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(Sse Instructions on page 3) 

TO IONAL ARCHIVES and RECORDS ADMINISTRATION (NARA) 
ADELPHI ROAD, COLLEGE PARK, MD. 20740-6001 
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IVISION 

Services 
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, ., 4 VE BLANK NARA use onl 
JOB NUMBER I.J l -u �-o, - (,, 

DA TE RECEIVED 

NOTIFICATION TO AGENCY 
In accordance With the pTOVISIOns of 44 U S C 3303a, the 
d1sposinon request. including amendments, IS approved 
except for rtems that may be marked "d1spos111on not 
approved" or •wubdrawn· m colwnn 10 

ARCHIVIST OF THE UNITED ST ATES DATE 

I hereby certify that I am aut nzed to act for this agency in matters pertammg to the d1spos1t1on of its records and that the 
records proposed for disposal o 8 page(sl are not now needed for the business of this agency or will not be 
needed after the retention per s specified, and that wntten concurrence from the General Accounting Office, under the 
prov1s1ons of Title 8 of the GAO M al for Guidance of Federal Agencies, 

is attached; or U has been requested. 

7 
ITEM 
NO 

REPRESENTATIVE TITLE 

The attached _a_ pages provide dis 

for new and existing Administration 
Central Intelligence Agency (CIA). 

sition instructions 

AD) records of the 

The following instructions apply to 
SF-115: 

1) The file series listed in the attached s 

apply to all records in the CIA regardless o 
physical format. 

a. Recordkeeping copies may be created in any me 
physical format and will be retained or destroyed 
accordance with the disposition instructions in the 

attached SF-115. 

b. All duplicate or reference copies may be destroyed 
when no longer needed or obsolete. 

2) Dependent upon the type of record, most files or 
file series will be cutoff at either the end of the 
Fiscal Year or Calendar Year. 

NOTE: All file series approved for permanent retention 

will be transferred to the National Archives and 
Records Administration pending CIA determination that 
continued Agency retention is no longer required. 
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(U) 

UNCLASSIFIED 

Acqu1s1t1on, Supply and 
(U) 

Finance 

(U} B1ll1ng Records 

AD-ACQUl-05020 (U) Charge-Back Calculations 

(U) 

AD-ACQUl-05030 

(U) 

AD-ACQUl-05040 
s 

(U) 

AD-ACQUl-05050 (U} Inventory 

(U) 

AD-ACQUl-05060 (U) Purchase Orders/Loan 
Issue Receipts 

(U) 

AD-ACQUl-05070 (U) Support Documentation 

(U) 

(U) Includes b1ll1ng flies, statement files, 
cert1f1cat1ons, original receipts, memorandum 
copies of officers' returns, expenditures 
accounting and postings files, and all support 
data applicable to f1nanc1al accountings 

(U) Includes correspondence files, invoice, 
and accounting files, such as ledgers, forms, 
and electronic records used to accumulate 
data for use 1n cost reports 

(U) Includes f1nanc1al accounting files such as 
correspondence and subject files, and general 
accounting ledgers ma1nta1ned by components 
responsible for expenditures accounting, 
pertaining to their internal operations and 
adm1nistrat1on Contains copies of ledgers, 
Journals, vouchers, and documentation 
supporting expenditure of funds allotted 
(Office of Finance 1s the office of record ) 

(U) Includes duplicate copies of contract files 
maintained by decentralized contracting 
officers and contracting teams Records 
nclude day-to-day tasking and penod1c 

ntract1ng reports (The files are retained by 
0 or spec1f1ed time periods based on the 
doll value of the contract The record COTA 
contra file will be filed as an integral part of 
the proJ file, and copies 1n other subject or 
case flies rta1ning to Agency Programs ) 

(U) Includes requ1s1t1on f1I cons1st1ng of 
duplicates of requ1s1t1ons, p hase orders, 
leases, just1f1cat1ons, and othe upporting
documents Includes Form 242 Request for 
Procurement Services, and Form 20,
Request for Fac11it1es Support (Off1 
Log1st1cs 1s the Office of Record ) 

(U) Includes Illes pertaining to routine 
adm1nistrat1on, support of acqu1s1t1on, and 
supply and finance act1v1t1es, not covered 
elsewhere 1n this schedule This item does not 
include program records 

TEMPORARY Ma1nta1n for 3 
years, then destroy 

TEMPORARY Ma1nta1n for 3 
years, then destroy 

TEMPORARY Maintain for 7 
years after close of year, then 
destroy 

TEMPORARY File record 
copy with project or case files 
Destroy all duplicate copies 
upon completion of contract 

