Secunty 

- Military .Justice, Legal, Protocol, and Public Affairs 

- C2, Operations, Planrung, and Exercises 

- LOgIStiCS,Acquisitions, Supply, Services, Budget, and 
Safety 

- Communications, Cryptology, and Electronics Pohcies, 
Procedures, and Reports 

- International 

- General Admmistration and Management 

- Information Technology (IT)Procurement, Planning, 
Operations, and Management 

- Medical 

for further description of records covered In each 

A-I Enclosure A 
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2 DisposItion DetaIl DescriptIOns and AuthontIes 

a. The records disposition schedules that follow coristrtute authonty for 
retention, transfer, temporary or permanent retirement, and/ or destruction of 
record and non-record matenal withm the JOInt Staff and combatant 
commands. Their use IS mandatory. Volume I of this manual provides detailed 
procedures for applying them General guidehnes are reiterated below 

b. Under the major disposrtion senes buckets, the disposition schedule 
lists sub-buckets defimng records matenals created In and mamtamed by the 
Jomt Staff and combatant commands with dispositions of 6 months, 3 years, 
7-10 years, and those records that are to be preserved permanently. The 
drspositions correlate to type because in many cases each type may cover a 
wide vanety of subjects. They also correlate to holder and holder use of that 
document. The disposition for a file WIllbe chosen based upon both type of 
record and holder use-1.e., whether the holding office has office of record 
responsibility for It or IS retammg It for convenience. Choices listed under each 
type of record provide for selecting a disposition that corresponds to holder and 
use. 

3. FIscal Year (FY) I Calendar Year (CY)Cutoffs 

a. Files will be cut off, active files will be separated from inactive ones, 
and eligible matenal will be retained, retired, transferred, and/ or destroyed in 
accordance with the disposition standards. The cutoff date In these standards 
is the date a file is removed from actrve status. Files WIllbe cut off at the end of 
the calendar year (CY)or at the end of the fiscal year (FY)per the onginatmg 
office's business rules in accordance with JOInt Staff and Combatant Command 
Pohcy. The cutoff date IS also the start date of the retention penod, except for 
files cut off on the occurrence of a certain event, where the start date of the 
retention period IS the end of the CY-or for files mamtamed on an FY basis, 
the end of the FY-In WhIChthey are cut off 

b. The following additional guidance apphes to all records. All techmcal 
and reference material WIllalso be reviewed on an annual basis and all 
noncurrent matenals destroyed. 

(1) FIles mamtamed on a CY basis will be cut off on 31 December of 
each year and new CY files estabhshed. 

(2) Files mamtamed on an FY basis will be cut off at the end of the 
applicable FY and new files established 

(3) Files with a retention penod of less than 1 year WIllbe mamtamed 
on a dally, weekly, or monthly basis. These files will be cut off and disposed of 
after their authonzed retention penod. For example, large accumulations of 

A-2 Enclosure A 
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records that are disposable after 6 months could be cut off at the end of each 
month, a new file started, and the file disposed of after 6 months. 

(4) FIles mamtamed as case, action, or project files are cut off on the 
occurrence of a certain event, kept m the mactive files area, and disposed of m 
accordance with disposition standards. 

4. Pre-accessIOnmg 
Pre-accessioning is when agencies transfer to NARAa copy of permanently 
valuable electronic records while retammg legal custody and control over 
access to the records. Agencies would contmue to mamtain the record copy of 
the information until such time that NARAIS given legal custody of the records, 
which for purposes of this schedule, is 25 yrs after cutoff and after 
declassification review 

Jomt Staff and Combatant Command organizations that use this disposition 
schedule and are ready to pre-accession records to the National Archives 
should first contact the JS Information Management Division for guidance and 
assistance. 

5. Media Neutral 
ThIS records schedule IS wntten to authonze the disposition of the records in 
any media (media neutral) 

6 SensItive Compartmented InformatIOn (SCI)
 
In accordance with pohcy in Intelligence Community directives for SCI
 
documents, retam the JSjcombatant command record copy for 30 years, then
 
review for removal from SCI channels. Once removed from SCI channels,
 
records must conform to the Permanent sub-bucket disposition in this
 
schedule.
 

7. NATO 
NATOdocuments are to be disposed of m accordance wrth JSjCombatant 
Command record management policies and the United States Secunty 
Authonty for NATOAffairs (USSAN)1-69. See reference i In CJCSM 5760.01A 
Vol. I. 

8. Event-Dnven Records 
Records that begin their dispositiorung penod based on an event, rather than a 
set duration, I e. records of departing personnel or change of admmistration. 
For cutoff purposes, these records begin their dispositiorung either in the fiscal 
year or calendar year, depending upon business processes. 

9 FleXIble SchedulIng 
Flexible Scheduling allows for the Mimmurrr/ Maximum retention for records 
that have been categonzed into big buckets. ThIS edition of the JSjCOCOM 

A-3 Enclosure A 
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disposition schedule mcludes a 7-10 year retention band Thrs means that the 
records in this bucket, titled "Management and Program/Dperations Records", 
cannot be destroyed or deleted earlier than 7 years and no later than 10 years 
after the cutoff. 

10. Committee and Board Records 
CJCSM 5760.01, Vol. II covers records created and mamtamed by temporary 
and permanent commissions, boards, councils and committees that are 
mission related to the Jomt Staff and Combatant Commands. 

Records that are created by Advisory Commissions, Committees, Councils, 
Boards and Other Groups established under the Federal Advisory Committee 
Act (FACA)are covered by the National Archives General Record Schedule 26, 
which can be found at this link 

<http: / /www.archlves.gov/records-mgmt/grs/grs26 html> 

The term "advisory committee'' as defined by FACAmeans any committee, 
board, commission, council, conference, panel, task force, or other similar 
group, or any subcommittee or other subgroup which is (1) established by 
statute or reorganization plan or (2) established or utilized by the President, or 
(3) established or utilized by one or more agencies or officers of the Federal 
government. This term does not apply to any committee which is composed 
wholly of full-time officers or employees of the Federal government.] 

This schedule does not apply to the records of Presidential comrmssions, 
boards, councils and committees covered by the Presidential Records Act. 

11. Electronic InformatlOn Systems I Electronic Feeder Systems (EISI EFS) 
Please note that EIS are not covered by this big bucket schedule. EIS are 
typically scheduled individually because the inputs, outputs, and master data 
file can have multiple dispositions, Each system gets a separate SF 115, 
whether It comes from the JS or Combatant Commands, and lS processed for 
NARAapproval through IMD 

An EIS lS any computer processmg system that contams electronic records, 
regardless of whether the system resides on a micro-, mmi-, or mainframe 
computer or In a network or stand-alone configuration, and regardless of the 
media used to store the records EIS functions mclude collecting, stonng, 
assemblmg, processmg, transmittmg, and dissemmatmg mformation 
electronically according to defined procedures. 

For more information, please visit: 
https://www.intelink.gov/wiki/Joint Staff %26 Combatant Command El 
ectronic Information System Scheduling 

A-4 Enclosure A 
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ENCLOSURE B
 

DISPOSITION SUBJECT INDEX
 

(Note The first 4 digits denote senes bucket and the last 2 denote the sub-bucket)
 

Abstracts of Jomt Staff Papers (Exc) - 0000-06-G 

Accounting (See Financial Management) (Exc) - 0600-06-G 

Acquisrtion 0600-07 

Additional Duty Designations (Exc) - 0900-06-N 

Administration (Series Bucket) 0900 

Adrmmstration, of a specific activity or program -
See subject actrvrty or program 

Adrmrustrative Gnevance, Disciplmary, and Adverse (Exc) - 0200-06-GG 
Actions Files 

Adrmrustratrve Instructions, Jomt Staff (3yr) - 0000-02-H 
(Perm)-0000-04-Q 

Admirustrative Orders (3yr) - 0900-02-V,W 
(7-10yr) - 0900-03-M 

(Perm)-0900-04-S 

Adrrumstrative Publications, Jomt (3yr) - 0000-02-G 

Adrrumstratrve Records - See subject to which the 
record relates 

Aeromedical Evacuation (7-1Oyr) - 1100-03-G 
(Perm)-1100-04-G 

Aerospace Defense (Perm)-0500-04-Z 

Agenda, JOInt Staff (3yr) - 0000-02-1 
(Perm)-0000-04-S 

B-1 Enclosure B 



Agreements - See also the subject of the agreement 

Agreements, for commumcations services 

Agreements, General, involvmg Joint 
Staff/Combatant Commands 

Agreements, International 

AIrspace Management and Use 

Alerts and Warrungs 

Alhed Communications Publications 

Antrterrorism 

Application for Civihan Leave 

Apphcations, Information Technology 

Attendance 

AudIO Recordings 

Audiovisual Documentation 

Audits, General 

Audits, Secunty 

Awards, Civilian Employee 

B-2 
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(3yr) - 0700-02-B 

(7-1Oyr) - 0900-03- B 

(Perm)-0800-04- B 

(3yr) - 0500-02- H 
(Exc) - 0500-06-L,M 

(3yr) - 0500-02-G 
(Perm)- 0500-04- T 

(Perm)- 0700-04-B 

(7-1Oyr) - 0500-03- E 
(Perm)- 0500-04-AA 

(3yr) - 0200-02- L 
(Exc) - 0200-06- T 

(See 1000 Series Bucket) 

(3yr) - 0200-02- Y 
(7-1Oyr) - 0200-03-Q 

See 0900 senes, note 
#4 

(Exc) - 0900-06-C,D 

(Exc) - 0900-06- V 

(Short) - 0900-01- D 
(3yr) - 0900-02-D 

(Short) - 0300-01- B 
(3yr) - 0300-02-M 

(7-1Oyr) - 0300-03- E 
(Exc) - 0300-06- N 

(3yr) - 0200-02-Q 
(Perm) - 0200-04-A 

Enclosure B 
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Awards, Mihtary (3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 

(Exc) - 0200-06-U 

Background Papers (Perm) - 0900-04-C 

Badges, General Identification (3yr) - 0300-02- K 

Badges, JCS Identification (3yr) - 0200-02-S 
(7-1Oyr) - 0200-03-J 

Ballistic Missile Defense (7-1Oyr) - 0500-03-G 
(Perm) - 0500-04-CC 

Biological Warfare Plans and Programs (3yr) - 0500-02-J 
(Perm) - 0500-04-EE 

Biological Weapons, LOgIStiCS (7-1Oyr) - 0600-03-C 
(Perm) - 0600-04-C 

Biological Weapons, Preventive Medical Defense (7-1Oyr) - 1100-03-A 
(Perm) - 1100-04-A 

Boards and Committees - See also subject of the 
board 

Boards and Committees, General (3yr) - 0100-02-E,F 
(Perm) - 0100-04- H 

Budget (Acquisition, Logistics, Supply, Services, 0600 
Budget, and Sarety Series Bucket) 

Budget, General (Perm) - 0600-04-
E/F/G 

Bulletins, JOInt Staff and Combatant Command (Short) - 0900-01-C 
(3yr) - 0900-02-C 

Case FIles - See subject of the case and/ or 
proponent of the file 

Case FIles, Official Jomt Staff/ Jomt Chiefs of Staff (Perm) - 0000-04-A 

Casualty (Perm) - 0200-04- E 

B-3 Enclosure B 



Chairman of the Jomt Chiefs of Staff Memorandum 
(CM) 

Chairman of the Jomt Chiefs of Staff Records 

Chairman's Memorandum (CM) 

Chairman's Memorandum of Policy 

Charter, Orgamzational 

Chemical Warfare Records 

Chemical Weapons, Logistics 

Chemical Weapons, Preventive Medical Defense 

CIrculars, Jomt Staff and Combatant Command 

CIvIl Service Retirement System 

Clearance Investigations 

Climatological Files 

Codewords jNIcknames jExercise Terms 

Combat Camera 

Combatant Command Headquarters Corporate 
Records (Series Bucket) 

Command and Control ( C2, Operations, 
Planning, and Exercises Series Bucket) 
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(3yr) - 0000-02-C 
(Perm) - 0000-04-

DjEjF 

(Perm) - 0000-04-G ,H 

(3yr) - 0000-02-C 
(Perm) - 0000-04-

DjEjF 

(7-1Oyr)- 0000-03-C 
(Perm) - 0000-04-0 

(Perm) - 0100-04-B
 

(3yr) - 0500-02-J
 
(Perm) - 0500-04-EE
 

(7-1Oyr) - 0600-03-C 
(Perm) - 0600-04-C 

(7-10yr) - 1100-03-A 
(Perm) - 11 00-04-A 

(Trans) - 0900-01-C 
(3yr) - 0900-02-C 

(3yr) - 0200-02- E,F 
(7-1Oyr)- 0200-03- F 

(Perm) - 0300-04-C 
(Exc) - 0300-06-B 
(Exc) - 0300-06- T 

(Perm) - 0500-04-DD 

(3yr) - 0500-02- E 
(Perm) - 0500-04- K 

(Perm) - 0500-04- W 

0000 

0500 
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Command and Control Centers (7-1Oyr) - 0500-03-C 
(Perm) - 0500-04- V 

Command and Control Systems	 (See 1200 Series Bucket) 

Committee and Board Records	 (3yr) - 0100-02-E,F 
(Perm) - 0100-04- H 

Communications (Communications, Cryptology, 0700 
and Electronics Policies, Procedures, and 
Reports Series Bucket) 

Communications, Operations (Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exc) - 0700-06-A 

Communications, Publications, ACP	 (Perm)- 0700-04-B 

Commumcations, Publications, JANAP	 (Perm) - 0700-04-C 

Commumcations, Reports and Reference (Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exc) - 0700-06-A 

Communications, Secunty	 (3yr) - 0300-02-E 

Congressional Correspondence (3yr) - 0400-02-B 
(7-10yr) - 0400-03-A 

(Perm) - 0400-04- B 

Controlled Matenal	 (Exc) - 0300-08-L,M 

Joint Staff Top 5 and Headquarters Combatant 0000 
Command Records (Series Bucket) 

Correspondence - See subject and/ or proponent 

Coun ter- Intelhgence (3yr) - 0300-02-Q 
(Perm) - 0300-04- H 

Counter-Intelligence Investigations (Perm) - 0300-04-C 
(Exc) - 0300-06-B 
(Exc) - 0300-06- T 

Counter-Measure, Electronic Warfare - See Frequency 

B-5	 Enclosure B 
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or Spectrum Management 

Coun ter- Narcotics (7-1Oyr) - 0500-03- F 
(Perm) - 0500-04- BB 

Couner, Defense Couner Service (7-1Oyr) - 0300-03-A 
(Exc) - 0300-06-R 

Cover and Deception Operations (3yr) - 0500-02-C 
(Perm) - 0500-04-G 

Crisis Action (Perm) - 0500-04- M 

Cryptology (3yr) - 0700-02-J 
(7-1Oyr) - 0700-03-C 

(Perm) - 0700-04-E 
(Exc) - 0700-06-E 

Customer Service, IT and He1pdesk related (3yr) - 1000-02-P 

Declassification (7-10yr) - 0900-03-1 
(Exc) - 0900-06-0 

Defense Readiness Conditions (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

Delegation of Authonty (Exc) - 0900-06- N 

Destruction Certificates (3yr) - 0300-02-C 

Director, Joint Staff Records (Perm) - 0000-04- M 

DIrectorate Instructions/Manuals / Notices (3yr) - 0000-02-J 

DIrectorate Numbered Memorandum (J# M/DM) (7-1Oyr) - 0000-03-
H, I, J 

DIrectorate Secretary's Memorandum (J-#SMs) - (7-1Oyr) - 0000-03- K 
(Also known as a Transmittal Memorandum) 

DIrectory Service Listings (Short) - 0200-01-F 
(Exc) - 0200-06-FF 

DIsclosure, Financial (Exc) - 0200-06- RR 
(7-1Oyr) - 0200-03-S 
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DIsclosure, Foreign (7-1 Oyr) - 0800-03-C 

Drstnbution Authorization Sheet (3yr) - 0900-02-Z 
(Perm) - 0900-04- T 

Distribution Management (3yr) - 0900-02-BB,CC 
(Exc) - 0900-06-F,R 

Document Receipt (3yr) - 0300-02-B 

Electronic Mail>- See the subject of the Email 

Electronic Records, Technical (3yr) - 1000-02-R 
Documentatiorr/ Metadata/ Software 

Electronic Warfare and Countermeasures - See 
Frequency or Spectrum Management 

Electronics (Communications, Cryptology, and 0700 
Electronics Series Bucket) 

Emergency Planning (Perm) - 0500-04-0 

Environmental FIle (Perm) - 0500-04-DD 

Evacuation, Aeromedical (7-1 Oyr) - 1100-03-G 
(Perm)-1100-04-G 

Exercises, Medical (7-10yr) - 1100-03-H 
(Perm) - 1100-04-H 

Exercises, Operational (3yr) - 0500-02-D 
(7-1Oyr) - 0500-03-A 

(Perm) - 0500-04-1 
(Exc) - 0500-06-

A,H,I,K 
Exercises, War Games (3yr) - 0500-02-F 

(Perm) - 0500-04- P 

Facilities Management (3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Facilities, Foreign for US civilian employee training (7-1 Oyr) - 0200-03- P 

Facihties, Foreign for US rmhtary use (Exc) - 0800-06-B 
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Facilities, Information Technology (3yr) - 1000-02- H 

Family Advocacy (3yr) - 1100-02-B 
(Exc) - 1100-06-D 

Federal Civilian Workforce Information Systems (See 1200 Series Bucket) 

Federal Employees Retirement System (3yr) - 0200-02-E,F 
(7-1Oyr) - 0200-03- F 

Federal Employees, Political Activities (3yr) - 0200-02- EE 
(Exc) - 0200-06-EE 

Federal Workplace Drug Testmg (3yr) - 0200-02-
BB,CC 

(Exc) - 0200-06-
BB,CC 

Financial DIsclosure (Exc) - 0200-06- RR 
(7-1Oyr) - 0200-03-S 

Financial Management (7-1Oyr)- 0600-03-G 
(Perm) - 0600-04-G 

Financial Records, Information Technology (3yr) - 1000-02-N 
Resources and Services 

Finding Aids (Perm) - 0900-04- B 
(Exc) - 0900-06-S 

Flagj General Officer Nommation (Exc) - 0200-06-
G, H, V, W, X, Y 

Fhmsies, CJCSjJSjJS DIrectorate (Perm) - 0000-04-A 

Fhmsies, Service (Perm) - 0000-04-C 
(Exc) - 0000-06-C 

Force Health Protection (7-10yr) - 1100-03-F 
(Perm) - 1100-04- F 

Forces, US MIlitary, General- See Operations, 0500 
Planning, Command and Control Senes Bucket 

Foreign DIsclosure (7-1Oyr) - 0800-03-C 
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Foreign Military Sales, Secunty Assistance (7-1Oyr) - 0800-03-A 
(Perm) - 0800-04- H 

Foreign Nationals (3yr) - 0300-02-R 

Foreign Trammg (7-1Oyr) - 0800-03- B 
(Perm) - 0800-04-1 

Forms, JS and Combatant Command (7-1Oyr) - 0900-03-A 
(Exc) - 0900-08-H,L,M 

Freedom of Information Act (3yr) - 0900-02-J,K 
(7-1Oyr) - 0900-03-

E,F,G 
(Exc) - 0900-06-B,T,U 

Frequency Management (3yr) - 0700-02-C 
(7-1Oyr) - 0700-03-

A,G 
(Perm) - 0700-04- D 

(Exc) - 0700-06-D 

General/Flag Officer Nomination (Exc) - 0200-06-
G, H, V, W, X, Y 

Graphic Arts (3yr) - 0900-02- R 
(Perm) - 0900-04- K 

(Exc) - 0900-06-J 

Graphics Management (3yr) - 0900-02-BB,CC 
(Exc) - 0900-06-F,R 

Green Papers, JCS (Exc) - 0000-06-G 

Ground Support Equipment and Mamtenance (7-1Oyr) - 0600-03-J 

Health Records, Mental (Exc) - 1100-06-F 

Health Records, Military (7-10yr) - 1100-03-1 
(Perm) - 1100-04-1 

Historical Records, Combatant Command (Perm) - 0000-04-
EE,FF 

(Exc) - 0000-06-D,E,F 
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Historical Records, .Jomt Staff (Perm) - 0000-04-V,W 

Identification Credentials (3yr) - 0300-02- K 

Incident, Crisis (Perm) - 0500-04- M 

Incident, Secunty (3yr) - 0300-02-L 
(7-1Oyr)- 0300-03- D 

(Military Justice, Legal, Protocol, 
Affairs Series Bucket) 

and Public 0400 

(Information Technology Series Bucket) 1000 

Information Conditions (3yr) - 0500-02-G 
(Perm)- 0500-04- T 

Information Memorandum, SJS (Exc) - 0000-06-A 

Information Operations (7-10yr) - 0500-03-B 
(Perm) - 0500-04-S 

Information Paper (Perm) - 0900-06- W 

Information Act, Freedom of (3yr) - 0900-02-J ,K 
(7-1Oyr)- 0900-03-

E,F,G 
(Exc) - 0900-06-B,T,U 

Inspections 
Activities 

of .Jomt Staff and Combatant Command (3yr) - 0900-02-P 

Inspections, Secunty Inspections (Short) - 0300-01- B 
(3yr) - 0300-02-M 

(7-1Oyr) - 0300-03- E 
(Exc) - 0300-06-N 

Inspector General (7-1Oyr)- 0900-03-
K,O 

(Perm) - 0900-04- H 

Instructions / Manuals / Notices, CJCS (7-1Oyr)- 0000-03-C 
(Perm) - 0000-04-0 

Instrtute for Defense Analysis (Perm) - 0000-04- U 
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Intelligence (Intelligence and Security Series 0300 
Bucket) 

Intelhgence, JOInt Strategic Plannmg Documents (Perm) - 0500-04-Q 

Internal Control Program (3yr) - 0900-02-0 
(7-1Oyr)- 0900-03-J 
(Perm) - 0900-04-G 

Internal Placement, Personnel (3yr) - 0200-02-D 

International (Series Bucket) 0800 

International Jomt Board Files (Perm) - 01 00-04-G 

International Secunty (Records-related) (3yr) - 0300-02-N 
(7-1Oyr)- 0300-03-G 
(Exc) - 0300-0B-D,E 

Interoperabihty Standards (7-1Oyr)- 0700-03-
B,H 

Interviews with Employees (Short) - 0200-0 I-A 

Invention, Patent, and Trademark Records (Exc) - 0400-06-E 

Inventory Reports (3yr) - 0300-02- F 
(7-1Oyr)- 0300-03- B 

IT Asset and Configuration Management (3yr) - 1000-02-I,J 
(Exc) - 1000-06-8,C 

J-# DIrector Memorandum (J-#DM) (7-1Oyr)- 0000-03-
H,I,J 

J-# Instructions, Manuals, and Notices (J-# I) (3yr) - 0000-02-J 

J-# Memorandum (J-#M) (7-1Oyr)- 0000-03-
H,I,J 

J -# Secretary's Memorandum (J-#SM) (7-1Oyr) - 0000-03- K 

JOInt Staff/Joint Chiefs of Staff Histories (Perm) - 0000-04-V,W 

Joint Chiefs of Staff Identification Badge (3yr) - 0200-02-S 
(7-1Oyr)- 0200-03-J 
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Jomt Chiefs of Staff, Memorandum (MJCS) (3yr) - 0000-02- D 
(Perm) - 0000-04-J 

Jomt Chiefs of Staff Numbered Paper Register (Perm) - 0000-04- T 

JCS Send Messages (Perm) - 0000-04- R 
(Exc) - 0000-06-H 

Jomt Action Directives (Perm) - 0000-04-X 
(Exc) - 0000-06-1 

Jomt Adrmrustratrve Instructions (JAI) (3yr) - 0000-02-H 
(Perm)-0000-04-Q 

Jomt Army-Navy-Air Force Publication (JANAP) (Perm) - 0700-04-C 

Joint Experrmentation Records (7-1Oyr) - 0000-03-G 
(Perm) - 0000-04- BB 

Joint Interoperabihty of Tactical Command 
Control System (JINTACCS) 

and (3yr) - 0700-02-1 
(7-1Oyr) - 0700-03- F 
(Perm) - 0700-04- H 

Jomt 

Jomt 

Manpower Program (JMP) 

Program Assessment Memorandum 

(Perm) - 0100-04- F 
(Exc) - 0100-06-A 

(Perm) - 0500-04-Q 

Jomt Pubhcatioria/ Jomt Admmistrative Publications (3yr) - 0000-02-G 
(Perm) - 0000-04-P 

Jomt Requirements Oversight Council (JROC) (7-1 Oyr) - 0000-03- E 
(Perm) - 0000-04-2 

Jomt Security ASSIstance Memorandum (Perm) - 0500-04-Q 

Jomt Staff Agenda Files (3yr) - 0000-02-1 
(Perm)-0000-04-S 

Jomt Staff Case FIles and Papers (Perm) - 0000-04-A 

Joint Staff Top 5 Records (Series Bucket) 0000 

Jomt Staff Fhmsies (Perm) - 0000-04-A 
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Jomt Staff Green Papers (Exc) - 0000-06-G 

JOInt Staff HIstories (Perm) - 0000-04-V,W 

Jomt Staff SJS Information Memorandum (IMs) (Exc) - 0000-06-A 

Jomt Staff Instructions, Manual, and Notices (JSls) (3yr) - 0000-02- H 
(Perm) - 0000-04-Q 

Jomt Staff Numbered Jomt Action DIrectives (Perm) - 0000-04-X 
(Exc) - 0000-06-1 

JOInt Staff Policy Memorandums (JSPMs) - (Short) - 0000-0 I-A 
Information copies only 

Jomt Strategic Planrung System (Perm) - 0500-04-Q 

Jomt Strategic Target Plannmg System (Perm) - 0500-04- R 

JOInt Warfightmg Capabilities Assessment (JWCA) - (7-1Oyr) - 0000-03- F 
(now known as Functional Capabilities Board records) (Perm) - 0000-04-AA 

Labor Management Relations (7-10yr) - 0200-03-H,1 

Leave, Civilian Application for (3yr) - 0200-02- L 
(Exc) - 0200-06- T 

Leave, Donated Leave Program (Exc) - 0200-06- R 

Leave, Mihtary (Exc) - 0200-06-HH 

Legal (Military Justice, Legal, Protocol, and 0400 
Public Affairs Series Bucket) 

Legislative Testimony (Perm) - 0400-04-C 

Lessons Learned. (Perm) - 0500-04-J 

Library Material- (Considered Non-Record Matenal) 

Logistics (Logistics, Acquisitions, Supply, 0600 
Services, Budget, and Sarety Series Bucket) 

Logistics Readiness Reports (Perm) - 0500-04- D 

Logistics, International Conference (Perm) - 0800-04-G 
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Mall Control 

Mail, Electronic - See the subject of the Email 

Mailing LIsts 

Management (General Administration and 
Management Series Bucket) 

Management, of a specific activity - See the subject 
activity 

Manpower (Organization and Manpower Series 
Bucket) 

Manuals /Instructions zNctices, CJCS 

Medical (Series Bucket) 

Medical, General Admmistration 

Medical, Preventative Defense 

Medical VIdeo Recordmgs 

Medical, Personal Injury Files 

Memorandums - See subject and/ or proponent of 
the memo 

Mental Health 

Message Center Operations, Communications 

Messages, General and Special Handhng 
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(Short) - 0900-01- E 
(3yr) - 0900-02-

X,Y,AA 

(Short) - 0900-01- F 

0900 

0100 

(7-1Oyr) - 0000-03-C 
(Perm) - 0000-04-0 

1100 

(3yr) - 1100-02-A 
(Exc) - 1100-06-A 

(7-10yr) - 1100-03-A 
(Perm) - 1100-04-A 

(3yr) - 0900-02-S,T
 
(Perm) - 0900-04-L,M
 

(3yr) - 0200-02-2 

(Exc) - 1100-06-F 

(Short) - 0700-01-B 
(3yr) - 0700-02- E 

(Exc) - 0700-06-F,G 

(Short) - 0700-01-C 
(Perm) - 0700-04- F 

(Exc) - 0700-06-
H,I,J,K 
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Messages, JCS Send (Perm) - 0000-04- R 
(Exc) - 0000-06- H 

Metadata (3yr) - 1000-02-R 

Military Assignment (3yr) - 0200-02- V 
(7-10yr) - 0200-03-K 

MIlitary Awards (3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 
(Exc) - 0200-06-U 

Military Justice (3yr) - 0400-02- E 
(Perm) - 0400-04-I,J 
(Exc) - 0400-06-C,D 

Military Personnel Health Records (7-10yr) - 1100-03-1 
(Perm) - 1100-04-1 

Military Personnel Records, Official (Short) - 0200-01- D 
(3yr) - 0200-02- R 
(Exc) - 0200-06-

HH,II,JJ 

MIlitary Trammg, General (3yr) - 0200-02- W 
(7-1 Oyr) - 0200-03-

L,M 

Military Trammg, Individual (Exc) - 0200-06-Z 

Mobilization, LOgIStiCS (7-10yr) - 0600-03-8 
(Perm) - 0600-04-8 

(Exc) - 0600-06-A 

Mobilization, Support (7-1Oyr) - 0600-03- D 
(Perm) - 0600-04- D 

Motion Pictures (3yr) - 0900-02-U 
(Perm) - 0900-04-P,Q 

National Intelligence Analytical Memo (NIAMS) (3yr) - 0300-02-P 

National Intelligence Estimate (NIE) (3yr) - 0300-02- P 
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National Secunty Council (NSC) (7-1Oyr) - 0000-03- D 
(Perm) - 0000-04- Y 

NATO Messages (3yr) - 0700-02-F 
(Exc) - 0700-06-

H,I,J,K 

NATO Supplements to Allied Communications (Exc) - 0700-06-C 
Publications 

Navigation and Overflight (Perm) - 0800-04- F 

Negotiations, International (Perm) - 0800-04-A 

Newsletters, Joint Staff and Combatant Command (Short) - 0900-01-C 
(3yr) - 0900-02-C 

North Atlantic Treaty Organization (NATO)Files (Short) - 0800-0 I-A 
(3yr) - 0800-02-A 
(Exc) - 0800-06-A 

North Atlantic Treaty Organization Exercises (3yr) - 0500-02-D 
(7-1Oyr) - 0500-03-A 

(Perm) - 0500-04-1 
(Exc) - 0500-06-

A,H,I,K 

North Atlantic Treaty Organization Secunty (3yr) - 0300-02-N 
(Records-related) (7-1Oyr) - 0300-03-G 

(Exc) - 0300-06-D,E 

North Atlantic Treaty Organization Secunty (3yr) - 0300-02- L 
Violations / Inciden ts (7-1Oyr) - 0300-03- D 

North Atlantic Treaty Organization, Reconnaissance (Perm) - 0500-04-N 
In NATO Countries 

Nuclear Safety (Perm) - 0600-04- K 
(Exc) - 0600-06-B 

Nuclear Weapons, LOgIStiCS (7-1Oyr) - 0600-03-C 
(Perm) - 0600-04-C 

Office Admmistration (3yr) - 0900-02-DD 
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Office Copter Management (3yr) - 0900-02-88,CC 
(Exc) - 0900-06-F,R 

Operating Instructions (01) (7-1Oyr)- 0900-03- N 

Operational Requirements Document (ORD) (7-1Oyr)- 0000-03- F 
(Perm) - 0000-04-AA 

Operations (Series Bucket) 0500 

Operations, Cover and Deception 
(3yr) - 0500-02-C 

(Perm) - 0500-04-G 

Operations, General Purpose (Perm) - 0500-04- H 

Operations, Information Technology (3yr) - 1000-02-L 

Operations, Medical (7-10yr) - 1100-03-H 
(Perm) - 1100-04-H 

Operations, Planrung Contingency (Perm) - 0500-04- L 

Operations, Plans (OPLAN/ CONPLAN) (Perm) - 0500-04- L 

Operations, Pohcy (Perm) - 0500-04-A 

Operations, Records of Codeword / Nickname (Perm) - 0500-04-C 

Operations, Satelhte and Space (Short) - 0500-0 I-A 
(3yr) - 0500-02-1 

(7-1Oyr)- 0500-03-A 
(Perm) - 0500-04- Y 

(Exc) - 0500-06-
C,D,E,F,G,J,N 

Operations, Security (7-1Oyr)- 0500-03- D 
(Perm) - 0500-04-X 

Operations, Special (Perm) - 0500-04- F 

Operations, Summary of (3yr) - 0500-02-A 
(Perm) - 0500-04-8 

Order, Information Technology Purchase Order (3yr) - 1000-02-F 
(7-1Oyr)- 1000-03-8 
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Order, Purchase Order (3yr) - 0600-02-D,E 
(7-1Oyr)- 0600-03- H 

(Perm) - 0600-04- H 
(Exc) - 0600-06-C,D 

Orders, Adrmrustrative (3yr) - 0900-02-V,W 
(7-1Oyr)- 0900-03- M 

(Perm) - 0900-04-S 

Organization (Series Bucket) 0100 

Organization and Manpower Correspondence (3yr) - 01 00-02-G 
(Exc) - 0100-06-B 

Organization Charter (Perm) - 0100-04-B 

Orgaruzation Structure (Perm) - 01 00-04-C 

Organization, Plannmg (3yr) - 0100-02-A 
(Perm) - 0100-04-A 

Orientation (Exc) - 0900-06-Q 

Parkmg Permits (3yr) - 0300-02-K 

Passes, Identification (3yr) - 0300-02-K 

Patent, Invention, and Trademark Records (Exc) - 0400-06-E 

Payroll (Series Bucket) 0200 

Payroll Correspondence (3yr) - 0200-02-B 
(7-1Oyr)- 0200-03-

A,B 

Permits, Identification (3yr) - 0300-02-K 

Personal Papers, Unofficial 0900-08 

Personnel (Series Bucket) 0200 

Personnel Correspondence, General (3yr) - 0200-02-A 
(Exc) - 0200-06-A 

Personnel Correspondence, Individual Employee (Short) - 0200-01-C 
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(3yr) - 0200-02-G 

Personnel Directories (See 1200 Series Bucket) 

Personnel, Civihan, Adverse Actions (3yr) - 0200-02- K 

Personnel, Civihan, Alternate Worksrte (3yr) - 0200-02-00 
(Exc) - 0200-06-00 

Personnel, Crvihan, Appeals (Exc) - 0200-06-GG 

Personnel, Civilian, Counselmg (3yr) - 0200-02-1 

Personnel, Civilian, DIsplaced Employee Program (Short) - 0200-01-B 

Personnel, Civihan, Donated Leave Program (Exc) - 0200-06- R 

Personnel, 

Personnel, 

Civihan, Drug Testing 

Crvihan, Employee Performance FIles 

(3yr) - 0200-02-
BB,CC 

(Exc) - 0200-06-
BB,CC 

(3yr) - 0200-02-C 
(7-1Oyr) - 0200-03-

C,D,E 
(Exc) - 0200-06-P,Q 

Personnel, CIvilian, Employee Records Cards (Exc) - 0200-06-0 

Personnel, Civilian, Employment Offers (Exc) - 0200-06-
I,J,K,L 

Personnel, CIVIhan, Employment Records General (Exc) - 0200-06-M 

Personnel, Civihan, Equal Employment Opportunity (3yr) - 0200-02- H 
(7-1 Oyr) - 0200-03-G 

(Exc) - 0200-06-S 

Personnel, Civihan, Federal 
Records (FERS / CSRS) 

Employees' Retirement (3yr) - 0200-02-E,F 
(7-10yr) - 0200-03-F 

Personnel, Civilian, Gnevances (Exc) - 0200-06-GG 

Personnel, Civilian, Incentive Awards (3yr) - 0200-02-Q 
(Perm) - 0200-04-A 

Personnel, Civilian, Incentive Awards Program (3yr) - 0200-02- P 
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Personnel, Civihan, Injury (3yr) - 0200-02-Z 

Personnel, Civilian, Interview (Short) - 0200-0 I-A 

Personnel, Civihan, Job Announcements (Exc) - 0200-06- KK 

Personnel, Civilian, Labor Management Relations (7-10yr) - 0200-03-H,I 

Personnel, Crvihan, Leave Application Forms (SF 71) (3yr) - 0200-02-L 
(Exc) - 0200-06- T 

Personnel, Crvihan, Occupational Injury jIllness (7-1Oyr) - 0200-03- R 

Personnel, CIVIlIan, Pay (Exc) - 0200-06-AA 
(Exc) - 0200-06-LL 

Personnel, CIVIhan, Payroll Correspondence (3yr) - 0200-02-B 
(7-1Oyr) - 0200-03-

A,B 

Personnel, Civihan, Political Activity (3yr) - 0200-02- EE 
(Exc) - 0200-06-EE 

Personnel, Civilian, POSItion Classification (Exc) - 0200-06-
C,D,N 

Personnel, Civilian, Promotion and Demotion (Short) - 0200-01- E 

Personnel, 
Placement 

Civilian, Promotion and Internal (3yr) - 0200-02-D 

Personnel, Civilian, Reports, Statistical (3yr) - 0200-02-A 
(Exc) - 0200-06-A 

Personnel, Civilian, Retirement ASSIstance (3yr) - 0200-02- F 

Personnel, Crvihan, Standards of Conduct (3yr) - 0200-02-J 

Personnel, CIVIhan, Supervisors' Records (3yr) - 0200-02-N 

Personnel, Crvihan, TIme and Attendance (3yr) - 0200-02- Y 
(7-1Oyr) - 0200-03-Q 
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Personnel, Crvihan, Trammg (3yr) - 0200-02-X 
(7-1Oyr] - 0200-03-

N,O,P 

Personnel, Civilian, Wage Survey (3yr) - 0200-02-M 

Personnel, Crvihan, Within-Grade Increase, Denials (3yr) - 0200-02-0 

Personnel, Military, Assignment (3yr) - 0200-02- V 
(7-10yr) - 0200-03-K 

Personnel, Military, Awards (3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 

(Exc) - 0200-06-U 

Personnel, Military, Casualty Reporting (Perm) - 0200-04- E 

Personnel, Military, General/Flag 
Nommations 

Officer (Exc) - 0200-06-
G, H, V, W, X, Y 

Personnel, Military, Individual Training (Exc) - 0200-06-Z 

Personnel, Military, JCS Identification Badge (3yr) - 0200-02-8 
(7-1Oyr) - 0200-03-J 

Personnel, Military, Leave (Short) - 0200-01- D 
(3yr) - 0200-02- R 
(Exc) - 0200-06-

HH,II,JJ 

Personnel, 
Record 

Military, Official Military Personnel (Short) - 0200-01-D 
(3yr) - 0200-02- R 
(Exc) - 0200-06-

HH,II,JJ 

Personnel, Military, Trammg Programs (3yr) - 0200-02-W 
(7-1Oyr) - 0200-03-

L,M 

Photos, Motion PIcture (3yr) - 0900-02- U 
(Perm) - 0900-04-P,Q 

Photos, suu (3yr) - 0900-02-Q 
(Perm) - 0900-04-I,J 

(Exc) - 0900-06-1 
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Planning (Series Bucket) 

Planning, Anti-Terrorism / Force Protection 

Planning, Balhstic Missile Defense 

Planning, Emergency 

Planning, Information Technology 

Planning, Intelhgence 

Planning, JOInt Strategic Planning System 

Planning, Medical Operational Support 

Planning, Medical Strategic 

Planning, Operations 

Planmng, OPLAN/ CONPLAN 

Planning, Organizational 

Planning, Programming, and Budgeting System 

Planning, Reconnaissance and Surveillance 

Planning, Single Integrated Operational Plan (SlOP) 

Plannmg, Strategic Planning and Arms Limitation 

Planning, Strategic Planning System 

Planning, Strategic Target Planning System 

POint Papers 
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0500 

(7-1Oyr) - 0500-03- E 
(Perm)- 0500-04-AA 

(7-1Oyr)- 0500-03-G 
(Perm) - 0500-04-CC 

(Perm) - 0500-04-0
 

(3yr) - 1000-02-B,C,D
 
(7-10yr) - 1000-03-A
 

(Exc) - 1000-06-A 

(Perm) - 0300-04- B 

(Perm) - 0500-04-Q 

(7-10yr) - 1100-03-E 
(Perm) - 1100-04- E 

(7-10yr) - 1100-03-D 
(Perm) - 1100-04- D 

(Perm) - 0500-04- L 

(Perm) - 0500-04- L 

(3yr) - 0100-02-A 
(Perm) - 0100-04-A 

(7-1Oyr)- 0600-03- E 
(Perm) - 0600-04- E 

(Perm) - 0500-04- N 

(Perm) - 0500-04- R 

(Perm) - 0800-04- D 

(Perm) - 0500-04-Q 

(Perm) - 0500-04- R 

(Exc) - 0900-06-W 
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Policy, Budget (7-1 Oyr) - 0600-03- F 
(Perm) - 0600-04- F 

Policy, Chairman of the Jomt Chiefs of Staff (7-1 Oyr) - 0000-03-C 
(Perm) - 0000-04-0 

Policy, Foreign Disclosure (7-1 Oyr) - 0800-03-A 

Policy, Information Technology (3yr) - 1000-02-A 

Policy, Intelligence (Perm) - 0300-04-B 

Policy, Jomt Staff (InstructlOnsfManualsfNotIces) (3yr) - 0000-02-H 
(Perm) - 0000-04-Q 

Policy, Memorandums of (Perm) - 0000-04-A 

Policy, Operations (Perm) - 0500-04-A 

Policy, Procurement (3yr) - 0600-02-D,E 
(7-1 Oyr) - 0600-03- H 

(Perm) - 0600-04- H 
(Exc) - 0600-06-C,D 

Policy, Public Affairs (7-10yr) - 0400-03-B 
(Perm) - 0400-04-D,E 

(Exc) - 0400-06-A,B 

Policy, Readmess (3yr) - 0500-02-B 
(Perm) - 0500-04- D 

Policy, Reconnaissance and Surveillance (Perm) - 0500-04- N 

Policy, Security (Perm) - 0300-04-A 

Position Papers (Perm) - 0900-06- W 

Postal Adrmrustration (Short) - 0900-01- E 
(3yr) - 0900-02-

X,Y,Z,AA 

Pnntmg Management (3yr) - 0900-02-BB,CC 
(Exc) - 0900-06-F,R 

Pnsoner of War (Perm) - 0300-04-1 
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Pnvacy Act Reports 

Pnvacy Act, General Admmistration 

Pnvacy Act, Requests for Personal Information 

Procurement, General 

Procurement, Information Technology 

Program Objective Memorandum (POM)Records 

Project Control 

Property and Space Management and Services 

Property Pass 

Psychological Operations 

Public Affan-s, General 

Public Relations 

Publications, Allied Communications 

Pubhcations, JOInt 

Publications, Jomt Army/Navy/AIr Force 

Pubhcations, Reference - (Conszdered Non-Record Material} 

Purples, Service 

Readmess, General 
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(3yr) - 0900-02- L 

(3yr) - 0900-02-M 

(7-1Oyr)- 0900-03- H 

(3yr) - 0600-02-D,E 
(7-1Oyr)- 0600-03- H 

(Perm) - 0600-04- H 
(Exc) - 0600-06-C,D 

(3yr) - 1000-02-F 
(7-1Oyr)- 1000-03- B 

(3yr) - 0600-02-A 
(7-1Oyr)- 0600-03- F 

(Perm) - 0600-04- F 

(Perm) - 0900-02-F 

(3yr) - 0600-02-G 
(Perm) - 0600-04-1 

(3yr) - 0300-02-1 

(Perm) - 0500-04- F 

(7-10yr) - 0400-03-8
 
(Perm) - 0400-04-D,E
 

(Exc) - 0400-06-A,8
 

(Short) - 0400-01-B 

(Perm)- 0700-04-B 

(Perm)- 0000-04-P 

(Perm) - 0700-04-C 

(Perm) - 0000-04-C 
(Exc) - 0000-06-C 

(3yr) - 0500-02-8 
(Perm) - 0500-04- D 
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Readmg FIles (Short) - 0900-01-B 
(Exc) - 0900-06-A 

Receipts, Document (3yr) - 0300-02-B 

Reconnaissance Operations (Perm) - 0500-05- F 

Reconnaissance, General (Perm) - 0500-05- N 

Records Disposition (3yr) - 0900-02-1 
(7-1Oyr) - 0900-03- D 

Records Management (3yr) - 0900-02- H 
(7-1Oyr) - 0900-03-C 

Reference 
(Considered 

Publications and Library Matenals 
Non-Record Material} 

-

Register of Numbered Jomt Staff Papers (Perm) - 0000-04- T 

Register, TOP SECRET (7-1Oyr) - 0300-03-A 
(Exc) - 0300-06- R 

Reimbursement, Passenger / Travel (7-1Oyr) - 0600-03-1 
(Perm) - 0600-04-J 
(Exc) - 0600-06- E 

Reports Control (3yr) - 0900-02-E 

Reports of Investigation (Exc) - 0300-06-0 

Reports / Studies (Perm) - 0900-04- E 
(Exc) - 0900-06- P 

Reproduction Management (3yr) - 0900-02-BB,CC 
(Exc) - 0900-06-F,R 

Requirements Generation System (RGS) (7-1Oyr) - 0000-03- F 
(Perm) - 0000-04-AA 

Requisition (3yr) - 0600-02-D,E 
(7-1Oyr) - 0600-03- H 

(Perm) - 0600-04- H 
(Exc) - 0600-06-C,D 

Rules of Engagement (ROE) (3yr) - 0500-02-G 

B-25 Enclosure B 



CJCSM 5760 0 lA, Vol. II 
1 Sept 2011 

(Perm]- 0500-04- T 

Safety, General (7-1Oyr) - 0600-03- K 

Safety, Nuclear (Perm) - 0600-04- K 
(Exc) - 0600-06-B,F 

Satellite Communications (SATCOM) (7-1Oyr) - 0700-03- E 
(Perm) - 0700-04-G 

Satellite Operations (Short) - 0500-0 I-A 
(3yr) - 0500-02-1 

(7-1Oyr) - 0500-03- H 
(Perm) - 0500-04- Y 

(Exc) - 0500-06-
C,D,E,F,G,J,N 

Schedules of Dally Activities (3yr) - 0900-02-N 
(Perm) - 0900-04- F 

(Exc) - 0900-06- K 

Sensitive Compartmented Information (SCI) (3yr) - 0300-02-0 
Documents (Exc) - 0300-06-J 

SCIence Advisor (7-1Oyr) - 0900-03- L 
(Perm) - 0900-04- R 

Secretary, JCS Memorandum (SM) (3yr) - 0000-02-F 
(Perm) - 0000-04- N 

Security (Series Bucket) 0300 

Secunty Assistance (7-1Oyr) - 0800-03-A 
(Perm) - 0800-04- H 

Secunty Investigations (Perm) - 0300-04-C 
(Exc) - 0300-06-8 
(Exc) - 0300-06- T 

Secunty, Access (3yr) - 0300-02- D 
(Exc) - 0300-06-A,K 

Secunty, Accreditation (Exc) - 0300-06-H,1 
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Secunty, Classification GUIde (3yr) - 0300-02-G 
(7-1Oyr)- 0300-03- F 
(Exc) - 0300-06-F,G 

Secunty, Clearance (Perm) - 0300-04-C 
(Exc) - 0300-06-B 
(Exc) - 0300-06- T 

Secunty, Commurncations (COMSEC) (3yr) - 0300-02-E 

Secunty, Contamer (Short) - 0300-0 I-A 
(Exc) - 0300-06-P 

Secunty, Correspondence (3yr) - 0300-02-A 

Security, Data (3yr) - 1000-02-K 
(Exc) - 1000-06-D,E 

Secunty, Destruction Certificate (3yr) - 0300-02-C 

Secunty, Document Receipt (3yr) - 0300-02-8 

Securrty.Tnspections (3yr) - 0300-02-M 
(7-1Oyr)- 0300-03- E 

(Exc) - 0300-06-N 

Secunty, International (Records-related) (3yr) - 0300-02-N 
(7-1Oyr)- 0300-03-G 
(Exc) - 0300-06-D,E 

Secunty, Inventory Reports (3yr) - 0300-02-F 
(7-10yr) - 0300-03-B 

Secunty, Personnel (3yr) - 0300-02-J 
(7-1Oyr)- 0300-03-C 

(Exc) - 0300-06-C 

Secunty, Policy (Perm) - 0300-04-A 

Secunty, Property Pass (3yr) - 0300-02-1 

Secunty, Report of Investigation (Exc) - 0300-06-0 

Secunty, Rosters (3yr) - 0300-02-0 
(Exc) - 0300-06-A,K 
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Secunty, Surveys (3yr) - 0300-02-J 
(7-1Oyr)- 0300-03-C 

(Exc) - 0300-06-C 

Secunty, Systems (3yr) - 1000-02-K 
(Exc) - 1000-06-D,E 

Secunty, Techrucal Surveys (3yr) - 0300-02- H 

Security, Trammg (3yr) - 0300-02-J 
(7-1Oyr)- 0300-03-C 

(Exc) - 0300-06-C 

Security, TS Register (7-1Oyr)- 0300-03-A 
(Exc) - 0300-06- R 

Secunty, Violations (3yr) - 0300-02-L 
(7-1Oyr)- 0300-03- D 

Service Memorandum/Flimsy (Perm) - 0000-04-C 
(Exc) - 0000-06-C 

Smgle Integrated Operational Plan (SlOP) (Perm) - 0500-04- R 

Software, IT Source code (3yr) - 1000-02-R 

Sound (AudIO)Recordmgs See 0900 senes. Note 
#4 

(Exc) - 0900-06-C,D 

Space (Short) - 0500-0 I-A 
(3yr) - 0500-02-1 

(7-1Oyr)- 0500-03- H 
(Perm) - 0500-04- Y 

(Exc) - 0500-06-
C,D,E,F,G,J,N 

Space Management and Mamtenance, General (3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Special Access Program (SAP) (3yr) - 0300-02-S 
(Perm) - 0300-04-J 

Special National Intelligence Estimate (SNIE) (Exc) - 0300-06-V 

Special Operations (Perm) - 0500-04- F 
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Special Studies 

Spectrum Management 

Speeches 

Standards of Interoperabihty 

Standards of Conduct 

Standard Operating Procedures 

Still Photography 

Strategic, Capabihties 

Strategic, Forces 

Strategic, Planning and Arms Limitation 

Strategic, Plannmg System 

Strategic, Target Planning System 

Strategic, Weapon Systems 

STU III Data & Keys 

Studies / Reports 

Substance Abuse 

Supply (Series Bucket) 

Supply Management and Services 
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(Perm) - 0800-04- E 

(3yr) - 0700-02-C 
(7-1Oyr) - 0700-03-

A,G 
(Perm) - 0700-04- D 

(Exc) - 0700-06-D 

(3yr) - 0400-02-C 
(Perm) - 0400-04-F 

(7-1Oyr) - 0700-03-
B,H 

(Exc) - 0200-06-QQ 

(7-1Oyr) - 0900-03- N 

(3yr) - 0900-02-Q 
(Perm) - 0900-04-I,J 

(Exc) - 0900-06-J 

(Perm) - 0800-04- D 

(Perm) - 0500-04- U 

(Perm) - 0800-04- D 

(Perm) - 0500-04-Q 

(Perm) - 0500-04- R 

(Exc) - 0500-06-C 

(Short) - 0300-0 I-A 
(Exc) - 0300-06-P 

(Perm) - 0900-04- E 
(Exc) - 0900-06-P 

(Exc) - 1100-06-E 

(3yr) - 0600-02-G 
(Perm) - 0600-04-1 
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Support Services (Series Bucket) 0600 

Suspense Frles - (Considered Non-Record Matenal) 

Tags, Identification (3yr) - 0300-02- K 

Talkmg Papers (Perm) - 0900-04- D 

Techrucal Control (Short) - 0700-01- D 
(3yr) - 0700-02-G 

(Exc) - 0700-06-L,M,N 

Techrucal Documentation (3yr) - 1000-02- R 

Telephone, Communications General (Short) - 0700-0 I-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exc) - 0700-06-A 

Telephone, Secure Telephone Unit (STU) III Keys (Short) - 0300-0 I-A 
(Exc) - 0300-06-P 

Telephone, Work Orders (Short) - 0700-0 I-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exc) - 0700-06-A 

Termmology (3yr) - 0900-02-B 
(Perm) - 0900-04-A 

Testimony, Legislatrve (Perm) - 0400-04-C 

THREATCON (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

TIme and Attendance Reports (3yr) - 0200-02- Y 
(7-1Oyr) - 0200-03-Q 

(3yr) - 0200-02- Y 
TIme Cards (7-1Oyr) - 0200-03-Q 

Trademark, Patent, and Invention Records (Exc) - 0400-06-E 

Trammg, Crvihan (3yr) - 0200-02-X 
(7-1Oyr)- 0200-03-

N,O,P 

B-30 Enclosure B 



CJCSM 5760 01A, Vol. II 
1 Sept 2011 

Training, Foreign (7-10yr) - 0800-03-B 
(Perm) - 0800-04-1 

Trammg, General (Perm) - 0200-04- D 

Training, Military Individual (Exc) - 0200-06-Z 

Traming, Mihtary Program (3yr) - 0200-02- W 
(7-1Oyr)- 0200-03-

L,M 

Transitory FIles (Short) - 0900-01-B 
(Exc) - 0900-06-A 

Transmittal Memorandum (7-1Oyr) - 0000-03- K 

Transportation, Passengers (7-1Oyr)- 0600-03-1 
(Perm) - 0600-04-J 
(Exc) - 0600-06- E 

Travel/Transportation (7-1Oyr)- 0600-03-1 
(Perm) - 0600-04-J 
(Exc) - 0600-06-E 

Treaty Obligations (Perm) - 0800-04-C 

Travel Card, Government Contractor-Issued (3yr) - 0600-02-B 

Unconventional Warfare (Perm) - 0500-04- F 

Unidentified FIles (Exc) - 0900-08- Y 

Unit Manrung Documents (UMD) (Short) - 0100-0 I-A 
(3yr) - 0100-02-D 

(7-1Oyr)- 01 00-03-C 

Unit Readiness Reports (Perm) - 0500-04- D 

VIce Chairman of the Jomt Chiefs of Staff Records (Perm) - 0000-04-1 

VIdeo Recording (3yr) - 0900-02-S,T 
(Perm) - 0900-04-L,M 

VIsit, Staff (3yr) - 0900-02-G 
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War Games (3yr) - 0500-02- F 
(Perm) - 0500-04- P 

White House Correspondence (3yr) - 0400-02-A 
(Perm) - 0400-04-A 

Workmg Papers (3yr) - 0900-02-A 

WSEG Reports / Studies (Perm) - 0000-05- U 

Year 2000 (y2K) (7yr) - 1000-03- E 
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ENCLOSURE C
 

BUCKET DISPOSITIONS
 

0000 SERIES BUCKET SCHEDULE
 
Joint Staff (JS) Top 5 and
 

Headquarters (HQ) Combatant Command Records
 

ThIS schedule provides disposrtron authorization for records that pertain to 
Jomt Staff Top 5 and HQ Combatant Command Records. Records and 
information covered by this schedule represent corporate knowledge in the 
form of Official case files and documentation. ThIS includes, but IS not hrmted 
to, memorandums, procedural guidance: pohcy documents; joint publications, 
histories, messages, agendas, bnefings, reports, studies, and correspondence 
of the Top 5 (Chairman of the Jomt Chiefs of Staff, VIce Chairman of the Jomt 
Chiefs of Staff, Assistant to the Chairman, DIrector - Jomt Staff, and VIce 
DIrector - JOInt Staff), Combatant Commanders, Chiefs of Staff, and 
subordinate directorates and commands 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records 
Background matenals pertairung to Official case files shall be retained in 
accordance with 0000 bucket senes in the front of this manual Working 
papers shall be retained In accordance with the 0900-02, Working Papers and 
Office Admirustratrve Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposrtion Schedule BIg Buckets, See A-I 

b. Disposition Detail Descriptions and Authorrties, See A-I 

c. FY/ CY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3 

e. Media Neutral Dispositions, See A-3
 

f SCI Matenal, See A-3
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g.	 NATO Material, See A-3 

h.	 Event-Driven Records, See A-3 

1.	 Flexible Scheduhng, See A-4 

J.	 Electronic Information Systems /Electromc Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
0000-01 - Series Description 

Short-Term records (180 days or less) of the Jomt Staff Top 5 and HQ 
Combatant Commands are records which have mmimal or no documentary or 
evidential value. Examples are: routine requests for mformation or publications 
and copies of rephes WhIChrequire no admmistrative action, no pohcy decision, 
and no special compilation or research for reply; records documentmg routme 
activities contammg no substantive information, such as routine notifications 
of meetmgs, scheduhng of work-related trips and VISItS,other schedulmg 
related activities. These records also mclude but are not hrmted to: 

A	 DJS Records - Information only copies of miscellaneous memorandums 
from JS activities to the DIrector, Jomt Staff maintamed in 
ASB/ AD/ SJS. 

DISpositIOn· TEMPORARY.
 
Destroy /De1ete 6 months after cutoff
 

Working Papers & Office Administrative Records (3 years) 
0000-02 - Series Description 
Records of the Jomt Staff Top 5 and HQ Combatant Commands that document 
routine admmistratrve and organizational deCISIOns,actions, and processes. 
Records Include but are not hrrnted to: 

A OffiCIalJS Case FlIes and Papers - Reference copies mamtamed by any 
activity 

B SJS InformatIOn Memorandums - Reference copies mamtamed by all 
other JS activities 

C CJCS Memorandums (CMs) - Reference copies mamtamed by any 
activity 

D	 Memorandums Issued m the Name of the ChaIrman, Jomt ChIefs of Staff 
(MCM)or m the Name of the Jomt ChIefs of Staff (MJCS) - Reference 
copies mamtamed by any activity 

E	 DJS Memorandums (DJSMs) - Reference copies main tamed by all other 
JS activities 
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F	 SJS Memorandums (SMs) - Reference copies mamtamed by any actrvity 
G Jomt PublIcatIOns (JT PUBS) and JOInt AdmimstratIve PublIcatIOns (JT 

ADMIN PUBS) - Jt Pubs adrmrustrative files consisting of' prmtmg Job 
order requests, letters to the military services pertainmg to distnbutron 
formats, JS Forms 48 (DSheets), and miscellaneous adrrnrustratrve 
papers that are superfluous to the JS case file mamtamed by J-7 as 
current working files 

H Jomt Staff InstructIOns (JSI), Manuals (JSM)' NotIces (JSN)' and Jomt 
AdmInIstratIve InstructIOns (JAI) - Manuscnpts, annual reviews, 
coordination papers, and adrmrustratrve background papers used in 
ISSUIngJSI/JSM/JSN/JAIs mamtamed by the office of pnmary 
responsibility (OPR) as backup matenal for published 
JSI/ JSM/ JSN / JAIs 
JS Agenda Files - agenda Items, bnefing sheets and slides, attendance 
records, photographs, and other similar or related matenals mamtamed 
by any activity for reference 

J	 DIrectorate InstructIOns, Manuals, and NotIces (J-# Is, J-#Ms, J-#Ns) -
Publications for use solely within a directorate consistmg of: edited 
manuscnpt and copy of prmted publication and changes; request for 
Issuance of forms, documents showing coordination, comments, and 
actions affecting the publication, pnnted copy of each form prescnbed by 
the publication mcludmg copy of request for approval and development 
of forms, origmal of the latest form showing annual or special reviews; 
and any other documentation pertammg to Issuance of the publication 
mamtained by the Milsec as the official JS record copy 

K JS DIVISIonand Below Numbered Memorandums - Memorandums Issued 
by dIVISIOnsto coordinate and process actions m response to Internal 
taskmgs, senally numbered begmmng WIth "I" dunng each CY (e.g, 
LRDM-I-84) mamtamed by the Milsec or division in the master record 
file as the official record copy (Note PrOVIdebackground matenals directly 
related to a JS paper to RRC Branch for incorporation mto official JS case file for 
disposition m accordance WIth0000-04-A) 

L Combatant Command Commander I Deputy Commander I ChIef of Staff 
Correspondence - Reference copies of Command Pohcy memorandums 
and all correspondence, bnefings, reports, and background matenals. 

DISposItion' TEMPORARY.
 
Destroy / Delete 3 years after cutoff.
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Management and Program/Operations Records (7-10 years) 
0000-03 - Series Description 
Records which document the Program/ Operations, management processes, 
and on-gomg activities of the JOInt Staff Top 5 and HQ combatant commands 
Records Include but are not limited to. 

