NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-361-92-003

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 03/03/2022

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All other items remain active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 212.64a was superseded by DAA-0361-2018-0001-0001
Item 212.66 was superseded by N1-361-98-003 items 1 and 2
Item 212.68a was superseded by DAA-0361-2018-0001-0001
Item 212.72a was superseded by DAA-0361-2018-0001-0001
Item 214.20a was superseded by DAA-GRS-2016-0004-0001 (GRS 5.3, item 010)
Item 214.20b was superseded by DAA-GRS-2016-0004-0001 (GRS 5.3, item 010)
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I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached __ 7  page(s) are not now needed for the business
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Enclosed is a revision of the records disposition
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" Offices. This revision will supersede the 200-235,
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Files Maintenance and Disposition Manual (DLAM 5015.1).
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PLANNING AND RESOURCE MANAGEMENT

210 PLANNING AND RESOURCE MANAGEMENT. HRelates to functions of planning and
resource management. Includes financial management (programming, budgeting,
resourcing, and administration of resources, including financial liaison); the
DLA Management Information Systems (MIS); mission and organization management;
productivity improvement; contingency and strategic planning; and programs for
internal management control, commercial activities (CA), Defense Regional
Interservice Support (DRIS), and Model Installation Program (MIP).

210.01 Planning and Resource Management Program/Project Files. Documents
related to the formulation, management, administration and execution of
individual Planning and Resource Management programs/projects such as plans,
studies and analyses, reports, letter guidance and direction, and related
documents. (Destroy 2 years after termination of program effort, or when no
Ionger required, whichever 1s sooner.)

210.02 Planning and Resource Management Correspondence Files. Documents
providing general direction, staff guidance and reporting i1n the management and
adminigtration of planning and resource management matters such as
interpretatons and decisions on applicability, requests for waivers and
exceptions, data calls and periodic reporting, and similar documents not
covered elsewhere.

a. HQ DLA. Destroy after 2 years.
b. Other Activities. Destroy after 1 year.

212 MANAGEMENT AND BUDGET. Relates to the development and implementation of
policies and objectives pertaining to the activity budget and the Program
Objective Memorandum (POM), the DLA MIS, the Defense Integrated

Management Engineering System (DIMES), mission and organization management,
productivity improvement and MIP.

212.10 Defense Business Operations Fund (DBOF) Budget Development. Frogram
budget decisions, justifications, call letters, narratives, budget formats, DLA
projected guidance, inflation rates and related corregspondence and materials
used in the development, preparation, formulation, justification and execution
of the DBOF budget. (Destroy after 5 years.)

212.12 DBOF Annual Operating Budget. Unit cost goals, obligations, analyses,
letters requesting changes in goals, related correspondence and backup
materials used to establish the annual DBOF budget. (Destroy after 5 years.)

212.14 Standard Pricing. Standard price bulletins and related gstandard price
information related to National Stock Numbers, spreadsheets, and related
correspondence used to establish and review standard unit prices for DBOF
items, and evaluate actual DBOF costs and trends. (Destroy after 5 years.)

212.16 DBOF Operational Integrity. Charts tracking planned/actual costs,
monthly cost letters, spreadsheets, analyses, reports of expenses, change
requests, related correspondence and backup materialsg used to determine
adequacy of pricing and surcharges, and evaluate DBOF cperational variances and
trends. (Destroy after 5 years.)
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212.18 DBOF Inventory Transactions. Inventory reports, computer printouts,
journal voucher summaries, and related correspondence used to analyze financial
results of inventory transactions and initiate corrective actions. (Destroy
after 5 years.)

212.20 DBOF Operating Performance. Printouts, spreadsheets, journal vouchers,
trial balances, performance summaries, letters, correspondence and other
inventory and financial data materials used to conduct analyses of operating
performance of DBOF operations. (Destroy after 5 years.)

ctivity Budget Administration. Copies of Annual Operating Budget (AOR)
documents, fund a ! ions, service orders, fund transfer vouchers,
instructions, guidance, notices, mess d correspondence and back up
materials used to administer the activity budget. (Desi?r
of fiscal year.) GRS 5/1

212.32 Budget Expenditures. Copies of reimbursement claims, special equipment
requests, travel orders, correspondence and related materials used to track and
control expenditures during budget year. (Destroy l vear after close of the
fiscal year.)

212.34 Contracted Advisory Assistance Services (CAS) Studies. CAS studies,
copies of purchase orders, requests, and related backup materials. (Destroy
after 3 years.)