TEMPORARY Ma1nta1n for 2 
years after date of survey 
action or posting, then destroy 

TEMPORARY Maintain as 
active for 3 years, then 
destroy 

TEMPORARY Ma1nta1n for 2 

UNCLASSIFIED 



(U) 

(U) 

(U) 

,. 
UNCLASSIFIED 

ActIvItIes Reports/Weeklies 

(U) Below Office Level 

(U) 

(U) Metrics (Not including 
annual summary ) 

AD-ACRPT-05130 (U) Office Level and Above 

AD-ACRPT-05140 

(U) Includes periodic s1gnif1cant actIvIty reports 
flies flied by component, below office level, not 
covered elsewhere 1n this schedule 
(Originating office 1s the Office of Record ) 

(U) Includes related data, planning documents, 
and metrics used 1n office reports In support of 
act1v1t1es 

(U) Includes office level and above periodic 
s1gnif1cant act1v1ty reports, not covered 
elsewhere In this schedule (Originating office 
1s the Office of Record ) 

U) Includes working papers, background 
papers, reference files, and duplicate copies 
on finished or unfinished programs, proJects, 
reports, and miscellaneous papers not 
covered elsewhere in this schedule 
Ma1nta1ned at various levels and locations to 
facilitate daily operations 

TEMPORARY Ma1nta1n for 5 
years, then destroy 

TEMPORARY Ma1nta1n for 2 
years, then destroy 

PERMANENT 

TEMPORARY Screen 
annually File substantive 
documents in the appropriate 
official file Destroy duplicates 
and transitory 1nformat1on 

UNCLASSIFIED 2 



UNCLASSIFIED 

(U) Apportionment and (U) Includes budget apportionment and 
Reapportionment Schedules reapportionment schedules, proposing 

(U) quarterly oblrgatrons under each authorized 
appropriation

(U) Estimates and (U) Includes budget estimates and 1ust1f1cat1on 
J ustrfrcatrons fries, cons1st1ng of copres of appropriation 

language sheets, narrative statements, and 
related data rn support of component actrvrtres, 
excluding Community Management Budget 
fries (Office of the Comptroller rs the Office of 
Record ) Extra copres of rnstructrons, narrative 
and statrstrcal statements or requirements, 
copies of operational programs, prelrmrnary 
estimates, and office estimates, copies of 
budget presentations and related work papers 

(U) Also includes correspondence fries pertaining 
to routine adminrstratron, internal procedures, 
and other matters related to the budget These 
are fries that accumulate during the process of 
preparing staff and drvrsron budget 
presentations for the Comptroller and are fried 
by subJect and frscal year 

AD-BUDGE-05230 and (U) Includes periodic reports on the status of 
appropriatron accounts and apportionment, 
such as annual reports 

(U) 

AD-BUDGE-05240 (U) Below Office Level ) Includes budget submrssron fries, 
Subm rssrons srstrng of responses by Agency offices to 

udget Call, submitted by below office 
leve lso includes budget correspondence 
and ba ground fries, such as correspondence 

(U) fries rn f ally organized budget offices 
routine admrnistratron, internal 

d other matters not covered 
schedule 

TEMPORARY Marntarn for 2 
years, then destroy after close 
of the frscal year 

TEMPORARY Marntarn for 5 
years, then destroy 

TEMPORARY Marntarn for 5 
years, then destroy 

TEMPORARY Marntain for 5 
years or less, then destroy 

UNCLASSIFIED 3 



UNCLASSIFIED 

(U) 

(U) 

AD-CALEN-05320 

(U) 

AD-GADMN-05410 

Calendars 

(U) D/CIA, DD/CIA, Inspector 
General and General Counsel 

(U) Non-Appointee Calendars 

(U) Includes calendars, appointment books, PERMANENT 

schedules, logs, d1anes, and other records 
documenting meetings, appointments, 
telephone calls, tnps, v1s1ts, and other 
act1v1t1es of Pres1dent1al appointees and 
Deputy Directors (heads of Directorates), while 
serving in an offlc1al capacity 

(U) Includes calendars, appointment books, TEMPORARY Ma1nta1n for 2 
schedules, logs, d1anes, and other records years, then destroy 
documenting meetings, appointments, 
telephone calls, tnps, v1s1ts, and other 
act1v1t1es by Federal employees while serving 
in an offlc1al capacity Records containing 
substantive information relating to offlc1al 
activ1t1es, the substance of which has not been 
incorporated into off1c1al files EXCLUDING 
records relating to the off1c1al act1v1t1es of high 
Government offlc1als or materials determined 
to be personal 