A	 OfficIal JS Case FIles and Papers - Held by J-3/Reconnaissance 
Operations DIVISIon(ROD),J-3/Special Operations Division (SOD), J-
3/ Jomt Operations DIvIsIOn(JOD), or any other JS activity In SCI 
channels and special control programs. (Note Disposition m this sub-bucket 
refers to all copies that are not the official record copy) 

B	 DJS Memorandums (DJSMs) - held by J-3/ROD, J-3/S0D, J-3/JOD or 
any other JS activity m special control channels other than SCI; e.g, 
hmrted distribution papers (Note Disposition m this sub-bucket refers to all copies 
that are not the official record copy) 

C	 CJCS InstructIOns (CJCSIs), Manuals (CJCSMs), Notices (CJCSN) and 
Memorandums of PolIcy (MOPs) - the duplicate set of records retained for 
relocation and reconstitution purposes at the Relocation and 
Reconstitution Section, Ft RItchie, MD 

D	 National Security CouncIl (NSC)- NSC documents and related matenals 
concernmg NSC matters main tamed by other JS / combatant command 
activities other than NSC Affairs Office. Also, memorandums directing 
studies and/ or relaymg NSC decisions for implementation that are 
CIrculated by a service memorandum mamtamed by other JS/combatant 
command activities other than NSC Affairs Office 

E	 Joint RequIrements Oversight Council (JROC) Records - Routine 
adrmrustratrve support documents relating to the JROC mamtamed by 
the JOInt Staff as the official record copy 

F	 Jomt Warfightmg CapabIlIties Assessment (JWCA) and RequIrements 
GeneratIOn System (RGS) Process Records - Official JROC pre-decisional 
internal staffmg and taskmg correspondence (JROC Staff Memorandums) 
mamtamed by the Jomt Staff as the official record copy (Note Also known as 
Functional Capabilities Board documents per CJCSI 3137 01) 

G	 Jomt ExpenmentatIon Records - Routme and adrrumstrative activities 
and events relatmg to the Jomt Expenmentation Program mamtamed by 
the JOInt Staff/combatant command as the official record copy 

H	 DIrectorate Numbered Implementmg Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - memorandums from the JS directorates to 
addressees below Assistant Secretary of Defense (ASD)- level or to VIce 
Director, Jomt Staff, or DIrector, Jomt Staff, for other action. Held by 
the J -directorate or offices withm the J -directorate m SCI channels as 
the official JS record copy. (Note PrOVIdebackground matenals directly related 
to a JS paper to RRC Br for incorporation mto official JS case file for disposition in 
accordance WIth 0000-04-A) 
DIrectorate Numbered Implementmg Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - memorandums from the JS directorates to 
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addressees below Assistant Secretary of Defense (ASD)- level or to VIce 
DIrector, Jomt Staff, or DIrector, Jomt Staff, for other action. Held by 
offices within the directorates in special control channels other than SCI 
as the official JS record copy; e.g., hrmted distribution papers (Note 
Provide background matenals directly related to a JS paper to RRC Br for incorporation 
mto official JS case file for disposition m accordance with 0000-04-A) 

J DIrectorate Numbered Implementmg Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - DIrectorate Implementing Memorandum 
consisting of: memorandums from the JS directorates to addressees 
below ASSIstant Secretary of Defense (ASD)- level or to VIce Director, 
Joint Staff, or DIrector, JOInt Staff, for other action. They are signed by 
the J-DIrector or hIS designee mamtamed by the Military Secretary 
(Milsec) as the official record copy 

K TransmIttal Memorandum - Memorandums Issued by directorates and 
SIgned by the Milsecs used to coordmate and process actions under 
CJCSI 5711.01 withm the Joint Staff, to Defense agencies and the 
Services, numbered usmg the same number as the related JS Form 136 
mamtamed by the Milsec as the official record copy (Note PrOVIde 
background matenals directly related to a JS paper to RRC Br for mcorporation mto 
official JS case file for disposition in accordance WIth0000-04-A) 

DISposItion: TEMPORARY.
 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff.
 

Permanent Mission and Function Records (Permanent) 
0000-04 - Series Description 
ThIS senes contams Jomt Staff Top 5 and HQ Combatant Command records 
that document pohcies, plans, procedures, and sigmficant activities that have 
permanent historical value These records document key actions, decisions, 
functions, and operations relatmg to the mISSIon of the organization. Records 
Include but are not hmited to: 

A	 OfficIal JS Case FIles and Papers - Case files consisting of. senally-
numbered case files of the permanent record copy of all JS senally-
numbered papers published by the Secretary, Jomt Staff (SJS), that bear 
a Jomt Chiefs of Staff (JCS) or SJS senal number (JCS 1234/567, SJS 
1234/567, SJS 9X-12345, and XX-12345) contammg substantive long-
term historical value, with all related background papers, Notes to 
Holders, Corngendums, Changes, DeCISIOnNotices, and JS Forms 136; 
Chairman, JOInt Chiefs of Staff (CJCS), Memorandums (CMs), 
Memorandums Issued in the Name of the Chairman, JOInt Chiefs of Staff 
(MCMs); JCS Memorandums (JCSMs); Memorandums Issued m the 
Name of the JOInt Chiefs of Staff (MJCSs), DIrector, JOInt Staff (DJS), 
Memorandums (DJSMs); Jomt National Secunty Memorandums; SJS 
Memorandums (SMs), CJCS Memorandums of Policy (MOPs), JS Pubs; 
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CJCS / JS sends messages with related background papers, directorate 
memos, cover page of draft actions, fhmsies, etc.; and vanous supportmg 
and/ or Independent documents from JS directorates or agencies, 
Department of Defense (DoD), other government agencies, combatant 
commanders, subordmate commanders, etc. (i e., war plans, war games, 
manpower documents) mamtained by the Research, Research, and 
Content Branch (RRC Br), Information Management DIvIsIOn (IMD),SJS, 
as the official JS record copy 

B	 OfficIal JS Case FlIes and Papers - Held by RRC Br In Sensitive 
Compartmented Information (SCI) channels for the SJS as the official JS 
record copy 

C	 ServIce Memorandums/Planner's Memo FlImsles - Memorandums or 
fhmsies circulated or tabled as proposed amendments to a document 
under JS consideration [Chief of Staff of the Air Force Memorandum 
[CSAFM), Chief of Staff of the Army Memorandum [CSAM], Commandant 
of the Manne Corps Memorandum [CMCM],Chief of Naval Operations 
Memorandum)) mamtamed by RRC Br as the official JS record copy and 
are filed In official JS case file or agenda pack 

D	 CJCS Memorandums (CMs) - Memorandums Issued by the Chairman of 
the JOInt Chiefs of Staff m carrying out hIS responsibilities. The VIce 
Chairman, Jomt Chiefs of Staff, may also sign - mamtamed by RRC Br as 
part of the official JS case file 

E	 CJCS Memorandums (CMs) - received and mamtamed by RRC Br and 
pertain to a JS paper; held by RRC Br in SCI channels for the SJS as the 
official JS record copy; held by J-3/ROD, J-3/S0D, J-3/JOD or any 
other JS actrvrty m SCI channels 

F	 CJCS Memorandums (CMs) - held by J-3/ROD, J-3/S0D, J-3/JOD or 
any other JS activity m special control channels other than SCI; e.g., 
hrmted distnbutron papers, special access programs. (Note: J-3/Deputy 
DIrector for Global Operattona/ Nuclear Operations Branch mamtams 
official record copy of CMs relatmg to Smgle Integrated Operational Plan 
pohcy (Achieves for the Smgle Integrated Operation Plan). 

G	 CJCS Records - MIscellaneous correspondence, messages, speeches, and 
other records (protocol, public affairs, legal counsel, legislative affairs, 
etc.) issued or received by the Chairman of the Joint Chiefs of Staff m 
carrying out hIS responsibihties mamtamed by the CJCS staff as the 
official files of the Chairman and are considered the official JS record 
copies; 

H	 CJCS Records - MIscellaneous Forms 136, Chairman's Daybook, 
Mornmg Meetings, and Taskmgs maintained by Adrmrustratrve Support 
Branch (ASB), Actions DIvISIOn(AD),SJS 
Vice ChaIrman of the Joint ChIefs of Staff (VCJCS) Records -
Miscellaneous correspondence, messages, speeches, and other records 
(protocol, pubhc affairs, legal counsel, legislative affairs, etc.) Issued or 
received by the VIce Chairman, Jomt Chiefs of Staff, m carrymg out hIS 
responsibilities maintained by the VCJCS staff as the official files of the 
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VIce Chairman and are considered the official JS record copies: 
MIscellaneous Forms 136, VIce Chairman's Daybook, Mornmg Meetmgs 
Taskings maintained by ASB/ AD/ SJS 
Memorandums Issued m the Name of the ChaIrman, JOInt Chiefs of Staff 
(MCM)or In the Name of the Jomt Chiefs of Staff (MJCS) -
Memorandums used to Issue instructions that are m accordance with 
policies, plans, and procedures approved by the Chairman, Jomt Chiefs 
of Staff mamtamed by RRC Br as the official JS record copy and are filed 
m official JS case file; Also covers records held by RRC Br m SCI 
channels for the SJS as the official JS record copy; records held by J-
3jROD, J-3jSOD, J-3/JOD or any other JS activity In SCI channels; 
and records held by J-3jROD, J-3/S0D, J-3/JOD, United States 
Strategic Command (USSTRATCOM),or other JS activity In special 
control channels other than SCI; e g., hrmted distribution papers 
DJS Memorandums (DJSMs) - Memorandums from the Office of the 
DIrector, Joint Staff, to the Chairman, JOInt Chiefs of Staff; the Chiefs 
ofthe Services, Operations Deputies: subordmate agencies of the Jomt 
Chiefs of Staff; offices of the Secretary of Defense (SECDEF), JS Form 
136 Actions; and other government agencies mamtamed by RRC Br for 
the SJS as the official JS record copy 
DJS Memorandums (DJSMs) - received and maintained by RRC Br and 
pertain to a JS report; Also records held by RRC Br m SCI channels for 
the SJS as the official JS record copy and held by J-3/ROD, J-3jSOD, J-
3/ JOD or any other JS activity m SCI channels 
DJS Records - MIscellaneous correspondence, messages, JS Form 136 
actions, and other records received by the DIrector, JOInt Staff 
mamtamed by ASB/ AD/ SJS in files grouped by origmator 
SJS Memorandums (SMs) - SMs consistmg of. memorandums forwardmg 
approved directives of the JCS and assignmg actions or transmittmg 
mstructions or information withm the Jomt Staff and to the Services and 
combatant commands mamtamed by RRC Br as the official JS record 
copy and pertain to a JS action; Records also cover those held by RRC Br 
m SCI channels for the SJS as the official JS record copy; those held by 
J-3jROD, JOInt Special Operations Agency (JSOA), J-3jJOD, or any 
other JS activity m SCI channels; and those held by J-3/ROD, JSOA, J-
3/JOD, or any other JS activity m special control channels other than 
SCI, e.g, limited distribution papers 
CJCS InstructIOns (CJCSIs), Manuals (CJCSMs), NotIces (CJCSNs) and 
Memorandums of PolIcy (MOPs) - CJCSIs, CJCSMs, CJCSNs, and MOPs 
contain statements of policy and procedural information approved by the 
Chairman of the Jomt Chiefs of Staff and Issued for the guidance of the 
Jomt Staff, combatant commands, and Services mamtamed by RRC Br 
as the official JS record copy 
Jomt PublIcations (JT PUBS) and JOInt AdmmistratIve PublIcatIons (JT 
ADMIN PUBS) - Jt Pubs are publications of joint mterest, dealmg with 
adrrurustratrve matters, prepared under the cogmzance of JS directorates 
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and apphcable to the Mihtary Departments, combatant commands, and 
other authonzed agencies mamtamed by RRC Br as the official JS record 
copy 

Q JOInt Staff InstructIOns (JSI), Manuals (JSM). NotIces (JSN). and JOInt 
AdmInIstratIve InstructIOns (JAI) - JSI, JSM, and JAI contain policy and 
procedural guidance of mdefirute duration apphcable only to the JOInt 
Staff. JS Notices contain pohcy, guidance, or Information of a one-time or 
bnef nature apphcable only to the JOInt Staff. SJSjIMD IS responsible for 
overall management and adrmrustration of the JS directives program 
mamtamed by RRC Br and imtiated by JS DIrectorates or agencies that 
are responsible for review, consolidation, and currency 

R For the CJCS Messages - Copies of distnbutron received In RRC Br that 
pertain to a JS action and are the official JS record copy 

S JS Agenda FlIes - Documents used to bnef the JOInt Staff, Operations 
Deputies, and Deputy Operations Deputies that are Important aids In the 
JS decision-making process consisting of· agenda Items, briefing sheets 
and slides, attendance records, photographs, and other similar or related 
matenals mamtamed by RRC Br as the official JS record copy; CJCS 
bnefing sheets consistmg of: synopsis of action submitted for 
consideration In the TANKmaintained by RRC Br as the official JS 
record copy or mamtamed by other JS activities or action officers 

T RegIster of Numbered JS Papers (1968-1995) - Consohdated annual 
hstmg (updated monthly) of all JS implementers pubhshed and 
mamtamed by RRC Br as the official JS record copy 

U Weapons System EvacuatIOn Group (WSEG) InstItute for Defense 
AnalYSIS(IDA)Reports and StudIes for the JOInt Staff - WSEGjIDA 
reports and studies tasked by JS consisting of. completed report or study 
designated by a senes number (e.g. WSEG Report No 555 j Study No 777) 
mamtamed by RRC Br as the official JS record copy 

V JCS/JS HIstories - Calendar year hrstones prepared by the combatant 
commands and JOInt activities on the mISSIOns, functions, operations, 
and actrvrties of the command or agency and forwarded to the JOInt Staff 
In comphance with CJCSI 5320.01 maintamed by RRC Br as the official 
JS record copy; Histories prepared by the JOInt HIStOryOffice (JHO), 
Office of the Chairman of the JOInt Chiefs of Staff, on the history of the 
JOInt Chiefs of Staff, Joint Staff, and other special activities mamtamed 
by RRC Br as the official JS record copy; Historical documents In SCI 
channels mamtained by any activity as the official JS record copy and 
Historical documents In special control channels other than SCI 
mamtamed by any activity as the official JS record copy 

W	 JCS/JS Hlstones - Historical documents mamtamed by J-8 official JS 
record copies, All research files of pnnted electroruc mail and electronic 
records used to create histoncal monographs and studies mamtamed by 
JS historical offices; Oral historical records consistmg of: origmal 
recorded mterview, first-draft transcription, final draft, correspondence 
with interviewees, release-to-pubhsh forms, and other documents 
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relating to histoncal interviews such as first draft, final draft, origmal 
recorded interview, correspondence with interviewees, and release-to 
publish forms mamtamed by JS historical offices, Audio-visual oral 
historical records mamtamed by JS hrstorical offices 

X	 JS Numbered Jomt ActIOn DIrectIves - Green directives consisting of: 
papers (formerly green-colored) Issued by the SJS for distribution within 
the JOInt Staff to appropriate echelons of the Services, combatant 
commands, and specified Defense agencies referrmg mcommg 
communications to JS directorates and Defense agencies for information, 
study, guidance, and/or appropnate action mamtamed by RRC Br as the 
official JS record copy 

y	 NatIOnal Secunty CouncIl (NSq - NSC documents and related matenals 
concernmg NSC matters mamtamed by NSC Affairs Office as the official 
record copy, mcludmg vanous documents mcludmg meeting agendas 
and mmutes, pomt papers, bnefing sheets and books, reports, and other 
background mformation used m mterdepartmental meetings to formulate 
decisions and policies on NSC-related matters, and NSC 
Background/Issue Books prepared for use by the Chairman, Jomt Chiefs 
of Staff Also, NSC memorandums directing studies and/ or relaymg NSC 
decisions for implementation that are circulated by a Service 
Memorandum mamtamed by NSC Affairs Office as the official record 
copy and NSC documents processed and mamtamed by combatant 
command as the record copy 

Z	 Jomt RequIrements OversIght CouncIl (JROC) Records - Policy,
 
procedures, and guidance relatmg to the jurisdiction, functions,
 
responsibilities, and organization structure of the JROC mamtamed by
 
the JOInt Staff as the official record copy
 

AA JOInt WarfightIng CapabilItIes Assessment (JWCA) and RequIrements 
GeneratIOn System (RGS) Process Records - Policies, procedures, and 
guidance relating to the JWCA and RGS process, their organizational 
structure, and relationship to the JROC mamtamed by the Jomt 
Staff/ combatant command as the official record copy; Chairman's 
Program Recommendation Memorandum and Chairman's Program 
Assessment mamtamed by the Jomt Staff as the official record copy, 
Official JROC decisional correspondence (JROC Memorandums) 
maintained by the Jomt Staff as the official record copy, Files relating to 
individual JWCAs and specific requirements generated mcluding mISSIOn 
need statement (MNS), capstone requirements document (CRD), 
operational requirements document (ORD), and bnefings and other 
matenals supportmg those documents mamtamed by the Jomt 
Staff/combatant command as the official record copy; Documentation 
reflecting JS/J-6 certification of MNSs, CRDs, and ORDs for 
conformance with Jomt C4/C4I policy and doctnne, architectural 
mtegnty, and mteroperability standards for all DoD C4I acquisitions 
maintained by the Jomt Staff as the official record copy; Documentation 
reflecting JS/J-4 certification of MNSs, CRDs, and ORDs for aviation 
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mumtions for cross-Service mteroperabihty and for all munitions for 
conformance with msensitive munitions design requirements mamtamed 
by the JOInt Staff as the official record copy (Note Also known as Functional 
Capabihties Board documents per CJCSI 3137 01) 

BB JOInt ExpenmentatlOn Records - Policies, procedures, and guidance 
relating to the Jomt Experimentation Program; FIles relatmg to oversight 
and assessment of joint experimentation that explore and access Jomt 
Vision concepts and desired operational capabilities In a future JOInt 
environment; Files relatmg to operational actrvrties and events regardmg 
the development and execution of the JOInt Experimentation Campaign 
Plan mamtamed by the Jomt Staff/ combatant command as the official 
record copy 

CC Combatant Command Commander I Deputy Commander IChIef of Staff 
Correspondence - Memorandums Issued/ signed by the 
commander / deputy commander / chief of staff of the combatant 
command, Command Pohcy Memorandums senally numbered, and 
Command Numbered Memorandums, correspondence, messages, 
bnefings, reports, and all related background matenal held by the 
designated office of record as the official record copy 

DO Combatant Command InstructlOns - Instructions contammg policies, 
procedures, and guidance for combatant command activrties maintamed 
by any combatant command activity as the official record copy 

EE	 Combatant Command Hlstoncal Records - Copies of recurrmg combatant 
command hrstories sent to the Jomt Staff in response to CJCSI 532001 

FF Combatant Command Hlstoncal Records - Special histoncal studies 
prepared by the combatant command maintamed as the official 
combatant command record copy; HIstorical documents in SCI and other 
special control channels mamtained by any combatant command activity 
as the official record copy; Oral historical records consisting of' ongmal 
recorded interview, first-draft transcription, final draft, correspondence 
with interviewees, release-to-pubhsh forms, and other documents 
relating to historical mterviews mamtamed by combatant command 
historical offices, Audio-visual records mamtamed by combatant 
command historical offices; Command emblem and heraldry consisting 
of: drawmg and documents descnbmg and chroruclmg the creation and 
evolution of the command emblem, flag, patches, and other heraldic 
Items maintamed by the OPR 

DIsposItion: PERMANENT. 
•	 Transfer paper records to the National Archives 25 years after cutoff, 

after declassification review 
•	 Pre-accessiomng - Transfer physical custody of electromc records to the 

National Archives for pre-accessrorung, see End A (#4), 5 years after 
cutoff. Transfer legal custody of electronic records to the National 
Archives 25 years after cutoff, after declassification review. 
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•	 Transfer audio-visual records to the National Archives 7 yrs after cutoff,
 
after declassification review, (36 CFR 1237.14)
 

•	 0000-04-K - Contact IMD for instruction on pre-1990 microfilm sets
 
pertammg to DJSMs.
 

on-Record Materials 
o 0-05 - Series Description 
Non- cord matenal mamtamed by any activity IS for reference purposes only.
 
Table O. lists non-record numbers from the previous edition of CJCSM
 
5760.01, 1. II. See enclosure D
 

0004-01 0020-0 0032-03
 
0005-03 0021-02 0033-02
 
0007 -03 002 1-04 0035-02
 
0013-04 0021-05 0035-05
 
0014-04 0021-13 0035-06
 
0015-03 0022-02
 
0008-03 0019-02
 

DisposItIon' TEMPORARY.
 
Destroy / delete when no longer needed for r
 

cord Exceptions 
00 -06 - Series Description 
Except s are for records that do not fall under the 6 months, 3 year, 7-10 
years, or anent dispositions. Table 0.2 lists the following descriptions and 
dispositions t tare authonzed by the previous CJCSM 5760 01 Vol. II and are 
still m effect. 

Table 0.2 Exce 

! Cut off annually, hold 7 years, 
Numbered memorandums I then retire by CY block to JS , 
99999) relaymg mformation 0 RHA Destroy/delete by CY block : 
admmistratrve nature and conside :,20 years after cutoff. I. 
temporary, non-record matenal I fY'e'1lcJIISlt 
mamtamed by RRC Br 

B SJS Memorandums - Mamtamed by ClI.rfrlyeJ
 
RRCB Branch as the official JS 

,
 

(see IRecord copy but do not pertam to a CrclrI ~'i1) JS Action (SM's functionally filed In 

RRCB) I 

C-11	 ure C 



- - - - -

- - - - - - - - -

- - - - - -

CJCSM 5760.0 lA, Vol II 
1 Sept 2011 

ervlce Memorandums Planner's Review annually, purge
 
m mo fhmSIes - received and extraneous papers and duplicate
 
mal tained by the JS action officer copies, and incorporate
 

, background matenals pertammg 
to official actions into official JS 
case file. Destroy/delete other 
matenals when no longer 

i needed--except that NATO 
: documents will be disposed of in 
: accordance WIth the appropnate 
: 0811 category number and 
Umted States Secunty Authonty 
for NATOAffairs (USSAN) 1-69

o	 Combatant Cornman Istoncal Apply appropnate General 
Records - Historical pro erty Records Schedule 
accoun ts consistmg of: f ding, I

I 

contracting, audit, accessi mg, :~1·UIJ.rI~ 
display, and other documen I!rr~v~Jbooks, Journal, art, artifacts, odels,
 
and other Items under the pu .ew of ( f~1l
 

historians maintained by comba nt UlJ HWCflk)
command historical offices 

I 

_-,- __ . . 1i	 \ 

E	 Combatant Command HIstorical I Destroy/delete when no longer 
Records - Recurnng command I eeded 
histories prepared by the combatant 
command In compliance with CJCSI 
5320 01 on the mISSIOns,functions, 
operations, and activities of the 
command or agency mamtamed as 
the official combatant command 

____!:~~~_rcJ~QQY	 _ 

F	 Combatant Command Histoncal 
Records - Donated personal papers 
and other matenals consisting of: 
correspondence, logs, photographs, 
and other documents donated to 
combatant command history offices 
maintamed by combatant command 
historical offices 
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G stracts of JS Pa ers	 Cut off annually, venfy database' 
oncise summary of the contents of : and hold 15 years, then retire by i 

all papers and related documents : CYblock to JS RHAfor ' 
(CMs, DJSMs, SMs, MJCSs, JAIs, microfilming When microfilmed, 
Pubs, OPs, Weapons Systems : destroy/delete origmals. Retain 
Evaluati n Group reports, National i one set of microfilm at R&ABr 
Secunty ouncil [NSC]documents, I until no longer needed 
Concept PI ns, Operations Plans, : Exceptions: pre-1964 abstracts 
messages, e ) used for data input microfilms - transfer to NARAas 
into EFS and y staff and action permanent records 25 years 
officers for rese rch purposes after cutoff, after declassification 
Which are· final r permanent review; 1964-1966 abstracts -
abstracts (JOInt I ormation Search Introduce to JISR system and 
and Retneval Data se [JISR] Form I destroy/delete originals after 
3) indexed by JS pap r (green paper) : database verification and 
number microfilrmng. Database 

: disposition IS in accordance with 
I 1000 senes Authonty: Nl-218-
I

: 00-1 Item 14 
! 

H	 For The CJCS Messages - I Disposition IS that of the
 
Outgoing electncal messages appropnate functional file.
 

,implementing decisions m the n me Authonty: NCl-218-84-1Item 
I

of the Chairman of the Jomt Chie of' 67 f~eV1Ou.r/~Staff or Jomt Staff and/ or are 
released under the authonty ~frY7JV~ 
delegated In CJCSI 5711 01 tree 
Comeback copies mamtamed by the ~\IOIf~/ff)message originator and filed m
 
appropnate functional files
 
corresponding to the particular ,
 
subject
 I	 I~-~~=~-=~~~~--~=~-=~-	 -----1----------------	

• 

-~t--------~-=~~==~=~---JS Number JOInt ActIOnDIrectIves - : Cut off en action is 
Action or standing directrves 'complete superseded, obsolete, 
Consisting of: senally numbered or canceled. Hold 1 year, then 
documents pubhshed in accordance destroy / dele Earlier 
JSI 5711 Oland used for assigning destruction IS uthonzed. 
actions wrthm agencies and i Authonty. Nl-2 8-86-1 item 18 
requesting coordination and/ or I 
collaboration externally. Formerly, ' 
directives were printed on blue paper 
(blue bullet) for Service coordination 
and yellow I>ap_~(y~l!Q~J?ullet)for 
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ency coordmation and/ or
 
collaB ation only. Serial numbers
 
are deter med by the method in
 
which the a on IS initiated (by a JS '
 
actIOn--J-520 100/D; by other
 
than a JS action-: -1 1234-83/D)
 

prt'v iov.rly
J	 JCS/JS HIstOrieS- Oral istorical I Cut off annually, hold 25 years, 

Records - which are all oth i then destroy/delete. tt.rf~J 
maintained by any activity ,tree 

( WJJ.rWCt'~) 

K	 Combatant Command HIstOrical ,t 
-

off annually, 
-

hold 25 years, 
Records - all other Items mamtamed ; the destroy/delete 
by any activity 
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0100 SERIES BUCKET SCHEDULE 
Organization, Manpower, Committee and Board Records 

ThIS schedule provides disposition authorization for records that pertam to the 
Organization and Manpower functions of the JOInt Staff and Combatant 
Commands. ThIS Includes, but IS not hmited to, records and information 
regarding organizational plannmg and structure; organizational charters that 
authorize and defme the scope of authonty, pnmary functions, and 
organizational relationships of directorates or agencies within the Jomt Staff or 
Combatant Commands, Manpower Management and Umt Mannmg 
Documents; Records and mforrnation contamed m the Manpower Personnel 
Information System (MAPIS)and Jomt Manpower Program documentation. 
ThIS senes also covers Committee and Board records relatmg to the 
estabhshment, organization, membership, and policy of comrmttees /boards 
that are either permanent or temporary in nature. 

SERIES NOTES: 

1. Action Officer Case FIles. Copies of action officer case files are non-records. 
Background matenals pertammg to Official case files shall be retained m 
accordance with 0000 bucket senes m the front of this manual. Workmg 
papers shall be retained In accordance with the 0900-02, Workmg Papers and 
Office Admmistratrve Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide mstructions on. 

a. Disposition Schedule BIg Buckets, See A-I
 

b Disposition Detail Descriptions and Authorrties, See A-I
 

c. FYICY Cutoff Instructions, See A-2
 

d Pre-accessionmg, See A-3
 

e. Media Neutral Dispositions, See A-3 

f. SCI Matenal, See A-3 

g. NATOMaterial, See A-3 

h. Event-Driven Records, See A-3 

1. Flexible Scheduling, See A-4 

J.	 Electronic Information Systema/Electromc Feeder Systems (EIS/EFS), 
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See A-4 

Short-Term Records (6 months) 
0100-01 - Series Description 

Short-Term records (180 days or less) related to Organization, Manpower, 
Committees and Boards are records WhIChhave mirumal or no documentary or 
evidential value. Examples are: routine requests for information or publications 
and copies of rephes which require no administrative action, no pohcy decision, 
and no special compilation or research for reply; records documenting routine 
actrvrties containing no substantive information, such as routine notifications 
of meetings, scheduhng of work-related trips and VISItS,other scheduhng 
related activities. These records mclude but are not limited to: 

A	 UnIt MannIng Documents (UMDs) - UMD's consisting of: manpower 
document and monthly strength report forwarded to OSD and other 
activities maintamed by personnel office as the official record copy. 

DISpOSItIOn:TEMPORARY.
 
Destroy / Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
0100-02 - Series Description 
Records related to Organization, Manpower, Committees and Boards that 
document routine adrrnmstrative and organizational decisions, actions, and 
processes of the Jomt Staff and combatant commands. Records Include but 
are not hrrnted to: 

A	 OrganIzation Plannmg - Requests from directorates or agencies of the 
Joint Staff or combatant commands for organizational changes 
consisting of background papers, coordination, proposed mputs, drafts, 
charts, and related papers received by personnel office for staffing and 
approval for publication m agency organizational documents; Origmal 
documents m WhIChall data have been converted to microform 
maintained by any JS/combatant command activity 

B	 CIVIhan posItIOn structure - Consistmg of. information reflectmg the 
civilian position structure of each organizational segment mcludmg 
individual organizational folders contammg position structure charts, 
summaries and survey hsts, Job descriptions, target transition plans, 
evaluation statements, and similar mforrnation mamtamed by any 
JS / combatant command activity as the official record copy 

C	 Manpower Management - Chronological file (audit trail] of documents 
that approve the addition, redistnbution, and/ or deletion of manpower 
authorizations for the Joint Staff and combatant commands mam tamed 
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by any JS/combatant command activity as the official record copy, 
Documents/forms requesting changes in directorate or agency manrung 
positrons consistmg of requests for billet adjustment, memorandums, 
working papers, justifications, and related documents used to document 
changes to billets. Used to effect change in Unit Mannmg Document 
posrtions mamtamed by any JS/combatant command activity as the 
official record copy, Computer data for urut and position manpower 
authorizations for all fiscal penods in the current manpower program, 
the last day of each calendar month (fiscal year), Crvilian pOSItIOn 
statements prepared for all civilian positions and individually for vacated 
positions before they may be filled maintamed by personnel office as the 
official record copy 

D	 UnIt MannIng Documents (UMDs)- Input documents that affect changes 
to UMDs consistmg of. duty assignment memorandums, duplicate 
request forms, SF 52s, cut sheets, memorandums, and other 
correspondence mamtamed by any Jomt Staff/ combatant command 
activity as the official record copy; Manpower information and feeder 
reports mcludmg any other urut mannmg reports mamtamed by any 
activity (e g personnel statistical reporting] that are not year-end reports. 

E	 CommIttee and Board Records - Records relating to the establishment, 
organization, membership, and policy of comrrnttees /boards that are 
temporary in nature (not mandated by pubhc law or executive order) 
mamtamed by the comrmttee /board secretanat as the official record copy 
(NOTE For records created by Advisory Commissions, Committees, Councils, Boards 
and Other Groups Estabhshed under the Federal Advisory Committee Act (FACA)see 
GRS 26, Item 2(b) or GRS 26, Item 2(c)) 

F	 CommIttee Management Officer Control FlIes - Consisting of: morntormg 
and control case files of records relating to the approval, establishment, 
review, and termmation of individual boards Zcommittees held as official 
records. (NOTE For committees created under the Federal Advisory Committee Act 
(FACA)see GRS 26, item 4) 

G	 OrganizatIOn and Manpower General Correspondence FIle - General 
organization and functions correspondence files consistmg of' routme 
comments on regulations, directives, or other publications prepared by 
another office WIth chief responsibility; program and budget documents; 
management Improvement reports, cost reduction reports, and 
comparable information submitted to offices in charge of these functions, 
routine or general requests for information and replies; informal reports 
WIth related information; general recommendations and suggestions WIth 
all types of transmittals; other transactions of a general, routme, and 
admmistrative nature; and other information relating to organization and 
functions which cannot logically be filed WIth the detailed record senes 
listed below maintained by any JS/combatant command activrty as the 
official record copy 
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DISposItIOn· TEMPORARY. 
Destroy / Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
0100-03 - Series Description 
Records WhIChdocument the Organization, Manpower, Committees and Board 
Program/ Operations, management processes, and on-gomg activities of the 
JOInt Staff and combatant commands Records Include but are not limited to. 

A. Manpower Management	 - Manpower authonzations as of the last day of 
each fiscal quarter 

B. Manpower Management	 DecIsIOn Package Sets - received from OSD or 
other activity estabhshmg manpower authorizations for the JOInt Staff 
and combatant commands consisting of: documents received from Office 
of ASD/Personnel and Readiness and/or other activities providing 
approval of individual requests for mcreasmg or decreasing manpower 
authorizations within the JS and combatant command directorates and 
agencies mamtamed by any JS / combatant command activity as the 
official record copy 

C. Unit MannIng Documents	 (UMDs) - Consisting of: information and feeder 
reports used to report workforce actual strength utihzation data and 
expense data Including work reports, consolidations, extracts or 
tabulations thereof, and similar reports, year-end reports 

DIsposItIon: TEMPORARY.
 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff.
 

Permanent Mission and Function Records (Permanent) 
0100-04 - Series Description 
This senes contains records related to Organization, Manpower, Committees 
and Boards that document policies, plans, procedures, and significant 
activities of the JOInt Staff and combatant commands WhIChhave permanent 
historical value. These records document key actions, decisions, functions, 
and operations relatmg to the mISSIOnof the organization. Records Include but 
are not hrmted to· 

A	 OrganIzatIOn PlannIng - Documents relating to the estabhshment of and 
changes In organization functions and relationships of directorates 
and/ or agencies, consistmg of documents relating to overall functions 
and mISSIOns;copies of organization and functions plans, manuals, and 
charts; copies of published directives implementmg establishment or 
changes; and coordmation papers with the agency head (e g. Chairman, 
Joint Chiefs of Staff; DIrector, JOInt Staff; commander/deputy 
commander, combatant command) and the personnel office indicating 
their approval for organization changes mamtamed as the official record 
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copy. (Note For microforms, transfer one silver halide microform set and one diazo or 
vesicular copy) 
OrganizatIOn Charters - Documents that authonze and define the scope 
of authority, pnmary functions, and organizational relationships of 
directorates or agencies of the Jomt Staff and combatant commands 
maintamed by any JS/combatant command activity as the official record 
copy 
OrganIzatIOn Structure - Documents, charts, pubhcations, and 
background matenals pertammg to the Office of the Chairman, Jomt 
Chiefs of Staff; Jomt Staff; or the combatant command organization 
structure mamtamed by any JS/combatant command activity as the 
official record copy 
Manpower Management - Manpower authorizations as of the last day of 
each fiscal year 
Manpower and ProductIvIty Enhancement StudIes - Manpower 
requirements cntena development files for combat support 
Jomt Manpower Program (JMP) - Documentation reflectmg an activity's 
mission, function, organization, current and projected manpower needs, 
and, when apphcable, It'S required mobilization augmentation. A 
recommended JMP also Identifies and Justifies any changes proposed by 
the commander or director of a jomt actrvrty for the next 5 FYs 
maintained by RRC Br as the official JS record copy (fiscal year) 
InternatIOnal Jomt Board FlIes - Information on the actrvrties of the US 
sections of mternational boards estabhshed by the International Jomt 
Commission at the request of the Government of the United States and 
Canada or MeXICOto conduct special studies and mvestigations 
concerning boundary waters. Included are mmutes of board meetmgs, 
pubhc notices, transcnpts of pubhc heanngs and proceedmgs, board 
progress reports to the International Joint Commission, instructions and 
pohcy statements, reports of mspection trips, supplemental reports, final 
reports of boards and the International Jomt Comrmssion, and related 
information mamtamed as the official record copy; Files at office of board 
chairperson or secretanat, whichever IS office of record, and office of 
members m WhICha foreign government IS secretanat 
Committee and Board Records - Records relatmg to the estabhshment, 
organization, mernbershrp, and pohcy of comrmttees /boards that are 
permanent In nature mcludmg charters, terms of reference, agreements, 
and directives pertammg to their operation - consistmg of: case files of 
each approved committee mcludmg but not hrruted to directive or charter 
establishing the committee, resume of major pomts of Interest 
concernmg committee heanngs and ItS general operations, terminatmg 
directive, and final committee report and findmgs (NOTE For records 
created by Advisory Commissions, Committees, Councils, Boards and Other Groups 
Estabhshed under the Federal Advisory Committee Act (FACA)see GRS 26, Item 2(a)) 
(Note See 0028 senes for JROC charter records) 
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DisposItIon· PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review Transfer physical custody of electronic records to the 
National Archives for pre-accessiornng, see End A (#4), 5 years after cutoff 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review 

-Record Materials 
010 5 - Series Description 
Non-Reco matenal mamtamed by any activity IS for reference purposes only.
 
Table 1.1 hst n-record numbers from the previous edition of CJCSM
 
5760.01, Vol. II. e enclosure D
 

Table 1.1 Non Records
 
0101-03 0104-04 0106-
0101-05 0104-09 0106-04
 
0102-02 0105-02 0107 -03
 
0103-02 0105-03 0109-03
 

DisposItIon. TEMPORARY.
 
Destroy / delete when no longer needed for reference.
 

cord Exceptions 
010 6 - Series Description 
Exceptio are for records that do not fall under the 6 months, 3 year, 7-10 
years, or Per nent dispositions, Table 1.2 lists the following descnptions and 
dispositions that: e authonzed by the previous CJCSM 5760 01 Vol. II and are 
still in effect. 

Table 1 2 Exce 
, ' Di.$' ositions ' 

A	 Cut off on completion of JMP
 
action, hold 5 years, then
 
destroy / delete.
 

8	 OrganizatIOn and Manpower General ~ff~ 
Correspondence - Matters relatmg to lieeorgamzation and functions that are
 
received for mformation only, on cYU[J'-

which no action IS required ~&flh)

consistmg of: cards, listmgs, indexes,
 

C-20
 



CJCSM 5760.01A, Vol. II 
1 Sept 2011 

r other Items which are created
 
s ely to facilitate or control work,
 
ext copies of actions maintamed by
 
actio officers, duplicate copies of
 
actions ccumulated by supervisory
 
offices (e tabhsh and keep only when
 
necessary), notes, drafts, feeder
 
reports, an imilar workmg
 
Information g hered for preparation
 
of an action rna tamed by any
 
JS/combatant co mand activity as
 
the official record c y
 

C	 Man ower and Produc VI I Destroy/delete when superseded 
Enhancement Studies - , by a like surveyor study, or 
created In connection wit manpower when no longer needed, 
surveys and studies covenn whichever IS later 
personnel authorizations, rna nmg p~"tO'v.;f~levels, manpower analysis and 
requirements, workload and f'tffYjJwd
performance measures, staffing 'I

'(reestandards, and related 
documentation ~rf-

- W't414)D	 Conference Records - Records off on termination of 
pertaming to office participation in I con renee and mcorporate mto 
conferences, meetings, and similar I apphc ble functional files for 
activities consisting of agendas, , disposi .on In accordance 
meetmg notes, and hke matenals with mst ctions for that 
mamtamed by conference particular e Authority: NC1-
participants as the official record 218-84-1Ite 517 
copy 
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0200 SERIES BUCKET SCHEDULE 
Personnel I Payroll 

ThIS schedule provides disposition authorization for records that pertain to the 
Personnel I Payroll functions of the Joint Staff and Combatant Commands. 
Records Include, but are not hmited to, areas such as Personnel performance, 
Wages, Payroll correspondence, and Personnel leave records (MIl& Civ); 
Counsehng, Personnel conduct, Promotion Idemotion, General and rmhtary 
awards, and GOIFO nommations; Trammg records (MIl & CIV);TIme and 
attendance records, Equal Employment Opportunity (EEO), Personal and 
occupational injury, Financial disclosure, Federal workplace drug testmg, 
Political activity of federal employees, and DIrectory service. 

Records from the preuious edition of CJCSM 5760 01 Vol. II with notes regarding 
the Office of Personnel Management (OPM) or the Official Personnel Folder (OPF) 
are still In effect and are listed In the sub-senes buckets below. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertammg to Official case files shall be retamed In 
accordance with 0000 bucket series in the front of this manual. Workmg 
papers shall be retamed in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Privacy Act: If Privacy Act Notice has been processed, apply apphcable 
Privacy Act Number, If notice has not been processed, follow JS/combatant 
command Privacy Act Program procedures to secure one 

3. Refer to Enclosure A of this document for volume-wide mstructions on' 

a. Disposition Schedule BIg Buckets, See A-I
 

b DISPOSItionDetail Descriptions and Authorities, See A-I
 

c. FYICY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3 

e. Media Neutral Dispositions, See A-3
 

f SCI Material, See A-3
 

g. NATOMaterial, See A-3 
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h. Event-Dnven Records, See A-3 

i. Flexible Schedulmg, See A-4 

J. Electronic Information Systema/Electroruc Feeder Systems (EIS/EFS), 
See A-4 

Short- Term Records (6 months) 
0200-01 - Series Description 
Short-Term records (180 days or less) related to Personnel/Payroll are records 
WhIChhave rrurumal or no documentary or evidential value. Examples of Short-
Term records include, but are not limited to: routme requests for information 
or publications and copies of rephes which require no administrative action, no 
pohcy decision, and no special compilation or research for reply, records 
documenting routme activities contammg no substantive information, such as 
routine notifications of meetmgs, schedulmg of work-related tnps and VISItS, 
and other scheduhng related activities. 

A	 IntervIew Records - Correspondence, reports, and other records relatmg 
to interviews WIth employees mamtamed by any JS/combatant 
command activity 

B	 Correspondence and Forms - DIsplaced Employee Program (DEP) 
Information and rosters reflectmg application and registration of 
mdividuals eligible to participate m DEP mamtamed by any 
JS/combatant command activity as the official record copy. (See senes 
note #2 - Pnvacy Act) 

C Correspondence and Forms - All other miscellaneous correspondence 
and forms maintained by any JS/combatant command activity 

D	 PromotIOn and DemotIOn Records - Promotion eligibility rosters 
consistmg of. documents relatmg to individuals eligible for consideration 
for promotion mcludmg recommendations, hsts, and similar information 
maintamed by any JS/combatant command activity, Centrahzed and 
serm-centrahzed selection board reportmg files consistmg of: documents 
relatmg to consideration and selection of officers, warrant officers, and 
enhsted personnel for promotion, reduction, removal from promotion 
lists, and ehmmation mcludmg selection hsts, board proceedings, 
appomtments of board members, votmg results, and similar or related 
documents at other offices (See senes note #2 - Pnvacy Act) 

E	 DIrectory ServIce - Correspondence, forms, and other records relatmg to 
the compilation of directory service hstmgs mamtamed by personnel 
office as the official record copy 

DISPOSItion:TEMPORARY. 
Destroy/Delete 6 months after cutoff. 
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Working Papers & Office Administrative Records (3 years) 
0200-02 - Series Description 
Records related to Personnel/ Payroll that document routine admirustratrve and 
organizational decisions, actions, and processes of the JOInt Staff and 
combatant commands. Records mclude but are not hrmted to: 

A	 General Personnel Correspondence - Correspondence, reports, 
memorandums, and other records relatmg to the general 
adrrurustration and operation of crvihan and rmhtary personnel 
functions, excluding records specifically descnbed elsewhere in this 
schedule and records mamtamed at agency staff plannmg levels 
mamtamed by agency personnel function as the official record copy 

B	 Payroll Correspondence - Correspondence between agency and payroll 
processor regardmg general routme adrmmstratrve Issues, mcludmg 
wage grade Job matters, that do not relate to individual payments 
mamtamed by any JS / combatant command activity; Differential and 
allowances consisting of. information to assist overseas civilian 
personnel offices to document employee eligibility for foreign post 
differential and foreign quarters and post allowances, mcludmg SF 
1190 (Foreign Allowances Application, Grant, and Report) and similar 
information mamtamed by any JS/combatant command activity (fiscal 
year) 

C	 Employee Performance FIle System Records (Non-SES) - Appraisals of 
unacceptable performance of non-seruor executive service (SES) 
appointees (5 USC 4301[2]) where a notice of proposed demotion or 
removal IS Issued but not effected, mcludmg all related documents 
mamtained by any JS / combatant command activity 

D	 PromotIOn and Internal Placement Records - Notification of personnel 
action (SF 50) consisting of' chronological files, and all other copies, 
documentmg promotions and transfers (m and out) that are 
mamtamed m personnel office. 

E	 Federal Employees' Retirement Records (FERS)I CIvIl ServIce 
Retirement System (CSRS) - General correspondence and subject files 
consisting of. files relatmg to general administration and operation of 
FERS/CSRS mcludmg coverage, basic annurty, death benefits and 
refunds, disability, and debt collection mamtamed by any 
JS/combatant command activity 

F	 FERS/CSRS - Records and forms pertammg to an employee's transfer 
to FERS, participation m the thnft savmgs plan, and eligibility to retire 
main tamed by any JS / combatant command activity; Retirement 
assistance files consisting of: correspondence, memorandums, annuity 
estimates, and other records used to assist retmng employees or 
survivors claim msurance or retirement benefits mamtamed by any 
JS/combatant command activity 
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G Correspondence and Forms - Relatmg to pendmg personnel actions 
maintained by any JS/combatant command activity as the official 
record copy, Retention registers from which reduction-in-force actions 
have been taken consistmg of. information showing retention groups of 
employees accordmg to tenure, length of service, performance ratmgs, 
and veteran's preference mamtamed by any JS/combatant command 
activity as the official record copy 

H Equal Employment Opportumty (EEO) Records - Prehrmnary and 
background consistmg of: background records not filed m the official 
discrimmation complamt case files mamtamed by any JS/combatant 
command activity; EEO general files consisting of: general 
correspondence and copies of regulations with related records 
pertaining to the Civil RIghts Act of 1964, EEO Act of 1972, and any 
pertinent future legislation, mcludmg agency EEO Committee meetmg 
records, mmutes, and reports maintamed by any JS/combatant 
command activity as the official record copy 
Personnel Counselmg Records - Reports of interviews, analyses, and 
related records mamtamed by supervisors 

J	 Adverse and Performance-Based ActIOns - Adverse action files (5 CFR 
752) and performance-based actions (5 CFR 432) consistmg of· case 
files and related records created in reviewing any adverse action 
(disciphnary or nondisciphnary removal, suspension, leave without 
pay, reduction In force) agamst an employee The file mcludes a copy of 
the proposed adverse action with supportmg papers, statements of 
witnesses, employee's reply, heanng notices, reports and decisions, 
reversal of action records, and appeal records, excludmg letters of 
reprimand mamtamed by the Jomt Staff/ combatant command (Note 
Official record copy 1S mamtamed by servicing crvihan personnel office) 

K	 CivIlIan Leave ApplIcatIOn - Mamtamed by any activity as the official 
record copy and the time card has not been mrtialed by the employee 

L	 Wage Survey FIles - Wage area surveys consisting of: wage change 
survey computation forms, specifications, recommendations, and 
related correspondence mamtamed by any JS / combatant command 
activity 

M	 SupervIsor Employee Records - Records of civilian employees' Job 
history, training, personnel actions, etc., that are not appropnate for 
the Official Personnel Folder (OPF) or are duphcates of same 
maintained by supervisors 

N	 WIthholdIng of withm-grade mcrease (WGn Records - FIles concernmg 
an employee's performance ratmg of record wrth work examples which 
establish less than fully successful performance, notice of withholding 
of WGI, employee's request for reconsideration of denied WGI, and 
decision concernmg such a reconsideration request mamtamed by any 
JS / combatant command activity 
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o	 IncentIve Awards Program Reports - Reports pertammg to the operation 
of the Incentive Awards Program mamtained by any JS/combatant 
command activity 

p	 Employee Awards FIles - General awards records, excluding those 
relating to department-level awards consisting of: 

1. Case files mcludmg recommendations,	 approved nominations, 
correspondence, reports, and related handbooks pertammg to 
agency-sponsored cash and non-cash awards such as mcentive 
awards, within-grade ment increases, suggestions, and 
outstanding performance mam tamed by any JS / combatant 
command activity; 

2. General awards	 records consistmg of correspondence pertammg to 
awards from other Federal agencies or non-Federal organizations 
mamtamed by any JS/combatant command activity; 

3	 Length of service and sick leave awards files consistmg of: 
correspondence, reports, computations of service and sick leave, 
and lists of awardees mamtamed by any JS / combatant command 
activity; 

4. Correspondence	 relating to the administration of awards to 
employees for suggestions, acts, or supenor accomplishments that 
have contnbuted to outstanding efficiency and economy In the 
operation of an agency and letters of appreciation or 
commendation for an individual or an organizational element 
mamtained by personnel office and other agency activities as the 
official record copy, 

5. Awards board Zcomrmttee member appointments,	 records relating 
to establishment and policy of the board/ committee that are 
temporary in nature, and board or comrmttee proceedings 
mamtamed by personnel office and other activities as the official 
record copy; 

6	 Records reflectmg the ongin of the award, copies of general orders, 
the citation, recommendation, and approval of the award and 
proceedings of the agency's awards board mamtamed by personnel 
office as the agency's official record copy 

Q OffIcIal MIlItary Personnel Records - Out-processing files consrsting of: 
documents used to control and account for Military Personnel Record 
Jackets dunng processing for transfer or separation mcludmg logs, 
registers, and SIgn-out sheets mamtamed by any JS/combatant 
command activity 

R JCS IdentIficatIOn Badge - Exceptions to policy, copies of orders, and 
related documents maintained by personnel office as the official record 
copy 

S	 MIlItary Awards (Personal) - Service component personal awards 
consisting of documents relatmg to recommendation, review, and 
approval or disapproval of service component awards for individuals, 
including requests and related information and the 
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approved Zdisapproved award mamtamed by any JS/combatant 
command activity. (See series note #2 - Pnvacy Act) 

T	 MIlItary Awards (Programs) - Outstandmg mihtary personnel programs, 
e.g., outstandmg Noncommissioned Officer/Enhsted Award, .Juruor 
Officer of the Quarter, and similar military personnel recognition 
programs consisting of: personal data, letters of nommation, mmutes of 
meetmgs, photographs, and related papers concernmg selected and 
non-selected nominees mamtamed by any JS/combatant command 
activity 

U MIlItary AssIgnment Documents - Requismon documents and 
nomination packets held by personnel office as the official record copy 

V Military Trammg Program Records - Background and workmg files 
maintained by any JS/combatant command actrvity. (Note For records of 
formally established schools WhIChtram agency personnel m specialized program 
areas such as law enforcement and national defense, submit an SF 115 through the 
JSRM to NARAfor drsposmon authonty) 

W	 CivIlIan Trammg Program Records - Background and workmg files 
mamtamed by any JS/combatant command activity; Records relatmg 
to the Presidential Management Intern Program established by 
Executive Order (EO) 12008, August 1977 consistmg of: files relatmg to 
the general adrrunistration and operation of the Presidential 
Management Intern Program includmg special career programs and 
executive development programs mamtamed by any JS / combatant 
command activity 

X	 Alternate Work Schedule Records consisting of: documents showmg 
alternative work schedules such as flexitime and compressed 
schedules mamtamed by any JS/combatant command activity 

y	 Personal Ill]ury FlIes - Forms, reports, correspondence, and related 
medical and mvestigatory records relating to on-the-Job mjurres, 
whether or not a claim for compensation was made, excludmg copies 
filed In the Employee Medical Folder and copies submitted to the 
Department of Labor mamtamed by any JS / combatant command 
activity 

Z	 Federal Workplace Drug Testmg Program FlIes - Drug testmg program 
records created under EO 12564 and PL 100-71, Section 503 (101 Stat 
468), mcluding annual reports to Congress as required by PL 100-71, 
Para 503(f), excluding consohdated statistical and narrative reports 
concerrung the operation of agency programs and the program records 
ofOPM; 

1. Consisting	 of drug test plans and procedures wrth related drafts, 
correspondence, memorandums, and other records pertammg to 
the development of procedures for drug testmg programs, mcludmg 
the determination of testing incumbents m designated posrtions, 
excludmg documents that are filed in records sets of formal 
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issuances (directives, procedures, handbooks, operating manuals, 
and the hke) maintained by any JS/combatant command activity; 

2. Selection/ schedulmg	 records consisting of records relating to the 
selection of specific employees/ applicants for testing and the 
schedulmg of tests including lists of selectees, notification letters, 
and testing schedules mamtamed by any JS/combatant command 
activity: 

3. Federal Workplace Drug Testing Program FIles - Records relating to 
the collection and handling of specimens consrstmg of permanent, 
bound record books contammg identifying data on each specimen 
as recorded at each collection site In the order In which the 
specimens were collected mamtamed by any JS / combatant 
command activity; 

4. Federal Workplace Drug Testing Program Files - Chain of custody 
records consisting of forms and other records used to maintam 
control and accountability of specimens from the point of collection 
to the final dISpOSItIOnof the specimen mamtamed by any 
JS / combatant command activity 

AA	 Federal Workplace Drug TestIng Program FIles - Negative test results 
maintained by any JS/combatant command activity (Note: DIspose of 
any records covered by GRS 1 Items 36a-e that are relevant to litigation 
or disciplmary actions no earlier than the related htigatron or adverse 
action case file(s) 

BB	 Alternate Workslte Records - Unapproved requests maintained by any 
JS/combatant command activity, Forms and other records generated 
by the agency or the participating employee evaluating the alternate 
worksite program mamtamed by any JS / combatant command activity 

CC	 PolItical ACtiVItyof Federal Employees - Holding state or local office 
records mcludmg reports, correspondence, and related matenal 
required to be filed by any CIVIlIanemployee holding any state or local 
public office or appomtment consistmg of: any information concerning 
such office or appointment filed by another person or entrty mamtamed 
by any JS/combatant command activity 

DISpositIOn: TEMPORARY
 
Destroy / Delete 3 years after cutoff.
 

Management and Program/Operations Records (7-10 years) 
0200-03 - Series Description 
Records WhIChdocument the Personnel and Payroll Program/ Operations, 
management processes, and on-going activities of the JOInt Staff and 
combatant commands. Records Include but are not lirmted to. 
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A	 Payroll Correspondence - Information for a ment pay unit listmg 
covered employees consistmg of' irutial salary, computation of funds for 
the urut, salary Increases granted automatically, ment pay mcreases 
granted based on pomts received from a performance appraisal ratmg, 
and similar information mamtamed by any JS/combatant command 
activity. (See senes note #2 - Pnvacy Act) 

B	 Payroll Correspondence - Pay records govermng the establishment and 
mamtenance of domestic and overseas allowances and differentials, 
agencies, and employees affected mamtamed by any JS / combatant 
command activity 
Employee Performance FIle System Records 

l. (Non-SES) All other performance plans' and ratmgs mamtamed 
by any JS/combatant command activity; 

2	 (SES) - All other performance plans and ratings mamtamed by 
any JS/combatant command activity; 

3.	 (Non-SES) Supportmg documents mamtamed by any 
JS / combatant command activity; 

4.	 (SES) - All other performance appraisals, along WIthJob elements 
and standards (Jobexpectations) upon which they are based, 
excludmg those for SES appomtees servmg on a Presidential 
appomtment (5 CFR 214) mamtamed by any JS/combatant 
command activity: 

5.	 (SES) - SES members' performance records consisting of: SES 
evaluation summary and objective performance record sheets 
maintamed by any JS/combatant command activity: 

D	 Employee Performance FIle System Records (SES) - SES, scientific and 
technical, and supergrade files consisting of' information concerning 
SES, scientific and techmcal, and supergrades generated accordmg to 
5 USC 3104, 3131, and 3324 mcludmg copies of posrtion descriptions, 
pOSItIOnevaluations, and data on present posrtion mcumbent such as 
individual's qualifications, promotions, and awards at the office WIth 
responsibility to momtor and control SES career related records 
general position documentation (See senes note #2 - Pnvacy Act) 

E	 Employee Performance FIle System Records (SES) - Information relatmg 
to current position mcumbent maintained by any JS/combatant 
command activity 

F	 FERS ICSRS - Appeals pertaimng to FERS error corrections mamtamed 
by any JS / combatant command activrty 

G	 Equal Employment Opportumty (EEO) Records - EEO complamt cases 
consisting of. information reflectmg complamts of personnel and Job 
applicants concermng EEO cases resolved WIthin the agency by the 
EEO Commission or by a US Court mcludmg complaints, trarisrmttal 
letters, Investigative data and summanes, findmgs of fact statements, 
exhibits, reports, copies of decisions, final disposition reports, records 
of heanngs and meetmgs, acceptance statements, withdrawal notices, 
and similar information at office havmg agency-wide responsibility, 
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Affirmative Action Plan (AAP)consistmg of. consohdated AAPand 
related feeder documents mamtained by any JS/combatant command 
activity as the official record copy, Surveys consisting of: surveys on 
Implementation and effectiveness of EEO programs mcluding reviews, 
appraisals, recommendations, final survey reports, and similar 
information main tamed by any JS / combatant command actrvrty; 
Reports of on-site reviews of AAPmamtained by any JS/combatant 
command activity as the official record copy 

H	 Labor Management RelatIOns Records 
1. General and	 case files consisting of: correspondence, 

memorandums, reports, and other records relatmg to the 
relationship between management and employee unions or other 
groups office negotiating agreement; 

2.	 Labor arbitration general and case files consisting of: 
correspondence, memorandums, reports, unit certifications, 
negotiated agreements, and case files (such as unfair labor 
practice charges, negotiability disputes, unit clarification or 
decertification petitions) relating to labor arbitration cases 
maintained by any JS/combatant command actrvrty, 

Labor Management RelatIOns Records 
1. Memorandums	 of agreement under labor management relations 

consistmg of: mitial union proposals, counter proposals, working 
documents, and approved agreements mamtamed by any 
JS / combatant command activity; 

2	 Annual report of union recognitions consisting of: report and all 
backup matenal mamtamed by any JS / combatant command 
activity; 

3.	 Unfair labor practice complaints consisting of: mitral complamt, 
case record, and decision at Central Personnel FIles 

J	 Joint ChIefs of Staff (JCS) IdentificatIOn Badge - General/ special orders, 
amendments, and memorandums Issuing permanent award of the JCS 
Badge maintained by personnel office as the official record copy 

K	 MIlitary ASSIgnment Documents - Pohcy matters pertaming to military 
assignments mamtained by any JS / combatant command activity as 
the official record copy 

L	 MIhtary Traming Program Records (Gov't Training) - General file of 
agency-sponsored trammg, excludmg record copy of manuals, syllabi, 
textbooks, and other trainmg aids developed by the agency consistmg 
of. correspondence, memorandums, agreements, authorizations, 
reports, requirement reviews, plans, and objectives relating to the 
estabhshment and operation of trammg courses and conferences 
maintained by any JS/combatant command activity. (Note For records of 
formally estabhshed schools which tram agency personnel m specialized program 
areas such as law enforcement and national defense, submit an SF 115 through the 
JSRM to NARAfor disposition authority] 
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MIhtary Traming Program Records (Non Gov't Traimng) - Personnel 
training consistmg of' correspondence, memorandums, reports, and 
other records relatmg to the availability of trammg and employee 
particrpation In trairung programs sponsored by other government 
agencies or non-government institutions mamtamed by any 
JS/combatant command activity 
CIVIhan Trainmg Program Records 

1. Information	 on estabhshmg, managing, and evaluatmg local 
trammg programs for civilian employees consistmg of' mmutes of 
trammg and development committee meetmgs, trammg plans, 
reviews of trammg requirements, apprentice training program 
registrations with Department of Labor, higher echelon 
approvals, annual reports, and similar information, excluding 
record copy of manuals, syllabi, textbooks, and other traming 
aids developed by the agency located at operating personnel 
offices; 

2	 Employee trammg consisting of' correspondence, memorandums, 
reports, and other records relatmg to the availability of trammg 
and employee participation in trammg programs sponsored by 
other government agencies or non-government mstitutions 
maintained by any JS/combatant command activity 

CIvIlIan TraInmg Program Records - Individual apprentice trammg 
consisting of' information on apprenticeship trammg mcludmg 
apprenticeship applications, apprenticeship agreements, notices of 
authorizatton for trammg and subsistence allowance, Department of 
Veterans Affairs certificates of ehgibihty and entitlement, Veterans 
Affairs notices of expiration of entitlement, dally progress records, 
monthly progress reports, and similar information mamtamed by any 
JS / combatant command activity. (See senes note #2 - Pnvacy Act) 
CIvIlian TrainIng Program Records 

1. Foreign traming approvals consistmg	 of. mformation on 
approvmg the use of foreign governmental facihties or 
international organization facilities for trammg civilian 
employees, includmg recommendations for use of such facilities, 
approvals, and similar mformation, excluding contractual 
information and personnel assignment information at office 
responsible for approval; 

2	 Civilian personnel retrainmg consistmg of: reports of retrammg 
resultmg from base closure, transfer, or consolidation of 
functions mamtamed by any JS/combatant command activity 

Time and Attendance Records -
1. Source	 records (machme-readable or paper) consisting of: all time 

and attendance records upon which leave mput data is based, 
such as time or sign-m sheets, time cards (such as OF 1130), 
flexitime records, leave applications for JUry and rmhtary duty, 
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and authorized prermum payor overtime that are maintained at 
duty post and upon which leave Input data IS based; 

2.	 Input records: TIme and attendance data Input into a payroll 
system, mamtamed either by agency or payroll processor 
mamtamed by any JS / combatant command activity; 

3.	 Overtime authorization requests consistmg of: documents used at 
all activrties to officially order the approval of overtime 
main tamed by any JS / combatant command activity 

R.	 Occupational Injury and Illness FlIes - Reports and logs (including 
Occupational Safety and Health Adrmmstration [OSHA]Forms 100, 
101, 102, and 200, or equivalents) mamtained as prescribed In 29 CFR 
1960 and OSHA pamphlet 2014 to document all recordable 
occupational mjuries and Illnesses for each establishment mamtamed 
by any JS / combatant command activity 

S	 FInanCIal Disclosure Reports - Employment and financial Interest 
statements consisting of: information showing government employment, 
private employment, and financial interest of civilian employees 
required to file such statements. Included are statements of 
employment and financial interest, supplementary statements, reports 
of change, review comments, and related mformation mamtamed by 
any JS / combatant command activity (See senes note #2 - Pnvacy Act) 

DISpositlOn: TEMPORARY.
 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
0200-04 - Series Description 
This series contains records related to Personnel/Payroll that document 
policies, plans, procedures, and significant activities of the Jomt Staff and 
combatant commands which have permanent historical value. These records 
document key actions, decisions, functions, and operations relating to the 
mISSIon of the organization. Records include but are not hrmted to. 