212.36 Budget Histories. Year end close out reports, general ledger account
and cost/obligation reports, Monthly Management Reviews (MMR)., manpower
summaries, and related budget history data used for reference purposes in trend
development, special studies and reports, development of statistical data, and
similar uses. (Destroy when no longer needed for reference.)

212.38 Resgource Allocation. Quarterly fund authorizations, Advice of
Obligation Authority forms, status of operating budget and tracking documents,
revised budgets, program papers, and related correspondence used to allocate
financial resources to activity and subordinate field activity managers.
(Destroy 2 years after the close of the fiscal year.)

212.40 Beimbursement Files. Billings, detail manhour/labor data and related

cost data pertaining to reimbursements. (Destroy 2 years after end of fiscal
year.)

212.60 Master Account Record. Transcript sheets, facsimile records,
EOFFESpORHERSE, 2d #opiel of MAN printoute uded to sdminigter the activity
Magter Account Record.

a. Fiscal Year End MAR Printout and Backup Materials. Destroy after 2
years.

b. Monthly MAR Printouts and Backup Materials. Destroy when superseded.

212.62 Productivity Improvement Program (PIP). Manhour and cost data, studies,
reports, correspondence and other statistical data and materials used to
develop and identify performance measurement indicators relating to Total
Quality Management (TQM) and unit cost theories for implementation of the FIF
program. (Destroy when no longer needed for reference.)
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212.64 Organization, Mission and Functiong Manual Development. Coordination
forms, input recommendations, correspondence and related backup materials uszed
in the develcopment and preparation of the activity organization, mission and
functions manual.

a. HQ DLA. Permanent. Offer for transfer to National Archives In 5-vear
blocks when 20 years old.

b. Other Activities. Destroy after 10 years or when superseded, obsolete,
or no longer needed for reference, whichever is soonher.)

212.66 Organization and Functions Evaluations. Correspondence; studies:
analyszis, progress, and other (DoD IG Inspection and Audit, and GAO) reports
and related backup materials; developed policies, procedures, and techniques
used to evaluate effectiveness and efficiency of activity misgion assignments,
organization, and functions including unit cost.

a. HQ DLA.

{l1). DoD IG Inspection and Audit, and GAO Reports. Permanent. Offer for
transfer to National Archives when 5 years old.

(2). All Others. Fermanent, Offer for transfer to National Archives 1In
5-year blocks when 20 years old.

b. Other Activities.
(l1). DoD IG Inspection and Audit, and GAO Reports. Destroy after 5 years.

(2). All Others. Destroy after 10 years or when superseded, obsolete, or
no longer needed for reference, whichever Js sooner.

212.68 Activity Mission Changes. Standard organization documents.
recommendations for change, and related guidance and correspondence uged to
furnish activity staff leadership and advice in coordinating the development of
organizational plans for implementing changes 1n activity missgion.

a. HQ DLA. Permanent. Offer for transfer to National Archives In B-year
blocks when 20 years old.

b. Other activities. Destroy after 10 yeare or when superseded, obsolete,
or no longer needed for reference, whichever 1is sooner.)

212.72 General Orders. Copies of General Orders and related corregpondence,
coordination forms, and related documents used to develop and igsue all General
Ordersz.

a. Record copies of general orders published by orders igsuing authority,
including background material filed at HQ DLA and Primary Level Field

Activities. Permanent. Tr, {ee to the Aatone) Avelweas wheas 20 yvean old.

b. Other Offices. Retain only those orders pertaining to their resgpective

elements. Destroy when superseded or obsolete.
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212.74 Bpecial Studies. Special management studies, surveysg, research and
analyses, review actions, and related backup materials accumulated as a resul
of identifying and resolving problems. (Destroy when no longer needed for
reference.)

6 Management Improvement Projects. Documents relating to specific

t

proposals or to improve or simplify the manner or method of planning,

directing, controlling, or
process charts, work counts, motion economy layout studies,
procedures, drafts, and action taken on proposals. (Destro
NC1-361-76-8

ears.)

212.78 Performance Analysis System. Documents establishing work units and
performance analysis system reportable items for each activity within an
installation or command. Included are functional statements, work
descriptions, work measurement unit definition, comparison statements, and
supporting background data. Also included are retained copies of reports
forwarded to higher headquarters which reflect the status and change of
reportable items within the program. (Destroy after 5 years or when
superseded, obsolete, or no longer needed for reference, whichever is sooner.
NN-168-94

212.80 Model Installation Program (MIP). MIP suggestion forms, related award
correspondence and backup materials used in the management of the MIP and in
the review of MIP proposals and development of recommendations for
approval/disapproval.

a. Documents pertaining to overall policy, procedures and administration o
the MIP.