(U) Includes records accumulated by 1nd1v1dual TEMPORARY Maintain for at 
offices that relate to the internal adm1rnstrat1on least 2 but no more than 5 
or housekeeping act1v1t1es of the office rather years, then destroy 
than the functions for which the office exists 
In general, these records relate to the office 
organization, staffing, procedures, and 
communications, 1nclud1ng facsimile machine 
ogs, the expenditure of funds, including 

dget records, day-to-day adm1nistrat1on of 
o e personnel including training and travel, 
sup s and office services and equipment 

and receipts, and the use of office 
space a ut1ht1es They may also include 
copies of I rnal act1v1ty and workload reports 
(1nclud1ng w progress, stat1st1cal, and 
narrative repo prepared 1n the office and 
forwarded to h1 r levels), "chron flies," and 
other matenals th do not serve as unique 

documentation of th rograms of the office 

AD-GADMIN-05420 (U) Telephone Lists (Locators (U) Includes employee locator TEMPORARY Ma1nta1n until 

and D1rectones) d1rectones, containing employee superseded or when no longer 

1nformat1on needed, then destroy 

UNCLASSIFIED 4 
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(U) 

UNCLASSIFIED 

(U) 

(U) 

(U) 

(U) AD-INREL-00000 

AD-INREL-05801 

(U) 

(U) AD-INTEC-00000 

AD-INTEC-05901 

(U) 

AD-LOGIS-06050 

(U} 

(U) AD-SECUR-00000 

AD-SECUR-06101 

(U) 

Health, Safety and 

Environment 

(U) Health, Safety and 
Environment 

Information Management 

(U) Information Management 

Security 

(U) Security 

(U) Includes files pertaining to the routine TEMPORARY. Ma1nta1n for 5 
adm1nistrat1on and support of Health, Safety years, then destroy 
and Environment programs, not covered 
elsewhere 1n this schedule 

(U) Includes files pertaining to the routine TEMPORARY. Ma1nta1n for 5 
adm1nistrat1on and support of information years, then destroy 
management programs, not covered 
elsewhere 1n this schedule 

(U) Includes files pertaining to the routine TEMPORARY. Ma1nta1n for 5 
adm1nistrat1on and support of 1nformat1on years, then destroy 
release programs, not covered elsewhere 1n 
this schedule 

(U) Includes files pertaining to the routine TEMPORARY. Maintain for 5 
adm1nistrat1on and support of 1nformat1on years, then destroy 
technology, not covered elsewhere in this 
schedule 
(U) Includes files pertaining to the routine TEMPORARY Ma1nta1n for 5 
adm1nistrat1on and support of log1st1cs years or when superseded or 
act1v1t1es, not covered elsewhere 1n this obsolete, then destroy 
schedule 

(U) Includes files pertaining to the routine TEMPORARY. Ma1nta1n for 5 
adm1nistrat1on and support of security years or when superseded or 

rograms, not covered elsewhere 1n this obsolete, then destroy 
edule 

AD-TRAVE-00000 Travel and Transportation 

AD-TRAVE-06310 (U) Employee Travel Files 

(U) 

(U) Inc es employee travel files, cons1st1ng TEMPORARY. Ma1nta1n for 6 
of record uch as travel orders, per diem years, then destroy 
vouchers, t sportat1on requests, hotel 
reservations, d all supporting papers 
documenting o 1al travel by employees, 
dependents, or o rs authorized by law to 
travel 

AD-TRAVE-06320 (U) Travel Guidance Files (U) Includes general t el and transportation TEMPORARY. Maintain for 2 
files, consisting of corre ondence, forms, and years, then destroy 
related records pertaining Agency travel and 

(U) transportation functions, not vered 
elsewhere in this schedule 

UNCLASSIFIED 5 



   

 

 

   

 

 

 

  

 

 

 

Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3) 

with the corresponding statute 50 U.S.C. 403(g), Section 6 of the CIA Act of 1949 which 

protects from disclosure the “organization, functions, names, official titles” of the CIA 

and/or Exemption 6, personal privacy. You will need to submit a Freedom of Information 

Act (FOIA) request to the Office of the General Counsel for the withheld information. 

Information on how to file a FOIA may be found here: 

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

http://www.archives.gov/foia



