
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-372-75-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 6/26/2024 

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These items, unless subsequently superseded, may be used by the agency to 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 not listed below remain active. Note that many of the remaining items on this schedule 

have likely been superseded by the GRS. 

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Items 150.6, 151.15, 152.18, 153.6, 160.11 are reference files. 

Item 150.3 superseded by GRS 4.2.001 (DAA-GRS-2019-0001-0001) 

Item 151.1 superseded by GRS 4.2.001 (DAA-GRS-2019-0001-0001) 

Items 151.3 and 151.4 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002) 

Item 151.7 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002) 

Item 151.9 superseded by GRS 4.2.031 (DAA-GRS-2013-0007-0020) 

Item 151.14 superseded by DAA-0372-2022-0001-0001 

Item 152.4 superseded by GRS 5.6.180 and 181 (DAA-GRS-2021-0001-0007 and 0008) 

Item 152.7 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002) 

Items 152.8, 152.10 superseded by GRS 5.6.010 (DAA-GRS-2021-0001-0001 ) 

Item 152.9 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002) 

Item 152.11 superseded by DAA-0372-2022-0001-0002 

Item 152.13 superseded by GRS 5.6.200 (DAA-GRS-2017-0006-0027) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/26/2024 NC-372-75-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 152.14 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002) 

Item 152.15 superseded by GRS 5.1.010 (DAA-GRS-2016-0016-0001) 

Item 205.5 is superseded by N1-372-95-003, items 1a1 and 1a2. 

Item 220.3 is superseded by N1-372-02-005, item 1 

Item 220.5 is superseded by N1-372-02-005, item 2 

Item 240.3 is superseded by N1-372-01-002, items 1 and 2 

Item 260.5a is superseded by N1-372-00-002, item 1 

Item 260.5b is superseded by N1-372-00-002, item 2 

Item 260.6 is superseded by N1-372-00-002, item 3 

Item 275.3 is superseded by N1-371-93-001, items 1a1, 1a2, 1b1, and 1b2. 

Item 290.4 is superseded by N1-372-99-001, items 1a and 1b. 

Item 322.5 is superseded by N1-372-94-001, items 1a1 and 1a2. 

Item 560.4 is superseded by N1-372-95-001, item 1a1 

Item 565.3 is superseded by N1-372-95-001, item 1a2 

Items 700.1 through 763.499 (the entire 700 series) is superseded by N1-372-90-002. See superseding 

schedule for details. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/26/2024 NC-372-75-001 
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REQUEST I AUTHORITY 
TO DISPOSi: OF RECORDS 

( See l111/ruct10n1 on Re1•erse) 

TO· GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

-------- -----
1 FROM (AGENCY OR ESTABLISHMENT) 

DEFENSE CONTRACT AUDIT AGENCY 
2 MAJOR SUBDIVISION 

LEAVE BLANK 

DATE RcCfJVED
Jul 2 ~ $';'4 

JOB NO 

NC - 3 7 2 - 7 5-1 
NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 U S C 3 303a ,he d1s­
posaf reque!.t, including amendmenh, is approved except for 
items that may be 1tamped "d1spo$al no! approved" or "with• 
drawn' 1n column 10 

HEADQUARTERS, CAMERON STATION, ALEXANDRIA, VA 22314 
3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Sybil L. Taylor, Records Administrator 274-72atr- 11-1-1'/ 
6 CERTIFICATE OF AGENCY REPRESENTATIVE Dare 

I hereby <erlify that I am outhonzed lo act for th1!'.i agency 1n mot1en pertammg to the disposal of the agency s recordi, that the record1. proposed for di~po~I in thu, Request of 
at tac..h..e.. a p □ ge(s) ore not now neierled for the b1a1nen of tl-,15, agency or will not Lie,neuded after the retention periods. 1pecdied 

Harry W. Kettles 
,_,,_ ,., Deputy for Resources Management 

(Date) ,-(Signature of Agency Represenrarn·e) (Title) 

98 DESCRIPTION OF ITEM7 10SAMPLE ORITEM NO (With lnduiwe Dates or Rerention Periods) ACTION TAKENJOB NO 

Chapter 5, DCAA Manual 5015.1, DCAA Files Maintenance 
and Disposition Manual. Appendix 5-B contains the 
Files Identification and Disposal Standards for all 
classes of records now known to be accumulating within 
all echelons of the Defense Contract Audit Agency. 