A	 Employee Awards FIles - Decorations to foreign nationals and US 
CItizens not employed by the US Government consistmg of: case files of 
recommendations, deCISIOns,awards announcements, board meeting 
minutes, and related documents mamtained by any JS/combatant 
command activity 

B	 Mlhtary Awards - General/ Specral orders, amendments, and 
memorandums issuing rmhtary awards mamtamed by J-1/MIlItary 
Personnel Branch as the official JS Record Copy, Maintained by the 
combatant command as the official COCOM record copy 

C	 General Trammg and EducatIOn Records - Program files consisting of: 
records relating to the overall organization, development, policy, 
planning, management, and adrmrustration of military personnel 
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trammg and education programs mcludmg the establishment, 
approval, and revision of courses and curricula and the evaluation of 
methods and results of instruction. Also mcludes publications and 
overall statistical data mamtamed by any JS/combatant command 
activity. (Note See 0900 senes bucket for audiovisual) 

D	 Casualty ReportIng. NotIficatIOn. and AssIstance - Casualty /missmg-
in-actiorr/ captured reporting, notification, and assistance records 
consistmg of: file copies of casualty reports, supplemental reports, 
notification messages to next-of-kin, letters of CIrcumstances and 
condolences, report of casualty, report of facts and circumstances, 
acknowledgment and/ or transfer of casualty assistance, record of 
emergency data, casualty assistance summary, assignment of survival 
assistance officer, and related correspondence provided to the Services 
maintained by the combatant command 

DIsposItIon. PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review Transfer physical custody of electronic records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

No ecord Materials 
0200· - Series Description 
Non-Reco material mamtamed by any activity IS for reference purposes only 
Table 2 1 lis on-record numbers from the previous edition of CJCSM 
5760.01, Vol. I. See enclosure D 

Table 2.1 Non-Recor 
l 02.Q1~O_~__1_9_21~-02 0 9_:-930'- 02~.§~Cl~ 
! 0204-02 0223-02 023 7 0247-02: 
I 0204-04 : 0226-1 I. 023 i~() - ---- - --
I 0214_-Q5 j- 0227 -02 ; 0232-04/ 
: Q2.!4-09 j 92.:?7-04 J 0236-07 

DIsposItIon. TEMPORARY.
 
Destroy / delete when no longer needed for re
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R cord Exceptions 
02 0-06 - Series Description 
Exce tions are for records that do not fall under the 6 months, 3 year, 7-10 
years, r permanent dispositions Table 2.2 lists the followmg descriptions and 
diSPOSIt ns that are authonzed by the previous CJCSM 5760.01 Vol. II and are 
still In ef ct. 

A	 General rsonnel Corres ondence . Destroy/delete when superseded 
- Personne olicy and precedent or obsolete 

,
case files rna tamed by JS 

L actIvItIes only 
I, 

-'\-------	 -- -------
B	 "'-"-=....:;..;:;.;====~""""'==-=\. - No reduction- ; Destroy/delete when superseded
 

in-force actions ha been taken I or obsolete (GRS 1, Item 17b(2))
 
mamtamed by any J combatant i
 

l.. __~::';~;CtlV1ty as t e OffiC~--l_=-~_---,--,--	 1__ --,-
. C	 PosItIon ClassificatlOn FlIes : Destroy/delete when superseded 

Standards and guidelmes ISS ed or or obsolete. (GRS 1, Item 7a(1)) 
reviewed by OPM and used to I 
classify and evaluate positions i I p~v"olLJ'/~
within the agency mamtamed by :,:ffl'VVi'" ,
any JS / combatant command	 e'(}I 

aCtIVI!Y	 +-'\ ---tj!teeI 

I 
("rOf'f'" 

~ o	 PositlOn ClassIfication FlIes - roy / delete when superseded walk)Inspections, audits, and surveys or of olete. (GRS 1, item 7c(2))
 
consisting of: correspondence,
 
memorandums, reports, and other
 
records relatmg to inspections,
 
surveys, desk audits, and
 J
 
evaluations mamtamed by any 

r- JS / combatant command actIvI!y _ 
I, 

E	 Employee Performance FIle System Destroy / delete wh n
 
Records (Non-SES) - records superseded. (GRS
II 

superseded through an	 23a(2)) 
adrrumstrative, judicial, or quasi- I

i 

I judicial procedure mamtained by
L a~y J§j combatant __comma_n_d ---' 
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activity 

.------ - ------------. 
Employee Performance Flle System 
Records (SES) - SES appointees (5 

SC 3132A[2]) consisting of: 
p formance records superseded 
thr ugh an admmistrative, judicial, 
or qu si-judicial procedure 
mamt ned by any JS / combatant 
comman activity 

G 

consIstIng of. - apers and related 
information pert mmg to joint 
GO/FO billets an combatant 
command activities sed for 
periodic review and 1:) ckground 
information mamtame by GO/FO 
as the official record cop 

H	 GOLFO - action documen 
consistmg of' documents 0 nterest 
to the Joint Staff, responses 
taskers and quenes mamtame by 
GO/ FO as_tJ::t_eoffiCialrecQrd_~~R 

Orfers-oTEm.ployment ---- --- ---
Correspondence, letters, and 
telegrams offenng appomtment to 

:	 poten tial employees accepted offers 

CJCSM 5760 0 lA, Vol II 
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-I	 - -- - - - --- - - -- --I 

Destroy / delete when
 
superseded. (GRS 1, Item 23b(1)) ,
 

; Review annually. When no 
i	 longer needed by GO/ FO, 
transfer to RRC Br for 
dISPOSItionIn accordance with 
0231-01 (1 e , Cut off annually, 
hold 7 years, then retire to ISF 
Destroy / delete 20 years after 
cutoff). 

J Destroy/delete when -- -

i
 
I
 
I 
I

PjYeV,-()(T.sI~ 
ctr'fWV-eJ 

I 

~fee 
c.-vIr-
Walk) 

I ppomtment IS effective (GRS 1,
 
i 1 m,4a)
 
~I
 

!------------- ----------- --- --------------------- ---- -- -------------- ----------------
: J	 Offers of Employment - Declined : Retur to the Office of Personnel 

offers when name IS received from ,Manag ent (OPM)with reply 
certificate of ehgibles I and appl ation. (GRS 1, Item 

1 '- - ---j(-- -Offers of E-mployment= -Temporary ml--~~~!;~s~de--ahcation (GRS 1, 
r-' o_r_exceptedaeeomtment , Item 4b(~)J__	 __1 ~------------ --------------------------j~~~-~---------~-----------, L Offers of Employment - All others Destroy / delete 1 ediately, 
1 

(GRS 1, Item 1b(3) 1_ - - - i	 _ 

'---fv1---Gene~a:1Ci~iiIa~--En1PlOyme~t -,-- -jeu1=' of(on ternunatlOn-of actlo'n::--I 
I Records - Request for personnel hold 30 days, then 1 

: action (SF-52) and related papers i destroy/delete
L p_~rtaining to actlOns not 
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1------ ---------- ------------ ------ ------~- --r------- ----- --- ---------
: consummated maintamed by the : I 
~ requestIng office 

, --N --- Sltlo-IlClas-SlficatIOn FlIes -----1Destroy / delete when aifect~--
Ap eals files relating to certificates I position is abohshed or 
of cI ssification Issued by OPM ' superseded. (GRS 1, Item 7d(2) 
mamt med by any JS/combatant 

d activity 

o , Destroy/delete on separation or 

I transfer of employee. (GRS 1, informational urposes outside 
I 

I item.vla)personnel offic mamtamed by 
i any JS / combata t command 

activity__ . ---'\ -+-_ 
-if 

p Em 10 ee Performan I Cut off on date of appraisal, hold I 
Records (Non-SES) - A i 4 years, then destroy/delete. 
summary performance a praisal : (GRS 1, Item 23a(4) P~V'OVJr 
records, mcludmg perfor ance 
appraisals and Job element and I ffrw-eJ 
standards upon which they (fee 
based mam tamed by any CvvrI-
JS/combatant command actrvi W'Qfk) 

- - - - - - --

Q Employee Performance File System , Place records on the left hand 
Records (SES) - Employee , side of OPF and forward to 
Performance-related records aming Federal agency upon 
pertaming to former SES tr nsfer or transfer to National 
appointees consistmg of: latest Pe onnel Records Center 
rating of record that IS less than 5 (NP ) If employee leaves 
years old, performance plan upon Feder service GRS Litem 
which It IS based, and any 23b(2)( 
summary rating maintained by any 
JS / combatant command activity 

- - - - .._----
Donated Leave Program Case FIles R For Records b gmnmg In 
- Donated leave cases consrstmg of: January 1994, ut off when file 
case files documenting the receipt , IS closed, hold 1 ear, then 
and donation of leave for medical destroy/delete. (G S 1, Item 37) 
emergencies including recipient 
apphcations, agency approvals or 
denials, medical or physician 

L ~:~~I;~:_~~~sF ~;~~A~onatIO~ I ~ ~ __ \ 
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----- --- -supervlsor/ilmekee-per appro-Vals~--r-------------------------
leave transfer records, payroll I
 

otification records, and leave I
 

e- Us---: ~~~ .. I::a:~e:~::::: --t:t~ff:~-flnal-res:~:o::f---
(EEO) Complamt cases consistmg ! case, hold 1 year, then 
of: duph ate case files or : destroy/delete (GRS 1, Item 
document pertaining to i 25b) 
complaints amtamed by civilian I 
personnel of e as the official 

1- . re-"or.d c.<>PL_ --=-----------i------------_~_=_-----------
T CIvilIan Leave A IcatIOn - SF 71 

or OPM 71 [Apphca 'on for Leave) 
or equivalent and su orting 
papers relating to requ sts for and 
approval of leave mamta ed by 
any activrty as the official ecord 
copy and the time card has 

_ initialed by the employee __ 

u	 MIlItary Awards - Joint service 
personal awards consisting of: 
documents relatmg to 
recommendation, review, and 
approval or disapproval of joint 
service awards for individuals, 
mcludmg requests and related 
information and the 

Destroy / delete at end of 
applicable pay perrod. (GRS 2, 

lItem 6a) 
' 

Cut off annually, hold 2 years, 
i then retire to ISF. 
I Destroy/delete 25 years after 

utoff 

- -i fr-evt'wrI" 
FffV()veJ
rSee 
Cf'O.rf-

Walk I 

:r~~~:~~~1~~~ir~~~)'v1~tt:~~~~s~~___ J
, 

V	 General/Flag oifi-IC-e-r-(-G-O-/-F-O-)----t-C--~-t---Of-- ~f :rin- - -ll-y-,~-0-ld-7-~~-a::--

NommatIOns - Papers and related : then retire by Y block to JS 
documents from OSD and the RHA. Destroy / elete 20 years 
mihtary services on the after cutoff. 
nominations and position billets of 
General and Flag officers submitted I 

to SECDEF through the Jomt Staff II
 
and the commanders of combatant
 
commands. Maintamed by the 
JS/IMD/RRCB as the Official 
Record Copy. .
 

I
 
I
 

n_tI	 , 

un	 ~ 
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w	 Cut off annually, hold 7 years,
I

: then retire to ISF. 
I 

Destroy/delete 20 years after 
cutoff. 

-'----x Review annually Transfer
 
completed action to apphcable
 
GO/FO file, then destroy/delete '
 
all nonessential information.
 

y	 General Fla Officer Upon completion transfer to 
NominatIOns - GO/FO worki i RRC Br for disposition In 
nominations consisting of: : accordance with 0231-01. (I.e, fYeVfovrlr 
nomination records being Cut off annually, hold 7 years, a.ffJ7jVeJ
processed for approval or then retire to ISF. 
disapproval by higher authority Destroy / delete 20 years after (fee 
mamtamed by GO/ FO as the cutoff) 

I	 official record copy :---------- ---- ------- - -- - ------ - -- ~ -~- ---; - - - ---- ----- - - ~- ------- -. 

r Z	 IndIvIdual MIhtary Trammg Ap Service-specific
I	 

Records - consistmg of on-the-Job disp rtion guidance 
training records, qualification 
trammg, ancillary trammg, upgrade 
trammg, and related records 
mamtamed in accordance with the 
Service trammg program 

_ i
 
AA IndivIdual Employee Pay Records - I Cut off annuall and transfer to
 

Individual pay record contammg NPRC Destroy / lete 56 years
 
pay data on each employee within after cutoff. (Gene I Records
 
an agency consistmg of: record may' Schedule (GRS) 2, it 1b)
 

l 
be In paper or microform but not In
 
machme readable form maintained i
 
by any JS/combatant command !
 

________a<;!!YIty__________ _ ~ ~~ _ 
!
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ederal Work lace Dru Testm 
o ram Flies - Employee 

ac nowledgement of notice forms 
con isting of forms completed by 
empl ees whose positrons are 
design ted sensrtive for drug 
testmg rposes acknowledgmg 
that they ave received notice that 
they may b tested mamtamed by 
any JS/com atant command 

cc 
Program FlIes - sitive test results 
consisting of recor s documentmg 
individual test resul mcludmg 
reports of testing; not ications of 
employees, applicants, nd 
employing offices, and d cuments 
relating to follow-up testi 
maintained by any JS/com 
command 

CJCSM 5760 01A, Vol. II 
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Destroy / delete when employee 
I	 separates from testmg-
i	 designated position. (GRS 1, 
item 36b) 

, Cut off annually, hold 3 years, 
I: or /untll	 employee 
I	 Leave/Agency, Destroy/delete 
(GRS 1, Item 36e(1) f~v,oVJ'f' 

'1fftfJ~ 

(:ree 
CYtlrr-
I w'alkJ 

r-------------------------------\---~---------------------------I~
DO	 Alternate Workslte Records - I Cut off at end of employee II 

Approved requests or application : participatron in program, hold 1 
to participate In an alternate i year, then destroy/delete (GRS 
worksrte program, agreements I 1, Item 42.1) 
between the agency and the 
employee, and records relatmg to 

I the safety of the worksite, the 
Installation and use of equipment, 

_______ ~~~cl~are, and softwareI	 ------------------~ 

EE	 PolitIcal ACtIvItyof Federal I Destroy / elete when superseded 
Employees - Policy and procedures , or obsolete Authority Nl-218-
governmg permissible and 100-3 Item 3 
prohibited activities, political 
contributions, and exceptions of 
certain elections. Mamtamed by 

I any JS/Combatant Command ~- activity - ; - - - ---
--------------------------------------~--------------

FF	 OrgamzatIOn and locator files I Destroy/delete whenI	 consistmg of. information providing or obsolete. 
the name, address, telephone 
rrumber, and similar dataforeach 
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---- -- ---------- -------------------r--------

crvihan and rrnhtary employee I 
signed to an organization I 

m ntamed by any JS/combatant ! 

and actIvity_______ ~__ . 

GG	 Cut off on closure of case, hold 1
 
year, then destroy/delete
 

witnesses, repor of mterviews and 
heanngs, examin 's findings and 
recommendations, copy of the 
origmal decision, rel ted 
correspondence and e IbItS, and 
records relating to a rec nsideration	 ! 
request. (Note Official reco copy 1S	 p:rev(M/~
mamtamed by servicing civilian ersonnel : 

________ ~_f~s:c::) _	 _____________ ~ffrD~ 

------- ---------------,-l{ree
HH OfficIal Milita Personnel Rec ds- Destroy / delete individual leave ! 

C Yofr .... Records that relate to leave of authorization when adjustments 
rmhtary personnel maintained by are made. Authonty. NCl-218- wart()
personnel office _ 84-1 Item 173 

II Official Mihtary Personnel Records - estroy / delete on re-
Armed Forces hberty passes a omphshment of a new pass 
consisting of. forms Issued to or reassignment or 
personnel to authorize absences sepa tion of individual 
from official duties or for absences Autho ty: N1-218-00-3 Item 19 
dunng normal off-duty hours I 

mamtamed by any JS/combatant 
command actIvIty;: 

I 
I 

! 

JJ -~-ffI~i~;~~~ht~uipe-rs-o-~~:l-R:C-O~~s-~i- D~:ro~ / delet when no :l~::~-~] 
Privilege card apphcations ' needed. Author . Nl-218-00-3 
Consistmg of: documents reflectmg Item 20 
applications for privilege cards and 
ration cards, includmg Department 
of Defense Forms (DD Forms) 1172 
(Application for Uniformed Services 
Identification and Privilege Card) 
and similar documents mamtamed 

'--- b_y,an:LJS / combatant command 

C-40	 Enclosure C 



---------------

----------

CJCSM 5760.0 lA, Vol II 
1 Sept 2011 =~~~i!Y~=--=-~~~---------- ----:---

K Job OpportunrtYA~uncements - :-D-e-st-r-o-y-/-d-e-Ie-t-e-a-r-te-r------' 
nnouncements of vacancies announcement closmg date 

intamed by any JS/combatant Authority: NCl-218-84-1, item 
co mand activity 144 

j 
LL i Update elements and/or entire 

Pay recor for each employee as I record as required. Authority. 
main tame "n an electronic , GRS 2 Item 1a 
database co isting of database 
may be a stan -alone payroll 
system or part a a combined 
personnel / payrol system I
mamtamed by any S/combatant !prev,flll"'yI command activity	 'rfrY(JVeJ

-~-----------------------	 ------- ---------------\- I (fee 

MM	 Employee Awards FIles- Destroy / delete when superseded c~.r.r"" 
indexes to agency award or obsolete Authority: GRS 1 ~Q(/.(") 
nommations consistmg of: h s of Item 12d 
nommees and winners and in xes 
of nommations mamtamed by a 
JS/combatant command activity 

r-~~~---~----------------~\------------~---~
NN	 FERS/CSRS - Records and forms : ile on permanent side of OPF 

pertammg to an employee's transfer 
to FERS, participation in the thnft 
savmgs plan, and ehgibihty to retire! 
maintamed by any JS/combatant ' j
command activIty 

f --- 00- C-orres-po;;'denceand forms relat~ng--rDesiroy /cie-l- e-o-ilcompietI-on-o(--i 

to pending personnel actions Which 
are: mamtamed by any 
JS / combatant command activity as 
the official record copy 

----pp--LabO~-Ma~agementReiatwns---1Destroy/ deletewhen- -persede,C 
Records - Mamtamed by other or obsolete. Authority S 1 I 
offices Item 28a(~) _. / 

QQ Standards of Conduct - Authonty: GRS 25, Items 1 and 
_______CorresRond~nce, memorandums, 1b 

C-41
 



- -

and other records relatmg to code 
---~ 

of ethics and standards of conduct 
amtamed by any JS / combatant 

c mand activity 
RR FIn nCIal Disclosure Re orts -

disclo ure statements consistmg of. 
records n mdividual employees 
fihng un r the EthICSin 
Governme t Act of 1978, Pubhc 
Law (PL)95 21, Section 201 b, 
who were not ubsequently 
confirmed by t e US Senate. Each 
file IS mam tame by employee 
name and mclud SF 278 
(Financial Disclosu e Statement for 
Executive Branch Pe sonne I), SF 
278A (Financial Dlscl ure 
Statement), official POSI on 
description, disquahficat n 
statements If apphcable, a d 
similar information mamtai ed by 
any JS / combatant cornman 
actrvity. (See senes note #2 - Pnva 

_____ ActL _	 __ 
-~SS	 OfficIal Mlhta Personnel Recor 

That are created as the result of 
detail or assignment to the JOInt 
Staff or combatant command that 
normally would be made part of the 
individual's personnel file and other 
pertment and related 
correspondence mamtamed by 
personnel office as the official 
record copy _ _ 

rr	 Mlhtary unIt awards - consistmg of 
documents relatmg to 
recommendation, review, and 
approval or disapproval of rmhtary 
awards for uruts, including 
requests and related information 
and the approved/ disapproved 
award mamtamed by the 
approval/ disapproval authonty 
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I 

Authonty· GRS 25, Item 2 

f~V;()VJly
q~J 
Cfee 
CVOfJ'-

I F~rwa~d all records that a~~-------Iwal k ) 
I considered by the apphcable 
' Service as records for mclusion 
i the individual's personnel file 
I 
,t that Service not later than 30 
da s after release of duty from 
the omt Staff or combatant 

I 
, comm nd. Authonty: NCl-218-
84-1 it 171 

Cut off an ually, hold 2 years, 
then retire ISF 

; Destroy/dele 25 years after 
I cutoff. Authon : Nl-218-00-3 

i ztem 26 
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0300 SERIES BUCKET SCHEDULE 
Intelligence and Security 

ThIS schedule provides disposrtion authorization for records that pertain to the 
Intelligence and Secunty functions of the Jomt Staff and Combatant 
Commands. Records cover, but are not limited to, areas such as general 
mtelhgence policies, mtelligence collection and dissemination policy and 
plannmg, and counterintelligence Intelligence IS defined as the product 
resultmg from the collection, processmg, mtegration, evaluation, analysis, and 
interpretation of available information concerning foreign nations, hostile or 
potentially hostile forces or elements, or areas of actual or potential operations. 
In addition, records relatmg to the secunty of classified and NATO 
documentation, physical, industnal, and personnel secunty, general COMSEC, 
and secunty access are found m this senes. 

SERIES NOTES: 

1 Action Officer Case FIles' Copies of action officer case files are non-records. 
Background matenals pertammg to Official case files shall be retamed m 
accordance with 0000 bucket senes m the front of this manual Working 
papers shall be retamed m accordance with the 0900-02, Workmg Papers and 
Office Admmistratrve Files, Sub-bucket 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. DISposItIOn Schedule BIg Buckets, See A-I
 

b Disposition Detail Descriptions and Authorities, See A-2
 

c. FYICY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3 

e. Media Neutral Disposrtions, See A-3 

f. SCI Matenal, See A-3
 

g NATOMatenal, See A-3
 

h. Event-Dnven Records, See A-3
 

1 Flexible Scheduling, See A-4
 

J. Electronic Information Systems /Elcctromc Feeder Systems (EIS/EFS), 
See A-4 
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Short-Term Records (6 months) 
0300-01 - Series Description 

Short-Term records (180 days or less) related to Intelligence and Secunty are 
records WhIChhave mmimal or no documentary or evidential value. Examples 
are: routine requests for information or publications and copies of replies 
WhIChrequrre no adrmrustrative action, no policy decision, and no special 
compilation or research for reply; records documenting routine actrvrties 
contammg no substantive information, such as routme notifications of 
meetings, scheduling of work-related tnps and VISItS,other schedulmg related 
activities. These records mclude but are not limited to: 

A	 PhysIcal Secunty Contamer InformatIOn - Forms placed on safes, 
cabmets, or vaults contammg secunty classified documents that record 
openmg, closmg, and routme checkmg of the secunty of the container 
such as lockmg doors and wmdows and activating alarms mcludmg 
such forms as SF 701 (Activity Secunty Checkhst), SF 702 (Secunty 
Container Check Sheet), and Secure Telephone Unit III data and keys 
mamtamed by any JS / combatant command activity 

B	 Secunty InspectIOns and Audits - AIS Audit records consisting of' AIS 
Secunty Officer or Termmal Area Security Officer weekly audit records 
of audit actions performed on all AIS as required by apphcable policy 
mamtamed by any JS / combatant command activity 

DIsposItion: TEMPORARY 
Destroy/Delete 6 months after cutoff 

Working Papers & Office Administrative Records (3 years) 
0300-02 - Series Description 
Records related to Intelligence and Secunty that document routme 
adrmrustratrve and organizational decisions, actions, and processes of the Jomt 
Staff and combatant commands. Records mclude but are not limited to: 

A	 Secunty AdmInIstrative Correspondence - Correspondence, reports, 
and other records relating to the adrmmstration of secunty 
classification, control, and accountmg for classified documents 
mcluding files relatmg to adrmrustration and operation of the facilities 
secunty and protective service program maintamed by any 
JS / combatant command activity 

B	 Document ReceIpt - Forms reflectmg the Issue of and recerpt for 
documents classified SECRET and below only consistmg of JS Forms 
14,47, and 74 or any other substitute form or record used for this 
purpose Also mcludes matenal hand receipts, transactions, supply 
correspondence Item registers, dally mventones, and related records 
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mamtamed by any JS/combatant command activity (Note See 0300 
Bucket Senes for TOP SECRET documents) 

C DestructlOn Certificates - Certificate of destruction for classified 
matenal consistmg of' documentary evidence reflectmg appropnate 
destruction of classified matenal. JS Forms 48, 63, and 74 or any other 
substitute form or record used for this purpose mamtained by any 
JS/combatant command activity 

D Access Records - TOP SECRET access records used to record names of 
mdividuals who have had access to a particular TOP SECRET 
document consisting of: 

1. Records that are permanently affixed to TOP SECRET documents 
until documents are destroyed, downgraded, or transferred from 
the JOInt Staff/ combatant command. Requests and authorization 
for individuals to have access to classified files, pickup and deliver 
classified matenals, and act as official couners. 

2. JS Forms 7 and 42 and SECDEF Form 194 or any other substitute 
form or record used for this purpose mamtamed by any 
JS / combatant command activity; 

3. DIsclosure records consisting of' a record of all JS/combatant 
command personnel who have been authonzed access to classified 
information of the Jomt Staff/ combatant command dunng their 
assignment mamtamed by any JS/combatant command activity as 
the official record copy; 

4. Access control log consisting of' documents relatmg to 
JS/combatant command Guard Post SIgn-In Logs, Military 
Secunty Force Blotters, NIght Secunty Team Inspection Surveys, 
and other similar documents mamtamed by any JS/combatant 
command activity as the official record copy 

E CommunIcation Secunty (COMSEC) General - Routme administratrve 
records relating to the proper distribution, control, secunty, and 
accountability of COMSEC matenal used to provide cryptographic 
secunty for national security related information consistmg of: 
systems, procedures, equipment, keymg matenal, and facilities 
maintained by any JS/combatant command activity 

F Inventory Reports - TOP SECRET Inventory records mamtamed by 
control points 

G Classification GUIdes - Secunty Classification Files held at other offices 
H TechnIcal Surveys - Documents dealing WIth technical secunty surveys 

for vahdatmg the secunty of cleared areas mamtamed by any 
JS/combatant command activity as the official record copy 
Property Pass Records - Documents relatmg to the authonzed removal 
of property or material from the Jomt Staff and/or Combatant 
Command mamtamed by any JS/combatant command activity 

J Personnel Secunty Program Records - Documentation reflectmg 
trammg, secunty orientation bnefing or debnefing, and relevant data 
including annual security required trammg and/ or reading materials 
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mamtamed by any JS / combatant command activity; Position 
sensitivity files mcludmg requests for information relatmg to the 
designation of sensitive and non-sensitive personnel positions In an 
agency and results of final actions taken consistmg of: approved 
requests main tamed by any JS / combatant command activity 

K	 IdentIficatIOn (Credentials, Tags, Passes, and PermIts) Records -
Records relatmg to applications for and Issuance of permanent and 
temporary identification badges, cards, decals, and passes mcludmg 
receipts, mventories, and related information mamtamed by any 
JS/combatant command activity 

L	 SecurIty VIOlatIOns/lncldents - Documentation pertammg to alleged 
securrty violations, unauthorized divulgence of classified information, 
results of findmgs, and final corrective action taken mamtamed by any 
JS/combatant command activity as the official record copy; For NATO 
security Incidents 

M	 SecurIty InspectIOns and AudIts - Inspections conducted of TOP 
SECRET accountability mamtamed by any JS/combatant command 
activity; JS Form 147 (SCI Processmg Log) or similar form or record 
used to record SCI processmg sessions as required by applicable policy 
maintained by any JS / combatant command activity 

N	 InternatIOnal SecurIty - Destruction certificates, receipts, registers, and 
disclosure records for NATOSECRET, NATOCONFIDENTIAL, NATO 
RESTRICTED and NATOUnclassified mamtamed by the JS Sub-
registry or by the combatant command registryz sub-registry function; 
Also Includes' 

1.	 Maintained at JS/combatant command control points, mamtamed 
by any JS/combatant command activity at the division level and 
below; 

2. Records	 of establishment or disestablishment of JS/combatant 
command control pomts mamtamed by any JS/combatant 
command activity as the official record copy; 

3. Inventory	 reports consisting of. semi-annual and annual reports on 
COSMIC TOP SECRET, COSMIC TOP SECRET ATOMAL,NATO 
SECRET ATOMAL,and NATOCONFIDENTIALATOMALmaintained 
by registry, sub-registry, and control points and no discrepancy 
has occurred; 

4. Mamtamed	 by registry, sub-registry, and control pomts and a 
discrepancy has occurred; 

5. Inspection	 reports consistmg of: semi-annual mspections of 
established JS / combatant command control pomts concernmg 
securrty protection of NATOinformation and compliance WIth 
applicable directives and adrmrustrative mstrucuons: 

6. General	 correspondence, document distribution, custody receipts, 
etc mamtamed by any JS/combatant command activity; 

7. Security	 violations and mvestigations mamtamed by any 
JS / combatant command activity 
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o	 SCI Documents - SCI billet files consisting of. information relatmg to 
the approval and mamtenance of SCI billet structures and SCI billets 
mamtained by any JS/combatant command activity 

p	 Intelhgence PrOjectIOnRecords - copies of reports transrrutted to DIA 
mamtained by any actrvity. (The record copy IS mamtamed by DIA and 
will be transferred to NARAas a permanent record.) 

Q	 Countermtelhgence Records - Routme admirnstratrve files not needed to 
document program, pohcy, morutormg, and other mission related 
countermtelhgence program activities mcludmg surveys, mspections, 
security, special operations, communications, debriefings, and related 
references mamtamed by any JS/combatant command activity 

R	 ForeIgn NatIOnals - Foreign national VISItSconsisting of: requests for 
VISIt,accreditations, foreign national protocols, and related records 
maintamed by any JS/combatant command activity 

S	 Special Access Program (SAP)- SAP admmistrative files relatmg to 
memorandums, correspondence, and other routme admmistrative and 
facilitative records mamtamed by any JS/combatant command activity 

DISposItion' TEMPORARY. 
Destroy / Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
0300-03 - Series Description 
Records which document the Intelligence and Secunty Program/Operations, 
management processes, and on-gomg activities of the Jomt Staff and 
combatant commands. Records mclude but are not hrruted to' 

A. Top Secret RegIster	 - Records that Identify all TOP SECRET matenal 
generated or received by a directorate or agency mamtamed by any 
JS / combatant command activity (Note Master files and databases created in 
central data processmg facihties to supplement or replace the records covered by this 
Item are not authorized for disposal under the above dISpOSItIOnauthonty Submit files 
on SF 115 through the JSRM to NARAfor disposition authority) 

B	 Inventory Reports - TOP SECRET mventory records consistmg of: records 
accumulated In connection WIth annual mventory of TOP SECRET 
matenals maintamed by any JS/combatant command activity as the 
official record copy; Mamtamed by document custodian 

C. Personnel	 Secunty Program Records - Documents contaimng mformation 
on the secunty clearances of JS/combatant command individual 
personnel and the accreditation of access to classified files consistmg of. 
completed personal history statements, personnel secunty 
questionnaires, or comparable forms including hsts, rosters, and 
suspense or status files mamtamed by any JS/combatant command 
activity as the official record copy, Documents containing mformation on 
the secunty clearance and authorization for non-JS/combatant 

C-47	 Enclosure C 



__JCSM 5760 0 lA, Vol II 
1 Sept 2011 

command personnel for classrfied matters mamtamed as the official 
record copy; Nuclear Weapons Personnel Rehabihty Program (PRP) 
consistmg of. Personnel Reliability Certificate and Notification of PRP 
Decertification Action for PRP certification and permanent decertification 

D. Security ViolatIons/lncidents	 - FIles relating to alleged violations of a 
sufficiently senous nature that they are referred to DoD or the 
Department of Justice for prosecutive determination mamtamed by any 
JS / combatant command actrvity as the official record copy 

E. Security InspectIOns and AudItS - Documents relating to the Internal 
inspection of physical secunty, documents control and security, and 
other routine secunty type inspections and surveys mamtamed by 
Inspecting activity as the official record copy 

F. International	 Secunty - Destruction certificates, receipts, registers, and 
disclosure records for COSMICTOP SECRET matenal maintained by the 
JS Sub-registry or by the combatant command registryj sub-registry 
function; maintained at JS/combatant command control pomts; 
Destruction certificates, receipts, registers, and disclosure records for 
ATOMALmatenal maintained by the JS Sub-registry or by the 
combatant command registry /sub-registry function; Mamtamed at 
JS/combatant command control POints and at the dIVIsIOnlevel and 
below 

G	 Intelhgence General Correspondence FIles - Correspondence, messages, 
reports, and other records relating to mtelhgence reports, publications, 
and supporting agreements; Interpreting general release policies; and 
substantiating requirements for or recipients of intelligence products and 
other related records and information maintained by the JOint 
Staff/combatant command as the official record copy 

H. Security ClassIficatIOn FlIes - Secunty classification	 files consisting of. 
information relating to the security classification or grading system 
involving the classification or downgrading of information, including 
correspondence or memorandums and reports on secunty classification, 
excluding other files descnbed In this record series at offices In charge of 
Issuance 

DIsposition. TEMPORARY.
 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
0300-04 - Series Description 
This senes contains records related to Intelhgence and Secunty that document 
policies, plans, procedures, and sigmficant activities of the JOint Staff and 
combatant commands WhIChhave permanent historical value These records 
document key actions, decisions, functions, and operations relating to the 
mISSIonof the organization. Records Include but are not hrmted to: 
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A	 Secunty Pohcy - Records reflecting the formulation and establishment 
of pohcy, planning, trainmg, coordmatmg actions, procedural standard 
operating procedures (SOPs), and any other similar information 
governing secunty matters maintained by any JS/combatant command 
activity as the official record copy 

B	 Intelhgence Pohcy and Plannmg Files - Documents concerrung the 
general mtelhgence pohcy of the Jomt Staff/ combatant commands 
including directives, commurucations, and related plannmg records 
mamtamed by any JS/combatant command activity as the official 
record copy 

C	 Secuntyl Countermtelhgence InvestigatIOns - Sigruficant incidents or 
adverse actions consistmg of. investigations resulting in an adverse 
personnel action or court-martial or other investigation required for 
long-term or legal use the official record copy having historical value or 
widespread congressional value or interest (e.g. extensive media 
attention, congressional mvestigation, sets precedent) 

D	 Intelhgence Logs - A record of the dally mtelhgence events occurnng 
during each watch at mtelhgence centers. The logs also serve as a 
security register of personnel and VISItors Logs mclude the watch 
commander, personnel matters concerrung the watch team, and an 
hourly listing of events mamtamed by the Jomt Staff/ combatant 
command as the official record copy 

E	 CollectIOn Records - Intelhgence collection planrung and pohcy records 
consisting of: proposals, guidance, and requirements for the collection 
of mtelhgence source materials, Intelhgence collection records 
consisting of: source material such as photographs, messages, and 
other mtelhgence accumulated by origmators: and Intelhgence 
exploitation records consisting of: analysis and finished reports created 
from mtelhgence source materials mamtamed by the Jomt 
Staff/combatant command as the official record copy 

F	 Intelhgence DissemmatIOn Records - Intelligence disclosure files 
consrstmg of: pohcy and guidance on the dissemination and 
distnbution of finished mtelhgence, intelligence reports, SCIentificand 
technical information, and mtelhgence summaries including disclosure 
to foreign governments and other matters addressed by the National 
DIsclosure Policy Committee (NDPC)mamtained by the Jomt 
Staff/ combatant command as the official record copy 

G	 Intelhgence Projection Records - IntellIgence/CounterintellIgence 
Reports and Unevaluated Intelligence Information Reports recerved 
from rmhtary Zdefense attaches and other mtelhgence gathering 
actrvrties consisting of. agency-produced Intelligence Reports and 
Attache Reports mamtamed by any JS/combatant command activity as 
unique reports not transrmtted to DIA 

H	 CountenntellIgence Records - Countermtelhgence program plannmg 
and pohcy records relating to the establishment of the program 
mcluding directives, plans, collection operations, reports, briefings, 
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studies, mterrogations, and related files mamtamed by the JOInt 
Staff/combatant command as the official record copy 
Pnsoner of War Records - Pnsoner of war and civilian mternee records 
mcludmg status inquiries, complamts, mvestigations, strength reports, 
rosters, and related records mamtamed by the Jomt Staff/ combatant 
command as the official record copy 

J	 SpecIal Access Program (SAP)- SAP pohcy files relatmg to the 
estabhshment, operation, and monitonng of SAP consistmg of: 
documents, plans, directives, pohcy, and related records maintamed by 
the JOInt Staff/combatant command as the official record copy 

K	 Secunty ClassIficatIOn GUIdes - Official JS/combatant command 
record copy of the current edition of each classification guide consistmg 
of' copy of printed guide, each change, and documents showmg 
coordination, comments, and approval at the issumg activity or OPR, 
mamtamed by the Jomt Staff/ combatant command as the official 
record copy 

DispOSItIon' PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electroruc records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review 

No ecord Materials 
0300- - Series Description 
Non-Recor atenal mamtamed by any activity IS for reference purposes only.
 
Table 3.1 hst n -record numbers from the preVIOUSedition of CJCSM
 
5760 01, Vol. II. enclosure D
 

Table 3 1 Non Records
 
0301-02 0314-03 0315-02
 
0312-02 0314-05 0317-04
 

DISpositIOn' TEMPORARY.
 
Destroy / delete when no longer needed for referen
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Record Exceptions 
0300-06 - Series Description 
Exceptions are for records that do not fall under the 6 months, 3 year, 7-10 
years, or Permanent disposrtions. Table 3.2 hsts the following descnpuons and 
dispositions that are authonzed by the preVIOUSCJCSM 5760 01 Vol. II and are 
still in effect. 

A	 Access Records - Classified or i Cut off annually, destroy/delete
 
classifiable information NDA 70 years after cutoff Authonty·
 

nsistmg of: original, signed SF GRS 18 Item 25a
 
31 or similar form or record on all
 
rmhf ry and DoD civilian personnel
 
mclu g employees of contractors,
 
licensee or grantees. ThIS
 
includes es covermg origmal,
 
signed SCI DA and, when
 
appropriate, addendum. NDAs
 
are executed b 11personnel as a
 
condition preced t to being
 
authonzed access classified or
 
classifiable mformati n under
 f~V;()UJ/r.standards put forth by 0 12958,
 
or signed by personnel 0 are ~ff~
 
cleared for access to natio
 free 
secunty information mamta ed by 
any JS/combatant command hVOJ1" -
activity (Note Pnvacy Act System I Vlalk)
Pnvacy Act Notice has been processed,
 
apply applicable Pnvacy Act Number, If
 
notice has not been processed, follow I
 
JSjcombatant command Pnvacy Act
 J
 
Program procedures to secure one) 

B	 SecllntYf c~~nterintclh=e--:~+ Cut off ---date-of last achor., -
InvestigatIOns - official record copy I hold 25 y rs, then I 
determined not to have permanent destroy / de teo I 
historical value or widespread value 
or congressional mterest 

. -	 - - -

Personnel Secunty Program : Destroy/delete aft next 
Records - Personnel secunty II comparable mspecti or survey 
mspections and surveys consisting 

: ------=oc...::f-'-: on mspectIo!!_s=--=-a=-n=--:d=-_--L- ----'\. 1_in_£-.:0c...::...rmatIOn
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urveys conducted by Personnel 
S urity Offices relatmg to position 
sen ItIVItyand personnel security 
cle nces mcludmg reports, 
recom endations, and related 
inforrna IOnmamtamed by any 
JS/comti tant command activity 

o InternatIOnal ecun - semI-
annual Inspect ns of estabhshed 
JS / combatant c mmand control 
points concernmg ecunty 
protection of NATO nformation and 
compliance with app cable 
directives and admmi ratrve 
instructions mamtame by the 
JS / combatant command ontrol 
points 

E InternatIOnal Secunty - Access 
hsts: mamtamed by the JOInt 
Staff/combatant command on 
control pomts as well as individual 
access to NATOinformation and by 
the JS / combatant command 
control pomts for individual access 

F ClassIficatIOn GUIdes - Information 
copies of classification guides 
regardless of origmator maintained 
by any JS/combatant command 
activity 

-
G ClassIfication Guides - Origmal 

claseification authority delegations 
maintained by any JS/combatant 
command activity 

H Accreditation - Documents 
pertaining to room or vault 
accreditation that vahdate the area 
for classified storage and/ or work 
maintained by any JS / combatant 
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, Destroy/delete on receipt of next 
, inspection report. 

fvevrOvr~ 
Destroy / delete when revised, ~ffr~ 

(ree 

Cr't>jT -

: walk) 

/ delete when superseded
 
or obso te or on inactivation,
 
whicheve IS earher
 

.- .._. --- ... -
, Destroy/delete hen superseded 
or obsolete. 
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mmand activity 
A reditatIOn - Automated 
Info matron System (AIS)security 
accre rtation package consisting of' 
reques for accreditation, plans, 
analyse evaluations, 
certificati s, and control program 
files and d umentation to support 
assignment appropnate AIS 
security office positions required 
for recommend bon from the 
Automation Secu rty Manager for 
or against accredit tion approval 
mamtained by any jcombatant 
command activity 

J	 SCI Documents - Copies 
documents in SCI control hannels 
that are not covered in spe fie 
subject Items elsewhere in th s 
disposition schedule mamtam d by 
any JSjcombatant command 
activity 

--	 ----- - - ------. - - _., --

K	 Access Records - Classified or 
classifiable mformation 
nondisclosure agreements (NDA) 
consisting of: copies of NDA, such 
as SF 312 [Classified Information 
NDA),signed by employees with 
access to information that IS 
classified or classifiable under 
standards put forth by EO 12958. 
These forms should be mamtamed 
separately from personnel secunty 
clearance files mamtained by 
personnel secunty offices 

Controlled Matenal (SpecIal 
SCI I Special Access RequIrements) -
Documents In special control 
channels (i.e., limited distribution 
papers) concerning special 
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i	 DIspose of in accordance with IC 
directives for SCI documents 
Obtain guidance from Special 

I Security Office (SSO). Ultimate 
i disposition is that of the 
appropnate subject or case file. 

I 
I 

: omt Staff' forward to OSD 
i	 a dj or appropnate Service for 
inc SIOnin appropnate official 

,secu ty files Combatant 
I	 comm nds. retam in accordance 
with co batant command 

,- ----I 

I 
Review annually for re 
from control channels. 

I of in accordance with IC 
Idirectives for these docume ts 
Ultimate disposition IS that 0 

p~v;oll.I/~ 
D.ff~ 

(ree 
, CYdf(-
I :	 wet'/.( 
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meal operations that are not 
cove ed In specific subject Items 
elsew ere in this disposition 
sched e mamtamed by the special 
techruc a operations function as 
the officia record copy 

,_____	 - ---I 

M	 Controlled Ma erial Other Than 
SCI) - Docume ts in special control 
channels other t an SCI (e.g, 
hrrnted distrrbutio papers) that are 
not covered m spec ICsubject 
Items elsewhere In t IS disposition 
schedule mamtamed any 

'l	 JS/combatant comma activity 

,-- ---	 - -- --- - ------ ----- ----- ----- - -- ------. 

N Secun 
Mamtamed by any JS / comb tant 

i command activity
! --~~_~ --- - -- -~=-~=---~~-,==-, -~~ 

o	 Report of InvestIgatIOn -
Investigative reports and related 
papers furnished to Joint 
Staff/ combatant command by 
investigative organizations for use 
in making secunty suitability 
determination maintained by any 
JS/combatant command activity as 

l---------- !J::1~O(fi~l~L!"_~~or_c!~QPY 
I 
, , p	 PhYSIcal Secunty Contamer 

InformatIOn - Up-to-date records of 
all JS/combatant command office 
safes, vaults, and padlock 
combinations, together with other 
mformation necessary to identify 
and locate the safes, vaults, or 
containers and the individuals 
having knowledge of the 
combinations mamtamed by any 
JS / combatant command activity as 
the official record copy 
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the appropnate subject or case 
I file. 

I 
I __,	 _ 

' Review annually for removal
 
from control channels. When
 

I removable, incorporate in
 
appropriate subject file.
 

i	 Disposition IS that of the 
appropnate mISSIOnor subject 
file. 

i 

,	 -

! Destroy/delete after next
 
comparable surveyor
 

i inspection
_-_~-~~=~-~-~_=~~=

Destroy / delete in accordance 

i	 with mvestigatmg activity 
instructions or when no longer 
required for making a secunty 

etermination. Authonty. GRS 
item 22b 

_ 

Destroy elete when superseded 
, by new fo or listing or upon 
turn-In of c ntamer Authonty: 

i GRS 18 Item 7a 
I 
i 

~ 
I 

I 

~f~V'(H/.s-I~~f ~~J 

I f =o 
'(:fee
CVOrr-

I ~q'h) 

i
 
I
 

'I 
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r-- --- ----speclafand generafaccess-llSts - n--~Destroy / deletewhenupdatecf o-rI 
consisting of. billet rosters and superseded. 

phabetical access rosters hstmg 
tH names of personnel authonzed 
ace	 ss to specific classified 
mfor ation; i.e., Sensrtrve 
Infor tion, Special Access 
Progra SIngle Integrated 
Operation I Plan (SlOP), Extremely 
Sensitive I ormation (ESI), Crrtical 
Nuclear Wea ons Design 
Information, ihtary Space	 I
Programs. Incl es control POInts	 pr~vl~[lr
that	 reflect indrvi uals authonzed 
to receipt for TOP ECRET	 If'frrov't't} 
documents and bela mamtamed	 {ree
by any JS/combatan cnu:r-
activity ! - ------

,	 w~/f<1 
R	 Top Secret RegIster - For : Destroy/delete when related
 

reflecting the transfer and r ceipt , document IS downgraded,
 
for TOP SECRET matenals , transferred, or destroyed
 
transmitted through the Defen e I Authonty: GRS 18 Item 5b
 
Couner Service mamtamed by a y
 
JS / combatant command activity,
 
Forms accompanying documents t
 
ensure contmumg control showing
 
names of persons handlmg the
 
documents, intra-office routing,
 
and comparable data mamtained
 

1 bYany~ctIvI!Y, -__-~------~----~--_+-------~ 

h IntellIgence Reports and Studies - I Destroy delete when supersede 
country studies and/ or reports ' or obsole 
prepared by DIA and/or the IC ! 

consistmg of' specialized 
mtelhgence publications, estimates, 
studies, surveys, reports, analyses, 
evaluations, and appraisals 
including both general and 
technical Intelhgence and 
mtelligence concermng combat 
applications mamtamed by any 
JS/combatant command actrvity 

- ---------,- -- ----
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T Destroy / delete when no longer 
needed. 

u	 Destroy / delete when position IS 

abolished, redesignated, or no 
longer needed, whichever IS 

later. 

consistmg of. approve equests 
mamtamed by any JS/c fYe vtdllTl.,
command activity 

----l4fr~ 
- - -- --	 - ---- - -- ----- - I (Iff:

IntellIgence EstImates - Natrona Destroy / delete when supersede 
Intelligence Estimates (NIEs), or obsolete. Cn,lJj ... 
Special National Intelligence ~/k)
Estimates (SNIEs), National
 
Intelligence Analytical
 
Memorandums (NIAMs),and other
 
mtelhgence estimates consrstmg of.
 
strategic estimates of capabihties,
 
vulnerabilities, and probable
 
courses of action of foreign nations
 
that are produced at the national
 
level by the mtelhgence community
 
(IC) maintained by any
 
JS/combatant command activity;
 
Semi-annual consolidated hstmg of
 
NIEs, SNIEs, and NIAMsprovided
 
to JOInt Staff/ combatant command
 
by Defense Intelligence Agency
 
(DIA)maintained by any
 
JS / combatant command activity
 

\ 
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0400 SERIES BUCKET SCHEDULE 
Military Justice, Legal, Protocol, and Public Affairs 

ThIS schedule provides disposition authorization for records that pertain to the 
Military .Justice, Legal, Protocol, and Public Affairs functions of the Jomt Staff 
and Combatant Commands. Records cover, but are not hrrnted to, areas such 
as White House and Congressional Correspondence, Public Affairs and Protocol 
Office records, Legislative testimony, General Laws and legal matters, Military 
.Justice Records, Patent /Inventron /Copyright/Trademark records, and Law 
LIbraries. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background matenals pertaining to Official case files shall be retained m 
accordance with 0000 bucket series in the front of this manual Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Admmistratrve Files, Sub-bucket. 

2.	 Refer to Enclosure A of this document for volume-wide instructions on· 

a. Disposition Schedule BIg Buckets, See A-I
 

b Disposrtion Detail Descriptions and Authorities, See A-I
 

c.	 FYICY Cutoff Instructions, See A-2 

d.	 Pre-accessiorung, See A-3 

e.	 Media Neutral Dispositions, See A-3 

f. SCI Matenal, See A-3
 

g NATOMatenal, See A-3
 

h.	 Event-Dnven Records, See A-3
 

Flexible Scheduling, See A-4
 

J.	 Electronic Information Systems./Electromc Feeder Systems (EIS/EFS), 
See A-4 

C-57	 Enclosure C 

I 



...,JCSM5760 0 lA, Vol. II 
1 Sept 2011 

Short-Term Records (6 months) 
0400-01 - Series Description 

Short-Term records (180 days or less) related to Military Justice, Legal, 
Protocol, and Pubhc Affairs are records which have mmimal or no documentary 
or evidential value Examples are: routine requests for information or 
publications and copies of rephes which require no admmistrative action, no 
pohcy decision, and no special compilation or research for reply; records 
documenting routme activities contammg no substantive information, such as 
routine notifications of meetmgs, schedulmg of work-related trips and VISItS, 
other scheduling related activities These records Include but are not hrmted to: 

A	 InformatIOn Requests - Requests for Information or copies of rephes 
thereto mvolvmg no admmistrative actions, no pohcy deCISIOns,and no 
special compilations or research, Including requests for and 
transmittals of publications, photographs, and other Informational 
literature mamtamed by pubhc affairs offices 

B	 Acknowledgement - Acknowledgments and transmittals of mquires and 
requests that have been referred elsewhere for reply maintained by 
pubhc affairs offices 

DIsposItion: TEMPORARY.
 
Destroy / Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
0400-02 - Series Description 
Records related to Military Justice, Legal, Protocol, and Pubhc Affairs that 
document routme administrative and orgamzational decisions, actions, and 
processes of the Joint Staff and combatant commands. Records Include but 
are not hmited to: 

A	 WhIte House Correspondence - Correspondence of a routine non-pohcy 
nature WIth no long-term value mamtamed by any JS / combatant 
command activity 

B	 CongressIOnal Correspondence - Correspondence of a routme nature 
WIth no historical value consisting of: congressional inqumes origmated 
by Armed Forces personnel, the pubhc, or members of Congress that 
are forwarded to the Joint Staff/combatant command for reply. 
Examples Include letters regarding rejection for military service and 
purchase of rmhtary equipment mamtamed by any JS / combatant 
command activity as the official record copy; Congressional 
correspondence recerved or created by directorate or agency heads 
mcludmg DD Form 2136 (Insert for the Record) mamtamed by any 
JS / combatant command activity as the official record copy; At offices of 
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legislative officers or persons designated to coordinate and control 
congressional correspondence at the Jomt Staff/combatant command, 
and used as record of disclosure accountmg under the Privacy Act of 
1974 (5 USC 552a); At offices of persons designated to coordmate and 
control congressional correspondence at lower echelons, and are used 
as record of disclosure accountmg under the Privacy Act of 1974 (5 
USC 552a) 
Speeches and Pubhc RelatIOns - mamtamed by Office of the DIrector, 
Jomt Staff, as the official JS record copy; mamtamed by directorate or 
agency heads; Correspondence on acceptance or declination of 
speakmg engagements, attendance at public affairs, semmars, 
conferences, etc. mamtamed by any JS/combatant command activity 
as the official record copy 

D	 General Laws and Legal Matters Records - General files consisting of 
reports and correspondence relatmg to the routme mternal operation 
and adrrumstration of the office mamtamed by any JS / combatant 
command activity. 

E	 Mlhtary JustIce Records - General correspondence files consisting of. 
reports (excludmg records of trials and decisions rendered m Article 15, 
Uniform Code of Military .Justice [UCMJ] [non-judicial punishment] 
appeals) relatmg to the mternal adrmmstration of mihtary justice 
accumulated by the combatant commands mamtamed by any 
combatant command activity; Military justice adrmrnstration consisting 
of: correspondence, memorandums, statistical reports and summanes, 
activity summaries, narrative reports, instructions, briefs, and other 
records relatmg to rmhtary justice not covered under general 
correspondence and legal opinions mamtamed by any combatant 
command activity: FIles relatmg to pretrial matters (rmlitary justice) 
including Article 32 investigations not resultmg In general courts-
martial mamtamed by any combatant command activity 

F	 Law library - Acquisition records consisting of. requisrtrons, receivmg 
reports, purchase orders, packmg lists, requests for Issue or turn-m, 
and related records that are control records accumulated by hbrarians 
for material procured from locally-funded appropriated or non-
appropnated funds, or received from other sources that are at or below 
$2,000 maintained by any JS/combatant command activity 

DIsposItIon: TEMPORARY
 
Destroy / Delete 3 years after cutoff.
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Management and Program/Operations Records (7-10 years) 
0400-03 - Series Description 
Records which document the Military .Justice, Legal, Protocol, and Public 
Affairs Program/Operations, management processes, and on-gomg activities of 
the JOInt Staff and combatant commands. Records mclude but are not limited 
to. 

A	 CongressIOnal Correspondence - At offices of legislative officers or 
persons designated to coordinate and control congressional 
correspondence at the Jomt Staff/ combatant command, and are not 
used as record of disclosure accountmg under the Pnvacy Act of 1974 
(5 USC 552a); At offices of persons designated to coordmate and 
control congressional correspondence at lower echelons, and are not 
used as record of disclosure accountmg under the Pnvacy Act of 1974 
(5 USC 552a) 

8	 PublIc Affairs Records - Distinguished VISItorprogram documentation 
consisting of: messages and other correspondence, guest lists, 
invitations, schedules, airlift requests, authonty to use commercial 
airports, etc. mamtamed by protocol or public affairs offices; News 
media VISItordocumentation consistmg of: messages and other 
correspondence, guest lists, mvitations, schedules, and results of VISItS 
mamtained by protocol or public affairs offices; Special events planmng 
consistmg of: correspondence, minutes of meetmgs, photographs, 
plans, layouts, drawmgs, manpower requirements, progress reports, 
and similar records used m plannmg rmhtary ceremomes, retirements, 
funerals, dedications, special holidays, parades, etc. mamtamed by 
protocol or pubhc affairs offices 

C	 General Laws and Legal Matters Records - consistmg of. opmions
 
based on established precedent at origmatmg offices (record)
 

o	 Law Llbranes - LIbrary acquisition (centrally-funded) consisting of. 
requisitions, recervmg reports, purchase orders, packmg lists, requests 
for issue or turn-In, and related records that are control records 
accumulated by hbrarians for matenal procured from centrally-funded 
sources that exceed $2,000 mamtamed by any JS/combatant 
command activity 

DISposItIOn:TEMPORARY.
 
Destroy /Delete no less than 7 years and no more than 10 years after cutoff
 

C-60	 Enclosure C 



CJCSM 5760.0 lA, Vol II 
1 Sept 2011 

Permanent Mission and Function Records (Permanent) 
0400-04 - Series Description 
This senes contams records related to Mihtary Justice, Legal, Protocol, and 
Pubhc Affairs that document pohcies, plans, procedures, and significant 
activities of the JOInt Staff and combatant commands WhIChhave permanent 
historical value. These records document key actions, deCISIOns,functions, 
and operations relating to the mISSIon of the organization. Records Include but 
are not hrruted to' 

A	 WhIte House Correspondence - Correspondence relating to substantive 
policy-related matter mamtained by any JS / combatant command 
activity as the official record copy 

B	 CongressIOnal Correspondence - Correspondence of a substantial 
nature WIth historical sigruficance consistmg of. congressional inquires 
origmated by Armed Forces personnel, the pubhc, or members of 
Congress that are forwarded to the JOInt Staff/ combatant command for 
reply. They are pnmanly origmated by Congress and pertam to 
substantial pohcy Issues such as plans, objectives, or responsibihties 
mamtamed by any JS/combatant command activity as the official 
record copy; CJCS memorandum of invitation before congressional 
committee mamtamed by the Office of the Chairman, JOInt Chiefs of 
Staff, as the official JS record copy 

C	 LegIslative Testimony - Programs file consistmg of: documents 
pertammg to the legal status of the Office of the Chairman of the JOInt 
Chiefs of Staff, JOInt Staff, and commanders of the combatant 
commands such as the National Secunty Act, comments on changes to 
proposed legislation, and letters from and to congressional comrmttees 
or individual members momtormg the programs and coordinating 
legislative activities mamtamed by any JS/combatant command 
activity as the official record copy; Testimony (statement) before 
congressional committee and transcnpt consistmg of: designation and 
appearance of WItnesses and coordmation of actions relatmg to 
congressional consideration mamtained by any JS / combatant 
command activity as the official record copy 

o	 Pubhc AffaIrs Records (Internal) - Documents concerning the general 
program pohcy of the JOInt Staff/ combatant command relating to the 
pubhc affairs mission consisting of: pohcy directives and procedures 
governing relations WIth the news media and the pubhc Examples are 
pohcy relating to freedom of information, participation by the Armed 
Forces In pubhc events, and the release of news mamtamed by the 
Office of the Chairman, Jomt Chiefs of Staff, as the official JS record 
copy; Including those main tamed by any combatant command activity 
as the official record copy 

E	 Public AffaIrs Records (External) - Releases consisting of. press
 
releases, publications, transcnpts of press conferences, official
 
speeches, or other presentations mcludmg graphics or exhibrts,
 

C-61	 Enclosure C 



___JCSM 5760.0 lA, Vol. II 
1 Sept 2011 

television or radio scnpts, and other formally presented pubhcity or 
informational matenal mamtamed by any JS / combatant command 
activity as the official record copy 

F	 Speeches and Public RelatIOns - Speeches, talks, interviews, 
photographs, and written articles of key officials of the Jomt Staff and 
combatant commands such as the Chairman of the Jomt Chiefs of 
Staff, combatant commanders, and directorate Heads mamtamed by 
any JS activity as the official record copy; Mamtamed by combatant 
command activities as the official record copy 

G	 General Laws and Legal Matters Records (Legal Plannmg and Pohcy) 
Records consistmg of records that reflect the overall development and 
accomphshment of plans, policies, programs, procedures, and legal 
processes governmg all phases of assigned legal responsibilities 
mamtamed by any JS / combatant command activity as the official 
record copy; Legal opmions consistmg of: opinions estabhshmg 
precedent at ongmatmg offices (record); Tnals of US personnel in 
foreign countnes consistmg of. records created after 1990 mcludmg 
reports on exercise of crimmal jurisdiction by foreign tnbunals over US 
personnel, all enclosures and accompanymg records, reports of 
personnel confined m foreign penal institutions, and other comparable 
reports and supportmg documents submitted to Department of Defense 
(DoD) concernmg the exercise of foreign crimmal junsdiction over 
military personnel, over civihan personnel servmg with, employed by, 
or accompanymg the combatant command who are US nationals; and 
over dependents of all such military and civilian personnel, that have 
precedential value or where there has been congressional, press, or 
pubhc concern, particularly where questionable whether basic nghts of 
accused were violated by foreign court at any combatant command 
activity 

H	 General Laws and Legal Matters Records (Politico-Mlhtary Matters) 
Consisting of: records concerning politico-military matters, such as 
negotiation and drafting of treaties and other agreements involving 
military considerations, rmhtary nghts In foreign countnes, and 
military plannmg and policy aspects of national and international CIVIl 
aviation at any JS/combatant command activity; Consisting of: reports 
on violations of the law of armed confhct at any JS / combatant 
command activity 
MIlItary JustIce Records (General courts-martIal) - consrstmg of: tnal 
records of general courts-martial, rruhtary commissions, and courts of 
inquiry, Included are ongmal records of the tnal, copies of charge 
sheets and related information, reviews by staff judge advocates, court 
martial orders, decisions of appellate agencies, and sirmlar information 
kept by the court-martial jurisdiction mamtamed by any combatant 
command activity (Note Pnvacy Act System If Pnvacy Act Notice has been 
processed, apply apphcable Pnvacy Act Number, If notice has not been processed, 
follow JS/combatant command Pnvacy Act Program procedures to secure one) 
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J	 MIlitary JustIce Records (SpecIal courts-martIal) - consisting of. tnal 
records of special courts-martial, mcludmg bad conduct discharges, 
whether or not suspended, WhIChhave been approved by the officer 
exercising general court-martial jurisdiction over the command. 
Included are ongmal records of the tnal, copies of charge sheets and 
related Information, reviews by staff judge advocates, court-martial 
orders, decisions of appellate agencies, and similar mformation kept by 
the court-martial jurisdictions and convenmg authorities mamtamed 
by any combatant command activity. (Note Pnvacy Act System If Pnvacy Act 
Notice has been processed, apply applicable Pnvacy Act Number, If notice has not 
been processed, follow JS/combatant command Pnvacy Act Program procedures to 
secure one) 

DIsposition. PERMANENT.
 