(1). HQ DLA. Destroy after 5 years.

(2). Other Activities. Destroy when superseded. obsolete, or nc longer
need for reference.

b. MIP proposal, case files, reports and supporting documents.

(1). HQ DLA. Destroy 3 years after disapproval, completion of testing,
permanent Implementation, as applicable.

{(2). Other Activities. Destroy when superseded, obsolete, or noc longer
needed for reference.

212.82 Organization Modeling Program (OMP). Printouts, instructions, letter
guidance, and related correspondence and backup materials used to manage the
activity OMP and maintain current data for authorized positions. (Destroy
after 2 years.)

T ITZ Bt Mttitary PosttienRequinements  See 310.13, Informational Personnel

such as proposals for improvement, flow

)

s,

f

or

Records.

214 PLANS AND PROGRAMS.

ZIT 10 Mobitisaetion Plang (Other Agencies). Mobilization plans of higher

headquarters and other DoD activities. (Deztroy when—supenseded op cancelled,

NEW

DLAM
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“——Dor-dispose—of-inageordance with Jnstructions of the originator, as
appropriate.) NC-361-75-3

. 214.15 War and Emergency Support Planning. Plans, policies, procedures, and DLAM
correspondence relating to preparedness measures taken for general war, limitedj 5015.1
war, contingencies, domestic emergencies, mobilization, and similar activities.} 213.01 &

Includes the DLA Basic Emergency Plan (BEP) and the Field Activity Bazic 214.10 &
Emergency Plans (FABEPs). NC1-361-
76-5

a. HQ DLA. Permanent. Retain In current files area for 3 yeare, then
transfer to Federal Records Center. (0ffer to the Natlonal Archives after 10
years In FRC. NCl1-361-76-5

b. Other offices. Destroy when superseded, obsolete, or no longer needed
for planning or emergency purposes. NC1-361-76-5

214.20 Emergency Tests and Exercises. Documents accumulated as a result of DLAM
testing various emergency plans, including announcement of teste to be 5015.1
conducted, instructions to participants, staffing assignments, messages, 214.40 &

documents reflecting g2imulated situations and actions critique sheets, reports GRS 18/28
and similar documents. Includes exercise directives, instructions, and other
documents related to exercises.

a. HQ DLA. Destroy after 3 years. GRS 18/28

b. Other offices. Desiroy when superseded, obsolete or nc longer needed for
planning and emergency purposes.

214.35 Strategic Planning. Relates to long-range planning information which 1s] DLAM

intended to provide directien for the Agency in providing logiastics and other 5015.1
support and services. 205.01 &
N1-361-
a. HQ DLA Strategic Plan. 87-1

(1). HQ DLA. Permanent. Offer to NARA in 5 year blocks when 20 years
old.

(2). Other Offices. Deatroy when superseded or no longer needed for
reference. N1-361-87-1

b. PLFA Strategic Plans.

{1). PLFA Commanders. Permanent. Offer to NARA in 5 year blocks when 20
years old. N1-361-87-1

(2). Other offices. Destroy when superseded or no longer needed for
reference, N1-361-87-1

214.40 Program Review and Analysis. Documents created in the process of reviewj] DLAM

and analysis of progress in program accomplishment, including progress reports, 5015.1
cost and performance reports, statements of analysis, summaries, directed 220.40 &
actions, and other documents which reflect actual performance, progresgs, NC1-361-
accomplishments, deficiencies and problems in relation to program goals, 76-5

a. HQ DLA. Permanent. NC1-361-76-5




Degtroy after 10 years.

b. Other offices. NC1-361-76-5

dums of Policy and Joint Staff Memorandums.
to both numbered and unnu

Documents relating
ums of Policy and Staff Memorandums,
rgeded,

including comments establishing DLA positions.
obsolete,

or no longer needed for reference.) NC1-361-77-1

t Chief of Staff Notes and Reports.
numbered and unnu

Documents relating to both

tes and reports provided either by or to JCS =ztaff
elements. Includes comments an notes establishing a DLA position on
the paper. (Destroy after 3 years or when super olete, or no longer
needed for reference, whichever 1g gooner.) NC1-361- 77 1

214.55 DLA Council Actions. Documents relating to the establishment,
functions, agenda, minutes, recommendations, and other official actions of the
DLA Council including significant background and supporting documents
accumulated and/or created by the Council in fulfilling ite migsion relative to
program review and analysis.

a. HQ DLA.