STANDARD FORM 115 
Revised November 1970 
Prescr1brd by General Services 

Admin1nrauon 
FPMR (41 CFR) IOI-I I 4 
115-105 

https://d1spos.al


• DCAMJ '.iOL'.S.l 

TilE DCAA F 1 ll:S SY:~TEM A1JD PECORDS C~)tTfROL SCHEDULES 

I. DCM, !![CORDS CONT1:0 1 , SCllElllJU>, 

A. Stat utory___B_c 'l'c:..:i r emen ts 

The Records Disposal Act of l;J-43, as mn2nded, ,:.ind the. Fcdercil 
Rcco~ds Act of ]950, as amended, est~hlish the stanJarrls for 
retention, d2c;tn1ct1.on, and transfer of Feder a 1 records. The 
Director of the Defense Contract Audit: Agc•ncy, c1s head o-F a 
Fedc-ral agency, :is required to establish and maint.'.'lin an 
active, continuing program for the economical and efficient 
m~nagement of the records of the Agency. 

A detailed study of DCAA records has been completed with the 
assistance of the National Archives Rnd Records Service (NARS) 
of the General Services Aclministratiun (GSA) and the General 
Accounting Office (GAO). Based on the results o[ the study, 
reco,,anendations from GAO, the General Records Sche.Jules issued 
by GSA, end the retention plan prepared with the assistance of 
NARS, the DCAA Records Control Schedules are printed as Ap?endix 
B to this Chapter. These schedules supersede all prev1ous 
records disposition schedules used in DCAA. 

_., 

The DCM Records Control Schedules are mandatory and provide 
for: (i) the preservation of records which are of lon~-term 
or permanent value; (ii) the prompt disposal of record3 which 
do not warrant further retention; and (iii) the retirement Jf 
records to F8deral Records Centers ,-,hich are no longer needed 
in current business but are not eligible for irrrnedtate 
destructidn. 

II. THE DC2.A FILES SYSTEM 

The DCAA Files System is designed to provide a system for identifying 
and organizing records for filing, for reference, and for their 
eventual dispos1t10~ on an orderly and systematic basis. It shall 
be used for both classified and un.:lass1fied documents. The control 
and accouatability oE classified docu~ents shall be as prescribed bv 
the cognizant security control officer; 1-i.owever, authorities con­
tained herein to destroy files do apply to cla3sified documents. 

https://destruct1.dn
https://d2c;tn1ct1.on


The DCAA Files System 1s a modj ficd fuc1ct1.onal fJ lin; sy:. '.·,~1 J. 

The subject calezorie& chosen for filing titlPs 0r guiJ~s 
reflect the Agency's purpose, missio11, progra~~. proJects, or 
activities - co1'11nonly exµress~d as [ti··.:tct1on.s - 'bnt t!1e:: ft .. i1"!g 
titles and g1_ddes do reflect subject 1'1attcr. A doc:ume:lt 1~~'.'Y 

be filed according to the function i.t rc,J ates m1.-l not 1wc­
essarily according to the subject of the docu,no.·1t... Su::.h 2 
grouping of files perm1ts easy aclclicions, deletJ0ns, or 
modifications to the system; permits functions to he trr.,isJ:~l·red 
from one office to another with only ~inor modificJt~onQ tn 
the central files master index dnd the files st2LLon dirertory; 
and precludes loss by misfiling of documents whJch may ~ccur 
from the sharing of responsibility for an action by scv~raJ 
offices. Br:i efly, this corrcept j s thi1t functtons repl'.'e.sc,,:c 
the most significant work areas within the Agency r~gnrdlcss nf 
the office performing the work. 

B. Organization 

1. The system is organized into six primary functional arcos, 
as fol low: 

Number Primary Function 

100 Administration 
200 Planning and Review 
300 Personnel Administration 
400 Financial Management 
500 Information Systems and Services 
600 (Reserved) 
700 Audit Management and Services 

2. File numbers consist of a minimum of four digits which 
represent a progressive subdivision of the primary function. 
For example: 

400 Financial Management 
(Primary Function) 

20 Accounting 
(Secondary Function) 

2 Allotments 
(Sub function) 

. 5 Disbursement Vouchers 
(Subject Files) 

5-2 
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... 