Transfer paper records to the National Archives 25 years after cutoff, after
 
declassification review Transfer physical custody of electronic records to the
 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff.
 
Transfer legal custody of electronic records to the National Archives 25 years
 
after cutoff, after declassification review,
 

n-Record Materials 
040 5 - Series Description 
Non-Reco matenal maintamed by any activity ISfor reference purposes only
 
Table 4 1 hst -record numbers from the previous edition of CJCSM
 
5760.01, Vol. II. enclosure D.
 

Table 4 1 Non Records
 

0402-09 0404-09 0409-05
 

0403-03 0406-06 0409-09
 

DISpositlOn. TEMPORARY.
 
Destroy / delete when no longer needed for reference.
 

Rec xceptioDs 
0400-06 - e' escription 
Exceptions are for reco at do not fall under the 6 months, 3 year, 7-10 
years, or Permanent dispositions: e 4 2 lists the followmg descriptions and 
dispositions that are authonzed by the pre' CJCSM 5760.01 Vol. II and are 
still m effect. 

C-63	 Enclosure C 



"CJCSM 5760.0 lA, Vol. II 
1 Sept 2011 

, Destroy/delete after 2 years or 
fairs correspondence consisting on discontinuance, whichever IS 

o . comments on or contributions to : earher-vexcept that documents 
ne s releases or other media ! In the cutoff file that require 
furni hed by information officers to ! additional action or relate to 
pubhc e and promote mISSIOnsor i reopened cases WIllbe brought 
functio mamtamed by any I forward for filmg In the current 
JS/comb tant command activity as file 
the official ecord copy 

______________ -L	 _ 
B	 Public AffaIrs R cords - Community : Cut off on completion of event,
 

affarrs consistm of I hold 2 years, then
 
correspondence, morandums, : destroy/delete, or
 
reports, mformatiori and other : destroy/destroy when no longer
 
records relating to co muruty , needed whichever IS later

!
 
actrvrties such as provi mg guest i
 

I . ,speakers, pubhc school fiYJVI()tJS yinteractions, community ents,
 
and other related activities clfr~
 
mamtamed by the combatan
 (fee
command cvvS'r-

--------'\-I-- ---------'1	 wa.fk)
i 

c	 MIhtary Justice Records - ;on final action by supervisory I
 
Summary courts-martial consisting : authonty, hold 75 years, then
 
of: formal record copies of tnals of estroy / delete
 
rmhtary personnel by summary
 
courts-martial, formal record of
 
special courts-martial and
 
attachments, and related
 
correspondence mamtained at any
 
combatant command activity.
 
(Note Pnvacy Act System If Pnvacy Act
 
Notice has been processed, apply
 
applicable Pnvacy Act Number, If notice
 
has not been processed, follow
 
JS/combatant command Pnvacy Act
 

,Program procedures to secure one)	 i 

o	 MIhtary' Jii~-tI-ceR-e-c-ord~--- Cut off when case IS osed and I 
Nonjudicial punishment consietmg ,all appeals exhausted r when 

________pf:~t:l:!Q!:~atIona~~!Jo~!lls g§l.,tb:~~_~cl__ I!!1dIv~<!ualllas<!eE~!:t~d"~atIon, 
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1- - for the Record of Proceedings under 

,

I

rticle 15, UCMJ, retained for 
m rtormg nonjudicial punishment 
mai tamed at any combatant 

d activity (Note Pnvacy Act 
nvacy Act Notice has been 

processed, ply applicable Pnvacy Act 
Number, If no ce has not been processed, 
follow JS/comb ant command Pnvacy Act: 
Program procedu s to secure one) 

hold 2 years, then 
destroy / delete 

, 

i 
----------~----------------~-~~___+---~~--
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I 
-------1 

-patent InventIOn Co n ht and ! Cut off on completion of final -I
 
Trademark Records - neral action, hold 50 years, then f~\lhJILJI'r
 
correspondence relating destroy/delete. Earlier Gff~l
 
handlmg of patent, mventi destruction IS authonzed for ....,~ 

" copynght, trademark and ro routine matenals not needed fo (iee
payment matters, requests, legal purposes 1 

authorizations to use or reprodu (('Off-)
 
copynghted matenals. Also ~a.'1(

includes matters relatmg to
 
decisions, opmions,
 
determmations, and
 
recommendations mamtamed by
 
any ~S/combatant command I
 

actIvIty___
 I 

---F~ ~=~:!;:n~~:'!~~r:d:S,--r-----~--=1 --~--~----------, 
and other records relating to codes
 
of ethics and standards of conduct
 

L 
mamtamed by any JS/combatant 
command activity 

----- --------~----- ----
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0500 SERIES BUCKET SCHEDULE 
C2, Operations, Planning, and Exercises 

ThIS schedule provides disposition authorization for records that pertain to the 
Command and Control (C2), Operations, Plannmg, and Exercises of the Jomt 
Staff and Combatant Commands. Command and control functions are 
performed through an arrangement of personnel, equipment, commumcations, 
facilities, and procedures employed by a commander m plannmg, directing, 
coordmating, and controllmg forces and operations m the accomplishment of 
the mISSIOn Records cover, but are not hrruted to, areas such as 
Codeword/ NIckname operations, Exercises, Lessons Learned, Operations and 
Contingency Plans (OPLANs/CONPLANs), Crisis Incident Action Books, 
Reconnaissance and Surveillance records, Emergency Planning, War Games, 
SlOP Documents, Combat Camera, Operations Secunty, Satellite and Space 
Operations, Records relatmg to Aerospace Defense of North Amenca (NORAD), 
Antiterrorism / Force Protection plannmg, Counternarcotics, Ballistic Missile 
defense, Climate/Environmental, and Chemical and Biological records. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records 
Background matenals pertammg to Official case files shall be retamed m 
accordance wrth 0000 bucket series In the front of this manual. Workmg 
papers shall be retamed m accordance with the 0900-02, Workmg Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on. 

a. DIspOSItIon Schedule BIg Buckets, See A-I 

b. DispOSItIOnDetail Descriptions and Authorities, See A-I 

c. FY/ CY Cutoff Instructions, See A-2 

d. Pre-accessiomng, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Matenal, See A-3 

g. NATO Matenal, See A-3 

h. Event-Dnven Records, See A-3 

I Flexible Schedulmg, See A-4 
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J. Electronic Information Systema/Electromc Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
0500-01 - Series Description 

Short-Term records (180 days or less) related to C2, Operations, Plannmg, and 
Exercises are records which have mmimal or no documentary or evidential 
value. Examples are: routme requests for mformation or publications and 
copies of rephes which require no admmistrative action, no pohcy decision, and 
no special compilation or research for reply; records documentmg routme 
activities contammg no substantive information, such as routme notifications 
of meetmgs, scheduhng of work-related tnps and VISItS,other scheduhng 
related activities. These records mclude but are not hrruted to: 

A	 SatellIte and Space OperatIons - Consist of other than special interest 
to any JS / combatant command activity; Space operations logs 
consistmg of: data on dally operations located at space operations units 
or command and control activities 

DISpositlOn' TEMPORARY.
 
Destroy /Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
0500-02 - Series Description 
Records related to C2, Operations, Plannmg, and Exercises that document 
routme adrrnmstratrve and organizational decisions, actions, and processes of 
the Jomt Staff and combatant commands. Records mclude but are not hrmted 
to' 

A	 OperatIons Summanes - Vanous reports, logs, memorandums, etc., 
that serve as background for preparation of Operations Summanes 
mamtamed by any JS / combatant command activity as the official 
record copy 

B	 Readiness and OperatlOns - Information relatmg to reporting actual 
readiness conditions of agency forces mamtamed at other offices 

C	 Cover and DeceptlOn OperatIons - General correspondence files 
Consisting of: files relatmg to the routme admimstration of cover and 
deception matters mamtamed by any JS/combatant command activity 

o	 ExerCIses - Irrstructions, procedures, messages, reports, bnefs, etc, 
pertaining to specific exercises, mcludmg NATOexercise documents 
main tamed by any JS / combatant command activity as the official 
record copy; Schedules and developmental records of significant 
exercises mamtamed by any JS/combatant command activity as the 
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official record copy (fiscal year), Schedules and developmental records 
of JS / combatant command-directed and -coordmated exercises (fiscal 
year); SIgnificant Military Exercise Briefs mamtamed by any 
JS/combatant command activity as the official record copy (fiscal year), 
Annual JOInt Exercise Schedulmg Conference records mamtamed by 
any JS / combatant command activity as the official record copy (fiscal 
year) 

E	 Codeword/NIckname Terms - Documents pertammg to procedures for 
assignmg, usmg, and managmg codewords, nicknames, and 
operationy exercise terms mamtamed by any JS / combatant command 
activity as the official record copy 

F	 War Games - Catalog ofWargammg and Military Simulation Models 
and biannual evaluation reports mamtained by any JS / combatant 
command activity as the official record copy; Pohtico-Mihtary War 
Games consistmg of war game support materials and diaries includmg 
copies of completed memorandums or requests and other politico-
rrnhtary war games related documents mamtamed by any 
JS / combatant command activity as the official record copy 

G	 Alerts, Defense Readmess CondItions (DEFCONSl. INFORMATION 
CONDITIONS (lNFOCONS)' THREAT CONDITIONS (THREATCONSl. 
WARNINGS, AND RULES OF ENGAGEMENT (ROE) - Routine 
correspondence and messages on alerts, DEFCONS, INFOCONS, 
THREATCONS, warnmgs, and ROE mamtamed by any JS/combatant 
command activity 

H	 AIrspace Management - Airspace management agreements consistmg 
of correspondence records, rules, and reports between/ among US 
Government offices, foreign nations, rmhtary services, lateral 
commands, and subordmate agencies pertammg to relations, 
negotiations, amendments, agreements, and mmutes of meetmgs 
relative to airspace use at any JS/combatant command activity, 
AIrcraft clearances consistmg of: mformation pertammg to requests for 
aircraft clearances mamtamed by any JS / combatant command activity 
as the official record copy 
SatellIte and Space Operations - Consists of other than special mterest 
to any JS / combatant command activity; Launch mformation consistmg 
of: case files documentmg how foreign launches are tracked, any 
problems, and related records at responsible activity: United Nations 
registry reports consisting of. copies of origmal reports sent to the Jomt 
Chiefs of Staff for forwarding to United Nations at combatant command 
OPR; Operations reviews consistmg of. operations review panel and 
operations review board mmutes at units and above; Consisting of: 
summary messages and trend analysis reports mamtamed by any 
JS/combatant command activity 

J	 ChemIcal and BIOlogIcalRecords - General correspondence of a routme 
Internal nature maintamed by any JS / combatant command activity 
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DISposItIOn: TEMPORARY. 
Destroy / Delete 3 years after cutoff 

Management and Program/Operations Records (7-10 years) 
0500-03 - Series Description 
Records which document the C2, Operations, Plannmg, and Exercise 
Program/Operations, management processes, and on-gomg activities of the 
Joint Staff and combatant commands Records mclude but are not hrmted to. 

A	 ExerCIses - General exercise message traffic and miscellaneous exercise 
correspondence mamtamed by any JS / combatant command activity as 
the official record copy (fiscal year); NATOexercise evaluation reports 
mamtamed by any JS/combatant command activity as the official 
record copy (fiscal year) 

B	 InformatIOn OperatIOns/InformatIon Assurance - Files relatmg to 
operational, routine, and adrmrustratrve activities and events within 
information operations /mformatron assurance mamtamed by any 
JS/combatant command activity as the official record copy 
Command and Control Centers - FIles relating to Operational, routme 
and adrmrustratrve activities and events withm command and control 
centers maintained by any JS/combatant command activity as the 
official record copy 

D	 OperatIOns Secunty Records - Files relatmg to operational secunty 
activities maintamed by any JS/combatant command activity as the 
official record copy 

E	 AntIterronsm/Force ProtectIOn Plannmg - FIles relatmg to operational, 
routme, and adrrumstratrve activities and events withm 
antiterrorism/force protection activities maintained by any 
JS/combatant command activity as the official record copy 

F	 CounternarcotIcs Program - Files relatmg to operational, routme, and 
admimstrative activities and events within counternarcotics activities 
maintamed by any JS/combatant command activity as the official 
record copy 

G	 BallIstIC MissIle Defense (BMD)Plans and Programs - Files relating to 
BMD activities and operations mamtamed by any JS/combatant 
command activity as the official record copy, mcludmg routine and 
adrmrustratrve activities and events relatmg to BMD plans and 
programs 

H	 SatellIte and Space Operations - Case files documentmg how 
cooperative launches are tracked, irutial launch alert message, any 
problems, and related records mamtamed by any JS/combatant 
command activity, Radar cross section catalog at OPR 

DISPOSItion.TEMPORARY.
 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff
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Permanent Mission and Function Records (Permanent) 
0500-04 - Series Description 
ThIS series contains records related to C2, Operations, Planning, and Exercises 
that document pohcies, plans, procedures, and significant actrvrties of the Joint 
Staff and combatant commands which have permanent histortcal value. These 
records document key actions, decisions, functions, and operations relating to 
the mission of the orgaruzation. Records include but are not hrrnted to: 

A	 OperatIOns Pohcy - Documents concerning the general pohcy of the 
JOInt Chiefs of Staff/ combatant commands relating to the operations 
and command and control missions mamtamed by any JS / combatant 
command activity as the official record copy; 

B OperatIOns Summaries - Weekly and/or special reports prepared on 
status of forces and military operations for distribution to OSD and 
other government activities mamtamed by any JS activity as the official 
record copy; Periodic operattons logs and supporting documents 
consisting of: records of all significant events occurrmg within a 
combatant command and ItS area of operational responsibility that 
require combatant commander attention maintained by the combatant 
command as the official record copy and do not serve as a feeder report 
Operations (Codeword NIckname) - Records concermng specific 
operations that include plans, approval, execution, decisions, reports, 
messages, briefings, summaries, directives, background papers, etc., 
that follow to conclusion of the operation mamtamed by any 
JS / combatant command activity as the official record copy; held by the 
Jomt Staff/combatant command in SCI channels; Records protected m 
Focal Point Communications Systems (FPCS) concernmg specific 
operations, including plans, approval, execution, decisions, reporting, 
messages, briefings, summaries, directives, background papers, etc., 
that follow to conclusion of the operation maintained by any 
JS / combatant command activity as the official record copy 

D ReadIness and OperatIOns - Policies, procedures, and technical 
guidance relating to the readmess of US forces main tamed by any 
JS / combatant command activity as the official record copy; Readiness 
reports consistmg of. mformation relating to reporting actual readmess 
conditions of agency forces Included are individual and consolidated 
unit readiness reports, personnel status reports, lOgIStICSreadiness 
reports, records concerning the actual readiness conditions of agency 
forces, and similar information at office having agency-wide 
responsibihty 

E SpecIal OperatIOns - Documents pertammg to special operations, 
unconventional warfare, psychological operations, reconnaissance, and 
certain other sensitive operations held by Jomt Reconnaissance Center 
(JRC), J-3/S0D, J-3/JOD, and any other JS activity in special control 
channels other than SCI as the official record copy; mamtained by any 
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combatant command activity as the official record copy; held by any 
JS/combatant command activity In SCI channels 

F	 SpecIal OperatIOns - Unconventional warfare (UW)planrung files 
consistmg of: information relating to the development of the UW part of 
war plans. These files relate to the use of such techniques as guernlla 
warfare and Internal resistance m hostile areas They also form a part 
of, or are prehmmary to, the development of the operational parts of 
war plans. Included are estimates, annexes, directives, and similar 
information mamtamed by any JS/combatant command activity as the 
official record copy, 

1. Psychological operations plans and information	 consistmg of. 
information on the development of the psychological operations 
part of war plans. ThIS information relates to the use of such 
techniques as propaganda and political, military, economic, and 
ideological actions planned and conducted to create in neutral or 
foreign fnendly groups the emotions, attitudes, or behavior to 
support the achievement of national objectives. It also forms a part 
of, or IS prehrmnary to, the development of the operational parts of 
war plans. Included are estimates, annexes, directives, or similar 
information mamtamed by any JS/combatant command activity as 
the official record copy; 

2. Psychological operations	 informational matenals consisting of' 
information relating to the development and distribution of 
informational matenals that are designed to influence the opmions, 
emotions, attitude, and behavior of enemy, neutral, or fnendly 
groups to support the achievement of national objectives. Included 
are flyers, posters, leaflets, and similar information produced from 
source data and related requests for publication and distribution 
maintained by any JS/combatant command activity 

G	 Cover and DeceptIOn OperatIons - Files consistmg of: information 
relating to the development of cover and deception plans mamtamed by 
any JS/combatant command activity 

H	 General Purpose OperatIOns -
1	 Land forces consistmg of' reviews and analyses of Active and 

Reserve land forces, combat and support, weapons systems 
requirements, and alternative mixes and levels of land forces 
structures mamtamed by any JS / combatant command activity as 
the official record copy, 

2. Naval forces	 consisting of: reviews and analyses of Naval forces 
includmg antisubmarme warfare, amphibious, fire support, mine 
countermeasures, replemshment, fleet escort and shipbuilding 
programs mamtamed by any JS/combatant command activrty as 
the official record copy, 

3. Tactical air forces consistmg of: reviews and analyses of Active and 
Reserve tactical air forces mcludmg land-and sea-based aircraft 
for air-ground support operations, air-to-air combat, mterdiction, 
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reconnaissance, and other support mISSIOnsmcludmg reviews and 
analyses of theatre and fleet air defense forces mamtamed by any 
JS/combatant command activity as the official record copy, 

4. Space forces consisting	 of: reviews and analyses of military space 
forces detailmg weapons systems requirements and combat 
support requirements and activities, mcludmg command and 
control center operations and general overall structure of DoD 
rmhtary space mission and organization main tamed by any 
JS / combatant command activity as the official record copy; 

5.	 Mobility forces consistmg of. reviews and analyses of mobility 
programs mcluding airhft and sealift forces, equipment 
prepcsitionmg programs, emergency use of CIVIltransportation 
resources, indirect support aircraft forces, and mobility support 
forces main tamed by any JS / combatant command activity as the 
official record copy; 

6. CIvIl defense operations	 consisting of' emergency plannmg 
documents relatmg to planning for and providing rmhtary 
assistance to CIVIlauthorities as a result of emergency conditions 
resulting from CIvIlunrest, violation of Federal law, natural 
disaster, and emergency conditions that may result from enemy 
attack. Includes consolidated or summary reports of tests 
conducted under emergency civil defense plans mamtamed by any 
JS/combatant command activity 

ExercIses - JS / combatant command pohcies and directives relatmg to 
exercises mamtamed by any JS / combatant command activity as the 
official record copy (fiscal exercise); Exercise evaluation reports, 
excluding NATOexercise reports mamtamed by any JS/combatant 
command activity as the official record copy (fiscal year). 

J	 Lessons Learned - Documents relatmg to lessons learned on 
operations, Crises, incidents, combat, contingencies, exercises, and 
emergencies and published as a report with transmittal memo 
maintained by any JS / combatant command activity as the official 
record copy 

K	 Codeword/NIckname Terms - Policy for assignmg, using, and managmg 
codewords, nicknames, and operatiorr/ exercise terms main tamed by 
any JS/combatant command activity as the official record copy 

L	 Operations Plans/Contmgency Plans (OPLANS/CONPLANS) 
1	 OPLAN or CONPLANprepared by the Jomt Staff for a smgle or 

series of operations (assigned a series of numbers as a short title, 
e.g, JS OPLAN0100) mamtamed by any JS activity as the official 
record copy; 

2. OPLANor CONPLANprepared by combatant 
command/ subordmate command for smgle or series of operations 
(assigned a series number as short trtle, e.g, OPLAN9999) and 
forwarded to the Jomt Staff for approval mamtamed by any JS 
activity as the official record copy; 
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3	 Combatant command OPLAN/ CONPLANmaintamed at the 
combatant command; 

4	 Operational plannmg files consistmg of: information relating to the 
preparation, coordination, and approval of operational war, 
campaign, defense, and other comparable plans WhIChare 
apphcable to or Involve the resources and mISSIOnof the overall 
department, agency, command, mstallation, activity, or unit These 
files do not relate to plans descnbed elsewhere In this regulation or 
to plans confined to specific functional areas that are not a 
segment of, or an annex to, the overall plan. Included are copies of 
the approved plans and comments, recommendations, 
contributions, approvals, disapprovals and other information 
directly relating to the plans maintained by any JS / combatant 
command activity as the official record copy 

M	 Cnsls InCIdent ActIOnBooks - Documents, reports, directives, bnefings, 
and incommg and outgoing message traffic pertammg to cnses or 
Incidents from begmnmg to completion thereof consistmg of: the 
complete set of documentation, maintained in folders or books, until 
the cnsis or incident IS officially concluded. Also, the final report 
prepared after the conclusion of the crisrs or incident, with lessons 
learned, recommendations, and after-actions required mamtamed by 
any JS/combatant command activity as the official record copy; 
including those held by any JS / combatant command activity In SCI 
channels 

N	 ReconnaIssance and SurveIllance Programs and Plans 
1.	 Policy-related documents that apply to JS / combatant command 

reconnaissance missions mamtamed by any JS/combatant 
command activity as the official record copy; 

2. Documents	 relating to the preparation, coordination, and approval 
of reconnaissance Zsurverllance programs mamtamed by JRC (fiscal 
year) In SCI channels as the official JS/combatant command 
record copy, 

3	 Documents relating to the formation of planmng guidance 
concerrung reconnaissance support for nuclear weapons 
employment mamtained by any JS/combatant command activity 
as the official record copy; 

4	 Papers concerrnng reconnaissance In NATOcountnes maintained 
by JRC In SCI channels as the official JS / combatant command 
record copy, 

5. Vanous	 supportmg documents and plans provided by the 
commanders of combatant commands for the execution of 
approved reconnaissance programs maintained by JRC in SCI 
channels as the official JS/combatant command record copy, 

6. Documents	 relating to the formulation of Joint reconnaissance 
planrung guidance maintained by JRC In special control channels 
other than SCI as the official JS record copy 
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o	 Emergency Plannmg - Documents that descnbe evacuation, relocation, 
vital records programs, continuity of operations, personnel 
assignments, and related procedures: maintained by any 
JSjcombatant command activity as the official record copy, Documents 
or papers relating to vanous contingency actions and to the testing of 
vanous emergency plans mamtained by JRC in SCI channels as the 
official record copy 

p	 War Games - Annual SIOPjRed Integrated Strategic Offensive Plan 
(RISOP) War Games consistmg of: action officer file used for 
background information, dynamic simulation bnef (briefmg text, slide, 
film, and list of persons bnefed) relevant to machine-readable records, 
and report on probable effects of SlOP execution and contmuing policy 
and guidance mamtamed by any JSjcombatant command activity as 
the official record copy; 

1.	 RISOP consisting of: notional plan produced by USSTRATCOM 
with oversight by the red planning board, chaired by the Joint Staff 
mamtained at USSTRATCOMas the official record copy, 

2. Theater	 Nuclear Force War Games consisting of: action officer file 
used for background m developing a war game simulation and 
analysis of precursor events leading to total nuclear war 
mamtamed by any JSjcombatant command activity as the official 
record copy, 

3	 Pohtico-rrnhtary war games final report consisting of- a summary of 
pohtico-rnihtary war games proceedings that Includes comments on 
pomts of major policy consensus denved from the game 
maintained by any JSjcombatant command activity as the official 
record copy; 

4	 Politico-military war games video tapes Consisting of war game 
introduction, scenario introduction, and policy guidance 
mamtamed by any JSjcombatant command activity as the official 
record copy 

Q	 JOlnt StrategIc Planning System (JSPS) Documents - Documents, 
reports, studies, etc, gathered to support formulation of JSPS recurring 
guidance published under the provisions of CJCSI 3110.01 mamtamed 
by JS directorates or agencies responsive to the .Jomt Staff as the 
official record copy 

R	 SlOP Documents - SlOP Decision Handbook (black book) and 
corngendums mamtamed by JSjJ-3 in special control channels as the 
official record copy; SlOP Decision Handbook revision actions 
consrstmg of: input, data, information, concurrences, and approvals 
from multiple sources documenting the processes of building the SlOP 
DeCISIonHandbook mamtamed by JSjJ-3 in special control channels 
as the official record copy; SlOP bnefings consisting of. briefings given 
to appropnate personnel for decision-making purposes mamtamed by 
JSjJ-3 in special control channels as the official record copy, SlOP 
andj or Strategic Forces related actions consisting of: general plannmg 
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support documents or matenals mamtamed by any JS / combatant 
command activity in special control channels as the official record 
copy, .Joint Strategic Target Planmng System documents consisting of: 
the SlOP and ItS associated target hsts developed and mamtamed by 
.Jomt Strategic Target Plannmg Staff (JSTPS) in special control 
channels as the official record copy; mamtamed by USSTRATCOM as a 
successor to the JSTPS as the official record copy 

S	 Information OperatlOns/lnformatlOn Assurance - Policies, procedures, 
and guidance relatmg to actions taken to affect adversary information 
and information systems and to defend one's own 
mformation/ information systems, mcludmg both offensive and 
defensive operations mamtamed by any JS/combatant command 
activity as the official record copy; Files relatmg to oversight and 
assessments of information operations/Information assurance 
mcludmg correspondence, staff papers, reports, and similar documents 
maintained by any JS/combatant command activity as the official 
record copy 

T Alerts, Defense Readmess CondItions (DEFCONS)' INFORMATION 
CONDITIONS (INFOCONS)' THREAT CONDITIONS (THREATCONS)' 
WARNINGS, AND RULES OF ENGAGEMENT (ROE) - Pohcies and 
directives on alerts, DEFCONS, INFOCONS, THREATCONS, warnmgs, 
and ROE mamtamed by any JS/combatant command activity as the 
official record copy; False alerts, DEFCONS, INFOCONS, 
THREATCONS, and warnings final reports mamtamed by any 
JS/combatant command activity as the official record copy 

U StrategIC Forces - Analyses of US strategic force postures and 
requirements mcludmg Contmental AIr Defense, Balhstic Missile 
Defense, Crvil Defense, Space Defense, Strategic Command and 
Control, Warning and Surveillance and US Bomber Survrvabihty 
consisting of: studies and evaluations of alternative force postures, 
summanes of alternative programs for decisions on strategic defensive 
and command, control, and surveillance forces mcludmg 
characteristics, effectiveness, costs, and alternatives to meet strategic 
objectives maintained by any JS / combatant command activity as the 
official record copy 

V	 Command and Control Centers - Policies, procedures, guidance, 
oversight and assessments including correspondence, staff papers, 
reports, and similar documents relatmg to the estabhshment and 
operation of command centers maintamed by any JS/combatant 
command activity as the official record copy; Command reports 
consistmg of: reports through which commanders of designated 
organizations and umts periodrcally submit information, evaluations, 
and recommendations on combat operations of their commands 
Included are command reports, special reports, comments, evaluations, 
recommendations, lessons learned reports, and copies of maps, 
directives, overlays, sketches, or photographs supportmg the reports 
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mamtamed by any JS/combatant command activity as the official 
record copy 

W	 Combat Camera Operations Records - Pohcies, procedures, and 
guidance relating to support provided to JS / combatant command by 
combat camera operations mamtamed by any JS/combatant command 
activity as the official record copy 

X	 Operations Secunty Records - Policies, procedures, guidance, oversight 
and assessment files mcludmg correspondence, staff papers, reports, 
and sirmlar documents relatmg to the estabhshment and execution of 
operational secunty mamtamed by any JS/combatant command 
activity as the official record copy 

y	 Satelhte and Space OperatIOns - Pohcies, procedures, and guidance 
relating to the readiness of US space forces to provide space support to 
the warfighter, mcludmg space pohcy, planmng, theater 
implementation, and contingency support maintained by any 
JS / combatant command activity as the official record copy; Files 
relating to requirements, oversight, and assessments includmg 
correspondence, staff papers, reports, and similar documents relating 
to departmental pohcy and procedures of satellite and space operations 
mamtamed by any JS/combatant command activity as the official 
record copy; Tracking and Impact prediction (TIP)data consisting of: 
TIP record, final decay message, computer pnntouts of satellite 
positional data mcludmg spiral decay vectors, final ELSET, and related 
data of special interest (most valuable data) mamtamed by any 
JS / combatant command activity 

Z	 Aerospace Defense of North Amenca - Correspondence, reports, 
bnefings, and memorandums on the policies, procedures, and 
guidance relating to JS/combatant command and US Element, North 
Amencan Aerospace Defense Command (NORAD),involvement In 
NORAD's mISSIOnmamtamed by any JS / combatant command activity 
as the official record copy 

AA Antiterrorism/ Force ProtectIOn Planmng - Policies, procedures, and 
guidance relating to antiterrorism/force protection activities 
maintamed by any JS/combatant command activity as the official 
record copy; FIles relating to oversight and assessments mcludmg 
correspondence, staff papers, reports, bnefings, and sirmlar documents 
relating to the preparation of joint doctnne and standards, plans, 
physical secunty, trammg, and resource requirements for 
antiterrorism/force protection activities maintained by any 
JS / combatant command activity as the official record copy 

BB CounternarcotIcs Program - Policies, procedures, and guidance relating 
to counternarcotics activities mamtamed by any JS/combatant 
command activity as the official record copy, FIles relating to oversight 
and assessments mcluding correspondence, staff papers, reports, 
bnefings, and similar documents relatmg to the preparation of jomt 
doctnne and standards, plans, physical secunty, trammg, and 
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resource requirements for counternarcotics activities maintamed by 
any JS / combatant command activity as the official record copy 

CC	 BallIstIc MIssIle Defense (BMD)Plans and Programs - BMD consisting 
of. BMD records relatmg to policy, planning, and interaction with OSD-
level activrties [Strategic Defense Imtiatrve Organization, BMD 
Orgaruzation), includmg requirements reviews, operational plannmg, 
and threat assessments regardmg national rrussile defense and theater 
missile defense mamtamed at the Jomt Staff/ combatant command as 
the official record copy; FIles relatmg to oversight and assessments 
includmg correspondence, staff papers, reports, bnefings, and similar 
documents relatmg to BMD plans and programs mamtained by any 
JS / combatant command activity as the official record copy 

DO	 ClImatologIcal/EnvIronmental Files - Documents relating to policies, 
procedures, and technical guidance governmg environmental service 
programs for the Jomt Staff, combatant commands, and OSD 
mam tamed by any JS / combatant command activity as the official 
record copy 

EE	 ChemIcal and BIOlogIcalWarfare Records - Records relatmg to chemical 
and biological warfare plans and programs mamtamed by any 
JS/combatant command activity 

DIsposItIon. PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review 

n-Record Materials 
050 5 - Series Description 
Non-Rec d matenal mamtamed by any activity IS for reference purposes only. 
Table 5 1 lIs on-record numbers from the previous edition of CJCSM 
5760.01, Vol. I. ee enclosure D. 

Table 5 1 Non Records 
0523-05 0530-06 0535-02 0537-05 

0502-03 0508-14 0516-02 0531-02 0536-05 
0503-03 0509-03 0517-05 0532-04 0537-05 
0503-07 0511-04 0517-10 0533-05 0538-05 
0504-02 0511-07 0521-02 0528-02 0539-02 
0505-04 0512-04 0522-06 0529-02 0536-05 

DIsposItIon. TEMPORARY.
 
Destroy / delete when no longer needed for reference.
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.K.eiCQlra Exceptions 
~Ll'~."'-"'''~ - Series Description 

are for records that do not fall under the 6 months/3 year, 7-10 
ent dispositions, Table 5 2 hsts the followmg descriptions and 
are authonzed by the previous CJCSM 5760.01 Vol. II and are 

Strategic weapons 
reports consistmg 
missile weapons, 
systems, and FBM/ 
trouble / failure and c 
action reports mam 
JS combatant command 

-----=--:.::-/~=:::-~~~-'--\-=-----:-'-__+__--------I__'L' 

Sensor network taskmg data 
(previously optical surveillance 
data) consisting of: sensor tasking 
response data, taskmg for such 
data, trackmg reports such as 
element sets (ELSET)requests, 
sensor taskmg and launch change 
messages, Baker-Nunn camera 
films, and optical sensor passage 
records of special mterest to any 

1 J~3jcombatant commandactivity 
1 

1 

D Satelhte and Space OperatIOns -
Mtssile warnmg systems located at 

. r_e_sponsi~!eactIvIty,_. _ 

E	 Satellite and Space Operations -
Operations center activity logs at 
tactical warning/ attack assessment 
and space surveillance functional 
OPRs 

1__ - ----------------------------------------"-------------------'\------,f-' 
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Destroy / delete when weapons 
! system IS removed from 
; mventory or when no longer 
I needed. 

i Destroy/delete when no longer 
: needed 
i 
: 

' 

I Hold for of Missile Warmng 
; System; des
! termination _ ,~v-------_--------1

_L___	 __ _ _ 
: Cut off on last e 
11 year, then de 
; destroy/delete no longer 
I needed, whichever IS 
I 

'	 • l 
1 rev/olES' rtt nNe) 
I 

' {fee 
(xurJ'"-

Walk\ 
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-- ---	 I 

Satelhte and Space OperatIOns - Destroy / delete when superseded 
Evaluation materials consistmg of' or obsolete 
evaluation scenanos, scnpts, 

rtten tests, annotated error
 
gu es, and other evaluation or
 
simu tion matenals at units and
 

G	 Cut off annually, hold 2 years,
 
then destroy/delete
 

frev.~'y 
a.Pfl7Ae} 
'(ree

---------.---/--:	 Cr-o.r.r-~--
· - - wo.lk JH	 ExercIses - Recurrmg exer se , Destroy/delete when no longer
 

reports Including mputs, SI ificant needed
 
monthly reports, current situa: on
 
book Inputs, CJCS bnefer mput
 
etc., mamtamed by any
 
J_~jcombatant command activity


--------	 ~--~--------------------------
- - -- - - - - ----- - - - ---- ---- -- -- -- ----------- --	 -+-- -- - - --------- ------- - - - -- - - - - ----

ExercIses - Exercise message traffic ' off an conclusion of 
durmg the actual JS/combatant exe ise, hold until publication 
command-sponsored exercise of fina: exercise report, then 
(rnckname) mamtamed by any destroy elete when no longer II 

JS/combatant command activrty as : needed i 
the officIal record copy ~ i 

J--S8.i.ejIlteandSpace OPeratl{)Ils~ . .. Des1roy jdelete - hen· no longer --1 
Consistmg of: individual's record of needed : 

I duties and qualifications at i 
___________~~}~jJa~§:n(~_<?~l!!~Il_d_9]>R___ __ __ j 

K Exercises - Documents pertammg	 Destroy / delete when sup Iri 

I	 to test and evaluation, gammg and or obsolete 
simulation, and special analyses 

I	 maintained by any JS/combatant 
command activity as the official 
record copy. 

L AIrspace Management - i 

1________ ~~=;;~~;~n:~r;~~~~r~IV~ l -.--J 
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domestic/foreign environments 
II' consistmg of: letters, messages, 

orrespondence, memorandums, 
a forms governmg 
ope tional/ adrrnmstratrve 
directi 

M 

N 

consistmg of: letters of certifi 
and decertification and other 
records pertammg to an 
individual's mission ready 
qualification status located at uruts 
and wings. 

----- -- -- -.- .._-_._-- ---i-'---o	 Codeword/NIckname Terms. 
Documents pertammg to 
procedures for assignmg, usmg, 
and managing codewords, 
nicknames, and operation/ exercise 
terms Which are: mamtamed by 
other JS / combatant command 
activities 
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---I 
I 
i 
I 

I 
I 

~v,'rM-'~ 

afP~ 
(ree 

-

, GIve to Individual upon transfer, 
: reassignment, or separation. 

- - ..----. -----

I Destroy delete when superseded 
I or obsolet 
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0600 SERIES BUCKET SCHEDULE 
Logistics, Acquisition, Supply, Services, Budget, and Safety 

ThIS schedule provides disposrtion authonzation for records that pertain to the 
LogIStiCS,Acquisition, Supply, Services, Budget, and Safety functions of the 
Jomt Staff and Combatant Commands. LogIStiCSincludes those aspects of 
rmhtary operations that deal with: design and development, storage, movement, 
drstnbuuon, maintenance, evacuation, and disposrtion of matenel; movement, 
evacuation, and hospitalization of personnel, construction, maintenance, 
operation, and disposrtion of facilities, procurement or furmshmg of services. 
Records In this senes also cover, but are not lirmted to, areas such as 
Acquisruorr/Procurement, Financial Management and Budget, General safety 
records, and the Nuclear safety program. 

SERIES NOTES: 

1. Action Officer Case FIles. Action Officer Case FIles. Copies of action officer 
case files are non-records. Background matenals pertaining to Official case 
files shall be retained in accordance with 0000 bucket senes m the front of this 
manual Working papers shall be retained m accordance with the 0900-02, 
Working Papers and Office Adrmmstrative Files, Sub-bucket. 

2.	 Refer to Enclosure A of this document for volume-wide instructions on: 

a.	 DISposItIOn Schedule BIg Buckets, See A-I 

b.	 DISposItIOn Detail Descnptions and Authorities, See A-I
 

FY/ CY Cutoff Instructions, See A-2
 

d. Pre-accessiornng, See A-3
 

e Media Neutral Dispositions, See A-3
 

f.	 SCI Matenal, See A-3 

g.	 NATO Matenal, See A-3 

h.	 Event-Driven Records, See A-3 

1.	 Flexible Scheduling, See A-4 

J.	 Electronic Information Systems /Electromc Feeder Systems (EIS/EFS), 
See A-4 
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Short-Term Records (6 months) 
0600-01 - Series Description 

Short-Term records (180 days or less) related to lOgIStiCS,acquisition, supply, 
services, budget, and safety are records which have mimmal or no 
documentary or evidential value. Examples are: routme requests for 
information or pubhcations and copies of rephes which require no 
administrative action, no policy decision, and no special compilation or 
research for reply; records documenting routme activities contammg no 
substantive information, such as routme notifications of meetmgs, schedulmg 
of work-related trips and VISItS,other schedulmg related activities. These 
records include but are not limited to' 

A No entries 

DIsposItion: TEMPORARY 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years) 
0600-02 - Series Description 
Records related to LOgIStiCS,Acquisition, Supply, Services, Budget, and Safety 
that document routme admmistratrve and organizational decisions, actions, 
and processes of the Jomt Staff and combatant commands. Records mclude 
but are not hrrnted to' 

A	 Budget Estimates, and JustificatIOns and Program Objective 
Memorandum (POM)Records - prepared by JS/combatant command 
activities to document budget requrrements 

B	 Fmancial Management - Government Contractor-Issued Travel Card -
Consisting of: adrrumstratrve support and control of charge cards (e.g. 
American Express, Dmers Club) mcludmg card application form, 
apphcant acknowledgements, delmquent notices, account cancellation 
control log, mamtenance form, account transfer notice, card 
agreement, projected renewal report, account summary hst 
management report, audit management report, expense activity 
analysis, expense variance report, member hst, airlme credit report, 
travel activrty report, volume report, agmg and status analysis report, 
cardholder write-off recovery report, dehnquency report, trial balance, 
monthly statistical report, payment coupon, payment summary 
account activity, and related records mamtamed by any JS/combatant 
command activity as the official record copy 

C	 Payroll - Bi-weekly cost reports main tamed by JS / combatant command 
comptroller as the official record copy; Overtime reports and related 
documents mamtained by JS/combatant command comptroller as the 
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official record copy, mamtamed by other JS/combatant command 
activities (fiscal year) other than Comptroller office 

o	 Procurement - transactions at or below the simplified acquisrtion 
threshold and all construction contracts at or below $2,000 and are 
maintained by the Jomt Staff/ combatant command as the official 
record copy 

E	 Procurement - InternatIOnal Merchants Purchase AuthonzatIOn Card 
(IMPAC)- Administration consistmg of: adrmrustrative support and 
control of the IMPAC system and associated cards and checks, e.g. 
card application forms, acknowledgements of receipt, delinquent and 
transfer notices, account cancellation control logs, tax reimbursement 
receipts, maintenance forms, payment summanes, and related reports 
main tamed by the Joint Staff/ combatant command as the official 
record copy 

F	 Contract Appeals Case FlIes - Contract appeals case files arising under 
the Contracts DIspute Act consisting of notices of appeal and 
acknowledgments thereof, correspondence between parties; copies of 
contracts, plans, specifications, exhibits, change orders, and 
amendments, transcnpts of heanngs; documents recerved from parties 
concerned, final deCISIOns,and all other related papers - records 
created after September 30, 1979, and mamtamed by the Jomt 
Staff/ combatant command as the official record copy 

G	 Supply, Property, and Space Management and Services - Files relatmg 
to routme administrative supply and property management activities 
consistmg of. storage and warehousmg, mventones, requisitions 
(mcludmg non personal services], reports of survey and bills of ladmg, 
property and space management, property accountmg books and 
receipts, packing and shipping mamtamed by any JS / combatant 
command activity as the official record copy, USSTRATCOMsupply 
system management consistmg of. USSTRATCOMforms at 
USSTRATCOM supply support of mamtenance activities 

DIsposition. TEMPORARY
 
Destroy / Delete 3 years after cutoff.
 

Management and Program/Operations Records (7-10 years) 
0600-03 - Series Description 
Records which document the logistics, Acquisition, Supply, Services, Budget, 
and Safety Program/Operations, management processes, and on-gomg 
activities of the Joint Staff and combatant commands. Records include but are 
not hrruted to: 

A	 General LOgIStiCSRecords - Files relatmg to routme and adrrumstrative 
activities and events within lOgIStICSactivities mamtamed by any 
JS/combatant command activity as the official record copy 
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B	 MoblhzatIon LOgIStiCSRecords - FIles relating to routine and 
adrmmstratrve activities and events within mobilization logistical 
activities mamtamed by any JS j combatant command actrvrty as the 
official record copy 

C	 Nuclear, BIOlogIcal.and ChemIcal Weapons LogistIcs - FIles relating to 
routine and adrmmstrative activities and events relating to nuclear, 
biological, and cherrncal logistics including storage, maintenance, and 
movement mamtamed by any JSjcombatant command activity as the 
official record copy 

D	 MoblhzatIOn Support Materials - Files relating to routine and 
adrmrnstratrve activities and events relating to the storage, 
maintenance, and distribution of mobilization support matenals 
maintained by any JSjcombatant command activity as the official 
record copy 

E	 PlannIng, ProgrammIng, and BudgetIng Systems - Files relatmg to 
routine and adrmmstrative actrvrties and events within the PPBS 
mamtamed by any JSjcombatant command activity as the official 
record copy (fiscal year) 

F	 Budget EstImates, and JustificatIOns and Program Objective 
Memorandum (POM)Records - Files relatmg to routme and 
adrmrustratrve actrvrties mamtamed by any JS j combatant command 
activity as the official record copy (fiscal year) 

G	 FInanCIal Management - Files relating to routine and admmistrative 
actrvrties and events within financial management mamtamed by any 
JS j combatant command activity as the official record copy 

H	 Procurement - Routine procurement files consisting of. contract, 
requisrtion, purchase order, lease, and bond and surety records, 
mcludmg correspondence and related papers pertairung to award, 
adrrumstration, receipt, mspection, and payment Procurement or 
purchase organization copy and related papers Transaction dated on 
or after July 3, 1995 (the effective date of the Federal Acquisition 
Regulations [FAR]rule defining simplified acqursrtion threshold) 
transactions that exceed the simplified acquisrtion threshold and all 
construction contracts exceeding $2,000 and are rnamtamed by the 
JOInt Staffj combatant command as the official record copy 
TransportatIon, Travel. and Passenger Reimbursement - FIles relating 
to operational activities and events within transportation and travel 
mamtamed by any JS j combatant command activity as the official 
record copy; FIles relating to routine and admmistrative activities and 
events withm transportation and travel consisting of' accountability 
records, requests, vouchers, registers, area clearances, cargo and 
freight shipments maintained by any JS j combatant command activity 
as the official record copy; Travel adrrumstrative office files consisting 
of' records relating to reimbursing mdividuals, such as travel orders, 
per diem vouchers, transportation requests, hotel reservations, and all 
supporting papers documenting official travel by officers, employees, 
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dependents, or others authonzed by law to travel mamtamed by any 
JS / combatant command activity as the official record copy (fiscal year) 

J	 Ground Support EquIpment and Mamtenance Records - FIles relatmg 
to guidance, procedures, operational activities, and events wrthm 
ground support equipment and mamtenance maintained by any 
JS / combatant command actrvrty as the official record copy; Files 
relating to routme and adrmmstratrve activities and events withm 
ground support equipment and mamtenance records (e.g. testing and 
calibration, maintenance records, mspections, logs) main tamed by any 
JS / combatant command activity as the official record copy 

K	 General Safety Records - Files relating to guidance, procedures, routme 
and adrmrustrative activities for safety programs (e.g. awareness, 
training, accident and incident, standards, surveys, hazards) 
maintamed by any JS/combatant command activity as the official 
record copy; FIles relatmg to oversight and assessments mcludmg 
correspondence, staff papers, reports, and similar documents relatmg 
to safety programs (e.g. mspections, evaluations) mamtamed by any 
JS / combatant command activity as the official record copy 

DISpOSItIOn:TEMPORARY.
 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
0600-04 - Series Description 
ThIS senes contams records related to LOgIStICS,Acquisitions, Supply, Services, 
Budget, and Safety that document policies, plans, procedures, and significant 
actrvrties of the Jomt Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relatmg to the mISSIon of the organization. Records mclude but 
are not hrmted to' 

A	 General LogIStICSRecords - Policies, procedures, guidance, oversight 
and assessments mcludmg correspondence, staff papers, reports, and 
similar documents relatmg to lOgIStICSactivities mcluding but not 
hrmted to airhft, sealift, ground transportation, stockpilmg, 
ammurution (Including Explosive Ordnance DIsposal [EODj), 
petroleum, OIls, and lubncants, and related mamtenance mamtamed 
by any JS/combatant command activity as the official record copy 

B	 MobIlIzatIOn LOgIStICSRecords - Policies, procedures, guidance, 
oversight and assessments mcludmg correspondence, staff papers, 
reports, and similar documents relatmg to mobilization logistical 
activities such as preposrtionmg equipment and matenals, rations, etc., 
main tamed by any JS / combatant command actrvrty as the official 
record copy 
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C	 Nuclear, BIOlogical,and ChemIcal Weapons LOgIStiCS- Policies, 
procedures, guidance, oversight and assessment including 
correspondence, staff papers, reports, and similar documents relatmg 
to the storage, mamtenance, and movement of nuclear, biological, and 
chemical weapons mamtamed by any JSjcombatant command activity 
as the official record copy 

D	 MobilizatIOn Support Matenals - Policies, procedures, and guidance 
relating to the storage, mamtenance, and distrtbution of mobilization 
support matenals other than fuel, weapons, ammunition, and 
equipment (e g. rations, water) mamtamed by any JSjcombatant 
command activity as the official record copy 

E	 PlannIng, Programmmg, and Budgeting Systems (PPBS) - Pohcies, 
procedures, guidance, oversight and assessments includmg 
correspondence, staff papers, reports, and similar documents relatmg 
to the PPBS mamtamed by any JSjcombatant command activity as the 
official record copy 

F	 Budget Estimates, and JustificatIOns and Program Objective 
Memorandum (POM)Records - Budget estimates, preparation, 
development, review, justification, subrrussion, defense, approval, and 
Justification of the budget consisting of. proposed appropriation sheets, 
narrative statements, and related schedules and data mcludmg 
justification documentation and submission documents for the POM 
mamtamed by the JSjcombatant command comptroller as the official 
record copy 

G	 FinanCIal Management - Pohcies, procedures, guidance, oversight and 
assessments includmg correspondence, staff papers, reports, and 
similar documents relatmg to financial management actrvities 
mamtamed by any JSjcombatant command activity as the official 
record copy 

H	 Procurement - Policies, procedures, guidance, oversight and 
assessments mcludmg correspondence, staff papers, reports, and 
similar documents relatmg to procurement activities mamtamed by any 
JS j combatant command activity as the official record copy 
Supply, Property, and Space Management and ServIces - Policies, 
procedures, and guidance relatmg to supply and property management 
actrvrties main tamed by any JS j combatant command activity as the 
official record copy 

J Transportation, Travel, and Passenger ReImbursement - Policies, 
procedures, guidance, oversight and assessments mcludmg 
correspondence, staff papers, reports, and similar documents relatmg 
to transportation and travel mamtamed by any JSjcombatant 
command activity as the official record copy 

K Nuclear Safety Program - Policies, procedures, guidance, oversight and 
assessments mcludmg correspondence, staff papers, reports, and 
similar documents relatmg to the nuclear safety program mamtamed 
by any JSjcombatant command activity as the official record copy, 
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FIles relating to nuclear operational activities and events mamtamed by 
any JS/combatant command activity as the official record copy 

DISposItIon' PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electroruc records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review 

No ecord Materials 
0600- - Series Description 
Non-Recor matenal maintamed by any activity IS for reference purposes only
 
Table 6.1 hst n-record numbers from the previous edition of CJCSM
 
5760.01, Vol. II ee enclosure D
 

0601-04 0605-04
 

0602-05 0606-04
 

0603-04 *0607 -04 0614-07
 

0604-03 *0608-04 0615-03
 

DISposItIOn' TEMPORARY.
 
Destroy / delete when no longer needed for reference
 

Ke~"CClll'a Exceptions 
"::O.............. , ... cr. Description
 

that do not fall under the 6 months, 3 year, 7-10 
years, or Permanent srtions. Table 6.2 hsts the followmg descriptions and 
dispositions that are autho by the previous CJCSM 5760.01 Vol II and are 
still in effect. 

MobihzatIOn LOgIStICSRecords -
Nuclear weapons stock record account, hold 7 mo 
accounts supply records or matenel destroy/delete. 
couner 
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a tivities and events mamtamed by 
I an JS/combatant command1- ~~!i __ry as the officlal.Tecord co:py__ ~ . _ 

I--- r	 -

C	 I Destroy/delete upon termination 
! or completion of action.
 

above use by component elements!
 
of a procure ent office for
 
admmistratrv
 
mamtamed by e Jomt
 
Staff/ combatant ommand as the
 
official record cop
 

o	 Procurement - Obh a ons Co I Destroy/delete when funds are 
Obligation copy mamta ; obligated 
JOInt Staff/ combatant c 
the official record copy , 

E	 TransportatIOn, Travel, and pvev;(lld'irPassenger ReImbursement -
Obligation copies mamtamed 1ffYWeJ
any JS / combatant command Ilfeeactivity as the official record copy 

_(fi~.caI3ear) _ crssr-
walt( ) 

F	 Nuclear Safety Program - Files ut off annually, hold 15 years,
 
relating to routine and : th n destroy/delete
 
admmistratrve actrvrties and events
 
within the nuclear safety program
 
maintained by any JS / combatant
 
command activity as the official
 
record co:py,	 -----------/1--------i-----'\ 

- ----- - -------- --- -- --- - -- ----- -------- +I . - --- - - -- - ---- ------ -------

L 

G. Fmanclal Management - Frles Destroy / dele e when no longer 
relating to specific financial needed 
management actrvrties expenditure 
accounting, preparation of 
accounting ledgers, reconciliations, 
Journals, unit funds, financial 
property accounting, cost 
accounting. Mamtained by any JS I 
Activity as the Official Information I 

____C_o:py_. --'	 \-'.---' 
\ 
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Acquisition Program Management 
0600-07 - Series Description 
This series pertains to records created by u.S Special Operations Command 
TItle X and TItle 50 regulations give the Commander, USSOCOM unique 
acquisrtion authorities and responsibilities. These include documenting the 
entire acquisition process of a single acquisition program from cradle-to-grave 
and all acquisrtion program of record documentation as It pertains to the 
specific acquisition program Records include, but are not hrruted to, 
acquisrtion programs and project management files for specific acquisition and 
Iogistics initiatives undertaken by USSOCOM m accordance with approved 
acquisition guidelmes and authorities 

A Acceptance and delivery documents 
B Acquisition documents 
C Briefings 
D Budgetary documents 
E Contractor evaluation reports 
F Contracts 
G Conference documentation 
H Configuration control documentation 
I Correspondence 
J Cost estimates 
K Design review documents 
L Drawmgs 
M Electronic media 
N Engineenng analyses 
o Engmeermg change documentation 
P Financial documentation 
Q Logistics support analyses and plans 
R Meeting minutes 
S MIlestone decisions 
T Owner's manuals 
U Parts lists and catalogs 
V Photographs 
W Presidential budgets 
X Program reviews and assessments 
Y Requirements documents 
Z Schedules 
AA 
BB 

Security classification guides 
Specifications 

CC Statement of work 
DD 
EE 

Studies and analyses 
Technical advisories 

FF Technical manuals 
GG 
HH 

Test plans 
Test reports 
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VIdeos
 
JJ Warranties
 

EXCLUSIONS: Pohcy, procedures, guidance, oversight, and assessment 
records pertammg to acquisrtiorr/ procurement programs and activities 
Disposition lAW 611-01 and 611-02 (Location. 0600 bucket series, Permanent 
sub-bucket) 

Disposrtion: TEMPORARY. Cutoff on termmation of program. Destroy/delete 
7 years after cutoff. 
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0700 SERIES BUCKETSCHEDULE 
Communications, Cryptology, and Electronics 

Policies, Procedures, and Reports 

ThIS schedule provides disposition authorization for records that pertain to the 
Cornmurucations, Cryptology, and Electronics Policies, Procedures, and 
Reports functions of the Joint Staff and Combatant Commands. 
Communications and Electronics-related records cover the use of electronic 
devices, circuitry, and systems for the acquisrtion or acceptance, processing, 
storage, display, analysis, protection, disposition, and transfer of information 
or messages. Records Include, but are not hrruted to, policies, procedures, 
commumcations agreements, communications publications, 
Frequency/Spectrum Management, Cryptology Records, Vouchers, Message 
Center Operations, Special handlmg and NATOmessages, Satellite 
Commurucations (SATCOM)records, and Technical Control Functions. 

SERIES NOTES: 

1. Action Officer Case FIles: Action Officer Case Files Copies of action officer 
case files are non-records. Background materials pertammg to Official case 
files shall be retained In accordance with 0000 bucket senes in the front of this 
manual. Working papers shall be retained in accordance WIth the 0900-02, 
Working Papers and Office Adrmrustrative FIles, Sub-bucket. 

2 Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposrtion Schedule BIg Buckets, See A-I 

b. Disposition Detail Descriptions and Authorrties, See A-I
 

c FY/ CY Cutoff Instructions, See A-2
 

d. Pre-accessionmg, See A-3
 

e Media Neutral Dispositions, See A-3
 

f SCI Matenal, See A-3
 

g. NATOMatenal, See A-3
 

h Event-Dnven Records, See A-3
 

1. Flexible Scheduling, See A-4 
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J. Electronic 
See A-4 

Information Systems/Electronic Feeder Systems (EIS/EFS), 

Short-Term Records (6 months) 
0700-01 - Series Description 

Short-Term records (180 days or less) related to Commumcations, Cryptology, 
and Electronics Policies, Procedures, and Reports are records which have 
rmrumal or no documentary or evidential value. Examples are: routine requests 
for Information or publications and copies of rephes which require no 
adrmrustrative action, no pohcy decision, and no special compilation or 
research for reply; records documenting routine actrvrties contairung no 
substantive information, such as routine notifications of meetings, scheduling 
of work-related tnps and VISItS,other scheduhng related actrvities. These 
records include but are not hmited to: 

A	 CommunIcatIOns and ElectronIcs Pohcles, Procedures, and Reports -
Operational control records consisting of: logs (service, circuit status, 
Intercept, service message, onlme /offline work request control, high 
precedence message), messages (high precedence, service, service 
interruption], message registers, records on multiple and book 
messages processed, number sheets (operator, circuit, message, and 
channel), reports (performance, equipment performance, 
Interface/trouble, auxiliary hne equipment), maintenance work orders, 
magnetic tape hbrary inventories, shift supervisor checkhsts, and 
similar documents mamtamed by any JS/Combatant Command 
activity as the official record copy (Note See 0500 bucket senes for 
contmgency plannmg cornmurucations records (e g natural and manmade disasters] 

B	 CommunicatIOns/Message Center OperatIOns - Incoming and outgoing 
messages mamtamed at Combatant Command; JOInt Message Form 
contammg approved text for outgoing messages received in the 
JS/COCOM message center and filed by date-time group after 
dispatch; Origmal Jomt Message Form authenticated for release and 
filed by date-time group in the DIA communications center. 

C	 Other Messages - All types of mcommg messages provided to principals 
(e.g. Office of the DIrector, JOInt Staff) mamtamed by any JS/COCOM 
actrvrty 

o	 TechnIcal Control Functions/Patch and Test FacIlIties - DO Form 1441 
(Circuit Data) mamtamed by any JS/COCOM activity as the official 
record copy 

E	 CircuIt Records - Networks and landhnes consistmg of: files relating to 
planning, operations, and resources for networks and landlmes 
mamtamed by any JS/COCOM Activity. 

DISpositIOn: TEMPORARY. 
Destroy/Delete 6 months after cutoff 
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Working Papers & Office Administrative Records (3 years) 
0700-02 - Series Description 
Records related to Commurncations, Cryptology, and Electronics Policies, 
Procedures, and Reports that document routine admmistratrve and 
orgarnzattonal decisions, actions, and processes of the Jomt Staff and 
combatant commands. Records mclude but are not hrruted to' 

A	 CommunIcations and ElectronIcs PolIcIes, Procedures, and Reports-
Routme and adrmrustrative correspondence for activities and events 
relatmg to commurncations and electronics mamtamed by any 
JS j COCOM activity as the official record copy; Communications 
general files mcludmg plans, reports, and other records pertaming to 
equipment requests, telephone, personal wireless communications 
services, and like matters mamtamed by any JS j COCOM activity as 
the official record copy, Commurucations statistical reports mcludmg 
cost and volume data mamtamed by any JS j COCOM activity as the 
official record copy 

B	 CommunlcatlOns Agreements - Copies of agreements with background 
data and other records relating to agreements for communications 
services maintained by any JSjCombatant Command activity as the 
official record copy. 

C	 Frequency/Spectrum Management - Propagation records consistmg of: 
records of special frequency predictions mcludmg tables of maximum 
useable frequency j frequency optimum traffic for times of day 
mamtained by any JSjCOCOM activity as the official record copy 

o	 CommunlcatlOns Vouchers - Records relatmg to mstallation change, 
removal and servicing of equipment mamtamed by any JS j COCOM 
activity as the official record copy. 