Permanent. NC1-361-76-5

b. Other offices. Destroy after 10 years. NC1-361-76-5
Internal Control Program Files.

< Documents relating to the Internal
Control Pro uding policies,

objectives, vulnerability assessments,

internal control reviews, reporte, annual statements, and related
correspondence.
a. HQ DLA. Destroy after 5 years. N1-361-86-4

b. Other offices. Destroy after 3 years. N1-361-86-4
214.65 Commercial Activity (CA) Program Documentation. Documents accumulated
in the initiation, analysis and implementation of the CA Program including

performance work statements and cost comparison studies.

a. Documents pertaining to overall policy, procedures and administration of
the CA Program.

(1). HQ DLA Commercial Activity Program Office.
National Archives In 5 year blocks when 20 years old.

Permanent. Offer to the
NC1-361-84-6

(2). Other offices. Destroy when superseded,
needed for reference. NC1-361-84-6

obsolete, or no longer

b. Case files containing performance work statements, cost comparison
studies, and other related documents for specific studies. Destroy 5 years
after completion of study or on completion of a following study whichever 1Is
later. NC1-361-84-6

214.70 Interagency and Inter/Intraservice Agreements. Policy and procedures
relating to interservice support agreements; interagency agreements; memoranda
of understanding; and similar formal documentation covering transfer or use of
real property and facilities; supply management relationships; procurement and
production agreements negotiated both at Headquarters and field levels; and
crosg-servicing agreements between DLA and the owning Military Service

DLAM
5015.1
215.10 &
NC1-361-
77-1
DLAM
5015.1
215.20 &
NC1-361-
77-1

DLAM
5015.1
220.45 &
NC2-361-
76-5

N1-361-
86-4

NC1-361-
84-6

DLAM
5015.1
200.06 &
NC1-361-
76-8
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governing receipt, storage, and shipment of DLA supply items at Military
Service depots. Excludes budgeting and financial responsibility agreements
which will be filed under 400.20 and information copies of agreements which
should either be filed under file number 110.70 or, if directly related to an
action case, then filed functionally with the case.

a. Inter/Intraservice Agreements.

(1). DLA activities executing agreements. Destroy 10 years
after supersession or expiration of agreement.

(2). Other offices. Destroy when superseded, obsolete, or no longer
needed for reference. NC1-361-76-8

b. Interagency Agreements. Destroy when superseded ohsolete, or no longer
needed for reference.

216 ACCOUNTING AND FINANCE LIAISON.

0 Individual Authorized Allotment Files. Copies of individual employee
applica authorizing/cancelling payroll changes to wages sgsuch as direct
deposit, bonds, = ents, charity contributions, and directly related papers.

a. U.S. Savings Bond Authoriza Standard Form 1192 or equivalent, and
authorization for individual allotment to Combined Federal Campaigna.
Destroy when superseded or after separation of en GRS 2/4a(l)

b. All other authorizations, including union dues and zavings.
supergeded or after transfer or separation of employee. GRS 2/4b(l)

Tax Exemption Certificatea. Copies of individual employee’s
IRS Forms W-4, and similar tion formg. (Desiroy 4 years after
form 1s superseded or obsolete.) (RS 2/18a

216.30 Certification/Obligation Files. Copies of contracts, commitment
documents, travel claims, MIPRs, and similar funding documents used to certify
fund availability and to record commitment and obligations data for supported
activities and organizations. (Destroy after 3 years.)

216.40 Payroll Transaction Registers. Printouts containing record of payroll
changes input into APCAPS system maintained to verify input accuracy. (Destroy
after | year.)

216.50 Accounting Transaction Registers. Printouts containing record of daily
accounting transactions input into APCAPS system and subsystems and maintained
to verify input accuracy. (Destroy after 3 months.)

216.60 Monthly Management Reports. Copies of monthly APCAFS reports pertaining
to unliquidated obligations, undelivered orders, and unobligated commitments
uged for resgearch and verification purposes. (Destroy after 1 year.)

216.70 Military Manpower Report. Copies of APCAPS reports containing records
of military personnel authorized to certify on-line. (Destroy after 3 months.)

GRS 2/4a(l),
GRS 2/4b(1)

GRS 2/18a

NEW

NEW

NEW

NEW

NEW