Thu!:> tile riumber 42'2.5 cont~in:; d1•,;lJu1'.'St:'m:·nL vouchers. 
Certain files have beccn furthl:!r ~;u1Jd1.vi_ded for 2a:::e 01 

filing <1nd ccference as ,-,eJ 1 os co separace •~8L:egor1cs 

of records wlnch hc1vc diffen~nt cl:ispCJSJ.t·Lc•n hl.Uida1ds 

withJ n a fi] c series. (See Subsc'r_tion C, L1l lm'ing.) 

3. Addition.:il four-dlg1.t file nurn1)c~·s rray not l)c c1dder1 i.oc,11.Jy. 
Requests for addiciona] four-di~:1.t t:Lle scr.1.cs numbe.cs will 
be submitted to the Records Adm1.11i_strator, TJC,\A, for :-1p,):::-ovaJ. 

C. Subdivision of Subject Files 

Docum2nts filed under a single [our-digll file number will Le 
subdivided as necessary to facilitate filing and reference. 
When, due to the general nature of the function reprcscnlcd by 
the file number or when the volum3 oL papers und.1::1~ a file number 
is or is expected to be in excess of oce folder, the material 
should be subdivided under whatever m2c1ns will best serve 1 ef­
ercncc requiremcnLs. Sub<livisions may well be made within one 
folder, particularly in lm1 activity subject areas, to consc-!rve 
space and supply costs, 

1. File Series Number Suffixes. A numerical or alphabetical 
suffix may be added to four-digit file nwubers for ready 
identification of subdivisions \,>ithin the series. Many 
files series in Appendix 5-B have prescribed suffixes for 
ease of filing and reference as well as to separate categories 
of records which have different disposition standards within 
a file series. 

2. Methods for Files Subdivision. One of the basic sequence 
methods for files subdivision specified below should be 
selected. 

a. Subject Arrangement. This term describes the arrange­
ment of files identified by digits foll owing the decimal 
in the four-digit DCAA Files System Numbers. Such files 
may also need to be further divided by sub-subjects. 
This subdivision arrangement is most frequently used in 
"general" files. 

b. Numerical Ar. 'r ·•2menc:. This system is used to subdivide 
records that :re normally iden~ified and referred to by 
number such as requisitions, contracts, assignment numbers, 
etc. Other records, such as accounting documents, are 
often arranged by allotment numbers, voucher numbers, etc. 

5-3 

https://numbe.cs
https://Locd1.Jy
https://lisposit1.0n
https://scr.1.cs


DCAAM 5015.1 

-c. Chronological Arrangement. This system is used to arrange 
documents in date sequence when the date is the primary 
means of reference. It is the most useful method for 
keeping documents in small manageable groups, usually by 
year, month, and day. Chronological arrangement is fre­
quently used in conjunction with other systems of sub­
division, Reading and suspense files are examples of 
records which are generally arran~ed by date. 

d. Geographica 1 Arrangement. Thi·:; arrangement is by geo­
graphical location such as area, country, state, county, 
etc. It is used when geographical location is of primary 
importance in referring to records. Usually, the file is 
arranged in alphabetical sequence first by the name of the 
main geographical division such a5 state, then by the 
next most important subdivision required for reference 
purposes such as counties and cities. 

e. Organizational Arrangement. This file arrangem2nt is 
used when the grouping cf documents by the name of the 
organization is of primary importance in referring to 
the records. Organizational arrangement is fundamentally 
an alphabetical and/or numerical arrangement of organ­
izations as they relate to each other. For instance, 
in Headquarters many files are subdivided by Regional 
Headquarters in alphabetical order. 

f. Alphabetical Arrangement. This arrangement is used to 
file documants by names of persons, companies, agencies, 
etc,, in alphabetical order. It is used when the name 
is of primary importance in referring to the records, as 
in the case of Official Personnel Folders. 

D. Mandatory Use of DCAA Files System - Series Numbers 

As a minimum, all file folders will contain the four-digit file 
series number prescribed in Appendix 5-B. 

III. SELECTING FILE NU11EERS 

A. General. All offices are reminded that the DCAA Files System 
is intended to preserve and protect those records created by 
DCAA offices, the Official Record Copy (ORC). 