E	 CommunlcatlOns/Message Center OperatlOns - All electronic messages 
handled by the JSjCOCOM message center that mcludes incommg and 
outgoing messages mamtamed at the JS message center for reference 
purposes only; Message readmg files of mcommg andj or outgoing 
message traffic chronologically arranged extra copies circulated for 
information purposes within a JSjCOCOM element; Correspondence 
and related documents pertammg to the management of message 
Address Indicating Group, PIam Language Address DIrectory, Collective 
Address Designators, and Defense Message System DIrectory 
Information Tree, and to the appomtment of Authorizmg Official and 
Organizational Responsible Authority, by the cognizant authority 
mamtamed by any JSjCOCOM activity as the official record copy. 

F	 Other Messages - Incommg electronic messages pertammg to NATO 
COSMIC TOP SECRET and all ATOMALclassifications received m the 
JSjCOCOM sub-registry, controlled as regular NATOdocuments. 
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G	 TechnIcal Control FunctIOns/Patch and Test FacIlIties - Operational 
direction Zcoordmation messages, record of frequency use/changes, 
and related products mamtamed by any JS/COCOM activity as the 
official record copy; Routine adrmrustrative records (master station 
logs, master clock logs, outage reports, performance reports, 
worksheets, status reports, and other related records) mamtamed by 
any JS / COCOM activity as the official record copy 

H	 CIrcuIt Records - Automated Digrtal Information Network (AUTODIN) 
switching centers (ASC)consistmg of: files pertammg to plannmg for 
establishmg or deactivating ASC mamtamed by any JS/COCOM 
activity: FIles relating to operations of the ASC main tamed by any 
JS / COCOM activity 
JOInt InteroperabilIty of Tactical Command and Control System 
(JINTACCS)Records held at other offices. Reference Copies 

J	 Cryptology Records - Records relating to the physical secunty of
 
cryptographic equipment and materials Maintained by any
 
JS/combatant command activity as the official record copy.
 

DIsposItion' TEMPORARY. 
Destroy / Delete 3 years after cutoff 

Management and Program/Operations Records (7-10 years) 
0700-03 - Series Description 
Records which document the Communications, Cryptology, and Electronics 
Program/Operations, management processes, and on-going activities of the 
Jomt Staff and combatant commands. Records include but are not limrted to' 

A	 Frequency/ Spectrum Management - Routine and adrmrnstrative 
records mamtamed by any JS/COCOM activity as the official record 
copy. 

B	 Standards of Interoperablhty - Interoperability standards mcludmg 
specifications, doctrine, and guidance pertaining to the mteroperabihty 
of tactical communications equipment maintained by any JS / COCOM 
as the official record copy; Interface planrung including plans, reports, 
and other records relating to the development, coordination, and 
approval of techrucal interface concepts and technical interface designs 
for commurucations maintained by any JS / COCOM activity as the 
official record copy. 

C	 Cryptology Records - Operational, routine, and administrative activities 
and events relating to cryptology mamtamed by any JS/COCOM 
activity as the official record copy 

D	 Communications Vouchers - Accountable Officer's copies of vouchers, 
bills, mvoices, and related records maintained by any JS/COCOM as 
the official record copy 
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E	 SatellIte CommUnICatIOns (SATCOM)Records - routme and 
administratrve actrvrties and events relating to SATCOMmamtamed by 
any JS/COCOM activity as the official record copy 

F	 Joint InteroperabilIty of TactIcal Command and Control System 
(JINTACCS)- JINTACCS test procedures and plans consisting of: 
information related to development of test philosophies, proposals, 
plans and procedures. Included are coordination actions, 
recommendations from services or agencies, recommendations 
regarding implementing actions, and joint interface implementation 
plans at office having responsibility. 

G	 Frequency/Spectrum Management - Allocation and frequency usage 
records consisting of' records documenting the application, 
coordination, approval, and authorization of frequency allocations for 
operational use of communications equipment and systems of actual 
usage mamtamed by any JS/COCOM activity as the official record 
copy 

H	 Standards of InteroperabilIty - JOInt test procedures and results 
mcludmg reports, analyses, and similar documents relatmg to test 
philosophies, proposals, and procedures as well as test results, 
coordmation actions, and recommendations for implementing actions 
mamtamed by any JS/COCOM activity as the official record copy. 

DIsposItIon. TEMPORARY.
 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
0700-04 - Series Description 
ThIS series contains records related to Commurucations, Cryptology, and 
Electronics Policies, Procedures, and Reports that document policies, plans, 
procedures, and significant actrvities of the Jomt Staff and combatant 
commands which have permanent historical value. These records document 
key actions, decisions, functions, and operations relating to the mission of the 
organization. Records include but are not hmited to. 

A	 CommunIcatIOns and ElectrOnIcs PolIcIes, Procedures, and Reports -
Policies, procedures, guidance, oversight and assessments, 
correspondence, staff papers, and reports relating to C&E mamtamed 
by any JS/COCOM activity as the official record copy. 

B	 AllIed CommunicatIOns PublIcations (ACPs)- ACPs consistmg of: non-
cryptographic publications contammg Allied Communications 
procedures developed by the Combined Communications Electronics 
Board for guidance and use m Allied Forces, and supplements Issued 
thereto mamtamed by Military Communications Electronics Board 
(MCEB) as the official record copy. 
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C	 JOInt Army-Navy-AIr Force PubhcatIons (JANAPs)- Consistmg of. US 
Communications publications developed by US MCEB pnmanly for use 
by US forces mamtamed by MCEB as the official record copy 

D	 Frequency/Spectrum Management - Policies, Procedures, guidance, 
oversight and assessment, correspondence, staff papers, and reports 
relating to Frequency j Spectrum Management mamtamed by any 
JSjCOCOM actrvity as the official record copy. 

E	 Cryptology Records - Pohcies, procedures, guidance, oversight and 
assessments, correspondence, staff papers, and reports relatmg to 
Cryptology mamtamed by any JSjCOCOM activity as the official record 
copy. 

F	 Other Messages - Special handhng messages received by Chairman, 
JOInt Chiefs of Staff mamtamed by JS activities as the official record 
copy; Special handlmg messages received by commander, Combatant 
Command mamtamed by COCOM actrvrties as the official record copy 

G	 Satelhte CommunIcations (SATCOM)Records - Policies, procedures, 
guidance, oversight and assessments, correspondence, staff papers, 
and reports relatmg to SATCOMRecords maintained by any 
JS j COCOM actrvrty as the official record copy 

H	 JOInt InteroperabIhty of TactIcal Command and Control System 
(JINTACCS) - Interface planning files consisting of' Information relatmg 
to the development, coordmation, and approval of techrncal mterface 
concepts and technical mterface design plans for tactical command 
and control systems at office havmg responsibility: JINTACCS 
configuration management files consrstmg of' information relatmg to 
the management and standardization of configuration for tactical 
command and control systems. Included are proposed changes to data 
messages and data standards and actions relatmg to those changes at 
office havmg responsibility, JINTACCS data standardization files 
consrstmg of. information identifying data elements and standardized 
message formats to be used by services and agencies In achievmg 
mteroperabihty and compatibility of both manual and automated 
systems Data dictionaries are also mcluded 

DISpositIOn: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 
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Non-Rec d Materials 
0700-05 - .es Description 
Non-Record rna al mamtamed by any activity IS for reference purposes only.
 
Table 7 1 hst non-re rd numbers from the preVIOUSedition of CJCSM
 
5760.01, Vol. II. See en osure D.
 

Table 7.1 Non Records
 
0701-08 0705-02 0708-04
 
0710-07 0711-02 0714-04
 

DISposItIOn. TEMPORARY.
 
Destroy / delete when no longer needed for reference
 

ord Exceptions 
070 -06 - Series Description 
Except ns are for records that do not fall under the 6 months, 3 year, 7-10 
years, or rmanent dispositions Table 7.2 lists the following descnptions and 
dispositions at are authonzed by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

A Destroy / Delete when 
superseded or obsolete 

Communications req rements 
documents consisting 0 requests 
for support, equipment, stems, 
software, etc. For example, 

B 

Communications System 
Requirements Document (CSRD) 
like documents maintained by any 
JS / COCOM activity as the official 
record copy 
CommunIcations Agreements -
mamtamed by any JS/COCOM 

I 

prev/uvr!t 
'1f'~ 
{ref(?

I 
CYbJJ-

C 
actrvrty as the official record copy 
AllIed CommunIcatIOns w?fh 

I 

PubhcatIOns (ACPs) - NATO 
Supplements to ACP documents 
mamtamed by any JS/COCOM 
activity as the official record copy 

D Frequency/ Spectrum Management 
- Satelhte Zradio frequency 

'-- I_is_t_In_g!i/authorizations mamt=-=a~I-=n..c:..e-=d---.L _ 
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E 

y any JS j COCOM activity as 
o icial record copy 
C tolo Records - Records 

the 

mecha cal characteristics of
 
cryptogr hie equi pmen t
 
mamtame by any JSjCOCOM
 

___~~~~VI!y?~_~_~off~CI~Lr:~~~d ~gI?Y 

F 
- -	

30 days erase 

i Communications cent and 
retained In computer st age for 

____~22roximately 30 day,---s \;__	 ,L 
I ------------~----i~------	 ~ r G	 Commurucations ! DISposItIOn IS that of particular 
I	 OperatIOns - Incommg electro c : mISSIOn or subject file. 

messages, mcludmg messages 
requiring special handling such a 
Special Category (SPECAT), SIOP-
ESI, SPECAT Codeword, SPECAT 
EXCLUSIVE FOR, RESTRICTIVE 
DATA OR FORMERLY 
RESTRICTED DATA, AND LIMITED 
DISTRIBUTION. Also included are 
"FOR" OR "PERSONAL FOR" and 
those held in SSO facilities received 
and mamtamed by JSjCOCOM 
addressee m mISSIOnor subject 
files 

l _	 '\--- -----------, H	 Other Messages - NATO SECRET, Destroy j delete thm 30 days-
NATO CONFIDENTIAL, NATO I except that If rete tion value IS 
RESTRICTED and NATO , determmed to be bond 30 
Unclassified messages received m days, deliver to JSj COM 
JSjCOCOM control points from the subregistry for introd tion into 
JS j COCOM command message NATO system as a regu r NATO 
center document wrth diSPOSItIO in 

accordance with 0811-02 
f--- -- -- - -- - -- - --- -- ---- --- --- - --- ---- --- --- -- - - ---------- ----, 

rYfWf 0IIf Ir 
ff~ 
Cree 
c(Os5-

~qlk\ 

C-98	 Enclosure C 



CJCSM 5760 01A, Vol. II 
1 Sept 2011 

----- - --------- --------------------- - --- -- - - -- ------- --- - -- ---1 

Other Messages - NATOExercise Cut off on termination of the 
messages regardless of exercise, hold for 30 days-except 

assification, received by exercise that If retention value IS 
pa ticrpants from the JS/COCOM determmed to be beyond 30 

i days, deliver to JS/COCOM 
, subregistry for introduction mto 

I NATOsystem as a regular NATO 
document with disposition in 

, accordance with 0811-02 J, 
- j

J	 '="::=~==~rs - Outgomg Disposrtron IS that of particular
 
electronic mes ges prepared by , mISSIOnor subject file
 

IJS/COCOM ele ent comeback 
I
 

copies received in he ongmatmg
 
office and filed In m sSIOnor
 ~yey,'rAtrI7subject files, includi those held I 
m SSO facilities. - ------- --------- -~ffrf1/l1I 

K	 Other Messages - Curren i Destroy/delete rmcrofilm sets tfee 
the JS records center I when no longer needed jc;rd.S1'"~ 

-------~'\---+----------I	 I wallt')
L	 Technical Control Functions ! Cut off monthly, hold until i
 

and Test FacIlItIes - HIStOryfold ' superseded or for 6 months afte
 
I'(circuit, trunk lmk, route, or deactivation, whichever IS later;
 

system history), excludmg quality then destroy/delete.
 
control test records consisting of-

records pertammg to activation,
 I' 

reconfiguration, or deactivation,
 
irutial test and acceptance data, DO
 
Forms 1697 and 1697-1 (circuit
 
parameter test data), Techrncal
 
Evaluation Program (TEP)reports;
 
out-of-service quality control test
 
records mcludmg spare channel
 
test results; analysis products; and
 
other related historical matenal
 
mamtamed by any JS/COCOM
 

____ ~~~!Y as the offiCIalrecord CORy-b-----~---

M	 TechnIcal Control FunctIOns/Patch Destroy / delete when eplaced
 
and Test FacIlItIes - HIStOryfolder wrth the next like test
 
(circuit, trunk lmk, route, or
 
system history) quality control test
 
records mamtamed by any
 
JS / COCOM activity as the official
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record copy. (note' out-of-service 
quality control testing records WIll 
eplace the next like test, the 

c rrent year's annual test results 
WI eplace the previous year's 
annu 1test results, and the 
curren quarterly test results will 
replace t e previous quarter's test 
!esult~ )___ __ _ _ 

N	 TechnIcal Con 01 FunctIOns Patch 
=~::....:::..:::..::....=~==~ - Technical 
control operations: excluding DD 
Form 1441 (Circuit tal consistmg 
of: quality control test chedules, 
reporting guides, circuit trunk 
directories, Defense 
Communications Agency 
engmeermg drawings, 
systems/ circuit layout 
diagrama/records, fault isolation 
charts Zdiagrams, and related 
products mamtamed by the 
JS/COCOM activity as the official 

r- r~~ordcoRY_·	 _ 

o	 Applied Communications 
Publications (ACPs) - NATO 
Supplements to ACP Documents 
maintamed by other JS / Combatant 
Command activities. 

CSM 5760.0 lA, Vol. II 
1 Sept 2011 

, 

I 
----i- -- - ~-~,,(}VJ1~ 

Destroy / delete when
 
superseded.
 qfr~ 

(ffie 

c~~r'" 
~J/k J 

I 

I 
I 
I 

accordance with 0811-

, months to e appropriate sub-
registry secti 
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0800 SERIES BUCKET SCHEDULE 
International 

ThIS schedule provides disposition authorization for records that pertam to 
International Negotiations, Agreements, relationshrps wrth other countnes, 
orgamzations, conferences, and other international functions of the Jomt Staff 
and Combatant Commands. Additional records mclude but are not hrmted to 
treaty obhgations, strategic plannmg and arms lirmtation, Foreign disclosure, 
Foreign trammg, The Navigation and Overfhght Program, and Security 
assistance and Foreign rrnhtary sales ThIS schedule also covers NATO Records 
including but not hrmted to reviews and analyses of US and related mihtary 
posture, strategy and force requirements; and military, economic, and political 
considerations for the purpose of providing understanding of the factors and 
basis for planning strategy and force requirements. Also Includes programs and 
Issues impacting on NATO, such as Partners for Peace. NATO classifications 
mclude: COSMIC TOP SECRET, COSMIC TOP SECRET ATOMAL, NATO 
SECRET ATOMAL, NATO SECRET, NATOCONFIDENTIAL ATOMAL, NATO 
CONFIDENTIAL, NATO RESTRICTED 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background matenals pertammg to Official case files shall be retamed m 
accordance with 0000 bucket senes m the front of this manual Working 
papers shall be retamed m accordance WIth the 0900-02, Working Papers and 
Office Adrmmstrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide mstructions on. 

a. Disposrtion Schedule BIg Buckets, See A-I 

b Disposrtron Detail Descrrptions and Authorities, See A-I 

c FY/ CY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3 

e Media Neutral Dispositions, See A-3 

f SCI Matenal, See A-3 

g. NATO Matenal, See A-3 

h. Event-Dnven Records, See A-3 

I Flexible Scheduhng, See A-4 
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J Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
0800-01 - Series Description 

Short-Term records (180 days or less) related to the International Senes are 
records which have mmimal or no documentary or evidential value. Examples 
are' routine requests for information or pubhcations and copies of replies 
which require no adrmmstrative action, no policy decision, and no special 
compilation or research for reply; records documenting routme activities 
contammg no substantive information, such as routine notifications of 
meetings, scheduling of work-related tnps and VISItS,other schedulmg related 
activities These records include but are not limited to. 

A	 NATOFIles - NATOSECRET, NATOCONFIDENTIAL,NATO 
RESTRICTED documents, excluding Agenda documents, Atlantic 
Council papers, and documents held by individuals who are members 
of a NATOcommittee and need the information for everyday operations 
distributed to JS / combatant command control pomts permanently for 
action officer and division usage; (Note The US Central Registry 1S the official 
archive for all US NATOrecords (USSAN 1-69)) 

DIspOSItion: TEMPORARY.
 
Destroy /Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
0800-02 - Series Description 
Records related to the International Senes are records that document routine 
adrmrustratrve and organizational decisions, actions, and processes of the Jomt 
Staff and combatant commands. Records include but are not hrruted to: 

A	 NATOFlIes - NATOsenal-numbered documents published by the 
Atlantic Alliance (SHAPE staff, major NATOcommanders, subordinate 
commanders, NATOcivilian and mihtary staff organizations, 
committees, subcommittees, staff groups, working groups, etc.). 
Documents are generally published by alphabetical identification 
and/ or numencal sequence within a given CY mamtamed by any 
JS/combatant command activity as the official record copy. (Note The 
US Central Registry 1S the official archive for all US NATOrecords (USSAN 1-69)) 

DIspOSItion: TEMPORARY. 
Destroy / Delete 3 years after cutoff. 
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Management and Program/Operations Records (7-10 years) 
0800-03 - Series Description 
Records that document the International Program/ Operations, management 
processes, and on-gomg activities of the Joint Staff and combatant commands 
Records mclude but are not limited to. 

A	 Secunty AssIstance and ForeIgn MIlitary Sales - FIles relatmg to 
routme and admmistratrve activities and events relating to secunty 
assistance and foreign rrnhtary sales mamtamed by any JS/combatant 
command activity as the official record copy 

B	 ForeIgn Traming - FIles relatmg to routine and adrrurustratrve actrvrties 
and events relating to foreign traming mamtamed by any 
JS/combatant command activity as the official record copy 

C	 ForeIgn DIsclosure - DIsclosure of military information to foreign 
governments and international orgamzauons consisting of records of 
National DIsclosure Pohcy Committee (NDPC)which announce the 
NDP, agency representation on the NDPC, approval and denial by the 
NDPC of requests for exception surveys of foreign governments 
conducted by NDPC representatives, and related papers mamtamed by 
any JS / combatant command activity as the official record copy; 
Foreign disclosure records consisting of' all records pertammg to 
release of classrfied rruhtary information or classified export controlled 
technical information to foreign governments and international 
organizations mamtamed by any JS/combatant command activity as 
the official record copy 

DIsposItion' TEMPORARY.
 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
0800-04 - Series Description 
ThIS senes contains records related to the International Senes that document 
policies, plans, procedures, and significant activities of the Jomt Staff and 
combatant commands which have permanent historical value. These records 
document key actions, deCISIOns,functions, and operations relatmg to the 
mISSIon of the organization Records mclude but are not hrruted to. 

A	 InternatIOnal NegotiatIOns - Policies, procedures, and guidance relating 
to International negotiations consistmg of' advice formulation and 
coordmation of JS/combatant command positions relatmg to 
international negotiations maintained by any JS/combatant command 
actrvity as the official record copy; SCIentific, engmeermg, and other 
support documents directed toward current strategic pohcy Issues 
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associated with discussion alternatives In negotiations maintained by 
any JS / combatant command activity as the official record copy 

B	 InternatIOnal Agreements - Policies, procedures, and guidance relating 
to the estabhshment of international agreements mamtamed by any 
JS / combatant command activity as the official record copy; 
Agreements in WhIChthe JOInt Staff provides representation, 
recommendations, guidance, and the final signed agreements 
mamtamed by any JS / combatant command activity as the official 
record copy 

C	 Treaty ObhgatIOns - Documents contammg rrnhtary commitments and 
treaty obligations, interpretations, comments, or proposals mamtamed 
by any JS / combatant command activity as the official record copy 

D	 StrategIc Plannmg and Arms LImItatIOn - Strategic Plannmg and Arms 
Limitation - Analyses and studies of arms control Issues and present 
and future strategic capabilities mcludmg the Impact of negotiation 
alternatives on strategic forces and balance, such as Strategic Arms 
Limitation Treaty and Strategic Arms Reduction Treaty main tamed by 
any JS / combatant command activity as the official record copy 

E	 SpecIal StudIes - Reviews and analyses of US forces and allied 
effectiveness relating to general purpose forces In vanous regions 
maintained by any JS/combatant command activity as the official 
record copy 

F	 NavIgatIOn and OverflIght - Legal, treaty, and NSC documents and 
other records (bnefings, background papers, studies, etc) relating to 
pohcy Issues of the navigation and overflight program mamtamed by 
any JS / combatant command activity as the official record copy, Files 
relating to oversight and assessments mcludmg correspondence, staff 
papers, reports, and similar documents relating to freedom of 
navigation and overflight operations main tamed by any JS / combatant 
command activrty as the official record copy 

G	 InternatIOnal LogIStICSConferences - Documents relating to the general 
conduct of mternational lOgIStICSconferences (e.g., Senior NATO 
LOgIStICSConference) consisting of: background matenals, mmutes of 
meetmgs, studies, reports, agreements, and final decisions mamtamed 
by any JS / combatant command activity as the official record copy; 
Documents relating to the formulation and coordination of 
JS / combatant command positions on specific international lOgIStICS 
Issues and programs consistmg of: sequence for current Issues or 
prograrnsmamtamed by any JS/combatant command actrvrty as the 
official record copy 

H	 Secunty AssIstance and ForeIgn Mlhtary Sales - Policies, procedures, 
guidance, oversight and assessments includmg correspondence, staff 
papers, reports, and srmilar documents relating to secunty assistance 
and foreign rmhtary sales mamtamed by any JS/combatant command 
activity as the official record copy 
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ForeIgn Trammg - Foreign trammg programs consistmg of. documents 
relating to developmg programs for trammg foreign nationals by agency 
schools, facihtres, mobile trammg teams, contractor techmcians, and 
training missions and groups. Included are communications on 
trammg requirements WIth the foreign army concerned, trammg 
program requirements reports, foreign traming conference reports, 
program guidance refined programs, and related documents 
mamtamed by any JSjcombatant command activity as the official 
record copy 

DISposItion. PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electroruc records to the 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review 

n-Record Materials 
080 5 - Series Description 
Non-Recor aterial mamtained by any activity IS for reference purposes only.
 
Table 8.1 hst no ecord numbers from the previous edition of CJCSM
 
5760.01, Vol. II See closure D.
 

Table 8. 1 Non Records
 

0801-02 0804-02 0807-03
 

0802-04 0805-02 0809-04
 

0803-02 0806-03 0810-03
 

DISposItIOn: TEMPORARY.
 
Destroy j delete when no longer needed for reference.
 

Record Exceptl ....&&,__
 

0800-06 - Series Descrlp ••·,__~
 
Exceptions are for records that do n under the 6 months, 3 year, 7-10
 
years, or Permanent dispositions. Table 8 2 ISts-t followmg descriptions and
 
dispositions that are authorized by the preVIOUSCJCS
 
still in effect
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A	 NAT FlIes - NATO SECRET, NATO 
CONF ENTIAL, NATO 
RESTRI TED documents held by 
individua NATOcommittee 
members a d needed for everyday 
operations tnbuted to 
JSjcombatan command control 
POInts perman tly for action 
officer and diVISI n usagLe ~	 _____J 

-\.------~-~--------~--·-=-----------:--:-I 
B	 Destroy j delete when superseded 

, or obsolete. Authonty. Nl-218-
Host-nation agreemen	 i 00-9 Item 05 
MIlitary Departments, 
coun try, and country on pport 
use of facilities. Forwarded 
Staffj combatant command 
mformation purposes only. I 

'I Mamtamed by any JSjcombata t I 

command activity	 Il_____________ ___ ~ ~	 \ 

c	 NATO FlIes - COSMIC TOP i Return within no later than 6 
SECRET, COSMIC TOP SECRET , months to the appropnate 
ATOMAL,NATOSECRET ATOMAL, bregistry section, 
NATO SECRET, NATO 
CONFIDENTIALATOMAL,NATO 
CONFIDENTIAL, NATO 
RESTRICTED documents loaned to 
JS j combatant command control 
POInts withm the JOInt I~~~~::C:::=:~~L~~~t-:rr:~:-, ~:~~m::'-, 
CONFIDENTIAL, NATO I then destroy j d lete, or I 
RESTRICTED Agenda and Atlantic 

I

: destroy j delete en no longer 
I

' 
Council documents distributed to needed, whicheve IS later. I 

JSjcombatant command control 
POInts permanently for action 

____ __ officer ~gd qivisIOp us~g~-,-

!- --- E- -- NATO SECRET~-NATO - --- - - - -- Return within no later th n 6 

l CQ~f~I:?El\([I~.!___LNAIQ ~ ~m_~~ths_!~_t_1'!~JSjcQ!!!9a~~L __ J 
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I---:!~~~C~D dZ~~iZ~:::b::,~d--. ~~:r~;~~t~O;8~~1~~~!~:1:03~ 
I	 command contro nts within the I n~vIOJrr/~

JOInt Staff/ combatant mand t' fl.I	 

rD.tJ.I	 ~r--- -------------------------------	 -----------1
 
(s~e 
CJ1)fT-

Walk) 
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0900 SERIES BUCKET SCHEDULE 
General Administration and Management 

This schedule provides disposition authorization for records that pertam to 
General Adrrumstration and Management functions of the Joint Staff and 
Combatant Commands Records cover adrrurustrative subject files; facilitative 
records such as suspense files, tracking and control records, calendars, and 
indexes; and transitory documents Also included, but not hmited to, are 
Working papers; mternal admmistration-housekeeping records, reports and 
project control files; staff visrts, Forms Management and Records Management 
Program files, Freedom of Information Act (FOIA)and Declassification Programs 
files; .Jomt Staff Terminology Master List; and Schedules of Dally actrvrties 

SERIES NOTES: 

1. Action Officer Case Files, Copies of action officer case files are non-records. 
Background matenals pertammg to Official case files shall be retained in 
accordance with 0000 bucket senes m the front of this manual Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Adrrurustrative Files, Sub-bucket. 

2. Inspector General (IG)Investigation Records - additional description 
(formerly senes 0934). Case files developed durmg investigations of known or 
alleged fraud and abuse and irregulanties and violations of laws and 
regulations, excluding those that result In national media attention, 
congressional investigation, or substantive agency pohcy or procedure Cases 
relate to agency personnel and programs and operations administered or 
financed by the agency mcludmg contractors and others having a relationship 
with the agency. This mcludes mvestigatrve files relatmg to employee and 
hotlme complaints and other miscellaneous complaint files. FIles consist of 
investigative reports and related documents, such as correspondence, notes, 
attachments, and working papers 

3. Freedom of Information Act Requests - FIles created In response to requests 
for information under FOIA corisistmg of the onginal request, a copy of the 
reply thereto, and all related supporting files May include the official file copy 
of the requested record or a copy thereof 

4 Audio-Visual Records Disposition - Records mcludmg, but not hrruted to, 
still photography, graphic arts, video recordings, motion pictures, and audio 
(sound) recordings shall follow the disposition in the DoD Visual Information 
Records Schedule (NARAAuthority Nl-330-08-4) Contact the JS Information 
Management Division for additional information. 
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5. Refer to Enclosure A of this document for volume-wide mstructions on. 

a. Disposrtion Schedule BIg Buckets, See A-I 

b. Disposition Detail Descriptions and Authorities, See A-I 

c. FYICY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3
 

e Media Neutral Dispositions, See A-3
 

f SCI Matenal, See A-3
 

g. NATOMaterial, See A-3
 

h Event-Driven Records, See A-3
 

1. Flexible Scheduhng, See A-4
 

J Electronic Information Systems/Electronic Feeder Systems (EIS/EFS),
 
See A-4 

Short-Term Records (6 months) 
0900-01 - Series Description 

Short-Term records (180 days or less) related to General Admirustration and 
Management are records which have mirumal or no documentary or evidential 
value. Examples are: routme requests for information or publications and 
copies of replies which require no administrative action, no policy decision, and 
no special compilation or research for reply, records documentmg routme 
activities contammg no substantive information, such as routme notifications 
of meetmgs, scheduling of work-related tnps and VISItS,other scheduhng 
related activities. These records mclude but are not limited to: 

A	 General Office AdmmistratIOn Records - Duty reports/ duty rosters 
consisting of' information prepared by duty officer of the day or by 
personnel on charge-of-quarters duty to record routme duties 
performed by employees and special duties performed on a rotating 
baSIS. Included are dally activity reports and related information 
maintained by any JS/combatant command activity; Office personnel 
registers consisting of' information used to account for office personnel 
and to control office visitors, mcludmg registers showmg personnel 
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arnval, departure, leave, and temporary duty travel, excludmg official 
personnel registers used to prepare mput to automated personnel 
system mamtamed by any JS/combatant command activity 

B	 Readlng and Transltory FlIes - Transitory files consistmg of. 
correspondence, messages, and other documents mamtamed for 
reference, copies of documents that require no official action, letters of 
transmittal; routine requests for information and rephes thereto 
mvolvmg no adrmrustrative or pohcy decisions and no special 
compilations or research; courtesy or informational documents that are 
not needed to document specific functions but are of reference value to 
an office mamtamed by any JS / combatant command activity 

C	 JS/Combatant Command BulletIns, Clrculars, and 
Newsletters/Newspapers - Proposed articles for all pubhcations 
submitted by JS/combatant command activities, workmg papers, 
drafts, art work, and related background papers used to pubhsh the 
bulletin mamtamed by any JS / combatant command activity 

o	 Audits and Audlt Reports - Terminated audits or surveys mamtamed 
by any JS/combatant command activity 

E	 Postal AdmmlstratlOn Records - Records of and receipts for mall and 
packages received through the Official Mall and Messenger Service 
mamtamed by JS/combatant command activities as the official record 
copy or for mall control, excludmg JS Form 47 (Note See 0300 bucket 
senes	 for JS Form 47) 

F	 Postal Admmlstration Records - Locator cards, drrectorres, mdexes, and 
other records relatmg to mall dehvery to individuals mamtamed by any 
JS / combatant command activity; Correspondence, request forms, and 
other records relatmg to changes in mailing hsts mamtained by any 
JS/combatant command activity 

DlsposltIon. TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years) 
0900-02 - Series Description 
Records related to General Adrmrnstration and Management that document 
routme admirustratrve and organizational decisions, actions, and processes of 
the .Jomt Staff and combatant commands. Records mclude but are not hrrnted 
to: 

A	 Working Papers - Project background records such as studies, 
analyses, notes, drafts, and mtenm reports mamtained by any 
JS/combatant command activity. (Note These papers are often filed m case 
files or other functional files as documentation of the action they address) 

B Termlnology and DlctIonary - Correspondence on standardization of 
military termmology, coordination, and promulgation by the Jomt 
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Military Terminology Group (JMTG) mcludmg terminology disapproved 
by JMTG mamtamed by the Jomt Staff as the official record copy 
JS / Combatant Command Bulletms, CIrculars, and 
Newsletters/Newspapers - Publications used to provide unclassified 
official and unofficial information of an advisory, informative, or 
directive nature to JSjcombatant command actrvrties mamtamed by 
any JS j combatant command activity as the official record copy 
AudItS and AudIt Reports - Completed audits or surveys mcludmg 
comments, recommendations, and actions taken m relation thereto 
mamtamed by any JSjcombatant command activity 
Reports Control - Case files on reports created, canceled, or superseded 
that contain evidence of their existence andj or discontinuance 
consisting of: files relating to reports for WhIChthere are formal 
requirements, mcludmg files accumulated in the course of 
adrmrustratrve control of the reports, excluding the reports themselves 
maintained by any JSjcombatant command activity 
Project Control - Memorandums, reports, and other papers 
documentmg assignments, progress, and completion of projects 
maintained by any JSjcombatant command activity 
Staff VISItS- Documents relating to scheduled or special VISItSfor the 
purpose of performing staff or techrucal supervision or for conducting 
studies, including requests for permission to VISIt,reports of VISIt,tnp 
reports, recommendations, and other directly related documents, 
excluding inspections, surveys, audits, and VISItSmade in connection 
WIth a specific process or case that should be filed WIth documentation 
of the process or case mamtamed by any JS j combatant command 
activity (Note See 0400 bucket senes for distmguished VISItorprogram 
documentation] 
Records Management - Copies of correspondence, reports, 
authorizations, and other records that relate to the management of 
JS j combatant command records mcludmg such matters as forms, 
correspondence, reports, mall, and files management mamtamed by 
any JS j combatant command activity 
Records DIsposItion - BaSICdocumentation of records descriptions and 
dispositions consistmg of NARAapproved SF 115 (Request for Records 
Disposition Authonty) maintained by any JS j combatant command 
activity as the official record copy; also included are extra copies, 
routine correspondence, and memorandums related to descriptive 
records mventones, records disposal authorizations, records schedules, 
and reports mamtamed by any activity for reference 
Freedom of InformatIOn Act (FOIA)Requests - Correspondence and 
supporting documents granting access to all the requested records, 
excluding the official file copy of the records requested If filed therein 
maintained by any JSjcombatant command activity; Correspondence 
and supporting documents responding to requesters who provide 
inadequate description and to those who fall to pay agency 
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reproduction fees and the request IS not appealed, excludmg the official 
file copy of the records requested if filed therem maintained by any 
JS/combatant command activity (See senes note #4 - FOIA) 
FOIA Appeals - FOIAreports consistmg of: reports relating to recurnng 
reports and one-time mformation requirements on implementation of 
FOIA, mcludmg annual reports to Congress mamtamed by any 
JS/combatant command activity (See senes note #4 - FOIA) 
Privacy Act Reports - Recurnng reports and one-time mformation 
requirements relatmg to agency implementation including reports to 
OSD and the Pnvacy Act Board and reports at agency level maintained 
by any JS / combatant command activity as the official record copy 
Privacy Act - General AdmmistratIve - Records relating to the general 
agency implementation of the Pnvacy Act includmg notices, 
memorandums, routme correspondence, and related records 
mamtamed by any JS/combatant command activity 
Schedules of Daily ActivIties - Consisting of: records contammg 
substantive information relating to official actrvities, the substance of 
WhIChhas not been incorporated Into official files main tamed by 
directorate heads and heads of separate offices in the Joint Staff and 
combatant command. (Note Schedules of the Chairman, Jomt Chiefs of Staff & 
Combatant Commanders use 0900-04-F) 
Internal Control Programs - Internal control correspondence consistmg 
of. general correspondence, regulations, policy, action plans, schedules 
for required reviews, and other related correspondence mamtamed by 
any JS/combatant command activity 
InspectIOns - Documents relating to mspectmg and surveymg 
JS/combatant command activities at all levels, mcluding command/IG 
safety, equrpment, and related inspections pertaining to performance of 
missions and functions, excludmg secunty inspections mamtamed by 
any JS / combatant command activity 
AdmInIstrative Orders (PCS) - Permanent change of station orders 
consisting of: duplicate copies of orders mamtamed by any 
JS/combatant command activity as the JS/combatant command 
record copy. (Note Official record copy 1S mamtamed in Service files) 
AdmInIstrative Orders - Background matenal to orders consisting of: 
letter request for orders, amendments, etc., and justification files on 
special authorizations when required by orders pubhshmg activity 
mamtained by any JS / combatant command actrvrty 
Postal AdmInIstratIOn Records - Records relating to incommg or 
outgoing registered mall, pouches, registered, certified, msured, 
overnight express, and special delivery mail mcludmg receipts and 
return receipts mamtamed by any JS/combatant command activity 
Postal AdministratIOn Records - General files mcludmg 
correspondence, memorandums, directives, and guides relatmg to the 
adrrurustration of mall room operations maintained by any 
JS / combatant command activity 
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U	 Postal AdmlnistratlOn Records - Distribution Authorization Sheets 
mamtamed by distributing JS/combatant command activities 

V	 Postal AdmlnistratlOn Records - used for tracking or suspenemg, 
excluding use for control and accountability purposes mamtamed by 
JS/combatant command activity (Note See 0300 series for drstribution records 
used for control and accountability purposes) 

W	 GraphIcs, Printing, Reproduction, Office CopIer, and DistributlOn 
Management - Records relating to Internal management, operations, 
and costs of graphics, printing, reproduction, office copiers, and 
distribution functions mamtamed by any JS/combatant command 
activity as the official record copy 

X	 Graphics, Printing, ReproductlOn, Office COpier, and DistrIbutlOn 
Management - Control files consistmg of: control registers pertainmg to 
requisitions and work orders mamtamed by any JS/combatant 
command activrty as the official record copy; FIles of masters (copy 
preps) of vu-graphs, book covers, and related papers used in the 
production of graphics aids mamtained by any JS / combatant 
command activity (fiscal year) 

y	 Internal admInistration/housekeeping -
Records accumulated by individual offices relating to the Internal 
adrmrustration or housekeeping activrties of the office rather than the 
functions for which the office exists, including records relating to 
staffing, procedures, hours of duty, supplies and office services and 
equipment requests use of office space, activity and workload reports, 
and comparable records not associated with functional programs, 
excluding documentation relating to assigned functional or program 
responsibihties, which IS disposed of In accordance with the 
instructions pertammg to the function or program 

DISpositlOn' TEMPORARY. 
Destroy / Delete 3 years after cutoff 

Management and Program/Operations Records (7-10 years) 
0900-03 - Series Description 
Records that document the General Adrmrustration and Management 
Program/Operations, management processes, and on-going activities of the 
Jomt Staff and combatant commands. Records Include but are not hrmted to: 

A	 JS/Combatant Command Forms Management Program - One record 
copy of each form created by Jomt Staff/ combatant command with 
related instructions and documentation showing inception, scope, and 
purpose of the form mamtamed, controlled, and issued by 
JS/combatant command forms activity 
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B	 Agreements - Documents relating to agreements between elements of 
the JOInt Staff/combatant commands, between the mihtary services or 
Federal agencies and the JOInt Staff/ combatant commands, or between 
other non-Federal orgamzations or agencies and the Jomt 
Staff/ combatant commands, mcludmg memorandums of agreement, 
base host tenant agreements, mter-service support agreements, and 
Interagency support agreements, excluding agreements with foreign 
mamtamed by any JS / combatant command activity as the official 
record copy 

C	 Records Management - Correspondence, reports, authonzations, and 
other records that relate to the management of JS / combatant 
command records mcludmg such matters as forms, correspondence, 
reports, mall, and files management; the use of microforms, IT 
systems, and word processmg, records management surveys; vital 
records programs; and all other aspects of records management 
maintained as the official JS / combatant command record copy 

D	 Records DIsposItIon - consistmg of: Records such as SF 135 (Records 
Transmittal and Receipt), SF 258 (Agreement to Transfer Records to 
National Archives of the Umted States), and related documentation 
maintained by any JS / combatant command activity as the official 
record copy 

E	 Freedom of Information Act (FOIA)Requests - Correspondence and 
supporting documents denying access to all or part of the records 
requested and the request IS not appealed, excludmg the official file 
copy of the records requested if filed therein mamtained by any 
JS/combatant command activity (See senes note #4 - FOIA) 

F	 FOIA Appeals - Correspondence and supporting documents, excluding 
the official file copy of the records under appeal If filed therein 
mamtamed by any JS / combatant command activity as the official 
record copy (See series note #4 - FOIA) 

G	 FOIA Control - FIles mamtamed for control purposes in responding to 
requests, mcludmg registers and similar records hstmg date, nature 
and purpose of request, and name and address of requester consistmg 
of: the register or listmg mamtained by any JS/combatant command 
activity as the official record copy; All other files mamtamed by any 
JS / combatant command activity as the official record copy (See series 
note #4 - FOIA) 

H	 Pnvacy Act Matters - Files maintained In response to requests from 
individuals to gain access to their records or to any Information in the 
records pertaming to them as provided for under 5 USC 552a(d)(1) 
consisting of. files contammg onginal request, copy of reply thereto, 
and all related supporting documents. May include the official file copy 
of records requested or a copy thereof maintained by any 
JS / combatant command activity as the official record copy 
Declassification - JS/ combatant command supplemental documents, 
directives, and correspondence relating to declassification actions, 
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internal and external declassification requests, response, appeal, 
referrals, and general pohcy files mamtamed by any JS/combatant 
command activity as the official record copy 

J	 Internal Control Programs - Vulnerability assessments records 
pertainmg to Internal control or ehrrunation of waste, fraud, and abuse 
of resources main tamed by the Jomt Staff/ combatant command as the 
official record copy; Internal control reviews records used as reference 
matenal to track problems m assessable units over the years and to 
compare with succeeding vulnerability assessments and reviews 
maintamed by the Joint Staff/ combatant command as the official 
record copy (fiscal year) 

K	 Inspector General (lG) InvestIgatIOn Records - FIles contammg 
information or allegations that are of an investigative nature but do not 
relate to a specific investigation, mcludmg anonymous or vague 
allegations not warranting an investigation, matters referred to 
constituents or other agencies for handling, and support files providing 
general information that may prove useful In IG mvestigattons 
mamtamed by any JS/combatant command activrty (See senes note #3, IG 
Records) 

L	 SCIence AdvIsor Records/ActIvItIes - Files relating to routine and 
adrmrustrative actrvrties and events withm general management 
SCIences activities maintained by any JS/combatant command activity 
as the official record copy 

M	 AdmmistratIve Orders - Temporary duty orders consistmg of: origmals 
or record copies of orders mamtamed by any JS / combatant command 
activity (fiscal year) 

N	 InstructIOns (Operatmg InstructIOns, Standard OperatIOns Procedures 
(SOPs), ETC.) - Documents contammg mstructions covermg policies 
and special procedures of those features of operations that lend 
themselves to a defimte or standardized procedure maintained by any 
JS / combatant command activity as the official record copy 

o	 Inspector General (lG)InvestIgation Records - All other mvestigative 
case files, excluding those that are unusually significant for 
documenting major violations of crimmal Iaw or ethical standards by 
agency officials or others mamtamed by any JS / combatant command 
activity (fiscal year) (See senes note #3, IG Records) 

DISpositIOn' TEMPORARY.
 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff
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Permanent Mission and Function Records (Permanent) 
0900-04 - Series Description 
This senes contains records related to General Adrmmstration and 
Management that document policies, plans, procedures, and significant 
activities of the Jomt Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relating to the mission of the orgarnzation. Records include but 
are not limited to: 

A	 Terminology and DlctlOnary -DoD Dictionary of Military and Associated 
Terms (Jomt Publication (Jt Pub) 1-02)) lS published to ensure 
urnforrmty m the application and use of terms and definitions 
throughout DoD mamtamed by the Jomt Staff as the official record 
copy, Termmology Master Index consisting of: a compilation of the 
history of military terms mamtamed by the Jomt Staff as the official 
record copy 

B Finding Alds - Indexes, hsts, registers, and other finding aids in hard 
copy or electroruc form used only to provide access to records 
authonzed for permanent retention and transfer to NARA,excluding 
records contammg abstracts or other information that can be used as 
an information source apart from the related records main tamed by 
any JS / combatant command activity 
Background Papers - Documents providing concise but thorough 
information used to mform principals on the substantive aspects of a 
subject Background papers are more similar to studies than to 
working papers and are used for a vanety of purposes and occasions 
mamtamed by any JS / combatant command activity, (Note These papers 
are often filed m case files or other functional files as documentation of the action 
they address) 

D Talking Papers - Documents provided to a prmcipal with good 
knowledge of a subject, used by the principal as a memory aid in an 
oral discussion maintamed by any JS/combatant command activity, 
(Note These papers are often filed m case files or other functional files as 
documentation of the action they address) 

E Studles - Studies, analyses, and summanes consistmg of: special 
detailed analyses, cost studies, and summanes covermg all subject 
areas that serves as an index to the economical use of resources and 
furnish data in the preparation and support of plans, budgets, and 
programs mamtained by any JS/combatant command activity as the 
official record copy 

F Schedules of Dally Actlvltles - Calendars, appointment books, 
schedules, logs, diaries, and other records documenting meetings, 
appointments, telephone calls, trips, visits, and other activities of 
Federal (JS/combatant command) employees while serving In an 
official capacity, excluding matenal determmed to be "personal 
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records." Consistmg of. records containing substantive information 
relating to the official activrties of a high-level officral= the Chairman, 
Jomt Chiefs of Staff/combatant commander only --the substance of 
which has not been incorporated Into memorandums, reports, 
correspondence, or other records included in the official files 
mamtained by the Office of the Chairman, Jomt Chiefs of 
Staff/headquarters, combatant command. 

G	 Internal Control Programs - Internal control annual statement of 
assurance consistmg of: annual statement of assurance of 
JS / combatant command compliance to the Secretary of Defense 
(SecDef), semiannual statistical summary of the JS Internal 
Management Control program, summary of internal control taskmgs, 
5-year management control plan, and miscellaneous correspondence 
wrthm the JOInt Staff/ combatant command concernmg implementation 
and morutormg of internal control programs maintained by the Jomt 
Staff/combatant command as the official record copy 

H	 Inspector General (IG)InvestIgatIon Records - Reports and actions 
taken on mspections /mvestigations of the combatant commands and 
other joint activities by the IG and special inspection teams as directed 
by OSD and the Jomt Staff/ combatant command that are considered 
significant In terms of media/ public interest, effect on policy and 
procedures, or high VISIbIlItylitigation mamtained by the Jomt 
Staff/ combatant command as the official record copy (See senes note #3, 
IG Records) 
SCIence AdvIsor Records/ActIvItIes - Records generated by the SCIence 
advisor consisting of' reports, studies, tasking orders, and similar 
records. Reports are usually inforrnal and unpublished. Records may 
be generated at all activities mamtained by any JS / combatant 
command activity as the official record copy 

J	 AdministratIve Orders - General adrmrustrative orders consistmg of' 
assumptions of command, courts martial authonty, etc., mamtamed by 
any JS / combatant command activity as the official record copy 

K	 Postal AdmInIstratIOn Records - Distnbution authorization sheets for 
documents used to list addresses and numbers of copies to be 
delivered by the distribution activity mamtamed by any JS/combatant 
command activity as the official record copy 

L	 Staff MeetIngs and Conferences - Staff meetmgs and conferences not 
covered elsewhere consisting of: record copies of agendas, rnmutes, and 
related correspondence of committees and boards established by higher 
headquarters directives and not filed WIth another senes of records --
record copies at combatant command headquarters 

DISposItIOn' PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessiorung, see End A (#4), 5 years after cutoff 
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Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification revlew 

-Record Materials 
090 - 5 - Series Description 
Non-Rec matenal mamtamed by any activity lS for reference purposes only.
 
Table 9.1 hs on-record numbers from the previous edition of CJCSM
 
5760.01, Vol. II. ee enclosure D.
 

Table 9.1 Non Records
 
0902-02 0916-01 0931-
0903-01 0916-02 0933-04
 
0904-04 0917-02 0934-05
 
0907-01 0918-02 0935-02
 
0911-02 0925-05 0937 -05
 
0912-03 0926-03 0942-03
 
0914-02 0928-02 0943-05
 
0915-03 0929-02 0944-05
 

Disposltlon . TEMPORARY.
 
Destroy / delete when no longer needed for reference
 

Re rd Exceptions 
0900- - Series Description 
Exceptions e for records that do not fall under the 6 months, 3 year, 7-10 
years, or Perm ent dispositions. Table 9 2 hsts the following descriptions and 
dispositions that a authonzed by the previous CJCSM 5760.01 Vol II and are 
still in effect. 

Table 9 2 Exce tions 

- - -- - - - ~ -- --	 - -

A	 Readlng and Transltory FIles -
Reading files consisting of. t off annually, hold 1 year, 0
 

duphcate copies of mcommg and unti 0 longer needed,
 
outgoing correspondence whiche lS earher, then
 fr~V; (JI£J"lr
mamtamed by any JS/combatant destroy / de te
 
command activity ~Pf~
 

"'------I-(J"-ee 

r----B~-FOIAC~ont-ro-I---Freedomof Data updated as require --.---'-1CY'rJrf,I 

I information electronic databases I Destroy/delete when no long Wa.(f,( ) 
I 2rovldmg a means of retnevmg'---_--.:ie-n_e_e._d_e_d --I--' 
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-- --- -- - -- - ---------- - - --- - --- --- ----- -----------,-_. -- ----- -- - --

In ormation on requests to DoD 
su rtted under provisions of FOIA
 
EO I 958 mamtained and
 
mana d by Jomt Staff/ combatant
 

i comma d (S~e sel"!es_note #4 - FOIAJ.
i--

I c Destroy / delete immediately after 
Recordmgs 0 meetmgs made use (GRS 21, Item 22) 
exclusively for ote- takmg or 
transcnption m intamed by any 

I JS / combatant c_o mand activity - I
I 

1-

E	 Postal AdminIstratIOn Recor ! Destroy/delete mdrvidual card 
Card hst mamtamed by any when canceled or revised (GRS 
JS / combatant command activi 13, Item 4b) frtJ..VrdVSIy 

I
, 

, 't'OV'<!J 

F	 GraphIcs. Pnntmg. ReproductIOn. i Destroy/delete on completion of (re~
Office CopIer. and DlstnbutIOn I ob 
Management - Copies of requests cwrr ... 
for graphics, prmtmg, and I VqlW)
reproduction mamtamed by any
 
JS/combatant command activity
 

G	 Postal AdmmistratIOn Records - Destroy / d ete upon termmation I 

Military postal office files consisting of the mihta postal office ! 
of. requests, approvals, studies, 
reviews, coordination, and 
evaluation relating to the 
establishment and/ or 
disestablishment of rmhtary postal 
offices maintained by any 
JS/ combatant command activity. 
(Note Official record copy 1S main tamed by
 
Military Postal Service Agency)
 

--------------------~----------~-----------------~ 

H	 JS/Combatant Command Forms I Destroy/delete when no longe
 
Mapagement Program - i __
ne~=-d_e_d
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scellaneous correspondence and 
pa ers used for the approval, 
disa proval, and review of 
JS/c batant command forms 
mamta ed by any JS/combatant 
cornman activity 
StIll Phot ra h - Duplicate Items 
In excess 0 ecord elements 
required for eservation, 
duplication, a d reference service 
mamtained by y JS/combatant 
command actrvi 

J	 GraphIc Arts - Routi 
handbills, flyers, pos rs, 
letterhead, and other g aphics 
mamtamed by any JS/c mbatant 
command activity 

- .- .--

K	 Schedules of Dally ActIvItIes 
Routme materials contammg 0 

substantive information regardi g 
the dally actrvities of other than 
high -level officials and records of a: I 
Federal employees contaming 
substantive information, the 
substance of which has been 
Incorporated mto official files 

JS/Combatant Command Forms 
Management Program - Workmg 
papers, background matenals, 
reqursrtions, specifications, 
processing data, and control 
records maintained by 
JS / combatant command forms 
activity 

M	 JS/Combatant Command Forms 
Management Program - Forms files 
contaming requests for approval of 
forms and pertment background 
matenal mamtamed by other 
JS / combatant command activities 

N	 General OffIce AdmmistratIOn 
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Destroy / delete when no longer 
, needed (GRS 21, Item 6) 

f tt!v,'lAld It 
, Destroy/delete when no longer·· t1ff ~ 
needed (GRS 23, Item 5b) U-er 

Cnj"'S"-
'w~lh' ) 

Destr y/ delete when related 
form IS discontinued, 
superse ed, or canceled 

Destroy / delete when reSCI 



- --- --- - -

cords - Additional duty 
de ignations / delegations of 
aut onty consistmg of' documents 
relati g to the assignment of 
addrtio al duties, delegation of 
authon etc., mamtamed by any 
JS / comber ant command actrvity 

o	 DeclasslficatI n - JS/combatant 
command hsti s of papers that 
have been revie ed and 
declassified mam med by the 
JOInt Staff/combat nt command as 
the official record co 

p	 StudIes
-

- Routine, peno 
-

ic 
analyses and studies rna tamed 
by any JS/combatant com and 
activrty 

Q	 Onentation and Bnefing FIles -

and bnefings given to visitors an 
newly assigned individuals about 
the mission, functions, and 
physical layout of an office, and m 
bnefings given to the staff about 
the mISSIon and vanous special 
projects. Included are photographs, 
copies of specially prepared 
handouts, video tapes, and related 
or similar documents mamtained 
by any JS/combatant command 
activrty 

R	 GraphIcs, Pnnting, ReproductIOn, 
Office Comer, and DlstnbutIOn 
Management - Publications/forms 
requisitions and requirements 
consisting of: forms, other records, 
and related correspondence used to 
requisition or establish 
requiremen ts for 
pubhcatrons./forrns mamtamed by 
any JS/combatant command 
activity 
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: or superseded 

Destroy / delete when superseded i 

~vl(JVlly 
tA.ffnNeJ 

(rer 
(WJrr-

: Destroy / delete when superseded ' It{,,,'k)
or obsolete 



s lndln AIds - Indexes, hsts, 
re isters, and other fmdmg aids m 
ha copy or electronic form used 
only 0 provide access to records 
autho zed for destruction by the 
GRS or NARA-approved Standard 
Form (S 115, excludmg records 
contamm abstracts or other 
Information that can be used as an 
Information urce apart from the 
related record maintained by any 
JS/combatant mmand activity 

T 
Requests - Official e copy of 
requested records rna' ntamed by 
any JS/combatant co mand 
activity (See senes note #4 FOIA) 

u FOIA Appeals - Official file c yof 
records under appeal mamtai ed 
by any JS/combatant cornman 
activity as the official record cop 
(See senes note #4 - FOIA) 

v AudlOvisual Records 
DocumentatlOn - Findmg aids for 
identification, retneval, or use of 
temporary audiovisual records 
mamtained by any JS/combatant 
command activity 

w POlnt, Position, and InforrnatlOn 
Papers - Pomt papers /posrtion 
papers consistmg of. documents 
designed to present key pomts, 
facts, positions, or questions In the 
most bnef and orderly fashion 
Documents are flexible m format 
and state the thrust of the subject 
maintamed by any JS/combatant 
command activity (Note These 
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Destroy / delete with the related 
records (GRS 23, Item 9) 

P~VIWs)'r 
t;tprY1ffed 

DIspose of in accordance wrth 
approved disposition 
instructions for the related 
records, or with the related FOIA 
request, whichever IS later (GRS 
14,lterp. i n» 

Dispose of m accordance with 
approved disposition 
Instructions for the related 
records, or with the related FOIA 
request, whichever IS later (GRS 
14, Item 12b) 

sposition IS that of the related 
au iovisual records. (GRS 21, 
item 9) 

If not filed m elated subject 
files, destroy / elete upon 
termination of vent, bnefing, or 
meeting 

~J-e~ 
, <:\!OSJ~ 

wall{ ) 
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papers are often filed m case files or other
 
unctional files as documentation of the
 
a non they address)
 

x r	 NARA may destroy non-
permanent records.
 

y Unscheduled I Retam m current files area until , 
! file number is added to this 
manual. 

z Postal Adrmrustration R I	 Correct individual plates, .p\'evtoillr I 

Address plates, stencils, 0 tapes stencils, or tapes as required, 
: destroy/delete when canceled qff~ 
, Authority: Nl-218-00-10 :(Fee item 52 

-~ - - - -- 'C~rr-AA	 JS AudIOVIsualRecords - Routme lease see series note #4 for ~t'-1lh)and non-rmssron related Still I ormation regardmg audio- I 

Photographs, Graphic Arts, VIdeo I VIS I records disposition 
Recordmgs, and Motion Pictures tions. 
that are mamtamed by any 
JS/CombatanJ Command activity. 

BB	 JS AudiOVIsual Records - Official
 
Record copy Still photographs, mformation reg dmg audio-

Graphic Arts, VIdeo Recordmgs, : VIsual records dIS sition
 
and Motion PIctures of a : instructions
 
Permanent nature mamtamed by
 
JS Actrvities.
 

Person apers (non-official! non-record) 
0900-08 - Se· Description 
Unclassified CJCS batant commander's personal and private 
correspondence, mcluding ies of speeches, statements, and testimonies 
(speeches, statements, and testi ies will be filed m both official and 
personal files) Records mclude but ar t hrruted to: 

Personal Papers - Unofficial personal and private pa s, diaries, logs, 
handwritten notes, verbatim transcripts of conversations, renee books, and 
other personal Items from private sources=provided all official in ation has 
been Incorporated In memorandums for record and placed In the appro 
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as wholly unofficial In nature and filed In clearly 
designated files separa from the official records of an office. (Note Any 
matenal, regardless of how categor b the user, that addresses the conduct of official 
business IS an official record of the JOInt combatant command and IS subject to 
disposition under Federal law and the provisions 0 s schedule See paragraph 7 of 
Enclosure A to Volume I of this manual for examples of m als that are prohibited from 
removal from the JOInt Staff/ combatant command offices) 
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1000 SERIES BUCKET SCHEDULE 
Information Technology (IT) Procurement, Planning, Operations, and
 

Management
 

ThIS schedule provides disposrtion authorization for files created and 
mamtamed for the procurement, plannmg, operations, and management of IT 
and related services, regardless of the physical form or characteristics of the 
files, whether retained on paper, m microform, or in electronic form for the 
Jomt Staff and Combatant Commands. This mcludes IT records relating solely 
to IT as well those that relate to other agency activrties. 

1	 Records wrthm this bucket series mclude but are not limited to: 
a. MANAGEMENTOF IT ORGANIZATIONSAND PROJECTS. Includes IT 
policy, direction, and plannmg files and related feasibihty studies and 
requiremen ts documents. 
b. MANAGEMENTOF IT INFRASTRUCTUREAND SERVICES Includes 
host computers, servers, mtranets, and extranets, and IT services 
supporting a variety of applications and users; excludes records relatmg 
to indrvidual apphcations that support specific program or adrmmstratrve 
functions. 
c. IT APPLICATIONS Includes records relatmg to individual applications 
that support specific agency program or administrative functions; 
excludes IT operations and management records. IT applications records 
consist of, but are not hrruted to, records mamtamed solely for technical 
support of the applications, such as user requirements, system 
specifications, data and process models, and user guides. The agency will 
need to retain many of these records as adequate and proper 
documentation of the agency programs or adrrurustrative functions that 
the apphcatrons serve, under schedules authorized for records of those 
programs or functions. ThIS series apphes only to separate copies of such 
records m files mamtamed solely for technical support. 

2	 IT Records Relating Solely to IT. As defined in the Information Technology 
Management Reform Act of 1996 (ITMRA),IT Includes computers, ancillary 
equipment, software, firmware, and similar procedures, services (mcludmg 
support services), and related resources The disposition instructions apply 
at the file level and only to files that are mamtamed solely for the 
procurement, plannmg, operation, and management of IT and related 
services 

3	 IT Records Relating to Other Agency Activities. Some documents kept In IT 
procurement, planning, operations, and management files are also needed as 
essential evidence of agency programs and adrmrustratrve activities 
Documents that need to be retamed as records of IT procurement, plannmg, 
operations, and management on the one hand, and as records of agency 

C-125	 Enclosure C 



'- ~SM 5760.01A, Vol. II 
1 Sept 2011 

programs or adrmrnstrative actrvities on the other, Include, but are not
 
hrrnted to'
 

a. IT plans that explicitly address how IT will satisfy program and 
adrmrustratrve requirements 
b. IT policy records that relate policy development or implementation to 
program and adrrumstrative requirements. 
c. Records relating to data adrmrnstration for agency programs or other 
adrmrustratrve functions 
d. Audits and reviews that address how well IT systems or apphcations 
satisfy program or adrrumstrative requirements. 
e. Technical documentation that ISneeded to access, retneve, use, or 
Interpret other records of agency programs or admmistrative actrvities. 