1. An ORC may have attached as backup a document created by 
another office or agency, but this is not always the case; 
e.g., contracts are not retained as backup to contract audit 
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reporr-s. Generally, lf ,1 b:~cLup docurn• 0.ni. .1.':; c learl)• , :1c<1-

tif1.ed in tiie ORC, re ...wily avc'·1lable el.seA:c!l.'C,, 3nd v,•1.y 
large, 1.l need nol be retained w~th the O~C. 

2. Documents received that serve (\nly for future refcr,,,ir:·2 shd Ll 
be filed ocly in reference f1.les and not u~der funsL1c0aJ 
file serh•s numbers. 

3. Documents n~ceived tlJ3t require uo action on the p.Jct ()l' the 
office and which will not serve as future re[cren~e docu­
ments shall not be retRined and filed und2r funct1.on~l file. 
~cries nurnbers. 

B. Who and When 

1. Creating Offices. TI1e creating office is responsible £or 
selecting the file number, based on the function supported, 
when the rec.ord is created. 

a. On letterhead correspondence, the file number shall be 
included as part of the "In Reply Refer To" sect.ion: 

CMA 500.l (HQ) 1-CP 300.1 (Reg. HQ) 4.11/763.~10 (FAO) 

This is particularly valuable to the writer upon receipt 
of a response to the correspondence, because the file is 
identified in the reference section of the response: 

"In reply to 4.11/763.410 of 5 May 1974.. II 

b. The file number shall be shown on all file copies as 
well as the original of such correspondence. This is 
particularly valuable in reading and chronological files, 
which may be used as an index to the office's files 
system. 

2. Recipients. Recipients are not required to file a document 
under the number assigned by the creating office; however, 
in many instances, such will be the case. The recipient 
must file the document under the file series number for the 
function supported. Documents received by an office will be 
filed based on the criteria set forth in Subsection A, above, 
and Subsection C, below. 

C. How 

1. Types of Files in DCAA. Records created and maintained by 
DCAA offices are of three types: 
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a. Office: Houc;c-],1_,cr_1ng_ riles, Thr~ 0:(' rccor<ls acc,11,1ul:::11::e 
frorn operations perfon,i2d in 11 runninz_~ the office; 11 

they do nnt docum~nt the mission of the off1c2. Series 
nu,ubers 100.], 100.2, <ind 371.2 are examples of such 
files. 

b. CorriJr,o'n Mission Files, Cert.:iin files accrnnuLiuc'. in the 
performance of secondary functions 3nd subfu~ctions 
that are coffi~on to all offices. Series numbers relating 
to recurring reports and information requirements And 
many of the series contained in the 200 primar:v fLmction 
a1~e common mission file~, 

c, Mission Files, These files consist of records \,,hich 
document actions and processes tal~en in performing the 
mi.ssion for uhich the offj ce exists. The missic111 of an 
office may be determined by a review of the D~AA Organi­
zation :Manual. These files are generally identified by 
a secondary function file series number. 

2. In selecting file numbers, it is important to keep in mind 
the type of record, as described in 1, above; the functional 
approach discussed in Section II.A, preceding; and to think 
in terms of the significance of the paper in connection with 
the secondary functions and subfunctions. While applicability 
to a specific organizational level or office of DCAA has been 
designated when possible, the organizational structure and 
the dispersion of DCAA Field Audit Offices preclude such 
designation for all files series. 

3. So that the System will provide basic file numbers for all 
categories of documents, the first file number in most primary 
and secondary functions is a "general" file. Such numbers 
are to be used ONLY when there is no other file number within 
the group appropriate for filing of the paper. Care must be 
used in filing papers in "general" files and such files shall 
be frequently reviewed for improper filing procedures. 

IV. FILES OUTLINES 

A. A files outline (Appendix 5-A) has been prepared as an aid to 
finding applicable file numbers. After finding the appropriate 
four-digit number, the descriptive :natter in the text (Appendix 
5-B) must be consulted to affirm that the proper subgroup has 
been found and to select the proper number for the paper to be filed. 