4. Records Not Covered by 1000 Senes. This senes does not cover all records 
used in IT operations and management Records not covered are those covered 
by other senes or schedules and those that have not yet been scheduled 

a. Records Covered by Other Series or Schedules. Such as: 

(1) Common adrmrustratrve files covered by other disposrtion categones 
The other disposition categones apply in IT offices as well as elsewhere 
(2) Other adrmrustrative files whose disposition IS authonzed under 
records schedules applicable to the entire agency or component m WhICh 
the IT office IS located. IT offices should apply such schedules as 
appropnate. 

b Records Not Covered by Other Senes or Schedules. IT offices may 
mamtam records that must be scheduled through the JSRM and NARA, 
such as: 

(1) Electronic Information Systems (schedules found in the 1200 Senes 
Bucket) 
(2) Unique files relating to IT operations and management 
(3) Records that provide essential evidence of agency mISSIOnsand 
programs, such as IT strategic plans and Business Information Models 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background matenals pertaimng to Official case files shall be retained in 
accordance WIth 0000 bucket senes in the front of this manual Working 
papers shall be retained In accordance WIth the 0900-02, Working Papers and 
Office Adrrunistrative Files, Sub-bucket. 
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2. IT FacIlIty and SIte Management FIles: Includmg only files retamed to 
ensure that buildings and rooms where IT equipment, systems, and storage 
media are located are properly controlled and operated in accordance with 
environmental standards and physical security, excluding records of stores or 
plant accountmg and records of property disposal 

3 Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule BIg Buckets, See A-I 

b Disposition Detail Descriptions and Authorities, See A-I 

c FY/ CY Cutoff Instructions, See A-2 

d. Pre-accessionmg, See A-3 

e Media Neutral Dispositions, See A-3 

f. SCI Matenal, See A-3 

g. NATOMatenal, See A-3 

h Event-Dnven Records, See A-3 

1. Flexible Scheduling, See A-4 

J Electronic Information Systems /Electromc Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
1000-01 - Series Description 

Short-Term records (180 days or less) related to Information Technology (IT) 
Procurement, Plannmg, Operations, and Management are records which have 
minimal or no documentary or evidential value Examples are' routme requests 
for information or publications and copies of replies which require no 
admmistratrve action, no policy decision, and no special compilation or 
research for reply; records documentmg routine activities containmg no 
substantive mformation, such as routme notifications of meetmgs, schedulmg 
of work-related tnps and VISItS,other schedulmg related actrvities. These 
records mclude but are not hrruted to: 

A	 Temporary Input! Output FlIes - Output records retained by IT service 
and support uruts consistmg of: extract, summary, and aggregate data 
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files denved from a database in cases where It IS possible to regenerate 
the extract, summary, or aggregate from the database, and copies of 
output reports produced for clients maintained by any JS / combatant 
command activity 

DIsposItIon: TEMPORARY.
 
Destroy / Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
1000-02 - Series Description 
Records related to Information Technology (IT)Procurement, Plannmg,
 
Operations, and Management are records that document routine
 
adrmrustratrve and orgamzational decisions, actions, and processes of the Jomt
 
Staff and combatant commands Records mclude but are not hmited to:
 

A	 IT Policy and DIrectIOn Files - Files relating to the development and 
Issuance of pohcies and directives for all aspects of the management of 
IT and related assets and services, excluding IT policies and directives 
mamtamed in other files, such as a general directives system 
mamtamed by any JS / combatant command activity as the official 
record copy 

B	 Management of IT OrganIzatIOns and ProJects. IT PlannIng Files - IT 
long-term plans, operational plans, technological infrastructure plans, 
and data processing services plans mamtamed by any JS / combatant 
command activity 

C	 Management of IT OrganIZatIOns and ProJects. IT Plannmg FlIes - IT 
capital planrung and investment management files documenting the 
agency's process for maxrrmzmg the value and assessing and managing 
the nsks of acquisitions of IT infrastructure, facilities, secunty, and 
services, mcludmg IT investment management records In the offices of 
the Chief Information Officer or other official or body charged WIth 
reviewing and approving IT investments, excluding IT Investment 
management records in program offices that propose IT investments 
and records mamtamed for budget, property, expenditure, or cost 
accouritmg purposes mamtained by any JS / combatant command 
activity. (Note See 0600 bucket senes and GRS 3 through 8 for IT records 
mamtamed for budget, property, expenditure, or cost accounting purposes For IT 
investment management records in program offices that propose IT investments, 
disposition 1S that of the appropriate related program) 

o	 Management of IT OrganIzations and ProJects· IT Planning FlIes - IT 
project plans for specific mitiatrves undertaken m accordance WIth IT 
long-term plans, operational plans, technological infrastructure plans, 
and data processing services plans, such as projects for installation, 
upgrade or replacement of infrastructure components mcludmg 
hardware, software, and networks, excluding those hrrnted to an 
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individual IT application that supports a specific program or 
administrative function mamtamed by any JS / combatant command 
activity. (Note See lOOO-02-Qfor management files relatmg to mdividual IT 
applications that support specific programs or adrmrustrative functions] 

E	 Resources Requirements Records - Records used to define and track 
requirements for IT resources, such as hardware, software, and 
services, that support more than one application, Identify and evaluate 
options, recommend actions, Justify acquisrtions, and determme 
criteria for acceptance consisting of: cases where one or more 
recommendations for satisfying IT requirements are Implemented 
mamtained by any JS/combatant command activity; Cases where the 
final decision IS not to Implement recommendations mamtamed by any 
JS/combatant command activity 

F	 IT Procurement FlIes - Transactions at or below the simplified 
acquisition threshold and all construction contracts at or below $2,000 
maintamed by any JS/combatant command activity as the official 
record copy 

G	 IT Implementation FIles - Records on implementation of IT policies, 
directives, and plans mcludmg recurrmg and special reports, responses 
to findmgs and recommendations, and reports of follow-up activities 
mamtained by any JS/combatant command activity, FIles that support 
multiple apphcations mcluding plans and reports concernmg 
mstallation, migration, conversion, and acceptance of hardware, 
software, and networks; related models, diagrams, and schematics; 
data and other files created to test performance; and related technical 
documentation consistmg of. files for systems or components that are 
not accepted or accredited mamtamed by any JS / combatant command 
activity; FIles for systems or components that are accepted or 
accredited mamtamed by any JS/combatant command activity 

H	 IT FacIlIty and Site Management FIles - FIles identifying IT facihties and 
SItes consisting of' files concernmg implementation of IT facility and 
site management and support services provided to specific SItes 
mcludmg reviews, site VISltreports, trouble reports, service histories, 
reports of follow-up actions, and related correspondence mamtamed by 
any JS/ combatant command activrty. (Note See GRS 8 for records of stores 
or plant accountmg and GRS 4 for records of property disposal] (Note Also, see 
senes note #3) 
Asset and Configuration Management FIles - Records identifying or 
mventorymg IT assets, equipment control systems, mventories of 
network circuits, and building or CIrcuitry diagrams maintamed by any 
JS / combatant command activity: IT hardware mamtenance records 
used to track specific equipment Items (by serial number) for 
maintenance as required by applicable policy main tamed by any 
JS/combatant command activity 

J	 Asset and ConfiguratIOn Management FIles - Records created and 
retamed for asset management, performance and capacity 
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management, system management, configuration and change 
management, and plannmg, follow-up, and Impact assessment 
consistmg of. but not hmited to, data and detailed reports on 
implementation of systems, applications and modifications; 
assessments of effectiveness, application sizing, and resource and 
demand management, documents identifying, requestmg, and 
analyzmg possible changes, authorizmg changes, and documentmg 
implementation of changes; documentation of software distribution and 
release management, and records of IT mamtenance documentmg 
preventative, corrective, adaptive, and perfective (enhancement) 
maintenance actions mcluding requests for service, work orders, 
service histories, and related records maintained by any JS/combatant 
command activity 

K	 Systems and Data Security - Documents identifying IT risks and 
analyzmg their Impact consisting of. risk measurements and 
assessments, actions to mitigate risks, implementation of risk action 
plans, service test plans, test files, and data maintained by any 
JS/combatant command activity; User identification, profiles, 
authorizations, and password files mamtamed by any JS/combatant 
command activity; Security incident handhng, reporting, and follow-up 
mamtamed by any JS / combatant command activity 

L	 IT OperatIOns Records - Schedules consistmg of' workload schedules, 
run reports, run requests, and other records documentmg the 
successful completion of a run and schedules of mamtenance and 
support activities mamtamed by any JS/combatant command activity, 
Problem reports, user complamts and questions, proposals for 
changes, and related decision documents mamtamed by any 
JS / combatant command activity 

M	 Systems, ServIces, and Resources Usage and MomtorIng - Usage and 
momtoring data and reports mcludmg operations data such as system 
event loggmg, log-m files, system usage files, and audit trails; reports 
on workload management, incident reports, and audit trails of 
problems and solutions; and reports on operations includmg summary 
computer usage reports, measures of benchmarks, performance 
indicators and cntical success factors, error and exception reports, 
self-assessments, service dehvery momtormg, and management 
reports; excluding records created under procedures mandated by 
Office of Management and Budget (OMB)Circular A-123 (Management 
Accountability and Control Systems) and PL 97-255, the Federal 
Manager's Financial Integrity Act mamtamed by any JS / combatant 
command activity. (Note See GRS 16 rtem 14 for records created under OMB 
Circular A-123 and PL 97-255) 

N	 IT Resources and Services Fmanclal Records - Service-level agreements 
formahzmg performance Criteria for quantity and quality of service 
including definition of responsibilities, response times and volumes, 
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charging, mtegnty guarantees, and non-disclosure agreements 
maintamed by any JS j combatant command activity 
Systems, Services, and Resources Usage and Monltonng - Files relating 
to managing third-party services mcludmg control measures for 
reviewing and morutormg contracts and procedures for determmmg 
their effectiveness and comphance mamtamed by any JSjcombatant 
command activity; Records generated in IT management and service 
operations to identify and allocate charges and track payments for 
computer usage, data processing, and other IT services mamtamed by 
any JSjcombatant command activity 
Customer Servlce FlIes - Records relatmg to providing service and 
support to customers, mcludmg pamphlets, responses to frequently 
asked questions, and other documents prepared in advance to assist 
customers, help desk logs and reports and other files relating to 
customer query and problem response, query morntoring and 
clearance; customer feedback records; and related trend analysis and 
reportmg mamtamed by any JSjcombatant command activity 
Application Development and ImplementatlOn - Application 
development case files consistmg of. records created and used in 
determmmg customer needs for applications and In designing, 
developing, acquiring, or modifying apphcations mcludmg user 
requirements and specifications, system or subsystem specifications, 
system mtegration documents, application and data deployment 
strategies, status reports, records documenting acceptance of 
applications and modifications, and related correspondence mamtained 
by any JSjcombatant command activity; Installation and testing 
records for applications mamtamed by any JS j combatant command 
activity 
Technlcal DocumentatlOn, Metadata, and Software Necessary to Retam, 
Access, Retneve, and Use ElectrOnIc Records - Technical 
documentation of data or related output records or records of action 
where the data or records are temporary mamtamed by any 
JSjcombatant command activity, Documents defining data quahty 
controls including source document, input, processing, and output 
controls mamtamed by any JS j combatant command activity: 
Application software consisting of. automated program hstmgj source 
code necessary to access, retneve, use, or maintain electroruc records 
mcludmg program flowcharts, maintenance logs, change notices, and 
other records documenting modifications to computer programs that 
support applications mamtamed by any JS j combatant command 
activity 
Temporary Input! Output FIles - Input records consrstmg of. 
documents and files designed and used solely to create, update, or 
modify electronic records mcludmg non-electronic documents or forms 
and digital mput/ source files, files or records contammg uncahbrated 
and unvahdated digital or analog data collected dunng observation or 

C-131 Enclosure C 



L . "':SM5760.0 lA, Vol. II 
1 Sept 2011 

measurement actrvities or research and development programs and 
used as Input for a digital master file or database; and metadata or 
reference data such as format, range, or domain specifications that IS 
transferred from a host computer or server to another computer for 
Input, updating, or transaction processmg operations main tamed by 
any JS / combatant command activity 

DISpositIOn: TEMPORARY. 
Destroy / Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
1000-03 - Series Description 
Records that document the Information Technology (IT)Procurement, Planmng, 
Operations, and Management Program/ Operations, management processes, 
and on-going actrvrties of the Jomt Staff and combatant commands. Records 
mclude but are not hmited to' 

A	 Management of IT OrgamzatIons and ProJects' IT PlannIng FlIes -
Feasibility studies conducted before the installation of any technology 
or equipment associated WIth IT systems, mcludmg word processmg, 
copiere, micrographics, and commurucations consisting of' studies and 
system analyses for the mitial estabhshrnent and major changes of 
these systems Such studies typically mclude a consideration of the 
alternatives to the proposed system and a cost/benefit analysis 
mcludmg an analysis of the Improved efficiency and effectiveness to be 
expected from the proposed system maintamed by any JS / combatant 
command activity as the official record copy; Technical support 
requirements documents used for planning IT support and 
programmmg resources to fulfill legal and policy requirements 
mamtamed by any JS/combatant command activity as the official 
record copy 

B	 IT Procurement FIles - Contract, requisition, purchase order, lease, and 
bond and surety records mcludmg correspondence and related papers 
pertainmg to plannmg, award, adrrnrnstration, receipt, inspection, and 
payment. Procurement or purchase orgamzation copy and related 
papers Transaction dated on or after July 3, 1995 (the effective date of 
the FAR rule definmg simplified acquisrtion threshold) consisting of: 
transactions that exceed the simplified acquisition threshold and all 
construction contracts exceeding $2,000 maintained by any 
JS / combatant command activity as the official record copy 

C	 ComplIance I Measurement Records - Records on Impact and 
comphance WIth IT policies, directives, and plans mcludmg recurnng 
and special reports, responses to findmgs and recommendations, and 
reports of follow-up activrties, excludmg audit files of the agency's IG 
consisting of: performance measurements and benchmarks, audrts and 
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management reviews, certifications and accreditations, quality 
assurance reviews and reports, reports on implementation of plans, 
effectiveness evaluations, compliance reviews, and data measurmg or 
estimatmg Impact and compliance mamtamed by any JS/combatant 
command activity 

D	 IT Reports - ITMRAannual report consisting of. reports relating to 
responding to ITMRArequirements mamtamed by any JS/combatant 
command activity as the official record copy; Information Resource 
Management (IRM)Tnennial Review FIle consistmg of. reports required 
by the General Services Adrrurustration concernmg reviews of IRM 
practices mcludmg associated correspondence, studies, directives, 
feeder reports, and momtormg surveys and reports mamtamed by any 
JS/combatant command activity as the official record copy, IT 
correspondence file consisting of correspondence, reports, and other 
records that relate to JS/combatant command IT activities mamtamed 
by any JS / combatant command activity 

E	 Year 2000 (Y2K)Program - Policies, procedures, guidance, oversight 
and assessments mcludmg correspondence, staff papers, reports, and 
similar documents relatmg to the establishment and operation of Y2K 
programs mamtamed by any JS/combatant command activity as the 
official record copy; Files relatmg to operational, routme, and 
admmistratrve activities and events withm Y2K programs mamtamed 
by any JS/combatant command activity as the official record copy 

DISposltlOn' TEMPORARY.
 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff
 

Permanent Mission and Function Records (Permanent) 
1000-04 - Series Description 
ThIS senes contains records related to Information Technology (IT) 
Procurement, Plannmg, Operations, and Management that document policies, 
plans, procedures, and sigmficant activities of the Jomt Staff and combatant 
commands which have permanent historical value. These records document 
key actions, decisions, functions, and operations relatmg to the mission of the 
organization. Records Include but are not limited to. 

A	 Data systems specifications, file specifications, data and process 
models, data dictionaries, codebooks, record layouts, user guides, 
output specifications, and other techmcal documentation supportmg 
retneval, access, use, or interpretation of the data including processmg 
specifications for mput, updatmg, retneval, output, interpretation, and 
data conversion consisting of. techrucal documentation of data or 
related output records or records of action where the data or records 
are permanent mamtamed by any JS/combatant command activity 
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DIsposItIon' PERMANENT.
 
Transfer paper records to the National Archives 25 years after cutoff, after
 
declassification review. Transfer physical custody of electronic records to the
 
National Archives for pre-accessionmg, see Encl A (#4), 5 years after cutoff.
 
Transfer legal custody of electromc records to the National Archives 25 years
 
after cutoff, after declassification review
 

ries Description 
Non-Record rna mamtamed by any activity ISfor reference purposes only.
 
Table 10 1 list non-reco umbers from the previous edition of CJCSM
 
5760.01, Vol. II. See enclosure
 

Table 10. 1 Non Records 

11001-02 11002-07 11004-03 1019-051 

DIspositIon: TEMPORARY.
 
Destroy / delete when no longer needed for reference
 

ecord Exceptions
 
10 -06 - Series Description
 
Excep s are for records that do not fall under the 6 months, 3 year, 7-10
 
years, or manent drspositions. Table 10.2 lists the followmg descriptions
 
and diSPOSItI s that are authonzed by the previous CJCSM 5760.01 Vol. II
 
and are still m e ct.
 

A. 

requirements documents consr 
of. requests for support, 
equipment, systems, software, etc., f~v~.rlr 
such as CSRD or like documents tf.pprow;J
mamtamed by the Jomt 
Staff/ combatant command as the re~ 
official record copy cV'OST ~ 

B. Asset and ConfiguratIon 
i wafl1\Management FIles - IT mamtenance
 

procedures consisting of' library
 
systems and back-up mamtenance
 
documents including disaster
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recovery mamtamed by any
 
_~/~_q~.l?9:~!1tcommand a~_~I~ity
 

C.	 ratIon Retam for hfe of software
 
Mana ement FIles - IT software
 
mamte ance records used to track
 
software ackages mamtenance as
 
required b apphcable Pohcy
 
mamtamed any JS/combatant
 -'.. ity - -- - -- . ------- - - --- ---- --command actr	 -

i -------- -------------- -------~--_r.-----------------------

D	 S stems and Dat Secun - Destroy / delete or reuse when
 
Secunty backup re ords, e.g. the identical records have been
 
magnetic tapes, CD- OMs, transferred to NARAand I 
diskettes consistmg 0 . files successfully copied, or when , 
identical to records sch uled for ' replaced by a subsequent 
transfer to NARAmamtai ed by : secunty backup file pre VrfMIlr 
any JS/combatant comma 

I 
! 

I 
ttpf'rVV'ed

activity 
Cref1 

E.	 Systems and Data Secunty - FIl Destroy / delete or reuse when ('VU.rJ -
identical to records authonzed for the identical records have been Walkdisposal In a NARA-approved deleted, or when replaced by a 
records schedule mamtamed by ubsequent secunty backup file 
any JS/combatant command 

r- a_ct_i_V_Ity,~	 ~---~-----------------------~ 

F.	 Work FIles and Intermediate files -
created m the production or use of
 
other electronic records for the sole
 
purpose of enablmg, supportmg, or
 
facihtatmg the use of the other
 
electroruc records; for example, Destroy / delete n termmation of
 
work files, vahd transaction files, : the process in w ch the
 
and pnnt files mamtamed by any J: mtermediate file IS reated or
 
.JS/coE!batar:!-t cO.!llmandactIvIty __ .~s_ed . __
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1100 SERIES BUCKET SCHEDULE 
Medical 

ThIS schedule provides disposition authonzation for records that pertain to 
Medical functions of the Jomt Staff and Combatant Commands Records 
cover, but are not hrruted to, areas such as Medical Doctnne, Strategic Plans, 
LogIStICSsupport, Operational Support planmng, and Exercises /Operanons. 
Other records Include General Medical Adrrnmstration, Preventative Medicine, 
Force Health Protection, Aeromedical Evacuation, Family advocacy, Substance 
abuse, Mental health, and Military and Civilian Health and Medical records 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records 
Background matenals pertammg to Official case files shall be retained m 
accordance wrth 0000 bucket senes in the front of this manual. Working 
papers shall be retamed in accordance with the 0900-02, Working Papers and 
Office Adrmmstrative Files, Sub-bucket 

2. FamIly Advocacy Case Records. Documents relating to estabhshed or 
suspected cases of child or spouse maltreatment under the provisions of the 
Family Advocacy Program. Included are DD Form 2404 [Chrld.' Spouse Abuse 
Incident Report), SF 600 (Chronological Record of Medical Care), case 
management summary, record of referral, extract of pertinent information from 
the police report, CID report, and other pertinent investigative reports and 
supportive data, evaluation of case, record of services and counseling provided, 
treatment data, and related documents 

3. Refer to Enclosure A of this document for volume-wide mstructions on: 

a. Disposition Schedule BIg Buckets, See A-I 

b. Disposition Detail Descriptions and Authoritres, See A-I 

c. FYICY Cutoff Instructions, See A-2 

d Pre-accessionmg, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Matenal, See A-3 

g. NATOMatenal, See A-3 

h. Event-Dnven Records, See A-3 
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1. Flexible Scheduhng, See A-4 

J. Electronic Information Systema/Electromc Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
1100-01 - Series Description 
Short-Term records (180 days or less) related to the Medical Senes are records 
which have rmrumal or no documentary or evidential value. Examples are: 
routine requests for information or publications and copies of replies which 
require no adrmrustrative action, no pohcy decision, and no special compilation 
or research for reply; records documentmg routme activities contammg no 
substantive information, such as routine notifications of meetings, scheduhng 
of work-related tnps and VISItS,other schedulmg related actrvrties. These 
records include but are not hmited to. 

A	 No entnes 

DISposItion: TEMPORARY.
 
Destroy /Delete 6 months after cutoff.
 

Working Papers & Office Administrative Records (3 years) 
1100-02 - Series Description 
Records related to the Medical Senes that document routine admmistratrve and 
orgamzational deCISIOns,actions, and processes of the Jomt Staff and 
combatant commands Records include but are not hrruted to: 

A	 General MedIcal AdmInIstratIOn - Correspondence and memorandums 
B	 FamIly Advocacy Case Records - Consisting of unsubstantiated 

cases/did not occur, maintamed by any JS/combatant command 
activity as the official record copy. (Note Dunng retention penod, If there lS 

a new report on the same family wrthm days or weeks, the record may be used to 
provide demographic and assessment information about the family so that the family 
need not be reassessed) (Also,See Senes Note #3) 

DISposItIOn: TEMPORARY. 
Destroy / Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
1100-03 - Series Description 
Records that document the Medical Program/Operations, management 
processes, and on-gomg activities of the Jomt Staff and combatant commands 
Records include but are not hrruted to. 
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A PreventatIve Medlcme Matters - Files relatmg to routme and 
admimstrative activities and events 

B MedIcal LOgIStICSupport - FIles relatmg to routine and admimstratrve 
actrvrties and events 

C Medical Doctnne - Force health routine and admmistrative files 
o	 MedIcal StrategIc Plans - Files relating to routme and admmistratrve 

activities and events 
E Medical OperatIOnal Support Planning - Files relatmg to routme and 

admimstrative actrvrties and events 
F Force Health ProtectIOn (FHP) - Files relatmg to routine and 

adrrnmstratrve files 
G	 AeromedIcal Evacuation Records - FIles relating to operational activities 

and events mvolvmg aeromedical evacuation; FIles relatmg to routme 
and adrmrustratrve activities and events 

H	 MedIcal ExercIse OperatIOns - Files relating to operational activities 
and events, Files relatmg to routme and admmistrative activities and 
events 
MedIcal, StatIstIcal and Related Reports - Special studies and reports 
that have no substantive value WhICh are: mamtamed by any 
JS / combatant command activity as the official record copy 

DISPOSItion: TEMPORARY. 
Destroy / Delete no less than 7 years and no more than 10 years after cutoff 

Permanent Mission and Function Records (Permanent) 
1100-04 - Series Description 
ThIS series contains records related to the Medical Senes that document 
policies, plans, procedures, and significant activities of the Jomt Staff and 
combatant commands WhIChhave permanent historical value. These records 
document key actions, decisions, functions, and operations relatmg to the 
mission of the organization. Records mclude but are not hrruted to: 

A	 PreventIve Medlcme Matters - Policies, procedures, and guidance 
relating to preventive medicme matters; Files relating to oversight and 
assessments mcludmg correspondence, staff papers, reports, and 
similar documents governmg general health, immunization policy, 
anthrax trackmg programs, and biological/ chemical defense. 

B	 Medical LogistIc Support - Pohcies, procedures, and guidance relatmg 
to medical lOgIStICsupport mcluding publications, directives, 
instructions, and similar documents governing medical lOgIStICS 
support, FIles relatmg to oversight and assessments 

C	 Medical Doctnne - Policies, procedures, and guidance: consistmg of 
publications, directives, mstructions, and similar documents governmg 
the formulation of medical doctnne, Files relatmg to oversight and 
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assessments relatmg to medical doctnne. Maintained by any 
JSjCombatant Command as the official record copy 

o	 MedIcal StrategIc Plans - Records relatmg to formulation of medical 
strategic plans: consisting of correspondence, reports, directives, 
bnefings, studies, and other documents related to readmess, trammg, 
and wartime requirements mamtamed by the JS j Combatant 
Command as the official record copy. 

E	 Medical OperatIOnal Support Plannmg - Records relating to the 
formulation of medical operational support plannmg· consrsting of 
correspondence, reports, directives, bnefings, studies and other 
documents relatmg to the development of OPLANs and CONPLANs 
mamtamed by the JSjCombatant Command as the official record copy. 

F	 Force Health ProtectIOn (FHP) - Records relatmg to the development of 
the FHP Communication Plan mcludmg correspondence, reports, 
directives, bnefings, studies, and other documents mamtamed by the 
JSjCombatant Command as the official record copy. 

G	 Aeromedical Evacuation Records - Files relatmg to oversight of
 
aeromedical evacuation includmg correspondence, staff papers,
 
reports, and similar documents.
 

H	 MedIcal ExerCIse OperatIOns - FIles relating to policies, procedures, and 
guidance, oversight, and assessments relatmg to medical exercises and 
operations, e.g. MEDFLAG,JTF NOBLE ANVIL. Maintamed by the 
JSjCombatant Command as the official record copy. 
MedIcal. Statistical and Related Reports - Special studies and reports 
that have substantive value, mamtamed by the JSjCombatant 
Command as the official record copy. 

DisposItIOn: PERMANENT.
 
Transfer paper records to the National Archives 25 years after cutoff, after
 
declassification review, Transfer physical custody of electronic records to the
 
National Archives for pre-accessionmg, see End A (#4), 5 years after cutoff.
 
Transfer legal custody of electronic records to the National Archives 25 years
 
after cutoff, after declassification review.
 

Non- cord Materials 
1100-0 eries Description 
Non-Record terral mamtamed by any activity IS for reference purposes only 
Table 11 1 hst no -record numbers from the preVIOUSedition of CJCSM 
5760 01, Vol II. See closure C. 

Table 11 1 Non Records 
1101-03 1104-03 1107-03 
1102-04 1105-03 1108-04 
1103-04 1106-03 1109-05 
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DISpOSItIon.1T1jE~~~Ul~
 
Destroy / delete when no longer neenea.ro
 

KE~CCtl'aExceptions 
~...... Description-~~ - Series 

are for records that do not fall under the 6 months, 3 year, 7-10 
ent dispositions. Table 11 2 lists the following descriptions 
that are authonzed by the previous CJCSM 5760 01 Vol. II 

.L.L.L,,'-'.LJL,-,Ct 

Destroy / delete when 
- Directives superseded or obsolete 
to the adrmrus 
activities 

B rsonnel H 
j

I Return 
-- -

to individual/ Service 
Records - Active duty / , and apply appropnate 
rrnhtary personnel health disposition schedule 
records held by JS / comba 
command activities 

c CIVIhan Employee Medical 
Records - Employee Medical 
Folder (EMF) Information 
reflecting outpatient medical 
care and treatment furrushed 
individual civilian employees 

to 

ffice of Personnel 
ment (OPM)IS the 

nzed custodian of these 
Transfer and destroy 

m accordance 
structions and 

, .- "- ,Y
:~"rov~ 

(re.e 
Cv'b.lj-

wall( ) 

employees -
treatment 
upon request; 
retired individuals Transfer 
records to servicing 
Personnel Office for ...""1rt.r,,,1"Y'I 

in accordance with OPM 
instructions and GRS 1 1 

21 

D	 FamIly Advocacy Case Records Cut off when case review 
- Family advocacy case records , committee determination IS 
consistmg of substantiated , made I or when treatment ends, 
cases and unsubstantIated-

I
I hold 2 then transfer to 
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---~ -unresol~ed caseS~Not;---- -1 NPRC (MPR), 9700 Page BlvCI: I 

f------

E 

F 

1 . 

Unsubstantiated-unresolvedcases I st. LoUIS, MO 63132
 
may be transferred to social work I Destroy/delete as a family :
 
services or other mental health 5 ft t ff
group 2 years a er cu 0treatment or contmued as a voluntary

at-nsk case, or they may be used in
 

ombmation wrth other
 
substantiated-unresolved reports
 

to eate sufficient mformation fora
 
sub antiated report) (Note See
 
Series _ ~!.e_~3)-- --- - - ----- - - - - --I- - -- -- - --- --- ------- - -- - -- - - --- - - i 

:\.----------+,------ , frev;ovsIL
Substan e Abuse Records - Cut off when case IS closed or I t(''O.~IVJJ 1 

Informati when a minor child reaches 1 U 'f1JV lI:1J 
rehabihtati of participants in 23 years of age, hold 5 years, : (lee 
the Alcohol a d Drug Abuse then destroy/delete 
Prevention an Control CV'~k I 
Program Includ d are results of 
biochemical unne nalysis and 
other tests, mdrvid lized 
treatment plans, obs ations of 
patient's behavior, pro ess 
dunng treatment, 
documentation by phYSICI n 
and other climcal per sonne 
and dIscharge dISQ_O_s_It_Io_n~~~~~~~ __~~~~~~~~~--4 

Mental Health Records - Cut off at the end of year in 
Information relating to hich case IS closed or when 
conducting psychological a mor child reaches 23 
evaluations of mdrviduals and yea s of age, hold 5 years, 
other consultations relating to then estroy / delete 
mental health services, 
mcludmg social work case 
records (mformauon relating to 
interviews of patients and 
appropnate individuals to assist 
In the adjustment of the patient 
and m the evaluation of 
personal and social data 
for diagnosis and treatment) 
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ENCLOSURE D 

DISPOSITIONCROSSWALKS 

Crosswalks have been created to aid users of this manual In findmg the lmks
 
between correspondmg disposition items from the previous version of CJCSM
 
5760.01 Vol II dated 10 Mar 2003
 

Information IS orgamzed by Bucket Senes from 0000 to 1100, and Includes the
 
onginal senes number, description of the record, previous retention, proposed
 
retention, and the new correspondmg sub-bucket number in which the record
 
can now be found.
 

Due to the amount of information compiled, the crosswalks, otherwise known
 
as Enclosure D of CJCSM 5760 0 1AVol. II, can be found as a separate Excel
 
document on the followmg websites,
 

NIPRnet: http.Z /www.dtIc.mil/CJcs_dlrectIves/
 
SIPRnet: http·//jomtstaff.]s.smll.mIl/portal/slte!Jsportal!Jelmgr
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Bucket NamE!sub Bucket NamENumber 

0011-02 
0001-04 
0004-03 
0006-03 
0009-02 
0010-03 
0012-04 
0014-06 
0015-02 
0017-05 
0017-03 
0024-01 
0026-01 
0031-03 
0001-06 
0010-05 
0010-06 
0013-02 
0027-02 
0027-04 
0028-02 
0029-04 
0030-04 
0022-03 
0022-04 
0022-05 
0022-01 
0023-01 
0001-01 
0001-05 
0005-01 
0006-01 
0006-02 
0006-04 
0006-05 
0006-06 
0007-01 
0007-02 
0008-01 
0008-02 
0009-01 
0009-03 
0009-04 
0009-05 
0010-01 

. . , . , ~'., ,_ t ~ '" ' 

Record Senes"i%$cnptlon 

DJS Records - Miscellaneous memorandums from JS 

activities to the Director, JOint Staff maintained In ASB/AD/SJS 

Official JS Case Files and Papers - COPies maintained by any 
SJS Information Memorandums - maintained by all other JS 
CJCS Memorandums (CMs) - maintained by any acnvitv for 
Memorandums Issued In the Name of the Chairman JOint 
DJS Memorandums (DJSMs) - maintained bv all other JS 
SJS Memorandums (SMs) - maintained bv any activity for 
JOint Publications (JT PUBS) and JOint Administrative 
Instructions (JSI), Manuals (JSM) Notices (JSN), and JOint 
JS Agenda Files - maintained by other JS activities or action 
JS Agenda Files - maintained bv any acnvitv for reference 
Directorate Instructions Manuals and Notices (J-#1s J-#Ms 
JS DIVISion and Below Numbered Memorandums -
Combatant Command Commander/Deputy Commander/Chief 
Official JS Case Files and Papers - held by J-
DJS Memorandums (DJSMs) - held bv J-3/ROD J-3/S0D J-
DJS Memorandums (DJSMs) - held by J-3/ROD J-3/S0D J-
CJCS Instructions (CJCSls), Manuals (CJCSMs), Notices 
National Secunty Council (NSC) - maintained bvother 
National Secuntv Council (NSC) - maintained by other 
JOint Requuements Oversight Counctl (JROC) Records -
JOint Warfightlng Capabilities Assessment (JWCA) and 
JOint Expenmentatlon Records - Routine and administrative 
JS Directorate Numbered Implementing Memorandums (J-
JS Directorate Numbered Implementing Memorandums (J-
JS Directorate Numbered Implementing Memorandums (J-
JS Directorate Numbered Implementing Memorandums (J-
Transmittal Memorandum - Memorandums Issued by 
Official JS Case Files and Papers - Case files consisting of 
Official JS Case Files and Papers - Held by R&A Br In 

Service Memorandums/Planner's Memo Fllmsles -
CJCS Memorandums (CMs) - Memorandums Issued by the 
CJCS Memorandums (CMs) - received and maintained bv 
CJCS Memorandums (CMs) - held bv R&A Br In SCI channels 
CJCS Memorandums (CMs) - held by J-3/ROD J-3/S0D J-
CJCS Memorandums (CMs) - held by J-3/ROD J-3/S0D J-
CJCS Records - Miscellaneous correspondence messages 
CJCS Records - Miscellaneous Forms 136 Chairman's 
Vice Chairman of the JOint Chiefs of Staff NCJCS) Records -
Vice Chairman of the JOint Chiefs of Staff NCJCS) Records -
Memorandums Issued In the Name of the Chairman JOint 
Memorandums Issued In the Name of the Chairman JOint 
Memorandums Issued In the Name of the Chairman JOint 
Memorandums Issued In the Name of the Chairman JOint 
DJS Memorandums (DJSMs) - Memorandums from the Office 

Proposed 

Past Retention Retention 

Cut off monthlv, hold 3 months, then 6 Months 
Cut off annuallv, hold 2 years, then d 3 Years 
Cut off annually, hold 2 Years, then d 3 Years 
Cut off annually, hold 2 years, then d 3 Years 
Cut off annually, hold 1 year, then de 3 Years 
Cut off annually, hold 2 years, then d 3 Years 
Cut off annually, hold 2 years, then d 3 Years 
Cut off when superseded or canceler 3 Years 
Cut off when suPerseded or canceler 3 Years 
Cut off annuallv, hold 1 year, then de 3 Years 
Cut off annually, hold 1 year, then de 3 Years 
Cut off when superseded or rescmds 3 Years 
Cut off annually, hold 2 years, then d 3 Years 
Place In apprOPnate 0916-02 file for 3 Years 
Cut off annuallv, hold 5vears, then d 7-10 Years 
Cut off annually, hold 5 years, then d 7-10 Years 
Cut off annually, hold 5 years, then t 7-10 Years 
Cut off when superseded or canceler 7-10 Years 

Cut off at end of current Adrmrustratr 7-10 Years 
Cut off at end of current Adrmmstrati 7-10 Years 
Cut off annually, hold 6 years, then d 7-10 Years 
Cut off annuallY. hold 6vears, then d 7-10 Years 
Cut off annually, hold 6 years, then d 7-10 Years 
Cut off annually, hold 10 years, then 7-10 Years 
Cut off annually, hold 5 years, then d 7-10 Years 
Cut off annually, hold 10 years, then 7-10 Years 
Cut off annuallY, hold 2years, then r 7-10 Years 
Cut off annuallv, hold 2 years, then r 7-10 Years 
Perm Cut off annually, hold 5 years, Permanent 
Perm In accordance With policy In In Permanent 
Perm Cut off annually, hold 5 years, Permanent 
Perm Cut off on expiration of CJCS Permanent 
Perm Cut off annuallY, hold 5 years, Permanent 
Perm In accordance With policy In IC Permanent 
Perm Cut off annually, hold 5 years, Permanent 
Perm Cut off annually, hold 5 years, Permanent 
Perm Cut off on eXPiration of CJCS Permanent 
Perm Cut off monthlY, hold 1 month Permanent 
Perm Cut off on exoiratron of VCJS Permanent 
Perm Cut off monthly, hold 1 month Permanent 
Perm DISPOSition IS In accordance \/I Permanent 
Perm In accordance With pohcy In Ie Permanent 
Perm Cut off annuallv, hold 5 years, Permanent 
Perm Cut off annually, hold 5 years, Permanent 
Perm Cut off annually, hold 7 years Permanent 

JOint Staff 
(JS) and HQ 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 

J	 Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 
Corporate 

Short-Term 
Adrmnstrative.R 
AdrrnnstranverR 
Admmstrative.R 
AormnstranverR 
AorrnnstranverR 
Admmstrative.R 
Adrmnstrative.R 
Admlnstratlve/R 
Admmstrative.R 
Admmstrative.R 
Adrnmstrative.R 
Admlnstratlve/R 
Admlnstratlve/R 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 
Case 

N~wSub 
r Bucket' 
' ""' Number 

0000-01 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-02 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-03 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 
0000-04 

'Alpha 

A 
A 
B 
C 
D 
E 
F 
G 
H 
I 
I 
J 
K 
L 
A 
B 
B 
C 
D 
D 
E 
F 
G 
H 
H 
I 
J 
K 
A 
B 
C 
D 
E 
E 
E 
F 
G 
H 
I 
I 
J 
J 
J 
J 
K 



0100 SERIES Crosswal 
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UNCLASSIFIED 

Jl • ..; " New Sub -,.' ." Proposed , i:__~uCk~.t"_ • ';' ~',"',(v~:~ '~I~~~~.,,>:'" ' -
'Number ---J~.ecQr._- HptIQr:l , '> - Isuck~t NamElSub Buck~t NamE . Past Retention ReteRtloh :NQifibe( 'Alpha 

0010-02 DJS Memorandums (DJSMs) - received and maintained bv Corporate Case Perm Incorporate Into official JS cas Permanent 0000-04 L 
0010-04 DJS Memorandums (DJSMs) - held bv R&A Br In SCI Corporate Case Perm In accordance with policy In IC Permanent 0000-04 L 
0011-01 DJS Records - Miscellaneous correspondence messaaes JS Corporate Case Perm Cut off monthly and review H Permanent 0000-04 M 
0012-01 SJS Memorandums (SMs) - SMs consistmc of Corporate Case Perm Incorporate Into official JS cas Permanent 0000-04 N 

0012-05 SJS Memorandums (SMs) - held by R&A Br In SCI channels Corporate Case Perm In accordance with policy In IC Permanent 0000-04 N 

0012-06 SJS Memorandums (SMs) - held by J-3/ROD JOint soecrat Corporate Case Cut off annually, hold 5 years, then d Permanent 0000-04 N 

0012-07 SJS Memorandums (SMs) - held bv J-3/ROD JSOA J-3/JOD Corporate Case Cut off annually, hold 5 years, then t Permanent 0000-04 N 
0013-01 CJCS Instructions (CJCSls). Manuals (CJCSMs), Notices Corporate Case Perm Incorporate Into offlcial JS cas Permanent 0000-04 0 
0014-01 JOint Publications (JT PUBS) and JOint Administrative Corporate Case Perm Incorporate Jt Pub, Jt Admin I Permanent 0000-04 P 
0015-01 JS Instructions (JSI) Manuals (JSM). Notices (JSN), and JOint Corporate Case Perm Cut off when superseded or c Permanent 0000-04 Q 
0016-02 For the CJCS Messages - Distribution copies received In R&A Corporate Case Perm Incoioorate Into offictal JS cas Permanent 0000-04 R 
0017-01 JS Agenda Files - Documents used to brief the JOint Staff Corporate Case Perm Cut off annually, hold 7 years, Permanent 0000-04 S 
0017-04 JS Aoenda Files - CJCS bnefmq sheets conststmo of synOPSIS Corporate Case Perm Incorporate Into officral JS cas Permanent 0000-04 S 
0019-01 Register of Numbered JS Papers (1968-1995) - Consolidated Corporate Case Perm Cut off annually, hold 5 years, Permanent 0000-04 T 
0020-01 Weapons System Evacuation Group (wSEG) Institute for Corporate Case Perm Cut off annuallv, hold 7 years, Permanent 0000-04 U 
0021-01 JCS/JS Histones - Calendar year mstones prepared bv the Corporate Case Perm Incorporate Into official JS cas Permanent 0000-04 V 
0021-03 JCS/JS Histones - Histones prepared by the JOint Historv Corporate Case Perm Incorporate Into officral JS cas Permanent 0000-04 V 
0021-06 JCS/JS Histones - Historical documents In SCI channels Corporate Case Perm In accordance With policy In IC Permanent 0000-04 V 
0021-07 JCS/JS Histones - Historical documents In soecial control Corporate Case Perm Cut off annually, hold 5 years, Permanent 0000-04 V 
0021-08 JCS/JS Hrstones - Historical documents maintained by J-8 Corporate Case Perm Cut off annually, hold 2 years, Permanent 0000-04 W 
0021-09 JCS/JS Histones - All research files of Printed electromc mall Corporate Case Perm Cut off annually, hold 7 years, Permanent 0000-04 W 
0021-10 JCS/JS Hrstones - Oral historical records consistmq of Corporate Case Perm Cut off annually, hold 7 years, Permanent 0000-04 W 
0021-11 JCS/JS Hrstones - audio-vrsual oral historical records Corporate Case Perm Cut off annuallY. hold 25 year Permanent 0000-04 W 
0025-02 JS Numbered JOint Action Directives - Green directives Corporate Case Perm Incorporate Into official JS cas Permanent 0000-04 X 
0027-01 National Secuntv Council (NSC) - NSC documents and related Corporate Case Perm Cut off at end of current Adrm Permanent 0000-04 Y 
0027-03 National Security Counctl (NSC) - NSC memorandums Corporate Case Perm Cut off at end of current Adrm Permanent 0000-04 Y 
0027-05 National Security Council (NSC) - Various documents mcludmq Corporate Case Perm Cut off at end of current Adrm Permanent 0000-04 Y 
0027-06 National Security Council (NSC) - NSC Background/Issue Corporate Case Perm Cut off at end of current Adrru Permanent 0000-04 Y 
0027-07 National secuntv Council (NSC) - NSC documents processed Corporate Case Perm Cut off at end of current Adrru Permanent 0000-04 Y 
0028-01 JOint Requirements Oversiaht Council (JROC) Records - Corporate Case Perm Cut off annually, hold 6 years, Permanent 0000-04 Z 
0029-01 JOint Warfiohtlno Capabilities Assessment (JWCA) and Corporate Case Perm Cut off annually, hold 6 years, Permanent 0000-04 AA 
0029-02 JOint Warflghtlng Capabilities Assessment (JWCA) and Corporate Case Perm Cut off annually, hold 6 years, Permanent 0000-04 AA 
0029-03 JOint Warfightlng Capabilities Assessment (JWCA) and Corporate Case Perm Cut off annuallY. hold 6 years, Permanent 0000-04 AA 
0029-05 JOint Warflahtlna Capabilities Assessment (JWCA) and Corporate Case Perm Cut off on final aooroval, hold Permanent 0000-04 AA 
0029-06 JOint WarfiohtlnO Capabilities Assessment (JWCA) and Corporate Case Perm Cut off on final approval, hold Permanent 0000-04 AA 
0029-07 JOint Warfiohtlno Capabilities Assessment (JWCA) and Corporate Case Perm Cut off on final approval, hold Permanent 0000-04 AA 
0030-01 JOint ExperimentatIOn Records - Policies procedures and Corporate Case Perm Cut off annually, hold 6 years, Permanent 0000-04 BB 
0030-02 JOint Expenrnentatron Records - Files relating to oversmht and Corporate Case Perm Cut off annually, hold 4 years, Permanent 0000-04 BB 
0030-03 JOint Experimentation Records - Files relating to operational Corporate Case Perm Cut off annually, hold 4 years, Permanent 0000-04 BB 
0031-01 Combatant Command Cornmander/Oeoutv Commander/Chief Corporate Case Perm Cut off annuallY. hold 2'y"ears Permanent 0000-04 CC 
0033-01 Combatant Command Instructions - Instructions contammo Corporate Case Perm Cut off when suoerseded or c Permanent 0000-04 DD 
0035-03 Combatant Command Historical Records - comes of those Corporate Case Perm Cut off annually, hold 25 year. Permanent 0000-04 EE 
0035-04 Combatant Command Historical Records - Special historical Corporate Case Perm Cut off annually, hold 25 year. Permanent 0000-04 FF 
0035-07 Combatant Command Historical Records - Historical Corporate Case Perm In accordance With policy In Ie Permanent 0000-04 FF 
0035-10 Combatant Command Historical Records - Oral historical Corporate Case Perm Cut off annually, hold 7 years, Permanent 0000-04 FF 
0035-11 Combatant Command Historical Records - audio-visual Corporate Case Perm Cut off annually, hold 25 year. Permanent 0000-04 FF 
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0035-13 Combatant Command Historical Records - Command emblem Corporate Case Perm Cut off annually, hold 20 year Permanent 0000-04 FF
 
0007-03 I (NON-RECORD) CJCS Records - maintained by any activity Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 

0004-01 SJS Information Memorandums - Numbered memorandums Corporate Exceptions Cut off annually, hold 7 years, then r 20 Years 0000-06 A
 
0012-02 SJS Memorandums (SMs) - maintained bv R&A Br as the Corporate Exceptions Cut off annually, hold 7 years, then r DD 0000-06 B
 
0005-02 Service Memorandums/Planner's Memo Fhmsies - received Corporate Exceptions Perm ReView annually, purge extraneous paper 0000-06 C
 
0035-09 Combatant Command Historical Records - Historical property Corporate Exceptions Apply appropriate General Records ::t Check 0000-06 D
 
0035-01 Combatant Command Historical Records - Recurnnq Corporate Exceptions Destroy/delete when no longer need~ DD WNLN 0000-06 E
 
0035-08 Combatant Command Historical Records - Donated personal Corporate Exceptions Dispose of In accordance With deed ~lAW Deed 0000-06 F
 
0018-01 Abstracts of JS Papers - A concise summary of the contents of Corporate Exceptions Perm Cut off annually, verify database and hold 0000-06 G
 
0018-04 Abstracts of JS Papers - final/permanent abstracts (JISR Form Corporate Exceptions Perm Cut off annually, verify database and hold 0000-06 G
 
0016-01 For the CJCS Messages - Outgoing electrical messages Corporate Exceptions Drsposmon IS that of the appropriate Disposmon 0000-06 H
 

0021-12 JCS/JS Histones - Oral Historical Records - which are all other Corporate Exceptions Cut off annually, hold 25 years, then 25 yrs 0000-06 J
 
0035-12 Combatant Command Historical Records - all other Items Corporate Exceptions Cut off annually, hold 25 years, then 25 Years 0000-06 K
 

0008-03 I (NON-RECORD) Vice Chairman of the JOint Chiefs of Staff Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0013-04 I (NON-RECORD) CJCS Instructions (CJCSls), Manuals Corporate Non-Record Destroy/delete when superseded or DDWSC 0000-05
 
0014-04 I(NON-RECORD) JOint Publications (JT PUBS) and JOint Corporate Non-Record Destroy/delete when superseded or DDWSC 0000-05
 
0015-03 l(NON-RECORD) Instructions (JSIl. Manuals (SM), Notices Corp_orate Non-Record Destroy/delete when superseded or DDWSC 0000-05
 
0019-02 I (NON-RECORD) Reqister of Numbered JS Papers (1968- Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0021-02 I (NON-RECORD) JCS/JS Histories - maintained bv other JS Corporate Non-Record Destroy/delete when no longer need DD 0000-05
 
0021-04 I (NON-RECORD) JCS/JS Histories - JS history maintained by Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0021-05 I (NON-RECORD) JCS/JS Histories - Histories prepared by the Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0021-13 NON-RECORD) JCS/JS Histones - Miscellaneous historical Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0022-02 (NON-RECORD) Directorate Numbered Implementing Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0023-02 (NON-RECORD) Transmittal Memorandum - maintained for Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0024-02 (NON-RECORD) Directorate Instructions Manuals and Corporate Non-Record Destroy/delete when superseded or DDWSR 0000-05
 
0025-03 (NON-RECORD) JS Numbered JOint Action Directives - Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0026-02 (NON-RECORD) JS DIVISion and Below Numbered Corporate Non-Record Destroy/delete when no longer need NNwh 0000-05
 
0028-03 (NON-RECORD) JOint Reouiremants oversicht Council Corporate Non-Record Destroy/delete when superseded or DDWSO 0000-05
 
0029-08 NON-RECORD) JOint Warfiahtlna Capabilities Assessment Corporate Non-Record Destroy/delete when superseded or DDWSO 0000-05
 
0030-05 NON-RECORD) JOint Experimentation Records - copies of all Corporate Non-Record Destroy/delete when superseded or DDWSO 0000-05
 
0031-02 (NON-RECORD) Combatant Command CommanderlDeputv Corporate Non-Record Destroy/delete when superseded or DDWSO 0000-05
 
0032-03 NON-RECORD) Command Electronic Decrsron-Makmq and Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0033-02 NON-RECORD) Combatant Command Instructions - Corporate Non-Record Destroy/delete when canceled or sur DDWCS 0000-05
 
0035-02 I (NON-RECORD) Combatant Command Historical Records - Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0035-05 I (NON-RECORD) Combatant Command Historical Records - Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0035-06 I (NON-RECORD) Combatant Command Historical Records - Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0035-14 I (NON-RECORD) Combatant Command Historical Records - Corporate Non-Record Destroy/delete when no longer need DDWNLN 0000-05
 
0005-03 I (NON-RECORD) Service Memorandums/Planner's Memo Corporate Non-Record Upon completion of required acnorus Non record 0000-05
 
0020-03 I (NON-RECORD) Weapons System Evacuation Group Corporate Non-Record Destroy/delete when no longer need DD 0000-05
 

0025-01 JS Numbered JOint Action Directives - Action or standing Corporate Exceptions Cut off when action IS completed, su Action 0000-06 I
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0105-01 Unit Manning Documents (UMDs) - UMD's consistmq 0 Organization Short-Term Cut off every 3 months, hoi 6 months 0100-01 A 
0101-02 Organization Planning - Requests from directorates or Organization Administrative / Cut off on publication In the 3 Years 0100-02 A 
0101-04 Organization Planning - Onqmal documents In which al Organization Administrative / Destroy/delete after venfics 3 Years 0100-02 A 
0103-03 CIVIlian position structure - Consisting of Information rE Organization Administrative / Cutoff when superseded 0 3 Years 0100-02 B 
0104-02 Manpower Management - Chronological file (audit trail) Organization Administrative / Cut off annually, hold 1 yee 3 Years 0100-02 C 
0104-03 Manpower Management - Documents/forms requestmg Organization Administrative / Documents not In a susper 3 Years 0100-02 C 
0104-05 Manpower Management - Computer data for Unit and p Organization Administrative / Cut off at end of FY, hold 1 3 Years 0100-02 C 
0104-08 Manpower Management - CIVIlian position statements Organization Administrative / Cut off annually, hold 3 yee 3 Years 0100-02 C 
0105-04 Unit Manning Documents (UMDs) - Input documents th Organization Administrative / Cut off annually, hold 1 yee 3 Years 0100-02 0 
0105-06 Unit Manning Documents (UMDs) - Other reports main Organization Administrative / Cut off annually, hold 2 yee 3 Years 0100-02 D 
0109-02 Committee and Board Records - Records relating to th Organization Administrative / Cut off at termination of co 3 Years 0100-02 E 
0109-05 Committee management officer control files consisting Organization Administrative / Cut off on termination of cc 3 Years 0100-02 F 
0110-01 Organization and Manpower General Correspondence Organization Administrative / Cut off annually, hold 2 yee 3 Years 0100-02 G 
0104-06 Manpower Management - Manpower authonzation as 0 Organization Management and Cut off at end of FY, hold 5 7-10 Years 0100-03 A 
0104-01 Manpower Management - Decisron Package Sets recet Organization Management and Cut off annually, hold 1 yee 7-10 Years 0100-03 B 
0105-05 Unit Manning Documents (UMDs) - Consisting of Info Organization Management and Cut off annually, hold 10 YE 7-10 Years 0100-03 C 
0101-01 Organization Planning - Documents relating to the Organization Case Perm Cut off annually, exc Permanent 0100-04 A 
0102-01 Organization Charters - Documents that authonze and Organization Case Perm Cut off when supers Permanent 0100-04 B 
0103-01 Organization Structure - Documents, charts, pubhcatio Organization Case Perm Cut off when supers Permanent 0100-04 C 
0104-07 Manpower Management - The last day of each FY Organization Case Perm Cutoff at end of FY, Permanent 0100-04 0 
0106-03 Manpower and Productivity Enhancement Studies - Ma Organization Case Perm Cut off annually, hoi Permanent 0100-04 E 
0107-01 JOint Manpower Program (JMP) - Documentation reflec Organization Case Perm Incorporate Into offi Permanent 0100-04 F 
0109-01 Committee and Board Records - Records relating to th Organization Case Perm Cut off annually, hoi Permanent 0100-04 H 
0109-06 International JOint Board files consisting of information Organization Case Perm Cut off on drscontmi Permanent 0100-04 G 
0109-07 International JOint Board files at office of board chairpe Organization Case Perm Cut off annually, hoi Permanent 0100-04 G 
0101-03 (NON-RECORD) Organization Planning - Maintained Organization Non-Record Destroy/delete when super DDWSO 0100-05 
0101-05 (NON-RECORD) Organization Planning - Other rrucrofc Organization Non-Record Destroy/delete when no lor DDWNLN 0100-05 
0102-02 (NON-RECORD) Organization Charters - Maintained b Organization Non-Record Destroy/delete when super DDWSO 0100-05 
0103-02 (NON-RECORD) Organization Structure - Maintained b Organization Non-Record Destroy/delete when super DDWSO 0100-05 
0104-04 (NON-RECORD) Manpower Management - Manpower Organization Non-Record Cut off annually, hold 1 yee *1 Yr DO 0100-05 
0104-09 (NON-RECORD) Manpower Management - Maintained Organization Non-Record Cut off annually, hold 1 yee *1 Yr DO 0100-05 
0105-02 (NON-RECORD) Unit Manning Documents (UMDs) - L Organization Non-Record Destroy/delete when super DDWS 0100-05 
0105-03 (NON-RECORD) Unit Manning Documents (UMDs) - U Organization Non-Record Destroy/delete when no lor DDWNLN 0100-05 
0106-02 (NON-RECORD) Manpower and Productivity Enhancer Organization Non-Record Destroy/delete when no lor DDWNLN 0100-05 
0106-04 (NON-RECORD) Manpower and Productivity Enhancer Organization Non-Record Destroy/delete when stand DDWSF 0100-05 
0107-03 (NON-RECORD) JOint Manpower Program (JMP) - JMF Organization Non-Record Destroy/delete when super DDWS 0100-05 
0109-03 (NON-RECORD) Committee and Board Records - com Organization Non-Record Destroy/delete when no lor DDWNLN 0100-05 
0109-04 (NON-RECORD)Commlttee and Board Records - Adm Organization Non-Record Destroy/delete when no lor DDWNLN 0100-05 
0107-02 JOint Manpower Program (JMP) - JOint Manpower Organization Exception Cut off on completion of JII. C JMP hd 5 yrs, 0100-06 A 
0110-02 Organization and Manpower General Correspondence Organization Exception Destroy/delete when no lor DDWNLN 0100-06 B 
0106-01 Manpower and Productivity Enhancement Studies - Do Organization Exception Destroy/delete when super DO 0100-06 C 
0109-08 Committee and Board Records - Records pertaining to Organization Committee and Cut off on termination of cc Cut off on 0100-06 0 

UNCLASSIFIED 
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0209-01 Interview Records - Consistmo of correspondence reports and Personnel/Payr Short-Term Cut off on transfer or se 6 Months 0200-01 A 
0212-04 Correspondence and Forms - Displaced Employee Proaram lDEP) Personnel/Payr Short-Term Cut off on exoiratron of e 6 Months 0200-01 B 
0212-05 Correspondence and Forms - All other correspondence and forms Personnel/Payr Short-Term Destroy/delete when 6 n 6 Months 0200-01 C 
0228-01 Promotion and Demotion Records - Promotion ehqtbthtv rosters Personnel/Payr Short-Term Cut off on publication of 6 Months 0200-01 D 
0228-02 Promotion and Demotion Records - Centralized and semi-centralized Personnel/Payr Short-Term Cut off on completion of 6 Months 0200-01 D 
0247-01 Directory Service - Correspondence forms and other records Personnel/Payr Short-Term Cut off on Issuance of lil 6 Months 0200-01 E 
0201-01 General Personnel Correspondence - Correspondence, reports, Personnel/Payr Administrative / Cutoff annuallY, hold 3 3 Years 0200-02 A 
0205-01 
0205-03 

Payroll Correspondence - Correspondence between aqencv and 
Payroll Correspondence - Differential and allowances consrstmq of 

Personnel/Payr 
Personnel/Payr 

Administrative / Cutoff annually, hold 2 3 Years 
Administrative / Cut off at end of FY In 3 Years 

0200-02 
0200-02 

B 
B 

0207-01 Employee Performance File Svstem Records - Appraisals of Personnel/Payr Administrative / Destroy/delete on em pie 3 Years 0200-02 C 
0208-01 Promotion and Internal Placement Records - Notification of Personnel/Payr Administrative / Cut off annually, hold 2 3 Years 0200-02 D 
0208-02 Promotion and Internal Placement Records - All other comes Personnel/Payr Administrative / Cut off annually, hold 1 3 Years 0200-02 D 
0211-01 Federal Employees' Retirement Records (FERS/CSRS) - General Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 E 
0211-04 FERS/CSRS - Retirement assistance files consistmq of Personnel/Payr Administrative / Cut off annuallY. hold 1 3 Years 0200-02 F 
0212-02 Correspondence and Forms - Retention recisters from which Personnel/Payr Administrative / Cut off annuallv, hold 2 3 Years 0200-02 G 
0214-03 Eaual Employment Oonortumtv (EEO) Records - Prehrmnarv and Personnel/Payr Administrative / Cut off on final resolutio 3 Years 0200-02 H 
0214-04 Equal Employment Ooportumtv (EEO) Records - EEO aeneral files Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 H 
0215-01 Personnel Counselmo Records - Reports of interviews analyses and Personnel/Pay-r Administrative / Cut off on terrmnation of 3 Years 0200-02 
0218-01 Adverse and Performance-Based Actions - Adverse action files (5 Personnel/Payr Administrative / Cut off on resolution of c 3 Years 0200-02 J 
0219-02 CIvilian Leave Application - Maintained by any activity as the officral Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 K 
0222-01 Waae Survey Files - Waae area survevs consistmo of wace chance Personnel/Payr Administrative / DestroY/delete on compl 3 Years 0200-02 L 
0223-01 Supervisor Employee Records - Records of civihan emolovees' lob Personnel/Payr Administrative / ReView annuallv and de 3 Years 0200-02 M 
0224-01 WlthholdlnQ of wlthln-arade Increase <WGI) Records - Files Personnel/Payr Administrative / Cut off on completion of 3 Years 0200-02 N 
0225-01 Incentive Awards Proqram Reports - Reports pertammq to the Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 o 
0226-01 Employee Awards Files - General awards records excludmq those Personnel/Payr Administrative / Cut off on approval or dl 3 Years 0200-02 P 
0226-02 Employee Awards Files - General awards records consistmc of Personnel/Payr Administrative / Cut off annuallY, hold 2 3 Years 0200-02 P1 
0226-03 Employee Awards Files - Lenath of service and Sick leave awards Personnel/Payr Administrative / Cut off annually, hold 1 3 Years 0200-02 P2 
0226-04 Employee Awards Files - Correspondence relatmo to the Personnel/Payr Administrative / Cut off annually, hold 2 3 Years 0200-02 P3 
0226-05 Employee Awards Files - Maintained by other aoencv activmes Personnel/Payr Administrative / Cut off annually, hold 1 3 Years 0200-02 P4 
0226-06 Employee Awards Files - Awards board/committee member Personnel/Payr Administrative / Cut off on termination of 3 Years 0200-02 P4 
0226-07 Employee Awards Files - Maintained by other activmes Personnel/Payr Administrative / Cut off annually, hold 1 3 Years 0200-02 P5 
0226-10 Employee Awards Files - Records reflectmo the oncm of the award Personnel/Payr Administrative / Cut off annuallY, hold 2 3 Years 0200-02 P6 
0227-07 Officral Military Personnel Records - Out-orocessmo files consistmo Personnel/Payr Administrative / Cut off annuallv or after 3 Years 0200-02 Q 
0229-02 JCS Identification Badae - Exceptions to policy, comes of orders and Personnel/Payr Administrative / Cut off annually, hold 2 3 Years 0200-02 R 
0230-02 Military Awards - Service component personal awards consrstmq of Personnel/Payr Administrative / Cut off on receipt of app 3 Years 0200-02 S 
0230-06 Military Awards - Outstandmo rrulitarv oersonnel proqrarns e a Personnel/Payr Administrative / Cut off on Issuance of a 3 Years 0200-02 T 
0232-02 Military Assionment Documents - Reaulsltlon documents held bv Personnel/Payr Administrative / Cut off annuallY, hold 3 3 Years 0200-02 U 
0232-03 Military Assiqnment Documents - Nomination packets held bv PersonnellPayr Administrative / Cut off on departure of I 3 Years 0200-02 U 
0233-02 Military Trammq Proorarn Records - Backqround and workmo files Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 v 
0236-02 CIVilian Training Proqrarn Records - Backqround and workmc files Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 W 
0236-04 CIVilian Training Proqram Records - CIVilian trammq proqram records Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 W 
0236-10 CIVilian Trauunq Proaram Records - Records relating to the Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 W 
0239-04 Time and Attendance Records - Alternate work schedule records Personnel/Payr Administrative / Cut off annuallY, hold 2 3 Years 0200-02 x 
0240-01 Personal Iruurv Files - Forms reports correspondence and related Personnel/Payr Administrative / Cut off on termination of 3 Years 0200-02 Y 
0243-01 Federal Workolace Drua Testmq Proqram Files - DruQ testmc Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 Z1 
0243-03 Federal Workplace Drua Testmo Proaram Files - Personnel/Payr Administrative / Cut off annually, hold 3 3 Years 0200-02 Z2 
0243-04 Federal Workplace Drua Testma Proaram Files - Records relatmo to Personnel/Payr Administrative / Cut off on date of last er 3 Years 0200-02 Z3 
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0243-05 Federal Workplace Drug Testing Program Files - Chain of custody 
0243-07 Federal Workplace Drug Testing Program Files - Negative test 
0244-02 Alternate Workslte Records - Unapproved reauests maintained bv 
0244-03 Alternate Workslte Records - Forms and other records generated bv 
0246-02 Political ActiVity of Federal Employees - Holding state or local office 
0205-02 Payroll Correspondence -Information for a merit pay Unit listing 