B. Most offices will need to use only a relatively few of the file 
numbers contained in the DCAA Files System; however, all offices 
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wi..lJ probably require rn..rny £:ilcs l:isLcd ln !:lt'.: J 1J(,, 21.10, ,•r~J 
500 series. For purposes of day- to-<.idy files op•s 1..:: t.i.n~ ,:.' .:ucc ,::s, 
offices will fJ nd it helpful t:o dev,,J op iin.J J,_c,ep curre'1t ci t.de 
plan. Such a plan should sho,, the file number, file c-~tie, ,Hl 
a brief dc.scnpt1.on of each file re,:uired by the ,_,££1cc, L,: 
addition, when ,1ppropdatc, infor!.'C:ticn as to tl·,2 sr,c~cj fie st.b­
divisj ons or subtitles in use or th,~ mc,thod of ::: 1-1hJ1vis1cu 
should be in~luded 1.n such lists. Do not set up ~u1des an~ 
folders for categories until the need is 1ndicvt~d. 

V. DISPOSITION STANDARDS 

Dispositj on standards listed 1.n Appendix 5-D are l,lt.imate disrrn':L:!l 
standards based on tbe value of the records. lnstn1ction.s [u1: 

cutoff nnd retirement of records are cont.J i.ned in Ch,: 1,ter ,'.," Supple­
mental instructions for Field Audit Offices are also contained Jn 
Appendix 5-B, 760 series. 
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Al'PENJJJX :i - A 

OUTLINE OF DC/,_,/\ FILES SYSTEM 

100 ADMINlSTR..ll.TION 

100 OFFICE ADHINISTRAT10N 

100.1 Office Internal Management 
100,2 Office Reference 

110 FACILITlES AND SPACE ADJl1INISTRATION 

llO. l General 
110. 2 Policies and Procedures 
110. 3 Directory of DCAA Offices 
110.4 Space Assignments 
110. 5 Recurring Reports and Information Requirements 
110. 6 Building Management 
110. 7 Family Housing 
110.8 Parking Permits and Vehicle Registration 
110.9 Temporary Passes and Permits for Visitors and Vehicles 
110.10 Reference Files 

120 SUPPLY AND PROPERTY ADMINISTRATION 

120.1 General 
120.2 Policies and Procedures 
120.3 Requisitioning Case Files 
120 .t~ Property Officer Designations 
120.5 Property Inventory Records 
120.6 Property Adjustment· Appr ova ls 
120.7 Excess Personal Property 
120.8 Property Pass Files 
120.9 Recurring Reports and Information Requirements 
120.10 Reference Files 

130 SAFETY PROGRAM 

130.1 General 
130.2 Policies and Procedures 
130.3 Recurring Reports and Information Requirements 
130.4 Individual Accident Case Files 
130.5 Reference Files 

5-A-l 
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llrO 

150 

151 

152 

151. 1 
151. 2 
151. 3 
151.4 
151. 5 
151. 6 
151. 7 
151.8 
151.9 
151.10 
151.11 
151. 12 
151.13 
151.14 
151. 15 

ENVlRONNENT A@ ENERGY CONSER\'ATION 

140.1 Gen2r EI] 

140.2 Policies 8nd Procedures 
lii O. 3 Recurri.ng Reports and Inform:itlon RQquirer::2nts 
140.4 Inclividual Project Case Files 
140.5 lieference Files 

SECURITY AND INTELLIGENCE 

150.l General 
150.2 Policies 3nd Procedures 
150.3 Designation of Security Control Officers 
150.4 Recurring Reports and InforuIBtion Requiremencs 
150.5 D2IeJ1se Investigative Program 
150.6 Reference Fi1es 

INFORMATION SECURITY 

General 
Regrading and Declassification 
TOP SECRET Controls 
TOP SECRET Accountability 
SECRET and CONFIDENTIAL Accountability 
Classified Document lnventory 
Classified Titles Index 
Internal Classified Document Receipt 
Classified Document Container Records 
Inspections 
Training and Orientation 
Administrative Violations 
Major Violations 
Foreign Visitor Records 
Reference 

PERSONNEL SECURITY 

152.1 
152.2 
152.3 
152.4 
152.5 
152.6 
152.7 

General 
Personnel Security Case Files 
Case Resumes 
Clearance Request Files 
Clearance Certification 
Security Accreditations 
Authorized Couriers 