0205-04 Payroll Correspondence - Pay records governing the establishment 
0207-03 Employee Performance File System Records (NON-SES) - All other 
0207-08 Employee Performance File System Records (SES) - All other 
0207-05 Employee Performance File System Records - (NON-SES) 
0207-09 Emplovee Performance File SYstem Records - All other oerformance 
0207-10 Emplovee Performance File System Records - SES members' 
0207-11 Employee Performance File System Records - SES scrennflc and 
0207-12 Emnlovee Performance File System Records -Jnformation relatmc to 
0211-03 FERS/CSRS - Appeals eertammo to FERS error corrections 
0214-01 Eaual Employment Onporturutv (EEO) Records - EEO complaint 
0214-06 EEO - Affirmative Action Plan (AAP) consisting of consolidated AAP 
0214-07 EEO - Surveys consistmc of surveys on Implementation and 
0214-08 EEO - Reports of on-site reviews of AAP maintained bv any 
0220-01 Labor Manaaement Relations Records - General and case files 
0220-03 Labor Manaaement Relations Records - Labor arbitration general 
0220-04 Labor Management Relations Records - Memorandums of 
0220-05 Labor Management Relations Records - Annual report of union 
0220-06 Labor Management Relations Records - Unfair labor practice 
0229-01 JOint Chiefs of Staff (JCS) Identification Badge - General/special 
0232-01 Militarv Assionrnent Documents - Pollcv matters pertaining to military 
0233-01 MIlitary Training Proaram Records - General file of acencv-soonsored 
0233-03 MIlitary Training Program Records - Personnel trammc consistmo of 
0236-01 CIVIlian Training Program Records - Information on estabhshmc. 
0236-03 CIVIlian Training Program Records - Employee training consisting of 
0236-05 CIVIlian Trammo Proaram Records - lndividual apprentice trammo 
0236-06 CIVIlian Training Proaram Records - Foreran train Ina approvals 
0236-09 CIVIlian Training Program Records - CIVIlian personnel retrammc 
0239-01 Time and Attendance Records - Source records ccnsistmo of all 
0239-02 Time and Attendance Records -Tnne and attendance mout records 
0239-03 Time and Attendance Records - Overtime authonzation reauests 
0241-01 Occunatronal lruurv and Illness Files - Reports and logs (including 
0242-02 Fmancial Disclosure Reports - Ernnlovrnent and financial Interest 
0242-03 Fmancial Disclosure Reports - Consistmo of other records 
0226-09 Employee Awards Files - Decorations to foreign nationals and US 
0230-04 MIlitary Awards - General/special orders amendments and 
0230-05 Militarv Awards - maintained bv the combatant command as the 
0235-01 General Training and Education Records - Proaram files consistmc 
0237-01 Casualty Reporting. Notification and ASSistance - Casualtv/rmssmo-
0201-02 I(NON-RECORD) General Personnel Correspondence - Maintained 
0204-02 I(NON-RECORD) Position Classification Files - POSition descnonons 
0204-04 ICNON-RECORD} POSition Classjfication Files - Appeals files relatmo 

' Bucket Name 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
PersonnellPayr 
Personnel/Payr 
Personnel/Pavr 
PersonnellPavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 

lib EruckefN~m 
Administrative 
Administrative 
Administrative 
Administrative 
Administrative 
Management 
Management 
Management 
Management 
Management 
Manaaement 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Manaaement 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Management 
Manaaement 
Management 
Management 
Management 
Management 
Management 
Management 
Manaaement 
Management 
Case 
Case 
Case 
Case 
Case 
Non-Record 
Non Record 
Non-Record 

0200 SERIES 

Personnel and Payroll 

Proposed. 
Past Retention ,Reteotlon 

/ Cut off annuallv, hold 3 3 Years 
/ Cut off annually, hold 3 3 Years 
/ Cut off on reiecnon of re 3 Years 
/ Cut off annually, hold 1 3 Years 
/ Cut off when employee I 3 Years 

Cut off on completion of 7-10 Years 

Cutoff annuallY. hold 6 7-10 Years 
Cut off annuallY. hold 4 7-10 Years 
Cut off annuallY. hold 5 7-10 Years 
Cut off on date of apprai 7-10 Years 
Cut off on date of apprar 7-10 Years 
Cut off at date of aoorai 7-10 Years 
Cut off on cancellation 0 7-10 Years 
Cut off on transfer or se 7-10 Years 
Cut off on date of decrsi 7-10 Years 
Cut off on final resoluno 7-10 Years 
Cut off on date of plan, t 7-10 Years 
Cut off annuallV, hold 5 7-10 Years 
Cut off annually, hold 7 7-10 Years 
Cut off on expiration of c 7-10 Years 
Cut off on final resolutio 7-10 Years 
Cut off when supersede 7-10 Years 
Cut off annuallv, hold 5 7-10 Years 
Cut off on resolution of c 7-10 Years 
Cut off annually, hold 5 7-10 Years 
Cut off when supersede 7-10 Years 
Cut off annualIV or on co 7-10 Years 
Cut off annuallv, hold 5 7-10 Years 
Cut off annuallv or on co 7-10 Years 
Cut off annuallv, hold 5 7-10 Years 
Cut off annually, hold 5 7-10 Years 
Cut off on Withdrawal of 7-10 Years 
Cut off annuallv, hold 4 7-10 Years 
Cut off annuallv, hold 6 7-10 Years 
Cut off annuallv, hold 6 7-10 Years 
Cut off annuallv, hold 4 7-10 Years 
Cut off on termination of 7-10 Years 
Cut off annuallY. hold 6 7-10 Years 
Cut off annuallv, hold 6 7-10 Years 
Perm Cut off on com pie Permanent 
Permanent Cut off anru Permanent 
Perm Cut off annually, Permanent 
Perm Cut off annually, Permanent 
Perm Cut off annually, Permanent 
Cutoff annually, hold 1 1 Year, DO 
DestrOVlDelete when DO WADS 
Cut off on closure of 1 Year, DO 

Bucket 
! . Nump_er 
0200-02 
0200-02 
0200-02 
0200-02 
0200-02 
0200-03 

0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 

0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-03 
0200-04 
0200-04 
0200-04 
0200-04 
0200-04 
0200-05 
0200-05 
0200-05 

Crosswall 

I' 

I IAlpha 

Z 4 
AA 
BB 
BB 
CC 
A
 

B
 
C1 
C2 
C3 
C4 
C5 
0 
E 
F 
G 
G 
G 
G 
H1 

H2 
11 
12 
13 
J 
K 
L 
M 
N1 
N2 
0 
P1 
P2 
Q 1 
Q 2 
Q 3 
R 
S 
S 
A
 
B
 
B
 
C
 
0 



0200 SERIES Crosswal 
Personnel and Payroll 

UNCLASSIFIED 

Proposed 

P.ast Retention Rete1i.tiori 
Destrov/delete when DDWSO 

Cut off annually, hold 2 COA,2yrs, 
Cut off on closure of cas COOCC, 

Nlunber, 
0214-05 
0214-09 
0218-02 
0223-02 
0226-11 
0227-02 
0227-04 
0229-03 
0230-07 
0231-07 
0232-04 
0236-07 
0236-08 
0247-02 
0201-03 
0212-03 
0204-01 
0204-03 
0207-02 
0207-06 
0231-05 
0231-06 
0202-01 
0202-02 
0202-03 
0202-04 
0203-01 
0204-05 
0206-01 
0207-04 
0207-07 
0210-01 
0214-02 
0219-01 
0230-01 
0231-01 
0231-02 
0231-03 
0231-04 
0234-01 
0238-02 
0243-02 
0243-06 
0244-01 
0246-01 
0247-03 
0217-01 

" - 'Recillt~j~~~r.IRfJOh: - , 
h 

I(NON-RECORD) EEO Records - Maintained by any acnvitv as 

I(NON-RECORD) EEO - Records at other offices 
I(NON-RECORD) Adverse and Performance-Based Actions -
I(NON-RECORD) Supervisor Emolovee Records - Duolicate and non-
I (NON-RECORD) Emolovee Awards Files - Maintained bv other 
I (NON-RECORD) Official Mllitarv Personnel Records - Duolicate and 
I (NON-RECORD) Official Militarv Personnel Records - Official rmhtarv 
I (NON-RECORD) JCS Identification Badge -JCS Identification Badge 

NON-RECORD) Mllitarv Awards - Reference comes of all the above 
NON-RECORD) General/Flag Officer (GFO) Nominations - GFO 

(NON-RECORD) Mllitarv Assignment Documents - Miscellaneous 
(NON-RECORD) CIvilian Trammo Proaram Records - CIvilian trammo 
(NON-RECORD) CIvilian Training Proaram Records - At other offices 
(NON-RECORD) Directorv Service - Maintained by other activities for 
General Personnel Correspondence - Personnel pohcv and 
Correspondence and Forms - Retention registers no reducnon-m-
Position Classification Files - Standards and ourdelmes Issued or 
Position Classification Files - Inspections audits and survevs 
Employee Performance File Svstem Records - Performance records 
Employee Performance File Svstem Records - SES accomtees (5 
General/Flag Officer (GFO) Nominations - Malor Command 
General/Flag Officer (GFO) Nominations - GFO action documents 
Offers of Employment - Correspondence letters and telearams 
Offers of Emolovment - Declined offers when name IS received from 
Offers of Employment - Temporarv or excepted aooomtment 
Offers of Employment - All others 
General CIvilian Employment Records - Request for personnel action 
Position Classification Files - Appeals files relating to certificates of 
Employee Records Cards - Used for informational purposes outside 
Emolovee Performance File Svstem Records - All other summarv 
Employee Performance File Svstem Records - Performance-related 
Donated Leave Program Files - Donated leave cases consisting of 
Equal Employment Opporturutv (EEO) Records - - Cornolamt cases 
CIvilian Leave Aoohcation - SF 71 or OPM 71 (Aoolicatlon for Leave) 
Mllitarv Awards - JOint service oersonal awards consistmo of 
Papers and related documents from OSD and the mihtarv services 
General/Flag Officer (GFO) Nominations - Maintained by combatant 
General/Flag Officer (GFQ) Nominations - GFO manaaement files 
General/Flag Officer (GFQ) Nominations - GFO workmc nominations 
IndiVidual Mllitarv Training Records - Consistmo of on-the-rob train Ina 
Individual Employee Pay Records - lndividual oav record contain Ina 
Federal Workplace Drug Testing Program Files - Emplovee 
Federal Workplace Drug Testing Program Files - Positive test results 
Alternate Workslte Records - Aonroved reauests or aoohcanons to 
Political Activitv of Federal Emplovees - Policv and procedures 
Directorv Service - Organization and locator files consisting of 
Administrative Gnevances and Appeals - Gnevances and aooeals i5 

~ 
aucR!:!t tiI£lnil!i! 

Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pavr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Person nel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Pay!' 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 
Personnel/Payr 

,-
uQ:S-G_cketNam 

Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non Record 
Non-Record 
Exceolion 
Exception 
Exception 
Exception 
Exception 
Exception 

Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 
Exceplion 
Exception 
Exception 
Exception 
Exception 

Destroy/delete uoon trar 
Destroy/delete when ob 
DestrOY/delete fyear at 
DestroY/delete uPon trar 
Cut off annuallY, hold 1 
DestroY/delete when no 
DestrOVldelete when no 
Destrov/delete when no 
Destroy/delete on 
Cut off annually, hold 2 
DestrOY/delete when no 
DestrOVldelete when 
Destrov/delete when SUI DDWSO 
Destroy/delete when 
Destroy/delete when 
Destrov/delete when 
Destroy/delete when 
Review annually When 
Review annuallY When 
Destrov/delete when 
Return to the Office of 
File mside application 
DestroY/delete 
Cut off on termination 
DestroVldelete when 
Destrov/delete on 
Cut off on date of 
Place records on the 

Cut off on final resolutio 
Destrov/delete at end of 
Cut off annually, hold 2 
Cut off annually, hold 7 
Cut off annually, hold 7 
Review annuallY Transf 
Upon completion transfe 
Apply Service-specific 
Cut off annually and trar 
Destroy/delete when em 
Cut off annually, hold 3 
Cut off at end of employ 
Destroy/delete when su 
Destroy/delete when 

Beginning In January 19 c!oWFIC 

Bucket 
~ NUn1b~r 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-05 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 
0200-06 

DDWNLN 
DDWO or 
DD, WRIC, 
DDWNLN 
COA,1yr, 
DDWNLN 
DDWNLN 
DDWNLN 
DDWNLN 
COA,2yrs, 
DDWNLN 
DDWNLN 

DDWNLN 
DDWNLN 
DDWNLN 
DDWNLN 
20 Years 
20 Years 
DDWNLN 
OPM 
App Auth 
Destroy 
TOA, hd 
DDWNLN 
DDWNLN 
DDWNLN 
Forward to 

COFR 
DDAPP 
DD 
20 Years 
20 Years 
Review 
20 Years 
Serv 
56 Years 
Destroy/del 
Cutoff 
e/EPP, DD 
Destroy/del 
Destroy/del 

Alpha 

A 
B 
C 
D 
E 
F 
G 
H 
I 
J 
K 
L 
M 
N 
0 
P 
Q 

R 
S 
T 
U 
V 
W 
X 
Y 
Z 
AA 
BB 
CC 
DD 
EE 
FF 
GGCut off on closure of cas COOCC, 



UNCLASSIFIED 0200 SERIES Crosswal 
Personnel and Payroll 

i Proposed Bucket 
Number 

0227-03 Official Military 

Reco·i~·S.eJ~§·ElebIPtlon 

Personnel Records - Records that relate to leave of 
Bucket t,fame ; ub'Bucket 

Personnel/Payr Exception 
Nam Past Retention 

Destroy/delete mdividua 

Rett;lntlon 

DD 

<' Number 
0200-06 

' Alpha
HH 

0227-05 Official Military Personnel Records - Armed Forces liberty passes Personnel/Payr Exception Destroy/delete on reacc DD 0200-06 II 
0227-06 
0213-01 

Official Military Personnel Records - Privilege card applications 
Job Opportunity Announcements - Announcements of vacancies 

Personnel/Payr 
Personnel/Payr 

Exception 
Exception 

Destroy/delete 
Destroy/delete 

when no 
after ann 

DDWNLN 
DD 

0200-06 
0200-06 

JJ 
KK 

0238-01 Individual Employee Pay Records - Pay record for each employee as Personnel/Payr Exception Update elements and/or As 0200-06 LL 
0226-08 Employee Awards Files - Lists of or Indexes to agency award Personnel/Payr Exception Destroy/delete when su DD 0200-06 MM 
0211-02 
0212-01 

FERS/CSRS - Records and forms pertaining to an employee's 
Correspondence and Forms - Relating to pending personnel actions 

Personnel/Payr 
Personnel/Payr 

Exception 
Exception 

File on permanent side 
Destroy/delete on compl 

OPF 
DD 

0200-06 
0200-06 

NN 

00 
0220-02 
0216-01 
0242-01 

Labor Manaaement Relations Records - Maintained by other offices 
Standards of Conduct - Correspondence memorandums and other 
Financial Disclosure Reports - EthiCS In Government financial 

Personnel/Payr 
Personnel/Payr 
Personnel/Payr 

Exception 
Exception 
Exception 

Destroy/delete when su 
Destroy/delete when su 
Cut off when nominee 

Destroy/del 
3 Years 
3 Years 

0200-06 
0200-06 
0200-06 

PP 
QQ 
RR 

0227-01 Official Military Personnel Records - That are created as the result of Personnel/Payr Exception Forward all records that 6 Months 0200-06 SS 
0230-03 Military Unit awards - consisting of documents relating to Personnel/Payr Exception Cut off annually, hold 2 25 yrs 0200-06 TT 



UNCLASSIFIED 0300 SERIES Crosswalk t( 
Intelligence and Secunty 

Number 

" 

' ::3J~~~~r,d~S:~e.s}g>:§scnptlon BoekeJ Ni:i}f,le I:Ib 'e<uc'ket Narr Past Retention'. , 
" 

. Proposed , 

' n~efe6ton· i 
New 

Sub- Alpha 

0308-01 Phvsical Secuntv Container Information - Forms olaced on Intel & Secunty Short-Term Cut off on date of last entry on for 6 Months 0300-01 A 

0318-04 Securrtv Insoectlons and Audits - AIS Audit records consistmo Intel & Secunty Short-Term Cut off monthly, hold 1 month, thE 6 Months 0300-01 B 

0302-01 Secuntv Administrative Corresoondence - Correspondence Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 A 

0303-01 Document Receiot - Forms reflectmo the Issue of and receiot for Intel & Secunty Administrative Cut off annually--except that SEC 3 Years 0300-02 B 

0304-01 Destruction Certificates - Certificate of destruction for classified Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 C 

0305-01 Access Records - TOP SECRET access records used to record Intel & Secunty Administrative Cut off when related document IS 3 Years 0300-02 D 1,2 

0305-02 Access Records - Disclosure records consistmq of a record of Intel & Secunty Administrative Cut off annually, hold 3 years, the 3 Years 0300-02 D3 

0305-05 Access Records - Access control loa consistmc of documents Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 D4 

0307-01 Communication Secunty (COMSEC) General - Routine Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 E 

0309-03 Inventorv Reoorts - Maintained bv control oomts Intel & Secunty Administrative Cut off on next comparable Invent 3 Years 0300-02 F 

0310-04 Classification GUides - at other offices Intel & Secunty Administrative Cut off annually, hold 3 years, the 3 Years 0300-02 G 

0312-01 Technical Surveys - Documents deallna With technical secuntv Intel & Secunty Administrative Cut off annually, hold 3 years or u 3 Years 0300-02 H 
0313-01 Prooertv Pass Records - Documents relatmq to the authonzed Intel & Secunty Administrative Cut off on expiration or revocation 3 Years 0300-02 I 
0314-01 Personnel Secuntv Proaram Records - Documentation reflectmo Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 J 

0315-01 Identification (Credentials Taos Passes and Permits) Records Intel & Secunty Administrative Cut off on return of Identification I 3 Years 0300-02 K 
0317-01 Secuntv Violations/Incidents - Documentation pertalnlna to Intel & Secunty Administrative Cut off on completion of final actu 3 Years 0300-02 L 

0317-02 Secuntv Violations/Incidents - For NATO secuntv mordents Intel & Secunty Administrative See 0319-15 Cut off when the m 3 Years 0300-02 L 

0318-03 Secuntv lnsoections and Audits - lnsoecnons conducted of TOP Intel & Secunty Administrative Cut off annually, hold 1 year, then 3 Years 0300-02 M 

0318-05 Secuntv lnsnections and Audits - JS Form 147 (SCI Processmo Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 M 
0319-05 International Secuntv - Destruction certificates recemts Intel & Secunty Administrative Cut off when the matenal IS destre 3 Years 0300-02 N 

0319-06 International Secunty - Maintained at JS/combatant command Intel & Secunty Administrative Cut off when the matenal IS destre 3 Years 0300-02 N 1 

0319-07 International Secuntv - Maintained bv anv JS/combatant Intel & Secunty Administrative Cut off when the matenal IS returr 3 Years 0300-02 N 1 

0319-08 International Secuntv - Records of establishment or Intel & Secunty Administrative Cut off on termination of JS/comb 3 Years 0300-02 N2 

0319-09 International Secuntv - Inventorv reoorts consrstmq of semi- Intel & Secunty Administrative Cut off annually, hold 3 years, the 3 Years 0300-02 N3 

0319-10 International Secuntv - Maintained bv reoistrv. subreoistrv and Intel & Secunty Administrative Cut off when the records are clea 3 Years 0300-02 N4 

0319-11 International Secuntv - lnsoectron reoorts consistmo of serru- Intel & Secunty Administrative Cut off annually, hold 3 years, the 3 Years 0300-02 N5 

0319-14 International Secuntv - General corresoondence document Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 N6 

0319-15 

0323-02 
International Secuntv - Secuntv 

SCI Documents - SCI billet files 

Violations 

consistmo 

and mvesuqatrons 
of information 

Intel 
Intel 

& Secunty 

& Secunty 

Administrative 

Administrative 

Cut 
Cut 

off 
off 

on 

on 

completion of correcnvr 3 Years 

transfer or deletion of b 3 Years 

0300-02 

0300-02 
N7 

0 
0331-02 lntelhoence Protection Records - cootes of reports transmitted to Intel & Secunty Administrative Cut off annually, hold 2 years, the 3 Years 0300-02 P 

0332-02 Countennteiliaence Records - Routine administrative files not Intel & Secunty Administrative Cut off annually, hold 3 years, 3 Years 0300-02 Q 
0333-01 Forerqn Nationals - Foreran national VISitS consistmq of Intel & Secunty Administrative Cut off annually, hold 3 years or u 3 Years 0300-02 R 
0335-02 Special Access Proaram (SAP) - SAP administrative files Intel & Secunty Administrative Cut off annually, hold 3 years, the 3 Years 0300-02 S 
0306-01 Too Secret Reoister - Records that Identify all TOP SECRET Intel & Secunty Management Cut off when all copies of the doc 7-10 Years 0300-03 A 

0309-01 Inventorv Reports - TOP SECRET mventorv records consrstmc Intel & Secunty Management Cut off annually, hold 5 years, the 7-10 Years 0300-03 B 

0309-02 Inventorv Reoorts - Maintained bv document custodian Intel & Secunty Management Cut off annually, hold 5 years, the 7-10 Years 0300-03 B 

0314-02 Personnel Secuntv Proaram Records - Documents contammo Intel & Secunty Management Cut off on transfer or separation 0 7-10 Years 0300-03 C 
0314-04 Personnel Secuntv Prooram Records - Documents contammq Intel & Secunty Management Cut off on loss of access of mdiv« 7-10 Years 0300-03 C 
0314-08 Personnel Secuntv Proaram Records - Nuclear Weapons Intel & Secunty Management Cutoff when superseded or obsok 7-10 Years 0300-03 C 
0317-03 Secuntv Violations/Incidents - Files relatmc to alleaed Violations Intel & Secunty Management Cut off on close of case, hold 5 ye 7-10 Years 0300-03 D 
0318-01 Secunty Inspections and Audits - Documents relatmq to the Intel & Secunty Management Cut off annually, hold 4 years, the 7-10 Years 0300-03 E 

0319-01 International Secuntv - Destruction certificates receipts Intel & Secunty Management Cut off when the matenal IS destre 7-10 Years 0300-03 F 
0319-02 International Secuntv - Maintained at JS/combatant command Intel & Secunty Management Cut off when the matenal IS returr 7-10 Years 0300-03 F 
0319-03 International Secuntv - Destruction certificates recerots Intel & Secunty Management Cut off when the matenal IS destre 7-10 Years 0300-03 F 
0319-04 International Secuntv - Maintained at JS/combatant command Intel & Secunty Management Cut off when the matenal IS returr 7-10 Years 0300-03 F 



UNCLASSIFIED 0300 SERIES Crosswalk tc 

Intelligence and Security 

0327-01 Intelligence General Corresoondence Files - Corresoondence Intel & Security Management Cut off annually, hold 2 years, the 7-10 Years 0300-03 G 
0310-03 Classificatron GUides - Security classificatron files consistmc of Intel & Security Management Cut off on final declassification ac 7-10 Years 0300-03 H 

0301-01 Security Pohcv - Records reflectmc the formulation and Intel & Security Case Perm Cut off annually, hold 4 Permanent 0300-04 A 

0320-01 Intelligence Policy and Planning Files - Documents concermna Intel & Security Case Perm Cut off when superseded Permanent 0300-04 B 

0326-01 Secuntv/Countenntelhuence lnvestmatrons - Sicrnflcant Intel & Security Case Perm Cut off on date of last Permanent 0300-04 C 

0328-01 Intelligence Loas - A record of the dailv mtelhcence events Intel & Security Case Perm Cutoff annually, hold 2 Permanent 0300-04 D 

0329-01 Collection Records - lntelhuence collection olanrunc and oohcv Intel & Security Case Perm Cut off when superseded Permanent 0300-04 E 

0329-02 Collection Records - lntelhoence collection records consistmo Intel & Security Case Perm Cut off when superseded Permanent 0300-04 E 

0329-03 Collection Records - Intelliaence exploitation records consrstmo Intel & Security Case Perm Cut off when superseded Permanent 0300-04 E 

0330-01 Intelliaence Dissemination Records - Intelliaence disclosure Intel & Security Case Perm Cut off when superseded Permanent 0300-04 F 

0331-01 lntelhqence Proiectron Records - Intel & Security Case Perm Cut off annually, hold 5 Permanent 0300-04 G 

0332-01 Countenntelhoence Records - Countenntelhoence proaram Intel & Security Case Perm Cut off when superseded, Permanent 0300-04 H 
0334-01 Prisoner of War Records - Prisoner of war and CIVilian Internee Intel & Security Case Perm Cut off on termination of Permanent 0300-04 I 
0335-01 Special Access Prooram (SAP) - SAP oohcv files relatmo to the Intel & Security Case Perm Cut off when superseded, Permanent 0300-04 J 

0310-01 Classificatron GUides - Official JS/combatant command record Intel & Security Case Perm Cut off on termination of sy Permanent 0300-04 K 
0301-02 ,(NON-RECORD) Security Pohcv - Maintained bv any acnvitv for Intel & Security Non-Record Destroy/delete when superseded DDWSO 0300-05 

0312-02 (NON-RECORD) Techmcal Surveys - maintained bv any Intel & Security Non-Record Destroy/delete when no longer ne DDWNLN 0300-05 

0314-03 I{NON-RECORD) Personnel Secuntv Prooram Records- Intel & Security Non-Record Destroy/delete when no longer ne DDWNLN 0300-05 

0314-05 (NON-RECORD) Personnel Secuntv Prooram Records - Intel & Security Non-Record Destrov/delete when no longer ne DDWNLN 0300-05 

0315-02 (NON-RECORD) Identification (Credentials Taas Passes and Intel & Security Non-Record Destroy/delete when verification I DDWNLN 0300-05 
0317-04 I(NON-RECORD) Security Violatrons/lncidents - Maintained for Intel & Security Non-Record Destroy/delete when no longer ne DDWNLN 0300-05 
0320-02 I(NON-RECORD) Intelliaence Policv and Planmna Files - Intel & Security Non-Record Destroy/delete when no longer ne DDWNLN 0300-05 

0321-03 I(NON-RECORD) Intelligence Estimates - Information comes Intel & Security Non-Record Destroy/delete when superseded DDWSO 0300-05 
0305-09 Access Records - Classified or classifiable information NDA Intel & Security Exception Cut off annually, destroy/delete 7( 70 Years 0300-06 A 
0326-02 Secuntv/Countermtelhcence lnvestioatrons - official record CODY Intel & Security Exception Cut off on date of last action, hold 25 Years 0300-06 B 
0314-07 Personnel Secuntv Prooram Records - Personnel secuntv Intel & Security Exception Destrov/delete after next com para DD 0300-06 C 
0319-12 International Secuntv- maintained by the JS/combatant Intel & Security Exception Destroy/delete on receipt of next I DDas 0300-06 D 
0319-13 International Security - Access lists maintained bv the JOint Intel & Security Exception Destroy/delete when revised DDWR 0300-06 E 
0310-02 Classification GUides - Information comes of classificanon Intel & Security Exception Destroy/delete when superseded DDWSOD 0300-06 F 
0310-05 Classificanon GUides - Oncmal classificanon authontv Intel & Security Exception Destroy/delete when superseded DDWSOD 0300-06 G 
0311-01 Accreditation - Documents oertammo to room or vault Intel & Security Exception Destroy/delete when superseded DDWSOD 0300-06 H 
0311-02 Accreditation - Automated Information System (AIS) secuntv Intel & Security Exception Destroy/delete when superseded DDWSOD 0300-06 I 
0323-01 SCI Documents - COPies of documents In SCI control channels Intel & Security Exception Dispose of In accordance with IC IC Dlrf/SCI 0300-06 J 
0305-07 Access Records - Olassifled or classifiable Information Intel & Security Exception JOint Staff forward to OSD and/o FT 0300-06 K 
0325-01 Controlled Material (Special SCI/Special Access Reoutrements) Intel & Security Exception ReView annually for removal from DISCUSS 0300-06 L 
0324-01 Controlled Material (Other Than SCI) - Documents In soecral Intel & Security Exception Review annually for removal from DISCUSS 0300-06 M 
0318-02 Security Inspections and Audits - Maintained bv any Intel & Security Exception Destrov/delete after next compara DD 0300-06 N 
0316-01 Report of Investigation - Investigative reports and related papers Intel & Security Exception Destroy/delete In accordance with DD 0300-06 0 
0308-02 Phvsical Security Container Information - Up-to-date records of Intel & Security Exception Destroy/delete when superseded DD 0300-06 P 
0305-03 Access Records - Soecial and aeneral access lists consistmo Intel & Security Exception Destroy/delete when updated or s DD 0300-06 Q 
0306-02 Top Secret Register - Forms reflecting the transfer and receipt Intel & Security Exception Destroy/delete when related docu DD 0300-06 R 
0306-03 Top Secret Realster - Forms accomoanvmo documents to Intel & Security Exception Destroy/delete when related docu DD 0300-06 R 
0322-01 Intelliaence Reports and Studies - countrv studies and/or Intel & Security Exception Destrov/delete when superseded DD 0300-06 S 
0326-03 Secuntv/Countenntelucence tnvesnoatrons - Personnel security Intel & Security Exception DestroY/delete when no longer ne DD 0300-06 T 
0314-06 Personnel Secuntv Prooram Records - Position sensitivity files Intel & Security Exception DestroY/delete when position IS a DD 0300-06 U 
0321-01 Intelligence Estimates - Nanonat tntelhcence Estimates (NIEs). Intel & Security Exception DestroY/delete when superseded DD 0300-06 V 
0321-02 Intelligence Estimates - Semi-annual consolidated hstmc of Intel & Security Exception Destroy/delete when superseded DD 0300-06 V 



UNCLASSIFIED 0400 SERIES Crosswalk tc 
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Number Re~orct~~r.I~s~eSCrjPtI9n Bucket NaiT!\ , Sllb. ~ucket-
,-

tl,r~'rn~'~ Past Retefltlon' --
Proposed 

H~t~p~IOf.1 . 
New 

~ub- Alpha 

0407-01 Information Reauests - Reauests for information or comes of Legal, Short-Term Cut off monthly, hold 3 6 Months 0400-01 A 

0408-01 Acknowledqement - Acknowledqments and transmittals of Legal, Short-Term Destroy/delete 3 months 6 Months 0400-01 B 

0401-02 White House Correspondence - Correspondence of a routine Legal, Administrative / Cut off annually, hold 2 3 Years 0400-02 A 

0402-02 Conoressronai Corresoondence - Corresoondence of a routine Legal, Administrative / Cut off annually, hold 1 year, 3 Years 0400-02 B 
0402-04 Conaressronal Correspondence - Conoresstonal Legal, Administrative / Cut off at end of current 3 Years 0400-02 B 

0402-05 Connressional Corresoondence - At offices of lecrslative Legal, Administrative / Cut off annually, hold 1 year, 3 Years 0400-02 B 

0402-07 Conqressional Correspondence - At offices of persons Legal, Administrative / Cut off annually, hold 2 3 Years 0400-02 B 
0406-03 Speeches and Public Relations - maintained by Office of the Legal, Administrative / Cut off annually, hold 6 3 Years 0400-02 C 
0406-04 Soeeches and Public Relations - maintained by directorate or Legal, Administrative / Cut off at end of current 3 Years 0400-02 C 
0406-05 Speeches and Public Relations - Correspondence on Legal, Administrative / Cut off annually, hold 2 3 Years 0400-02 C 
0409-02 General Laws and Leaal Matters Records - General files Legal, Administrative / Cut off annually, hold 2 3 Years 0400-02 D 
0410-01 Mllitarv Justice Records - General corresoondence files Legal, Administrative / Cut off annually, hold 3 3 Years 0400-02 E 
0410-02 Military Justice Records - Military tusuce administration Legal, Administrative / Cut off annually, hold 3 3 Years 0400-02 E 
0410-03 Military Justice Records - Files relannc to oretnal matters Legal, Administrative / Cut off annually, hold 3 3 Years 0400-02 E 
0414-02 Law librarv acouismon records consistmo of renursttrons Legal, Administrative / Cut off after final payment, 3 Years 0400-02 F 
0402-06 Concresstonal Corresoondence - At offices of leoislatrve Legal, Management and Cut off annually, hold 5 years 7-10 Years 0400-03 A 
0402-08 Conoressional Corresoondence - At offices of persons Legal, Management and Cut off annually, hold 5 years 7-10 Years 0400-03 A 
0404-05 Public Affairs Records - Distmqurshed visrtor orocrarn Legal, Management and Cut off on completion of 7-10 Years 0400-03 B 
0404-06 Public Affairs Records - News media visrtor documentation Legal, Management and Cut off on completion of 7-10 Years 0400-03 B 
0404-07 Public Affairs Records - Special events olanrnnc consrstmo of Legal, Management and Cut off on completion of 7-10 Years 0400-03 B 
0409-04 General Laws and Leaal Matters Records - consistmc of Legal, Management and Cut off annually, hold 5 7-10 Years 0400-03 C 
0414-01 Law Libraries - Library acoursmon (centrally-funded) Legal, Management and Cut off after final payment, 7-10 Years 0400-03 D 
0401-01 White House Correspondence - Correspondence relatmo to Legal, Case Management Perm Cut off annually, hold Permanent 0400-04 A 
0402-01 Conoressional Correspondence - Corresoondence of a Legal, Case Management Perm Cut off when case IS Permanent 0400-04 B 
0402-03 Concressional Corresoondence - CJCS memorandum of Legal, Case Management Perm Cut off on expiration of Permanent 0400-04 B 
0403-01 LeQlslatlve Testimony - Proarams file consistmo of Legal, Case Management Perm Cut off on completion Permanent 0400-04 C 
0403-02 Leotslative Tesnrnonv - Testimonv (statement) before Legal, Case Management Perm Cut off annually or Permanent 0400-04 C 
0404-01 Public Affairs Records - Documents concerrnno the aeneral Legal, Case Management Perm Cut off when Permanent 0400-04 D 
0404-02 Public Affairs Records - Maintained bv anv combatant Legal, Case Management Perm Cut off annually or Permanent 0400-04 D 
0404-03 Public Affairs Records - Public affairs releases Consistmq of Legal, Case Management Perm Cut off annually, hold Permanent 0400-04 E 
0406-01 Speeches and Public Relations - Speeches talks Interviews Legal, Case Management Perm Cut off on expiration of Permanent 0400-04 F 
0406-02 Speeches and Public Relations - maintained bv combatant Legal, Case Management Perm Cut off on expiration of Permanent 0400-04 F 
0409-01 General Laws and Leaal Matters Records - Leqal olannmo Legal, Case ~anagement Perm Cut off annually, hold Permanent 0400-04 G 
0409-03 General Laws and Leqal Matters Records - Leaal OPInions Legal, Case Management Perm Cut off annually, hold Permanent 0400-04 G 
0409-06 General Laws and Leaal Matters Records - Trials of US Legal, Case Management Perm Cut off on final Permanent 0400-04 G 
0409-07 General Laws and Leaal Matters Records - Pohnco-rmhtarv Legal, Case Management Perm Cut off annually, hold Permanent 0400-04 H 
0409-08 General Laws and Leaal Matters Records - Conststmq of Legal, Case Management Perm Cut off annually, hold Permanent 0400-04 H 
0410-04 Military Justice Records - General courts-martial consrstmo of Legal, Case Management Perm Cut off on completion Permanent 0400-04 I 
0410-05 Military Justice Records - Soecral courts-martial consistmo of Legal, Case Management Perm Cut off on completion Permanent 0400-04 J 
0402-09 (NON-RECORD) Conqressronal Correspondence - maintained Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 
0403-03 NON-RECORD) Leqrslative Testimonv - Maintained bv other Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 
0404-09 I(NON-RECORD) Public Affairs Records - Kev oersonnel Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 
0406-06 I(NON-RECORD) Soeeches and Public Relations - Any Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 
0409-05 [(NON-RECORD) General Laws and Leaal Matters Records- Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 
0409-09 [(NON-RECORD) General Laws and Leaal Matters Records- Legal, Non-Record Destroy/delete when no DDWNLN 0400-05 



UNCLASSIFIED 0400 SERIES 
Information and Legal 

Crosswalk te 

0410-08 I(NON-RECORD) Militarv Justice Records - Line of duty (LOD) 
0404-04 Public Affairs Records - Public affairs corresoondence 
0404-08 Public Affairs Records - Commurutv affairs consistmo of 
0410-06 Military Justice Records - Summary courts-martial consistmq 
0410-07 Militarv Justice Records - Noruudrcral ourushrnent consistmo 
0412-01 Standards of Conduct - Correspondence memorandums and 
0413-01 Patent Invention Coovnaht and Trademark Records -

Legal, 
Legal, 
Legal, 
Legal, 
Legal, 
Legal, 
Legal, 

Non-Record 
Exception 
Exception 
Exception 
Exception 
Exception 
Exception 

Destroy/delete report IS 

Destroy/delete after 2 years 
Cut off on completion of 
Cut off on final action by 
Cut off when case IS closed 
Destroy/delete when no 
Cut off on completion of final 

DDWRIAE 
DD 2 Yrs, DE 
DDWNLN 
75 Years DD 
CO CCAE 
DDWSO 
50 Years DD 

0400-05 
0400-06 
0400-06 
0400-06 
0400-06 
0400-06 
0400-06 

A 
B 
C 
D 
F 
E 



UNCLASSIFIED 0500 SERIES Crosswalk to P 
Operations, Plannmg, Command, and Control 

,,' .. .. Proposed New Sub 

Number Re~e<9rd:S~rleS::l:;>esc'i'll=>tlPIi Buckef'N~m ~I;> Bucket Nan Past Retentron. " . ; i,R~J~r;lt!q~ '.: Bucket Alpha 
0534-05 Satellite and Space Operations - Consist of other than special mterest to any Op Plan Short-Term Cut off monthly, hold 3 6 Months 0500-01 A 
0534-08 
0502-04 
0504-04 
0506-02 
0508-03 
0508-06 
0508-07 
0508-08 

Satellite and Space Ooeratrons - Soace oneranons loas consistmo of data on 
O~eratlons Summaries - Various reports 10QS memorandums etc that 
Readmess and Operations - At other offices 
Cover and Deception Operations - General correspondence files Consistmo 
Exercises - Instructions procedures messaoes reports briefs etc 
Exercises - Schedules and developmental records of smruficant exercises 
Exercises - Schedules and developmental records of JS/combatant command 
Exercises - Sicruflcant Mllitarv Exercise Briefs rnamtamed by any 

Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 

Short-Term 
Adrmrustranv 
Adrmrustrativ 
Adrrurustranv 
Adrrurustratrv 
Adrmmstrativ 
Adrmrustranv 
Adrmrnstratrv 

Cut off after last entry m 
Cut off annually, hold 2 
Cut off annually, hold 2 
Cut off annually, hold 2 
Cut off at end of FY, hold 
Cut off at end of FY, hold 
Cut off at end of FY, hold 
Cut off at end of FY, hold 

6 Months 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 

0500-01 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 

A 
A 
B 
C 
D 
D 
D 
D 

0508-09 Exercises - Annual Jomt Exercise Scheduhno Conference records rnamtamed Op Plan Adrrurnstrativ Cut off at end of FY, hold 3 Years 0500-02 D 
0510-02 
0517-06 

Codeword/Nickname Terms - Documents oertauuno to procedures for 
War Games - Document and JOint Staff Planrunq System Development -

Op Plan 
Op Plan 

Adrmrustranv 
Adrrurustranv 

Cut off when superseded, 
Cut off when superseded, 

3 Years 
3 Years 

0500-02 
0500-02 

E 
F 

0517-07 
0527-04 

War Games - Pchtico-Mihtarv War Games consistmo of war carne support 
Alerts Defense Readmess Conditions (DEFCONS) INFOMRATION 

Op Plan 
Op Plan 

Adrmrustrativ 
Adrrurustratrv 

Cut off on completion of 
Cut off annually, hold 2 

3 Years 
3 Years 

0500-02 
0500-02 

F 
G 

0533-03 
0533-04 
0534-07 
0534-11 
0534-15 
0534-20 
0534-21 
0540-02 
0541-02 

Airspace Manaaement - Airsoace manaaement aareements consistmo of Op Plan 

Airspace Manauement - Aircraft clearances consistmo of mforrnation Op Plan 

Satellite and Space Operations - Consists of other than special interest to any Op Plan 

Satellite and Space Ooerations - Launch mtormation consistmo of case files Op Plan 

Satellite and Space Ooeranons - Umted Nations reoistrv reports consistmo of Op Plan 

Satellite and Space Operations - Operations reviews consistmo of ooerations Op Plan 

Satellite and Space Operations - Conststmo of surnmarv messaaes and Op Plan 

Broloqrcal Records - General correspondence of a routme Internal nature Op Plan 

Chemical Records - General correspondence of a routme mternal nature Op Plan 

Adrrurustratrv 
Adrrurustratrv 
Adrrurnstranv 
Adrmrustranv 
Adrmrustratrv 
Adrrurustrativ 
Adrmrustrativ 
Adrmrnstrativ 
Adrrurustranv 

Cut off when superseded, 
Cut off annually, hold 1 
Cut off on object decay, 
Cut off upon launch, hold 
Cut off annually, hold 1 
Cut off annually, hold 2 
Cut off annually, hold 1 
Cut off annually, hold 3 
Cut off annually, hold 3 

3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 

0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 
0500-02 

H 
H 
I 
I 
I 
I 
I 
J 
J 

0508-10 Exercises - General exercise rnessaae traffic and miscellaneous exercise Op Plan Management Cut off at end of FY, hold 7-10 Years 0500-03 A 
0508-13 Exercises - NATO exercise evaluation reports mamtamed bv any Op Plan Management Cut off at end of FY dunnq 7-10 Years 0500-03 A 
0523-03 Information Operations/Information Assurance - Files relatma to ooeratronal Op Plan Management Cut off annually, hold 5 7-10 Years 0500-03 B 
0523-04 Information Operations/Information Assurance - Files relatma to routme and Op Plan Management Cut off annually, hold 5 7-10 Years 0500-03 B 
0530-03 
0530-04 

Command 
Command 

and Control 
and Control 

Centers 
Centers 

- Files relatma 
- Files relatma 

to operational activities and 
to routme and adrrurustranve 

Op Plan 
Op Plan 

Management 
Management 

Cut off annually, 
Cut off annually, 

hold 5 
hold 5 

7-10 Years 
7-10 Years 

0500-03 
0500-03 

C 
C 

0532-03 
0536-03 
0536-04 

Operations Secuntv Records - Files relatmo to operational secuntv actrvrtres 
Antiterrorism/Force Protection Planruno - Files relatma to operational 
Antiterrorism/Force Protection Planrunq - Files relatma to routine and 

Op Plan 
Op Plan 
Op Plan 

Management 
Management 
Management 

Cut off annually, 
Cut off annually, 
Cut off annually, 

hold 5 
hold 5 
hold 5 

7-10 Years 
7-10 Years 
7-10 Years 

0500-03 
0500-03 
0500-03 

D 
E 
E 

0537-03 
0537-04 

Counternarcotlcs 
Counternarcotlcs 

Proqram 
Proqram 

- Files relatinc 
- Files relatmq 

to operational activities and events 
to routine and adrmrustrative 

Op Plan 
Op Plan 

Management 
Management 

Cut off annually, 
Cut off annually, 

hold 5 
hold 5 

7-10 Years 
7-10 Years 

0500-03 
0500-03 

F 
F 

0538-03 Ballistic MIssile Defense (BMD) Plans and Proorarns - Files relatmo to BMD Op Plan Management Cut off annually, hold 5 7-10 Years 0500-03 G 
0538-04 
0534-12 
0534-14 
0501-01 
0502-01 
0502-02 
0502-05 

Ballistic MIssile Defense (BMD) Plans and Proqrams - Files relatmo to routme 
Satellite and Space Operations - Case files documentmc how cooperative 
Satellite and Space Operations - Radar cross section cataloa at OPR 
Operations Policy - Documents concerrunq the aeneral nohcv of the Jomt 
Operations Summaries - Weekly and/or soecial reoorts oreoared on status of 
Operations Summaries - rnamtamed by any combatant command activrtv as 
O--,!eratlons Summaries - Penodic operations loas and suooortmo documents 

Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 

Management 
Management 
Management 
Case 
Case 
Case 
Case 

Cut off annually, hold 5 
Cut off upon launch, hold 
Cut off on supersession, 
Perm Cut off on revrsron, 
Perm Cut off when 
Perm Cut off annually, 
Perm Cut off annually, 

7-10 Years 
7-10 Years 
7-10 Years 
Permanent 
Permanent 
Permanent 
Permanent 

0500-03 
0500-03 
0500-03 
0500-04 
0500-04 
0500-04 
0500-04 

G 
H 
H 
A 
B 
B 
B 
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Number Record Senes Descnption ~ucket Nam lib Bucket Nar Past Retention ' -Retention Bucket Alpha 

0503-01 
0503-02 
0503-04 
0503-05 

Ooeranons 
O~eratlons 
O~eratlons 
O~eratlons 

(Codeword 
(Codeword 
(Codeword 
(Codeword 

Nickname) 
Nickname) 
Nickname) 
Nickname) 

- Records concermna soectflc ooeranons 
- maintained bv any combatant command 
- held bv the JOint Staff/combatant 
- Records orotected In Focal POint 

Op Plan 
Op Plan 
Op Plan 
Op Plan 

Case 
Case 
Case 
Case 

Perm 
Perm 
Perm 
Perm 

Cut off on 
Cut off on 
In accordance 
Cut off on 

with 

Permanent 
Permanent 
Permanent 
Permanent 

0500-04 
0500-04 
0500-04 
0500-04 

C 
C 
C 
C 

0503-06 
0504-01 
0504-03 

Operations 
Readiness 
Readiness 

(Codeword Nickname) - maintained bv any combatant command 
and Operatrons - Policies orocedures and technical qurdance 
and Ooerations - Readiness reoorts consistmo of information 

Op Plan 
Op Plan 
Op Plan 

Case 
Case 
Case 

Perm 
Perm 
Perm 

Cut off on 
Cut off on revision, 
Cut off annually, 

Permanent 
Permanent 
Permanent 

0500-04 
0500-04 
0500-04 

C 
D 
D 

0505-01 
0505-02 
0505-03 
0505-05 
0505-06 
0505-07 

Special Ooeranons 
Soecial Ooeranons 
Special Operations 
S~eclal Operations 
Special Ooeranons 
Soecial Onerations 

- Documents oertainmo to soecial ooeranons 
- Maintained bv any combatant command activrtv as the 
- Held bv any JS/combatant command acnvitv In SCI 
- Unconventional warfare (UVVl olanrnno files consistmo 
- Psvcholootcal onerations olans and information 
- Psvcholomcal ooerations informational matenals 

Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 

Case 
Case 
Case 
Case 
Case 
Case 

Perm 
Perm 
Perm 
Perm 
Perm 
Perm 

Cut off annually, 
Cut off annually, 
In accordance with 
Cut off on 
Cut off when 
Cut off annually, 

Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 

0500-04 
0500-04 
0500-04 
0500-04 
0500-04 
0500-04 

E 
E 
E 
F 
F1 
F2 

0506-01 Cover and Deceotlon Onerations - Files consistmo of Information relatmo to Op Plan Case Perm Retain record copy Permanent 0500-04 G 
0507-01 General Puroose Onerations - Land forces consistmo of reviews and Op Plan Case Perm Cut off annually, Permanent 0500-04 H1 
0507-02 General Puroose Onerattons - Naval forces consisnno of reviews and Op Plan Case Perm Cut off when Permanent 0500-04 H2 
0507-03 
0507-04 
0507-05 
0507-07 
0508-01 
0508-12 

General Puroose Operatrons - Tactical air forces consistmo of reviews and 
General Purpose Operations - Space forces consisnnq of reviews and 
General Purpose Operations - Mobllitv forces consistmo of reviews and 
General Purpose Operations - CIvil defense ooeranons consistmo of 
Exercises - JS/combatant command coheres and directives relatmo to 
Exercises - Exercise evaluation reoorts excludma NATO exercise reoorts 

Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 
Op Plan 

Case 
Case 
Case 
Case 
Case 
Case 

Perm 
Perm 
Perm 
Perm 
Perm 
Perm 

Cut off when Permanent 
Cut off when Permanent 
Cut off when Permanent 
Cut off annually, Permanent 
Cut off when Permanent 
Cut off at the end of Permanent 

0500-04 
0500-04 
0500-04 
0500-04 
0500-04 
0500-04 

H3 
H4 
H5 
H6 
I 
I 

0509-01 Lessons Learned - Documents relatmc to lessons learned on ooeranons Op Plan Case Perm Cut off annually, Permanent 0500-04 J 
0509-02 
0510-01 

Lessons Learned - Maintained by any combatant command acnvitv as the 
Codeword/Nickname Terms - Policy for aSSIQnInQ,usmc, and rnanaomo 

Op Plan 
Op Plan 

Case 
Case 

Perm 
Perm 

Cut off annually, 
Cut off when 

Permanent 
Permanent 

0500-04 
0500-04 

J 
K 

0511-01 
0511-02 

Operations 
Operations 

Plans/Connnoencv 
Plans/Contmaencv 

Plans (OPLANS/CONPLANS) 
Plans (OPLANS/CONPLANS) 

- OPLAN 
- OPLAN 

or 
or 

Op Plan 
Op Plan 

Case 
Case 

Perm 
Perm 

Cut off when 
Cut off when 

Permanent 
Permanent 

0500-04 
0500-04 

L1 
L2 

0511-03 Operations Plans/Contmaencv Plans (OPLANS/CONPLANS) - Combatant Op Plan Case Perm Cut off annually, Permanent 0500-04 L3 
0511-06 Operations Plans/Contmoencv Plans (OPLANS/CONPLANS) - Onerational Op Plan Case Perm Place In file when Permanent 0500-04 L4 
0512-01 Cnsis Incident Action Books - Documents reoorts directives bnefinas and Op Plan Case Perm Cut off on Permanent 0500-04 M 
0512-02 Cnsis Incident Action Books - maintained bv any combatant command acnvitv Op Plan Case Perm Cut off when Permanent 0500-04 M 
0512-03 
0513-01 
0513-02 
0513-03 

Cnsis Incident Action Books - held by any JS/combatant 
Reconnaissance and Surveillance Proqrams and Plans 
Reconnaissance and Surveillance Proqrams and Plans 
Reconnaissance and Surveillance Proqrams and Plans 

command acnvitv In 
- Policy-related 
- Documents relatmo 
- Maintained by 

Op Plan 
Op Plan 
Op Plan 
Op Plan 

Case 
Case 
Case 
Case 

Perm 
Perm 
Perm 
Perm 

In accordance 
In accordance 
In accordance 
In accordance 

with 
with 
with 
with 

Permanent 
Permanent 
Permanent 
Permanent 

0500-04 
0500-04 
0500-04 
0500-04 

M 
N 1 
N2 
N2 

0513-04 
0513-05 

Reconnaissance 
Reconnaissance 

and Surveillance 
and Surveillance 

Proqrarns 
Proarams 

and Plans 
and Plans 

- Documents relatmo 
- Paoers concernmo 

Op Plan 
Op Plan 

Case 
Case 

Perm 
Perm 

In accordance 
In accordance 

with 
with 

Permanent 
Permanent 

0500-04 
0500-04 

N3 
N4 

0513-06 Reconnaissance and Surveillance Proarams and Plans - Maintained bv Op Plan Case Perm In accordance with Permanent 0500-04 N4 
0513-07 Reconnaissance and Surveillance Proarams and Plans - Vanous suooortmo Op Plan Case Perm In accordance with Permanent 0500-04 N5 
0513-08 Reconnaissance and Surveillance Proorams and Plans - Maintained bv Op Plan Case Perm In accordance with Permanent 0500-04 N5 
0513-09 
0516-01 

Reconnaissance and Surveillance 
Emerqencv Planrnnq - Documents 

Proqrarns and Plans - Documents relatmo 
that describe evacuation relocation vital 

Op Plan 
Op Plan 

Case 
Case 

Perm 
Perm 

Cut off when 
Cut off when 

Permanent 
Permanent 

0500-04 
0500-04 

N6 
0 
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Number '.$~¢'~f)(hs.em~~, s.uck'et !\jaml bID Bucket Past ~etentiol) , !3~!ehh@r.l Bucket AlphaDesenpnon Nan 
0516-03 Emeraencv Plan nina - Documents or capers relanno to vanous contmcencv Op Plan Case Perm In accordance with Permanent 0500-04 0 
0517-01 War Games - Annual SlOP/Red Intearated Stratecic Offensive Plan (RISOP) Op Plan Case Perm Cut off annually Permanent 0500-04 P 
0517-02 War Games RISOP consisnnc of notional clan produced bv USSTRATCOM Op Plan Case Perm Cut off annually, Permanent 0500-04 P1 
0517-03 War Games - Theater Nuclear Force War Games consistmo of action officer Op Plan Case Perm Cut off annually, Permanent 0500-04 P2 
0517-04 War Games - maintained bv any combatant command acnvitv as the official Op Plan Case Perm Cut off on Permanent 0500-04 P2 
0517-08 War Games - Pohhco-rmhtarv war qarnes final reoort consrstmo of a Op Plan Case Perm Cut off on Permanent 0500-04 P3 
0517-09 War Games - Politico-military war oarnes Video taoes Consrstmq of war Op Plan Case Perm Cut off on Permanent 0500-04 P4 
0521-01 JOint Staff Planrunq System Development - Documents reports studies etc Op Plan Case Perm Upon publication of Permanent 0500-04 Q 

0522-01 SlOP Documents - SlOP Decrsion Handbook (black book) and cornoendums Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0522-02 SlOP Documents - SlOP Decrsion Handbook revrsion actions consrstmo of Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0522-03 SlOP Documents - SlOP bnefinqs consrstmo of bnefinqs qiven to aooroonate Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0522-04 SlOP Documents - SlOP and/or Strateoic Forces related actions consistmo Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0522-05 SlOP Documents - JOint Strateoic Taraet Planruno System documents Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0522-07 SlOP Documents - maintained bv USSTRATCOM as a successor to the Op Plan Case Perm Cut off annually, Permanent 0500-04 R 
0523-01 Information Operations/Information Assurance - Pohcies orocedures and Op Plan Case Perm Cut off on revrsron, Permanent 0500-04 S 
0523-02 Information Operanons/lnformanon Assurance - Files relatmo to oversroht Op Plan Case Perm Cut off annually, Permanent 0500-04 S 
0527-01 Alerts Defense Readiness Conditions (DEFCONS) INFORMATION Op Plan Case Perm Cut off when Permanent 0500-04 T 
0527-02 Alerts Defense Readiness Conditions (DEFCONS) INFORMATION Op Plan Case Perm Cut off when Permanent 0500-04 T 
0527-03 Alerts Defense Readiness Conditions (DEFCONS) INFORMATION Op Plan Case Perm Cut off annually, Permanent 0500-04 T 
0529-01 Stratemc Forces - Analvses of US strateoic force oostures and reouirernents Op Plan Case Perm Cut off when Permanent 0500-04 U 
0530-01 Command and Control Centers - Policies orocedures and ouidance relatmo Op Plan Case Perm Cut off on revrsion, Permanent 0500-04 V 
0530-02 Command and Control Centers - Files relatmo to oversmht and assessments Op Plan Case Perm Cut off annually, Permanent 0500-04 V 
0530-05 Command and Control Centers - Command reoorts consistmo of reoorts Op Plan Case Perm Cut off annually, Permanent 0500-04 V 
0531-01 Combat Camera Operations Records - Pohcies orocedures and ouidance Op Plan Case Perm Cut off on revision, Permanent 0500-04 W 
0532-01 Operations Secuntv Records - Pohcies orocedures and ouidance relatmo to Op Plan Case Perm Cut off annually, Permanent 0500-04 X 
0532-02 Operations secuntv Records - Files relatmo to oversioht and assessments Op Plan Case Perm Cut off annually, Permanent 0500-04 X 
0534-01 Satellite and Space Operations - Pohcres procedures and ouidance relatino Op Plan Case Perm Cut off on revrsron, Permanent 0500-04 Y 
0534-02 Satellite and Space Operations - Files relatmo to recuirernents oversioht Op Plan Case Perm Cut off annually, Permanent 0500-04 Y 
0534-06 Satellite and Space Operations - Trackmq and Impact prediction (TIP) data Op Plan Case Perm Cut off on object Permanent 0500-04 Y 
0535-01 Aerospace Defense of North America - Correspondence reoorts bnefincs Op Plan Case Perm Cut off on revision, Permanent 0500-04 Z 
0536-01 Antiterrorism/Force Protection Planmna - Pohcies procedures and ourdance Op Plan Case Perm Cut off on revision, Permanent 0500-04 AA 
0536-02 Antiterrorism/Force Protection Planrunq - Files relatmo to oversiqht and Op Plan Case Perm Cut off annually, Permanent 0500-04 AA 
0537-01 Counternarcotics Proaram - Pohcies orocedures and GUidance relatmu to Op Plan Case Perm Cut off on revrsion, Permanent 0500-04 BB 
0537-02 Counternarcotics Proaram - Files relatmq to oversioht and assessments Op Plan Case Perm Cut off annually, Permanent 0500-04 BB 
0538-01 Ballistic MIssile Defense (BMD) Plans and Proqrarns - BMD consistmo of Op Plan Case Perm Cut off annually, Permanent 0500-04 CC 
0538-02 Ballistic MIssile Defense (BMD) Plans and Proorams - Files relatmo to Op Plan Case Perm Cut off annually, Permanent 0500-04 CC 
0539-01 ClimatoloQlcal/Envlronmental Files - Documents relatmq to coheres Op Plan Case Perm Cut off when Permanent 0500-04 DD 
0540-01 Brolomcal Records - Records relatmq to biolocrcal warfare plans and Op Plan Case Perm Cut off annually, Permanent 0500-04 EE 
0541-01 Chemical Records - Records relatmq to chemical warfare plans and oronrams Op Plan Case Perm Cut off annually, Permanent 0500-04 EE 
0501-02 I(NON-RECORD) Ooerations Policv - maintained bv other JS/combatant Op Plan Non-Record Destroy/delete when DDWSO 0500-05 
0502-03 I(NON-RECORD) Operations Summaries - maintained bv other JS/combatant Op Plan Non-Record Cut off monthly, hold 3 6 Months 0500-05 
0503-03 I(NON-RECORD) Operations (Codeword Nickname) - maintained bv anv Op Plan Non-Record Cut off on conclusion of 6 Months 0500-05 

mailto:3~!ehh@r.l


UNCLASSIFIED 0500 SERIES Crosswalk to P 
Operations, Planning, Command, and Control 

Proposed New Sub 
" " ',

Number ·~ec9r,d.:Se,nes Descnptton ~Bl:Ieket~Nam uli> Bucket Nar Past'Retention ..~ RetElQ.!ion Bucket Alpha" 
0503-07 I(NON-RECORD) Operations (Codeword Nickname) - mamtamed bv any Op Plan Non-Record Destroy/delete when no DDWSO 0500-05
 

0508-02 Exercises - Other headauarters coheres and directives relatlna to exercises Operations Exception Destroy/delete when Delete 0500-06 A
 
0528-01 Strateuic Weapons Systems - Stratecic weaoons trouble/failure reoorts Operations Exception Destroy/delete when Destroy/Del 0500-06 B
 
0534-04 Satellite and Space Operations - Sensor network taskma data (orevrouslv Operations Exception Destroy/delete when no Destroy/Del 0500-06 C
 
0534-09 Satellite and Space Operations -MIssile warruno systems located at Operations Exception Hold for life of MIsSile Destroy/Del 0500-06 0
 
0534-10 Satellite and Space Operations -Operanons center acnvitv loas at tactical Operations Exception Cut off on last entry m log, Destroy/Del 0500-06 E
 
0534-18 Satellite and Space Operations - Evaluation matenals consisnna of Operations Exception Destroy/delete when Destroy/Del 0500-06 F
 
0534-19 Satellite and Space Ooeranons - Operations records consistmo of positional Operations Exception Cut off annually, hold 2 DestroylDel 0500-06 G
 
0508-04 Exercises - Recurnna exercise reoorts mctudmo mouts stcruficant monthlv Operations Exception Destroy/delete when no DDWNLN 0500-06 H
 

0534-17 Satellite and Space Operations - Consistmo of mdtvidual's record of duties Operations Exception Destroy/delete when no DDWNLN 0500-06 J
 

0504-02 I(NON-RECORD) Readmess and Operations - mamtamed bv other Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0505-04 I(NON-RECORD) Special Operations - mamtamed bv other JS/combatant Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0507-06 I(NON-RECORD) General Purpose Operations - Land naval air space and Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0508-14 I(NON-RECORD) Exercises - Exercise correspondence messaaes Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0509-03 I(NON-RECORD) Lessons Learned - maintained bv other JS/combatant Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0511-04 I(NON-RECORD) Operations Plans/contmaencv Plans Op Plan Non-Record Destroy/delete when DDWNLN 0500-05
 
0511-07 I(NON-RECORD) Ooeratrons Plans/contmaencv Plans Op Plan Non-Record Copies of plans - DDWNLN 0500-05
 
0512-04 I(NON-RECORD) Cnsis Incident Action Books - rnamtamed bvother Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0515-03 I(NON-RECORD) Joint Operations Planmno and Execution system (JOPES) - Op Plan Non-Record Destroy/delete when no DDWNLN 0500-05
 
0516-02 I(NON-RECORD) Emeroencv Plan nino - rnamtamed bv other JS/combatant Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0517-05 I(NON-RECORD) Other RISOP and SlOP or RISOP-related matenal Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0517-10 I(NON-RECORD) Miscellaneous warqarnmo files and related matenals Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0521-02 I(NON-RECORD) Document and JOint Staff Plannmo Svstem Develoornent - Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0522-06 I(NON-RECORD) SlOP Documents - Relocation and reference documents Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0523-05 I(NON-RECORD) Information Ooeratrons/lnformatron Assurance - Comes of Op Plan Non-Record Destroy/delete when DDSWO 0500-05
 
0525-02 I(NON-RECORD) Global Command and Control Svstem (GCCS)/World-Wlde Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0526-02 I(NON-RECORD) Reoortmo Systems - rnamtamed bv other JS/combatant Op Plan Non-Record Destroy/delete when no DDWNLN 0500-05
 
0527-06 I(NON-RECORD) Alerts Defense Readiness Conditions (DEFCONS) Op Plan Non-Record Destroy/delete when no DDWNLN 0500-05
 
0528-02 I(NON-RECORD) Strateqic Weapons Systems - rnamtarned bv JS/combatant Op Plan Non-Record Destroy/delete when no DDWNLN 0500-05
 
0529-02 I(NON-RECORD) Strateqic Forces - rnamtamed bv other JS/combatant Op Plan Non-Record Destroy/delete when no DDWNLN 0500-05
 
0530-06 I(NON-RECORD) Command and Control Centers - Comes of all above Items Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0532-04 I(NON-RECORD) Ooerations Secuntv Records - Comes of all above Items Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0533-05 I(NON-RECORD) Airsoace Manaaement - Comes of all above Items Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0534-03 I(NON-RECORD) Satellite and Soace Ooerations - comes of all above Items Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0534-13 (NON-RECORD) Satellite and Soace Ooeranons - Technical reference Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0535-02 (NON-RECORD) Aerospace Defense of North Amenca - Mamtamed bv other Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0536-05 (NON-RECORD) Antrterronsm/Force Protection Planruno - Comes of all Op Plan Non-Record Destroy/delete when no DDWNL 0500-05
 
0537-05 (NON-RECORD) Counternarcotlcs Proaram - Reference comes of all above Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0538-05 (NON-RECORD) Balhstic MIsSile Defense (BMD) Plans and Proarams - Op Plan Non-Record Destroy/delete when DDWSO 0500-05
 
0539-02 (NON-RECORD) Chmatclomcal/Snvrronmental Files - mamtamed bv anv Op Plan Non-Record Destroy/delete when no DO 0500-05
 
0531-02 (NON-RECORD) Combat Camera Ooerations Records - rnamtamed bv other Operations Non-Record Destroy/delete when DDWSO 0500-05
 

0508-05 Exercises - Exercise messaae traffic dunna the actual JS/combatant Operations Exception Cut off an conclusion of DDWNLN 0500-06 I
 



UNCLASSIFIED 0500 SERIES Crosswalk to P 
Operations, Planmng, Command, and Control 

Proposed New Sub 

Number Recor~f Senes Description Bucket Nam' lib Bucket Nan Past Retention' ,. Ret~'nflon . Bucket Alpha 
0508-11 Exercises - Documents oertammo to test and evaluation aamma and Operations Exception Destroy/delete when DDWSO 0500-06 K 
0533-01 
0533-02 

Airspace 
Airspace 

Manaqement 
Manaaement 

- Ooeratronal/adrmrustratrve airspace manaaement m 
- Airspace fhoht routes and flrcht areas consisnno of 

Operations 
Operations 

Exception 
Exception 

Destroy/delete 
Destroy/delete 

when 
when 

DDWSO 
DDWSO 

0500-06 
0500-06 

L 
M 

0534-16 Satellite and Space Operations - Individual evaluation folders consistmo of Operations Exception Give to Individual upon Give to 0500-06 N 
0510-03 Codeword/Nickname Terms - rnamtamed bv other JS/combatant command Operations Exception Destroy/delete when DDWSO 0500-06 0 



UNCLASSIFIED 0600 SERIES Crosswalk to Previous Edition of CJCSM 5760 01, Vol II 
Logistics, Acquismons, Supply, Services, and Budget 

Bucket File 
".-

~ .... <~ ,. ~,', {:-... 1 ..,' _....'- ",' " Senes 

Number Recotcl 1~,~*,~~~~S;chptlon . Bucket NJ3me Sub Bucke~,Waroe" , , Past Retention _Proflosed Retefitlo"n "Nl!lmber Alpha 

0606-02 Budqet Estimates and Justifications and Proaram Logistics, Administrative / Cut off at end of FY, hold 1 year, th 3 Years 0600-02 A 

0609-06 Financial Management - Government Contractor- Supply, Service Routine / Working Cut off on closure of appropnate ac 3 Years 0600-02 B 
0610-01 

0610-03 
0610-02 

0611-05 
0611-10 
0612-01 

Payroll - BI-weekly cost reports maintained by 
Payroll - Overtime reports and related documents 
Payroll - maintained bv other JS/combatant 
Procurement - transactions at or below the 
International Merchants Purchase Authonzation 
Contract Aooeals Case Files - Contract appeals 

Logistics, 
Logistics, 
LOQIStICS, 
Logistics, 
Logistics, 
Logistics, 

Administrative 
Administrative 
Administrative 
Administrative 
Administrative 

Administrative 

/ 
/ 
/ 
/ 
/ 
/ 

Cut off annually, hold 2 years, then 3 Years 
Cut off at end of FY, hold 3 years, tI 3 Years 
Cut off at end of FY, hold 3 years, tI 3 Years 
Cut off on final payment, hold 3 yea 3 Years 
Cut off on final payment, hold 3 yea 3 Years 

Cut off on final action on decision, h 3 Years 

0600-02 
0600-02 
0600-02 
0600-02 
0600-02 
0600-02 

C 

C 

D 

C 

E 
F 

0613-02 

0604-02 

0613-05 
0601-03 
0602-03 
0603-03 

Sunolv, Prooertv. and Space Manaaement and 
Supply Prooertv, and Space ManaQement and 
General t.oorstrcs Records - Files relauno to routine 
Mobilization l.oqrstrcs Records - Files relatmq to 
Nuclear Brolocncal and Chemical Weaoons 
Mobilization support Matenals - Files relatmo to 

Logistics, 
Logistics, 
Logistics, 
Logistics, 
Logistics, 
Logistics, 

Administrative 
Administrative 
Management 
ManaQement 

Management 
Management 

/ 
/ 

and 
and 

and 
and 

Cut off annually, 
Cut off annually, 
Cut off annually, 
Cut off annuallv, 

Cut off annually, 
Cut off annually, 

hold 2 years, then 3 Years 
hold 1 year, then d 3 Years 
hold 5 years, then 7-10 Years 
hold 5 years, then 7-10 Years 

hold 5 years, then 7-10 Years 
hold 5 years, then 7-10 Years 

0600-02 
0600-02 
0600-03 
0600-03 
0600-03 
0600-03 

G 
G 
A 

C 
B 

D 
0605-03 Plannmq Procrarnrmnq. and Budqetmq Systems - Logistics, Management and Cut off at end of FY, hold 5 years, t 7-10 Years 0600-03 E 

0614-03 

0606-03 
0609-04 
0611-04 

Budget Estimates and Justifications and Proqrarn 
Financial Manaaement - Files relatmo to routine and 
Procurement - Routine orocurement files consistmo 
Transportation Travel and Passenger 

Logistics, 
Logistics, 
Logistics, 
Logistics, 

Management 
Management 
Management 
ManaQement 

and 
and 
and 
and 

Cut off at end of FY, hold 5 years, t 
Cut off annuallY, hold 5 years, then 
Cut off on final payment, hold 6 yea 
Cut off annuallY, hold 5 years, then 

7-10 Years 
7-10 Years 
7-10 Years 
7-10 Years 

0600-03 
0600-03 
0600-03 
0600-03 

F 
G 
H 

0614-04 Transoortatron Travel and Passenaer Logistics, Management and Cut off annually, hold 5 years, then 7-10 Years 0600-03 
0614-05 
0615-01 
0615-02 
0616-01 
0616-02 
0616-03 

Transportation Travel and Passenaer 
Ground Supnort EaulPment and Maintenance 
Ground Support Equipment and Maintenance 
General Safetv Records - Files relatmo to ouidance 
General Safety Records - Files relatmo to oversioht 
General Safety Records - Files relatmo to routine 

Logistics, 
Logistics, 
Logistics, 
Logistics, 
Logistics, 
Logistics, 

Management 
Management 
Management 
ManaQement 
Management 
Management 

and 
and 
and 
and 
and 
and 

Cut off at end of FY, hold 6 years, t 
Cut off annually, hold 5 years, then 
Cut off annually, hold 5 years, then 
Cut off annuallY, hold 5 years, then 
Cut off annually, hold 5 years, then 
Cut off annually, hold 5 years, then 

7-10 Years 
7-10 Years 
7-10 Years 
7-10 Years 
7-10 Years 
7-10 Years 

0600-03 
0600-03 
0600-03 
0600-03 
0600-03 
0600-03 

J 
J 

K 

K 
K 

0601-01 General Loqrstrcs Records - Policies procedures Logistics, Case Management Perm Cut off on revision, superses Permanent 0600-04 A 
0601-02 General Locisncs Records - Files relatmq to Logistics, Case Management Perm Cut off annually, hold 4 years Permanent 0600-04 A 
0602-01 
0602-02 

Mobilization 
Mobilization 

Loqtstrcs 
Lootstics 

Records 
Records 

- Pohcies 
- Files retanno to 

Logistics, 
Logistics, 

Case 
Case 

Management 
Manaaement 

Perm 
Perm 

Cut off on revision, superses 
Cut off annually, hold 4 years 

Permanent 
Permanent 

0600-04 
0600-04 

B 
B 

0603-01 Nuclear Btolootcal and Chemical Weapons Logistics, Case ManaQement Perm Cut off on revision, superses Permanent 0600-04 C 
0603-02 Nuclear Broloqrcal and Chemical Weaoons Logistics, Case Management Perm Cut off annually, hold 10 yea Permanent 0600-04 C 
0604-01 Mobilization Support Matenals - Pohcies Logistics, Case Management Perm Cut off on revision, superses Permanent 0600-04 D 
0605-01 Planning, Procrammma, and Budaetmq Systems Logistics, Case Management Perm Cut off on reviston, superses Permanent 0600-04 E 
0605-02 Planning, Programming, and Budgeting Systems - Logistics, Case Management Perm Cut off annually, hold 10 yea Permanent 0600-04 E 
0606-01 
0609-01 

Budqet Estimates and Justifications and Procram 
Financial ManaQement - Pohcres orocedures and 

Logistics, 
Logistics, 

Case 
Case 

Manacement 
ManaQement 

Perm 
Perm 

Cut off at end of FY, hold 2 yl Permanent 
Cut off on revision, superses Permanent 

0600-04 
0600-04 

F 
G 

0609-02 Financial Management - Files relatmq to oversicht Logistics, Case Management Perm Cut off annually, hold 4 years Permanent 0600-04 G 
0611-01 
0611-02 

Procurement 
Procurement 

- Pohcies procedures and uuidance 
- Files relatmo to oversight and 

Logistics, 
Logistics, 

Case 
Case 

Management 
Management 

Perm 
Perm 

Cut off on revision, superses 
Cut off annually, hold 4 years 

Permanent 
Permanent 

0600-04 
0600-04 

H 
H 

0613-01 Suooly, Prooertv, and Space Manacement and Logistics, Case Manacement Perm Cut off on revision. superses Permanent 0600-04 
0614-01 
0614-02 
0617-01 
0617-02 
0601-04 

Transportation Travel and Passencer 
Transportation Travel and Passenqer 
Nuclear Safety Procram - Pohcres procedures and 
Nuclear Safetv Procram - Files relatmo to oversicht 
NON-RECORD) General l.ornstrcs Records -

Logistics, 
Logistics, 
Logistics, 
Logistics, 
Logistics, 

Case Management 
Case ManaQement 

Case Management 
Case Manacement 
Non-Record 

Perm Cut off annually, hold 4 years 
Perm Cut off on revrsion, superses 

Perm Cut off on revision, superses 
Perm Cut off annually, hold 5 years 
Destrov/celete when superseded or 

Permanent 
Permanent 

Permanent 
Permanent 
DD WSO 

0600-04 
0600-04 
0600-04 
0600-04 
0600-05 

J 
J 

K 
K 

UNCLASSIFIED 



UNCLASSIFIED 0600 SERIES Crosswalk to Previous Edition of CJCSM 5760 01, Vol II 
Logistics, Acquismons, Supply, Services, and Budget 

0602-05 (NON-RECORD) Moblhzatlon Locrstrcs Records - Logistics, Non-Record Destroy/delete when superseded or 3 Years 0600-05 
0603-04 (NON-RECORD) Nuclear Biolomcal and Chemical Logistics, Non-Record Destroy/delete when su~erseded or DDWSO 0600-05 
0604-03 (NON-RECORD) Mobilization support Matenals - Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0605-04 NON-RECORD) Planning, Programming, and Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0606-04 NON-RECORD) Budget Estimates and Logistics, Non-Record Destroy/delete when no longer neec DDWNLN 0600-05 
0607-04 NON-RECORD) Comptroller's Automated Budget Logistics, Non-Record Destroy/delete when no longer neec 3 Years 0600-05 
0608-04 NON-RECORD) Programming and Budget System Logistics, Non-Record Destroy/delete when no longer neec DDWNLN 0600-05 
0611-03 (NON-RECORD) Procurement - copies of all above Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0613-03 (NON-RECORD) Supply, Property, and Space Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0614-07 (NON-RECORD) Transportation Travel and Logistics, Non-Record Cut off at end of FY, hold 1 year, th 3 Years DD 0600-05 
0616-04 (NON-RECORD) General Safety Records - copies Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0617-05 (NON-RECORD) Nuclear Safety Program - copies Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0615-03 I (NON-RECORD) Ground Support EaUipment and Logistics, Non-Record Destroy/delete when superseded or DDWSO 0600-05 
0602-04 Moblhzatlon Loqrstrcs Records - Nuclear weapons Logistics, Exception Cut off after audit of the account, he After Audit 0600-06 A 
0617-03 Nuclear Safety Program - Files relating to nuclear Logistics, Exception Cut off annually, hold 25 years, ther DD 0600-06 B 
0611-09 Obhcations Coov - Other comas of records Logistics, Exception Destroy/delete upon termination or Termination 0600-06 C 
0611-08 Obuqattons COpy - Obhqanon COpy maintained by Logistics, Exception Destroy/delete when funds are obhg Funds Obhgated 0600-06 D 
0614-06 Transportation Travel and Passenoer Logistics, Exception Destroy/delete when funds are obhg DDFO 0600-06 E 
0617-04 Nuclear Safety Program - Flies relating to routine Logistics, Exception Cut off annually, hold 15 years, ther 15 Years 0600-06 F 
0609-03 Financial Manaoement - Files relatma to specific Logistics, Exception Destroy/delete when no longer neec DDWNLN 0600-06 G 
0609-05 Financial Management - copies of all above Items Logistics, Exception Destroy/delete when superseded or DDWSO 0600-06 G 

UNCLASSIFIED 



UNCLASSIFIED 0700 SERIES Crosswalk to Previous Edition of CJCSM 5760 01, Vol II 
Communications and Electronics 

New Sub: 

Number Record Series' Des~~1~tibn Bucket Name Sub Bucket Name Past Retention 

, , 
.Proposed 

"' ,
R~tentlon 

" 
' 

Bucket 
Number Alpha 

0701-06 Communications and Electronics Pohcies Communications Short-Term Cut off monthly, hold 6 months, then 6 Months 0700-01 A 
0712-02 
0712-07 
0712-08 
0713-01 
0715-04 
0716-01 

Commurucatrons/Messaqe Center 
Cornrnurncatrons/Messaqe Center 
Commumcanons/Messaqe Center 
Other MessaQes - All types of mcommq 
Technical Control Functions/Patch and 
Circuit Records - Networks and landhnes 

Communications 
Communications 
Communications 
Communications 
Cornmurucanons 
Communications 

Short-Term 
Short-Term 
Short-Term 
Short-Term 
Short-Term 
Short-Term 

Cut off monthly, hold 6 months, then 
Cut off monthly, hold 6 months, then 
Cut off dally, hold 30 days, then 
Cut off monthly, hold 6 months, then 
Cut off on circuit deactivation, hold 
Cut off when superseded or when 

6 Months 
6 Months 
6 Months 
6 Months 
6 Months 
6 Months 

0700-01 
0700-01 
0700-01 
0700-01 
0700-01 
0700-01 

B 
B 
B 
C 
D 
E 

0701-03 Communications and Electronics Pohcies Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 A 
0701-04 Communications and Electronics Pohcies Communications Administrative / Cut off annually, hold 3 years, then 3 Years 0700-02 A 
0701-05 Communications and Electronics Pohcies Communications Administrative / Cut off annuallv, hold 1 year, then dE 3 Years 0700-02 A 
0703-01 
0708-07 
0711-03 

Communications Aqreements - COPies of 
FreQuency/Spectrum Manaqernent -
Communications Vouchers - Records 

Communications 
Communications 
Communications 

Administrative 
Administrative 
Administrative 

/ 
/ 
/ 

Cut off on exoiratron or cancellation 3 Years 
Cut off annually, hold 2 years, then 3 Years 
Cut off annually, hold 3 years or 1 YE3 Years 

0700-02 
0700-02 
0700-02 

B 
C 
D 

0712-01 
0712-03 
0712-05 
0713-04 
0715-05 
0715-06 
0716-02 

Commurucations/Messace Center 
Commurucanons/Messace Center 
Comrnurucatrons/Messaqe Center 
Other Messa!les - lncorrunq electronic 
Technical Control Functions/Patch and 
Technical Control Functions/Patch and 
Circuit Records - Automated Drottal 

Communications 
Communications 
Communications 
Cornrnurncatrons 
Communications 
Communications 
Communications 

Administrative 
Administrative 
Administrative 
Administrative 
Administrative 
Administrative 
Administrative 

/ 
/ 
/ 
/ 
/ 
/ 
/ 

Cut off annually, hold 2 years, then 
Cut off annually, hold 1 year or until 
Cut off annually, review and purge 
Cut off annually, hold 3 years, then 
Cut off annually, hold 1 year, then 
Cut off annually, hold 1 year or until 
Cut off on deactivanon of SWitching 

3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 
3 Years 

0700-02 
0700-02 
0700-02 
0700-02 
0700-02 
0700-02 
0700-02 

E 
E 
E 
F 
G 
G 
H 

0716-03 Circuit Records - Files relatmo to Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 H 
0717-02 JOint lnterooerabthtv of Tactical Command Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 I 
0717-04 JOint tnterooerabmtv of Tactical Command Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 I 
0717-06 JOint lnteronerabthtv of Tactical Command Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 I 
0717-08 JOint lnteronerabthtv of Tactical Command Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 I 
0710-05 Crvototoov Records - Records relatmo to Communications Administrative / Cut off annually, hold 2 years, then 3 Years 0700-02 J 
0708-03 
0709-01 

Freauency/Soectrum Manaaement 
Standards of lnteronerabrhtv -

- Communications 
Communications 

Management 
Management 

and 
and 

Cut off annually, hold 5 years, then 
Cut off on obsolescence of 

7-10 Years 
7-10 Years 

0700-03 
0700-03 

A 
B 

0709-02 Standards of lnterooerabihtv - Interface Communications Management and Cut off annually, hold 5 years, then 7-10 Years 0700-03 B 
0710-03 Crvotolouv Records - Ooerauonal activities Communications Management and Cut off annually, hold 5 years, then 7-10 Years 0700-03 C 
0710-04 
0711-01 

Crvotoloqv Records - Routine and 
Communications Vouchers - Accountable 

Communications 
Communications 

Management 
Management 

and 
and 

Cut off annually, hold 5 years, then 7-10 Years 
Cut off at end of FY, hold 6 years 3 n 7-10 Years 

0700-03 
0700-03 

C 
D 

0714-03 Satelhte Communications (SATCOM) Communications Management and Cut off annually, hold 5 years, then 7-10 Years 0700-03 E 
0717-03 JOint lnteroperabihtv of Tactical Command Communications Management and Cut off on discontinuance of activrty, 7-10 Years 0700-03 F 
0708-05 Frequencv/Spectrum Manaoement - Communications Management and Cut off annually, and retire 7-10 Years 0700-03 G 
0709-03 Standards of lnterooerabrhtv - JOint test Communications Management and Cut off annually, hold 10 years, then 7-10 Years 0700-03 H 
0701-01 Communications and Electrorncs Pohcies Communications Case Management / Perm Cut off when superseded, Permanent 0700-04 A 
0701-02 Communications and Electrorucs Pohcies Communications Case Management / Perm Cut off annually, hold 4 Permanent 0700-04 A 
0704-01 Allied Communications Pubhcations Communications Case Management / Perm Cut off when superseded, Permanent 0700-04 B 
0705-01 JOint Armv-Navv-Arr Force Pubhcatlons Communications Case Management / Perm Cut off when superseded, or Permanent 0700-04 C 
0708-01 Freauency/Soectrum Manaaement - Communications Case Management / Perm Cut off when superseded, Permanent 0700-04 D 

UNCLASSIFIED 
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0708-02 
0710-01 
0710-02 

Frequencv/Spectrurn 
Crvotoloov Records 
Crvotoloov Records 

ManaClement - Files 
- Policies procedures 
- Files relatmo to 

Communications 
Communications 
Communications 

Case Management 
Case Management 
Case Management 

/ 
/ 
/ 

Perm 
Perm 
Perm 

Cut off annually, hold 4 
Cut off when superseded, 
Cut off annually, hold 4 

Permanent 
Permanent 
Permanent 

0700-04 
0700-04 
0700-04 

D 
E 
E 

0713-02 
0713-03 
0714-01 
0714-02 

Other Messaoes - Special handhnq 
Other Messaoes - Special handhno 
Satellite Communications (SATCOM) 
Satellite Communications (SATCOM) 

Communications 
Communications 
Communications 
Communications 

Case Management 
Case Management 
Case Management 
Case Management 

/ 
/ 
/ 
/ 

Perm 
Perm 
Perm 
Perm 

Cut off on expiration of CJCS 
Cut off on expiration of 
Cut off when superseded, 
Cut off annually, hold 4 

Permanent 
Permanent 
Permanent 
Permanent 

0700-04 
0700-04 
0700-04 
0700-04 

F 
F 
G 
G 

0717-01 
0717-05 

JOint Interoperabllitv 
JOint Interoperabllitv 

of Tactical 
of Tactical 

Command 
Command 

Communications 
Communications 

Case Management 
Case Management 

/ 
/ 

Perm 
Perm 

Cut off on discontinuance 
Cut off on discontinuance 

of 
of 

Permanent 
Permanent 

0700-04 
0700-04 

H 
H 

0717-07 
0701-08 
0705-02 
0708-04 
0709-04 
0710-07 
0711-02 
0714-04 

JOint Interoperabllitv of Tactical Command 
(NON-RECORD) Communications and 
(NON-RECORD) JOint Armv-Navv-Air 
,(NON-RECORD) Freouencv/Soectrum 
I (NON-RECORD) Standards of 
I (NON-RECORD) Crvotoloov Records -
I (NON-RECORD) Communications 
,(NON-RECORD) Satellite Communications 

Communications 
Communications 
Communications 
Communications 
Communications 
Communications 
Communications 
Communications 

Case Management 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 

/ Perm Cut off on discontinuance of 
Destroy/delete when superseded or 
Destroy/delete when no longer 
Destroy/delete when superseded or 
Destroy/delete when no longer 
Destroy/delete when superseded or 
Cut off at end of FY, hold 1 year, 
Destroy/delete when superseded or 

Permanent 
DDWSO 
DDWNLN 
DDWSO 
DDWNLN 
DDWSO 
1 Yr D/D 
DDWSO 

0700-04 
0700-05 
0700-05 
0700-05 
0700-05 
0700-05 
0700-05 
0700-05 

H 

0701-07 
0703-02 
0704-02 

Communications and Electronics Policies 
Communications Aareements - maintained 
Allied Communications Publications 

Communications 
Communications 
Communications 

Exceptions 
Exceotrons 
Exceptions 

Destrov/delete 
Destrov/delete 
Destrov/delete 

when 
when 
when 

superseded 
no lonoer 
no lonoer 

or DDWSO 
DDWNLN 
DDWNLN 

0700-06 
0700-06 
0700-06 

A 
8 
C 

0704-03 Allied Communications Publications Communications Exceptions Destrov/delete when no lonqer DDWNLN 0700-06 C 

0708-06 
0710-06 

Freouencv/Soectrurn 
Crvptoloov Records 

Manaaement -
- Records relanno to 

Communications 
Communications 

Exceotions 
Exceptions 

Destrov/delete 
Destrov/delete 

when superseded 
when superseded 

or 
or 

DDWSO 
DDWSO 

0700-06 
0700-06 

D 
E 

0712-04 
0712-06 

Comrnurucanons/Messaoe 
Ccmmurucations/Messaoe 

Center 
Center 

Communications 
Communications 

Exceotions 
Exceotions 

30 days erase 
Drsoosmon IS that of particular 

Auth N1-218-00-8 
Auth Instruction 

0700-06 
0700-06 

F 
G 

0713-05 
0713-06 

Other Messaoes 
Other Messaoes 

- NATO SECRET 
- NATO Exercise 

NATO Communications 
Communications 

Exceptions 
Exceptions 

Destrov/delete within 
Cut off on termination 

30 davs--
of the 

NATO 
NATO 

0700-06 
0700-06 

H 
I 

0713-07 
0713-08 

Other Messaoes 
Other Messaoes 

- OutOOInO electronic 
- currentlv held In the JS 

Communications 
Communications 

Exceptions 
Exceptions 

Disoosmon IS that of particular 
Destroy/delete microfilm sets when 

Subject file 
DDMWNLN 

0700-06 
0700-06 

J 
K 

0715-01 Technical Control Functions/Patch and Communications Exceptions Cut off monthly. hold until CO,DD 0700-06 L 

0715-02 Technical Control Functions/Patch and Communications Exceptions Destroy/delete when replaced With DDWRTR 0700-06 M 

0715-03 
0704-04 

Technical Control Functions/Patch and 
Allied Communications Publications 

Communications 
Communications 

Exceptions 
Exceptions 

Destrov/delete when 
Retain In accordance 

superseded 
With 0811-02 

DDWS 
Return 

0700-06 
0700-06 

N 
0 

UNCLASSIFIED 
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Number R~CQficd ~~r:I~ :ill~'rn~. i' 
0811-05 NATO Files - NATO SECRET 
0811-01 NATO Files - NATO senal-
0809-03 Security ASSistance and Foreign 
0810-02 Foreign Training - Files relating 
0808-01 Foreran Disclosure - Disclosure 
0808-02 Foreign Disclosure - Foreign 
0801-01 International Negotiations -
0801-02 International Negotiations -
0802-01 International Agreements -
0802-02 International Agreements -
0803-01 Treaty Obligations - Documents 
0804-01 Strateqtc Plan nina and Arms 
0805-01 Special Studies - Reviews and 
0806-01 Naviaanon and Overfllaht -
0806-02 Navioanon and Overfllaht - Files 
0807-01 International Loorstics 
0807-02 International Logistics 
0809-01 Security ASSistance and Foreign 
0809-02 Security ASSistance and Foreign 
0810-01 Foreran Trammq - Foreran 
0801-03 (NON-RECORD) International 
0802-04 (NON-RECORD) International 
0803-02 (NON-RECORD) Treaty 
0804-02 (NON-RECORD) Stratemc 
0805-02 (NON-RECORD) Special 
0806-03 I (NON-RECORD) Special 
0807-03 I (NON-RECORD) International 
0809-04 I(NON-RECORD) Security 
0810-03 I(NON-RECORD) Foreign 
0802-03 Country Aareements consisting 
0811-04 NATO Files - NATO SECRET 
0811-02 NATO Files - COSMIC TOP 
0811-03 NATO Files - NATO SECRET 
0811-06 NATO Files - NATO SECRET 

.' -
'lili;Jd~~tNarne. -,- . 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 
International 

0800 SERIES Crosswalk to Previous Edition of CJCSM 
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. ~ ..
' 
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.-:..'1., ,'. '0- ..;J~ilst-Reter:ttlen- . t", _J',:$~~,~~~~~f~t:jali1i~\
Short-Term 
Administrative / 
Management and 
Management and 
Management and 
Management and 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Case Management 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Non-Record 
Exception 
Exception 
Exception 
Exception 
Exception 

Cut off dally. hold 30 days then 
Cut off annually, hold 3 years 
Cut off annually, hold 5 years 
Cut off annually. hold 5 years 
Cut off annually. hold 10 years 
Cut off annually, hold 10 years 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 
Perm 

Cut off at end of each 
Cut off at end of each 
Cut off when superseded 
Cut off when superseded 
Cut off when commitment 
Cut off at end of each 
Cut off when superseded 
Cut off when superseded 
Cut off annually. hold 5 
Cut off at end of 
Cut off when all actions are 
Cut off when superseded 
Cut off annually, hold 4 
Cut off when on completion 

Destroy/delete when superseded 
Destroy/delete when superseded 
Destroy/delete when no longer 
Destroy/delete when no lonaer 
Destroy/delete when no longer 
Destroy/delete when superseded 
Destroy/delete when no longer 
Destroy/delete when superseded 
Destroy/delete when superseded 
Destroy/delete when superseded 
Destroy/delete when no longer 
Return Within no later than 6 
Cut off monthly, hold 6 months 
Return Within no later than 6 

~ ,I _ .. 
J I ..t-_=' :;{ -;;:;~...J~~. -li~-"'" \- ~ _-

. f,:F.JgP~§~~~J~ntIOIJ 
6 Months 
3 Years 
7-10 Years 
7-10 Years 
7-10 Years 
7-10 Years 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
DDWSO 
DDWSO 
DDWNLN 
DDWNLN 
DDWNLN 
DDWSO 
DDWNLN 
DDWSO 
DDWSO 
DDWSO 
DDWNLN 

Return Within no later 
Cut off monthly, hold 
Return Within no later 

5760 01, Vol II 

New Sub- . 
Bucket A!f:>ha-

0800-01 A 
0800-02 A 
0800-03 A 
0800-03 B 
0800-03 C 
0800-03 C 
0800-04 A 
0800-04 A 
0800-04 B 
0800-04 B 
0800-04 ( 

0800-04 D 
0800-04 E 
0800-04 F 
0800-04 F 
0800-04 G 
0800-04 G 
0800-04 H 
0800-04 H 
0800-04 I 
0800-05 
0800-05 
0800-05 
0800-05 
0800-05 
0800-05 
0800-05 
0800-05 
0800-05 
0800-06 B 
0800-06 A 
0800-06 C 
0800-06 D 
0800-06 E 

UNCLASSIFIED 
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.NI[!~ suo-sucxet 
Number Record Series Descnption , Bucket Name Sub Bucket Name - Past Retention Proposed-Retention. . : oNu.mber Alpha 
0901-02 Office General Administration General Transitory Cut off when superseded, hold 6 months, tt 6 Months 0900-01 A 
0901-03 Office General Administration General Transitory Cut off when superseded, hold 6 months, 6 Months 0900-01 A 
0905-01 Reading and Transitory Files - General Short-Term Cut off monthly, hold 3 months, 6 Months 0900-01 B 
0912-02 JS/Combatant Command General Short-Term Cut off on publication In bulletin, hold 3 6 Months 0900-01 C 
0915-02 Audits and Audit Reports - General Short-Term Cut off on date of termination notice, hold 3 6 Months 0900-01 D 
0944-02 Postal Administration Records - General Short-Term Cut off monthly, hold 6 months, then 6 Months 0900-01 E 
0944-04 Postal Administration Records - General Short-Term Cut off on separation or transfer of 6 Months 0900-01 F 
0944-09 Postal Administration Records - General Short-Term Cut off on revision, supersession, or 6 Months 0900-01 F 
0908-01 Working Papers - Project General Administrative / Routine Project reports that require final action 3 years 0900-02 A 
0904-02 Terminology and Dictionary - General Administrative / Routine Cut off when approved terminology IS 3 years 0900-02 B 
0912-01 JS/Combatant Command General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 C 
0915-01 Audits and Audit Reports - General Administrative / Routine Cut off on date of final report, hold 2 years, 3 years 0900-02 D 
0919-01 Reports Control - Case files on General Administrative / Routine Cut off when report ISdiscontinued, hold 2 3 years 0900-02 E 
0920-01 Project Control - Memorandums, General Administrative / Routine Cut off on completion of project, hold 1 3 years 0900-02 F 
0922-01 Staff VISitS - Documents relating General Administrative / Routine Cut off on completion of next comparable 3 years 0900-02 G 
0923-02 Records Management maintained General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 H 
0924-01 Records DIsposition - Basic General Administrative / Routine Cut off when superseded, hold 2 years, 3 years 0900-02 I 
0924-03 Records DIsposition - Extra General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 I 
0925-01 Freedom of Information Act General Administrative / Routine Cut off on date of reply, hold 2 years, then 3 years 0900-02 J 
0925-02 Freedom of Information Act General Administrative / Routine Cut off on date of reply, hold 2 years, then 3 years 0900-02 J 
0927-04 FOIA Appeals - FOIA reports General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 K 
0929-01 Privacy Act Reports - Recurring General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 L 
0930-01 Privacy Act - General General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 M 
0932-03 Schedules of Dally Activities - General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 N 
0933-05 Internal control correspondence General Administrative / Routine Cut off on completion of next comparable 3 years 0900-02 0 
0935-01 Inspections - Documents relating General Administrative / Routine Cut off annually, hold 3 years, then 3 years 0900-02 P 
0943-01 Administrative Orders - General Administrative / Routine Cut off on transfer of individual, hold 1 3 years 0900-02 Q 

0943-04 Administrative Orders - General Administrative / Routine Cut off annually, hold 1 year, then 3 years 0900-02 R 
0944-01 Postal Administration Records - General Administrative / Routine Cut off annually, hold 1 year, then 3 years 0900-02 S 
0944-03 Postal Administration Records - General Administrative / Routine Cut off annually, hold 1 year, then 3 years 0900-02 T 
0944-07 Postal Administration Records - General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 U 
0944-08 Postal Administration Records - General Administrative / Routine Cut off annually, hold 1 year, then 3 years 0900-02 V 
0945-01 Oraphics. Printing, Reproduction, General Administrative / Routine Cut off annually, hold 2 years, then 3 years 0900-02 W 
0945-02 Graphics, Printing, Reproduction, General Administrative / Routine Cut off annually, hold 1 year, then 3 years 0900-02 W 
0945-03 Graphics, Printing, Reproduction, General Administrative / Routine Cut off at end of FY In which compiled or 3 years 0900-02 X 
0945-05 GraphiCS, Printing, Reproduction, General Administrative / Routine Review semi-annually, destroy/delete after 3 years 0900-02 X 
0901-01 General Office Administration - General Administrative / Routine Cut off annually, hold 2 years, then destrov, 3 years 0900-02 Y 
0913-01 JS/Combatant Command Forms General Management and Cut off when related form ISdiscontinued, 7-10 years 0900-03 A 
0918-01 Agreements - Documents relating General Management and Cut off when agreement ISsuperseded, 7-10 years 0900-03 B 
0923-01 Records Management - General Management and Cut off annually, hold 6 years, then 7-10 years 0900-03 C 
0924-02 Records DIsposition - consisting General Management and Cut off when related records are either 7-10 years 0900-03 D 
0925-03 Freedom of Information Act General Management and Cut off on date of reply, hold 6 years, then 7-10 years 0900-03 E 

UNCLASSIFIED 
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0926-01 FOIA Appeals - Correspondence General Management and Cut off on final determination, hold 6 years, 7-10 years 0900-03 F 

0927-01 FOIA Control - Files maintained General Management and Cut off on date of last entry, hold 6 years 7-10 years 0900-03 G 

0927-02 FOIA Control - All other files General Management and Cut off on final action or final adjudication 7-10 years 0900-03 G 

0928-01 Prrvacy Act Matters - Files General Management and Cut off after the disclosure for which the 7-10 years 0900-03 H 

0931-01 Declassification - JS/combatant General Management and Cut off when revised, superseded, or 7-10 years 0900-03 I 
0933-01 Internal Control Programs - General Management and Cut off at end of FY, hold 5 years, then 7-10 years 0900-03 J 

0933-02 Internal Control Programs - General Management and Cut off annually, hold 5 years, then 7-10 years 0900-03 J 

0934-03 Inspector General (IG) General Management and Cut off annually, hold 5 years, then 7-10 years 0900-03 K 

0942-02 SCience Advisor General Management and Cut off annually, hold 5 years, then 7-10 years 0900-03 L 

0943-02 Administrative Orders - General Management and Cut off at the end FY, hold 6 years, then 7-10 years 0900-03 M 

0902-01 Instructions {Operatrng General Management and Cut off when superseded or Incorporated 7-10 years 0900-03 N 

0934-04 Inspector General (IG) General Management and Cut off by FY when case ISclosed, hold 10 7-10 years 0900-03 0 

0904-01 Termrnology and Dictionary -DoD General Case Mgmt / Histoncal Perm Dispose lAW 0014-01 Cutoff Permanent 0900-04 A 

0904-03 JS Terminology and Dictionary - General Case Mgmt / Histoncal Perm Cut off when no longer needed, then Permanent 0900-04 A 

0906-02 Reading and Transitory Files - General Case Mgmtl Histoncal Perm Transfer to NARA with related Permanent 0900-04 B 

0909-01 Background Papers - Documents General Case Mgmt / Histoncal Perm If not filed In related subject files, Permanent 0900-04 C 

0910-01 Talking Papers - Documents General Case Mgmt / Histoncal Perm If not filed In related subject files, Permanent 0900-04 D 

0917-01 Studies - Studies, analyses, and General Case Mgmt / Histoncal Perm Cut off on completion of study, hold Permanent 0900-04 E 

0932-01 Schedules of Dally Activmes - General Case Mgmt / Histoncal Perm Cut off at eXQiratlon of Permanent 0900-04 F 

0933-03 Internal Control Programs - General Case Mgmt / Histoncal Perm Cut off annually, hold 5 years, then Permanent 0900-04 G 

0934-01 Inspector General (IG) General Case Mgmt / Histoncal Perm Cut off annually, hold 7 years, then Permanent 0900-04 H 

0934-02 Inspector General (IG) General Case Mgmt / Histoncal Perm Cut off annually, hold 7 years, then Permanent 0900-04 H 
0942-01 SCience Advisor General Case Mgmt / Histoncal Perm Cut off on completion of study, hold Permanent 0900-04 I 
0943-03 Administrative Orders - General General Case Mgmt / Histoncal Perm Cut off annually, hold 2 years, retire Permanent 0900-04 J 

0944-06 Postal Administration Records - General Case Mgmt / Histoncal Perm Incorporate Into official Permanent 0900-04 K 

0946-01 Staff Meetings and Conferences - General Case Mgmt / Histoncal Perm Cut off annually, hold 25 years, Permanent 0900-04 L 

0902-02 (NON RECORD) Instructions General Non-Record Destroy/delete when superseded or DDWNLN FR 0900-05 
0903-01 (NON RECORD) Reference General Non-Record Destroy/delete when superseded or DDWNLN FR 0900-05 
0904-04 NON RECORD) Terminology General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0907-01 NON RECORD) Suspense Files - General Non-Record Cut off when all actions are cleared, DD 0900-05 
0911-02 NON RECORD} Pornt, Position, General Non-Record If not filed In related subject files, DDWNLN FR 0900-05 
0912-03 NON RECORD} JS/Combatant General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0914-02 NON RECORD} Personal Papers General Non-Record Retain In the office of the Chairman, JOint CJCS/CC ToD 0900-05 
0915-03 NON RECORD} Audits and Audit General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0916-01 NON RECORD} Action Officer General Non-Record Review annually purging extraneous NATO 0900-05 
0916-02 NON RECORD} Action Officer General Non-Record ReView annually, purging extraneous NATO 0900-05 
0917-02 NON RECORD) Studies - General Non-Record Destroy/delete when no longer needed DDWNLN 0900-05 
0918-02 NON RECORD) Agreements - General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0925-05 NON RECORD) Freedom of General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0926-03 NON RECORD) FOIA Appeals - General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0928-02 NON RECORD) Prrvacy Act General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 
0929-02 NON RECORD} Prrvacy Act General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

UNCLASSIFIED 
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0931-02 NON RECORD) Declassification General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0931-04 NON RECORD) Declasstflcation General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0933-04 NON RECORD) Internal Control General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0934-05 (NON RECORD) Inspector General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0935-02 (NON RECORD) Inspections - General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0937-05 (NON RECORD) Graphic Arts - General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0942-03 (NON RECORD) SCience Advisor General Non-Record Destroy/delete when superseded or DDWNLN FR 0900-05 

0943-05 (NON RECORD) Administrative General Non-Record Destroy/delete when no longer needed DDWNLN FR 0900-05 

0944-05 (NON RECORD) Postal General Non-Record Destroy/delete when superseded or DDWNLN FR 0900-05 

0946-02 (NON RECORD) Staff Meetings General Non-Record Cut off annually, hold 1 year or until no DDWNLN 0900-05 

0905-02 Reading and Transitory Files - General Exception Cut off annually, hold 1 year, or until no NLN 0900-06 A 

0927-03 FOIA Control - Freedom of General Exception Data updated as required Destroy/delete DD 0900-06 B 

0939-01 Audio (Sound) Recordlngs)- General Exception Destroy/delete Immediately after use (GRS DDIAU 0900-06 C 

0939-02 Audio (Sound) Recordings) - General Exception Destroy/delete Immediately after use (GRS DDIAU 0900-06 D 

0944-10 Postal Administration Records - General Exception Destroy/delete Individual card when DD 0900-06 E 

0945-04 Graphtcs. Printing, Reproduction, General Exception Destroy/delete on completion of job DD 0900-06 F 

0944-12 Postal Administration Records - General Exception Destroy/delete upon termination of the DD UT of Mil 0900-06 G 

0913-04 JS/Combatant Command Forms General Exception Destroy/delete when no longer needed DD 0900-06 H 

0936-03 Stili Photography - Duplicate General Exception Destroy/delete when no longer needed DDWNL 0900-06 I 
0937-04 Grapruc Arts - Routine artwork for General Exception Destroy/delete when no longer needed DDWNLN 0900-06 J 

0932-04 Schedules of Dally Activitres - General Exception Destroy/delete when no longer needed DDWNL 0900-06 K 

0913-02 JS/Combatant Command Forms General Exception Destroy/delete when related form IS DD 0900-06 L 

0913-03 JS/Combatant Command Forms General Exception Destroy/delete when related form IS DD 0900-06 M 

0901-04 Inspector General (IG) General Exception Destroy/delete when rescinded or DDWRS 0900-06 N 

0931-03 Declassificanon - JS/combatant General Exception Destroy/delete when superseded DD 0900-06 0 
0917-03 Studies - Routine, penodic General Exception Destroy/delete when superseded or DD 0900-06 P 

0921-01 Orientation and Briefing Files - General Exception Destroy/delete when superseded or DD 0900-06 Q 

0945-06 Graphics, Printing, Reproduction, General Exception Destroy/delete when superseded or DDWSO 0900-06 R 

0906-01 Finding Aids - Indexes, lists, General Exception Destroy/delete With the related records DD/RR 0900-06 S 

0925-04 Freedom of Information Act General Exception Dispose of In accordance With approved Dispose 0900-06 T 

0926-02 FOIA Appeals - Offlcial file copy General Exception Dispose of In accordance With approved Dispose 0900-06 U 

0941-01 Audiovrsual Records General Exception DIspOSition IS that of the related DDWNLN 0900-06 V 

0911-01 POint, POSition, and Information General Exception If not filed In related subject files, DDulTE 0900-06 W 

0932-02 Schedules of Dally Acnvines - At General Exception NARA may destroy non-permanent NARA 0900-06 X 
0999- Unscheduled Records - General Exception Retain In current files area until file number Retain In file 0900-06 Y 
0944-11 Postal Administration Records - General Exception Correct individual plates, stencils. or tapes DD 0900-06 Z 
0936-01 Stili Photography - Photographs General Exception Cut off annually, hold 1 year, then Refer to DoD Visual 0900-06 

0936-02 Stili Photography - Internal General Exception Cut off on completion of training program, Information 0900-06 

0937-01 GraphiC Arts - Vu-graphs General Exception Cut off after use, hold 1 year, then Records Schedule 0900-06 

0938-01 Video Recordings - Video General Exception Cut off on completion of training program, (NARA Authonty N1 0900-06 

0938-02 Video Recordings - Consisting of General Exception Cut off on supersession, cancellation, or 330-08-4) or see 0900-06 AA 

0938-03 Video Recordings - Routine General Exception Cut off annually, hold 2 years, then IMD for assistance 0900-06 
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0938-04 Video Recordings - Recordings General Exception Cut off annually, hold 2 years, then 0900-06 

0940-01 Motion Pictures - Films acquired General Exception Destroy/delete 1 year after supersession. 0900-06 

0940-02 Motion Pictures - Routine General Exception Cut off annually, hold 2 years, then 0900-06 

0936-04 Stili Photography - Official record General Exception Perm Disposmon IS that of the Refer to DoD Visual 0900-06 

0936-05 Stili Photography - Not related to General Exception Perm Cut off annually, hold 5 years, then Information 0900-06 

0937-02 Graphic Arts - Posters produced General Exception Perm Cut off annually Transfer 2 copies Records Schedule 0900-06 

0937-03 Graphic Arts - JS/combatant General Exception Perm File In related subject file (NARA Authonty N1 0900-06 

0938-05 

0938-06 

Video 

Video 

Recordings 

Recordings 

- Official Video 

- not related to 

General 
General 

Exception 

Exception 

Perm 

Perm 

Disposmon IS that of related subject 
Cut off annually, hold 25 years after 

330-08-4) or see 

IMD for assistance 

0900-06 

0900-06 
BB 

0939-03 Audio (Sound) Recordings) - General Exception Perm Disposttron IS that of appropriate 0900-06 

0939-04 Audio (Sound) Recordings) - not General Exception Perm Cut off annually, hold 25 years after 0900-06 

0940-03 Motion Pictures - Official motion General Exception Perm Drsposrnon IS that of appropriate 0900-06 

0940-04 Motion Pictures - not related to a General Exception Perm Cut off annually, hold 25 years after 0900-06 
0914-01 Personal Papers - Unofficial General Personal Papers lndividuals may remove their personal MRPP ulDepart 0900-08 A 
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1016-02 Temporary lnput/Outout Files - Output records Information Short-Term Cut off on delivery, hold 3 months or 6 Months 1000-01 A 

1001-01 
1002-01 

IT Policy and 

Management 
Direction Files - Files relatmq to 

of IT Organizations and Projects 

Information 

Information 

Administrative 

Administrative 

/ 
/ 

Cut off when 

Cut off when 

superseded or 
plan IS superseded or 

3 Years 

3 Years 

1000-02 

1000-02 

A 

B 
1002-02 Management of IT Organizations and Protects Information Administrative / Cut off annually, hold 3 years, then 3 Years 1000-02 C 
1002-03 Management of IT Organizations and Projects Information Administrative / Cut off on completion of project or 3 Years 1000-02 D 

1003-01 Resources Reouirements Records - Records Information Administrative / Cut off when the requirement no 3 Years 1000-02 E 

1003-02 Resources Requirements Records - Cases Information Administrative / Cut off when final decisron on 3 Years 1000-02 E 

1004-02 Procurement Files - Transactions at or below Information Administrative / Cut off on final payment, hold 3 years 3 Years 1000-02 F 

1005-01 

1005-02 
Implementation 

Implementation 

Files 

Files 

- Records on 

- Files that support multiple 

Information 
Information 

Administrative 

Administrative 

/ 
/ 

Cut off on completion of project, 
Cut off on final decision to reject 

hold 

the 

3 Years 

3 Years 

1000-02 

1000-02 
G 
G 

1005-03 Implementation Files - Files for systems or Information Administrative / Cut off on termination or 3 Years 1000-02 G 
1007-01 IT Facihtv and Site Management Files - Files Information Administrative / Cut off annually, hold 3 years, then 3 Years 1000-02 H 
1008-01 Asset and Configuration Management Files - Information Administrative / Cut off when subject assets are 3 Years 1000-02 I 
1008-02 Asset and Conftouranon Manaaement Files - IT Information Administrative / Cut off annually, hold 2 years, then 3 Years 1000-02 I 
1008-04 Asset and Configuration Management Files - Information Administrative / Cut off annually, hold 3 years, then 3 Years 1000-02 J 
1009-01 Systems and Data Security - Documents Information Administrative / Cut off annually, hold 3.years, then 3 Years 1000-02 K 
1009-02 Systems and Data Security - User Identification Information Administrative / Cut off when user account IS 3 Years 1000-02 K 
1009-04 Systems and Data Security - Security incident Information Administrative / Cut off on completion of all 3 Years 1000-02 K 
1010-01 IT Operations Records - Schedules consrstmo Information Administrative / Cut off annually, hold 1 year, then 3 Years 1000-02 L 
1010-02 IT Operations Records - Problem reports user Information Administrative / Cut off annually, hold 3 years, then 3 Years 1000-02 L 
1011-01 Systems Services and Resources Usage and Information Administrative / Cut off annually, hold 3 years, then 3 Years 1000-02 M 
1012-01 IT Resources and Services Financial Records - Information Administrative / Cut off on supersession or 3 Years 1000-02 N 
1012-02 Systems Services and Resources Usaoe and Information Administrative / Cut off on supersession or 3 Years 1000-02 0 
1012-03 Systems Services and Resources Usage and Information Administrative / Cut off annually, or, If there are 3 Years 1000-02 0 
1013-01 Customer Service Files - Records relating to Information Administrative / Cut off annually, hold 1 year, then 3 Years 1000-02 P 
1014-01 Application Development and Implementation - Information Administrative / Cut off on termination of application 3 Years 1000-02 Q 
1014-02 Application Development and Implementation - Information Administrative / Cut off when final decisron on 3 Years 1000-02 Q 
1015-02 Technical Documentation Metadata and Information Administrative / Cut off when all data or records In a 3 Years 1000-02 R 
1015-03 Technical Documentation Metadata and Information Administrative / Cut off on supersession or 3 Years 1000-02 R 
1015-04 Technical Documentation Metadata and Information Administrative / Cut off when no longer needed to 3 Years 1000-02 R 
1016-01 Temporary lnput/Outout Files - Input records Information Administrative / Cut off on completion and 3 Years 1000-02 S 
1002-04 Management of IT Organizations and Projects Information Management and Cut off on completion or cancellation 7-10 Years 1000-03 A 
1002-06 Management of IT Organizations and Projects Information Management and Cut off annually, hold 5 years, then 7-10 Years 1000-03 A 
1004-01 Procurement Files - Contract reoursmon Information Management and Cut off on final payment, hold 6 years 7-10 Years 1000-03 B 
1006-01 Compliance/Measurement Records - Records Information Management and Cut off annually, hold 5 years, then 7-10 Years 1000-03 C 
1018-01 IT Reports - ITMRA annual report consisnno of Information Management and Cut off annually, hold 7 years, then d 7-10 Years 1000-03 D 
1018-02 IT Reports - Information Resource ManCigement Information Management and Cut off annually, hold 7 years, then d 7-10 Years 1000-03 D 
1018-03 IT Reports - IT correspondence file consisting Information Management and Cut off at end of FY, hold 7 years, thE 7-10 Years 1000-03 D 
1019-01 Year 2000 (Y2K) Proqram - Pohcies Information Management and Cut off on completion of program, 7-10 Years 1000-03 E 
1019-02 Year 2000 (Y2K) Program - Files relatmq to Information Management and Cut off on completion of program, 7-10 Years 1000-03 E 
1019-03 Year 2000(Y2KJ Program - Files relating to Information Management and Cut off annually, hold 5 years, then 7-10 Years 1000-03 E 
1019-04 Year 2000 (Y2K) Program - Files relating to Information Management and Cut off annually, hold 5 years, then 7-10 Years 1000-03 E 
1015-01 Data systems specificanons file specrncations Information Case Management / Perm Cut off annually, hold 5 years, Permanent 1000-04 A 
1019-05 [(NON-RECORD) Year 2000 (Y2K) Program - Information Non-Record Destroy/delete when superseded or DDWSO 1000-05 
1002-07 [(NON-RECORD) ManaQement of IT Information Non-Record Destroy/delete when no longer DDWNLN 1000-05 
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1001-02 I(NON-RECORD) Pollcv and Direction Flles- Information Non-Record DestroY/delete when no longer DDWNLN 1000-05 

1004-03 I(NON-RECORD) Procurement Flles- Information Non-Record Destroy/delete when no longer DDWNLN 1000-05 

1002-05 ManaQement of IT Orcaruzauons and Protects Information Exception Destroy/delete when sUperseded or DDWSO 1000-06 A 

1008-05 Asset and Configuration Management Files - IT Information Exception Destrov/delete when superseded or DDWSO 1000-06 B 
1008-03 Asset and Configuration ManaQement Files - IT Information Exception Retain for life of software LOS 1000-06 C 

1009-05 Systems and Data secuntv - Secuntv backup Information Exception Destroy/delete or reuse when the NARA 1000-06 D 

1009-06 Systems and Data Secuntv - Files Identical to Information Exception Destroy/delete or reuse when the NARA 1000-06 E 

1017-01 Work files and intermediate files created In the Information Exception DestroY/delete on termination of the DD IFCU 1000-06 F 
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1101-02 General Medical Administration - Medical Administrative / Cut off annually, hold 3 years, then 3 Years 1100-02 A 
1113-02 Family Advocacy Case Records- Medical Administrative / Cut off when case review committee 3 Years 1100-02 B 
1102-03 Preventative Medicine Matters - Files Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 A 
1103-03 Medical Logistic Support - Files relating Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 B 
1104-03 Medical Doctnne - Force health routine Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 C 
1105-02 Medical Strategic Plans - Files relating to Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 0 
1106-02 Medical Operational Support Planning - Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 E 
1107-02 Force Health Protection (FHP) - Files Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 F 
1108-02 Aeromedical Evacuation Records - Files Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 G 
1108-03 Aeromedical Evacuation Records - Files Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 G 
1109-03 Medical Exercise Operations - Files Medical Management and Cut off on completion of final report, hold 5 7-10 Years 1100-03 H 
1109-04 Medical Exercise Operations - Files Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 H 
1110-02 Medical, Statistical, and Related Reports Medical Management and Cut off annually, hold 5 years, then 7-10 Years 1100-03 I 
1102-01 Preventive Medicme Matters - Pohcies, Medical Case Management Perm Cut off on revision, supersession, or Permanent 1100-04 A 
1102-02 Preventive MediCine Matters - Files Medical Case Management Perm Cut off annually, hold 4 years, then Permanent 1100-04 A 
1103-01 Medical Logistic Support - Policies, Medical Case Management Perm Cut off on revrsion, supersession, or Permanent 1100-04 B 
1103-02 Medical Logistic Support - Files relating Medical Case Management Perm Cut off annually, hold 4 years, then Permanent 1100-04 B 
1104-01 Medical Doctnne - Pohcies, procedures, Medical Case Management Perm Cut off on revision, supersession, or Permanent 1100-04 C 
1104-02 Medical Doctnne - Files relating to Medical Case Management Perm Cut off annually, hold 4 years, then Permanent 1100-04 C 
1105-01 Medical Strategic Plans - Records Medical Case Management Perm Cut off on revision, supersession, or Permanent 1100-04 0 
1106-01 Medical Operational Support Planning - Medical Case Management Perm Cut off on revision, supersession, or Permanent 1100-04 E 
1107-01 Force Health Protection (FHP) - Records Medical Case Management Perm Cut annually on revisron, Permanent 1100-04 F 
1108-01 Aeromedical Evacuation Records - Files Medical Case Management Perm Cut annually, hold 5 years, then retire Permanent 1100-04 G 
1109-01 Medical Exercise Operations - Files Medical Case Management Perm Cut annually on revrsron, hold 5 Permanent 1100-04 H 
1109-02 Medical Exercise Operations - Files Medical Case Management Perm Cut off annually, hold 4 years, then Permanent 1100-04 H 
1110-01 Medical, Statistical and Related Reports - Medical Case Management Perm Cut annually, hold 5 years, then retire Permanent 1100-04 I 
1101-03 (NON-RECORD) General Medical Medical Non-Record Destroy/delete when no longer needed DDWSO 1100-05 
1102-04 (NON-RECORD) Pohcies, procedures, Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1103-04 (NON-RECORD) Pohcies, procedures, Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1104-04 (NON-RECORD) Medical Doctnne - Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1105-03 (NON-RECORD) Medical Strategic Plans Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1106-03 (NON-RECORD) Medical Operational Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1107-03 (NON-RECORD) Force Health Protection Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1108-04 (NON-RECORD) Aeromedical Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1109-05 (NON-RECORD) Medical Exercise Medical Non-Record Destroy/delete when superseded or DDWSO 1100-05 
1110-03 (NON-RECORD) Medical, Statistical and Medical Non-Record Destroy/delete when superseded or DDWNLN 1100-05 
1101-01 General Medical Administration - Medical Exception Destroy/delete when superseded or Destroy/delete when 1100-06 A 
1111-01 MIlitary Personnel Health Records - Medical Exception Return to mdividual/Service and apply ASDS 1100-06 B 
1112-01 Civihan Employee Medical Records - Medical Exception Office of Personnel Management (OPM) IS RISASDS 1100-06 C 
1113-01 Family Advocacy Case Records- Medical Exception Cut off when case review committee c/oWCR CD 1100-06 0 
1114-01 Substance Abuse Records - Information Medical Exception Cut off when case IS closed or when a minor c/oWCC 1100-06 E 
1115-01 Mental Health Records - Information Medical Exception Cut off at the end of year In which case IS c/o AEY CC 1100-06 F 

UNCLASSIFIED 