5-A-2 



152.8 Notifications of Security Clearance Stntus 
152.9 SpecJal Access Security CleAr8nce 
152.10 Not1f1caL1ons oi Visits 
152. 11 Bi:icfings 
152.12 De::briefings 
152. 13 Investigation Cross-Servj_ce Agreement;-. 
152.14 Security Status Master Llst 
152.15 InvestJgation Control 
152.16 Special Access Security Programs 
152.17 C~ntral Clearance Group 
152.]8 Reference Files 

153 PHYSJCAL SECURITY 

153.l General 
153.2 DCAA Facility Security Data 
153.3 Key Control Records 
153.4 Lo&t and Found Files 
153.5 Intelligence Summaries 
153.6 Reference Files 

160 TRAVEL AND TRANSPORTATION 

160.1 General 
160.2 Policies and Procedures 
160.3 Transportation Officers/Agents 
160.4 Recurring Reports and Information Requirements 
160.5 Travel Orders 
160.6 Transportation Requests 
160. 7 Transportation Request Register 
160.8 Local Transportation Authorization 
160.9 Bus Passes 
160.10 Administrative-Use Motor Vehicles 
160. 11 Reference Files 

200 PLANNING AND REVIEW 

205 PLANNING NW REVIEW 

205.l General 
205.2 DCAA Advisory Council 
205.3 DCAA Annual Report 
205.4 DCM Executive Conferences 
205.5 Annual Report of the Secretary of Defense 
205.6 Regional and FAO Conferences 
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210 

220 

225 

230 

240 

205. 7 Staff Neetinf!,!:, 
205.8 Othe1 Conferences and MectingQ 
205.9 Reference F1.l0s 

PREPAREDNESS PLANNING 

210.1 Genera] 
210.2 Emer[,,ency 

210 . .3 Tests and Exercises 
210.4 Fire Evacuation Plans 
210.S Bomb Threat Plans 
210.6 Serious Incident Reports 
210. 7 Reference Files 

REVIEW AND ANALYSIS 

220.1 Genernl 
220.2 Policies and Procedures 
220.3 General Purpose Surveys 
220.4 Special Studies nQd Analyses 
220.S Regional Headquarters Visits to FAO's 
220.6 Functional Surveys and Reviews 
220.7 Scheduling 
220.8 Reference Files 

EXTERNAL INSPECT10NS AND lNVESTIGATIONS 

225,1 Congressional Investigations and Hearings 
225.2 General Accounting Office Investigations and Audits 
225.3 Office of Secretary of Defense Inspections 
225.4 Inspector General 
225.5 Reference Files 

ECONOMIC ANALYSIS 

230.1 General 
230.2 Policies and Procedures 
230.3 Recurring Reports and Information Requirements 
230.4 Project Files 

LEGAL MATTERS 

240.1 General 
240. 2 Statements of Employment and Financial Interests 
240.3 Legal Opinions 
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250 

260 

270 

275 

280 

21-10. I'.~ RL:ca1T Ing Reports and Information R·~:qu ,.rcm_··nts 

21'.;0. 5 Reference Files 

INTERAGE?;cy ,\W'l INTEIWATIOYAL L [Al SO!..J 

250. l, General 
250.2 Policies and Procedures 
250.3 Recurring Reports and Information Rc:gt:iremencs 
250.4 Reference files 

LEGISLATJVE AND CONGRESSIOh/AL 

260.1 General 
260.2 Policies and P;.-ocedures 
260.3 Legislation 
260.4 White House Correspondence 
260.5 Committee Correspondence 
260.6 Congressional Correspondence 
260.7 Reference Files 

ORGANIZATION MTD FUNCTIONS 

270.l Defense Contract Audit Agency 
270.2 Headquarters, DCAA 
270.3 Regional Headquarters 
270.4 Fie]d Audit Offices 
270.5 Reference Files 

COMMITTEE MANAGEMENT 

275.1 General 
275.2 Policies and Procedures 
275. 3 Case Files 
275.4 Recurring Reports and Information Requirements 
275.5 Reference Files 

MANAGEMENT IMPROVEMENT 

280.1 General 
280.2 Policies and Procedures 
280.3 Management Surveys 
280.4 Project Files 
280.5 Recurring Reports and Information Requirements 
280.6 Reference Files 
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290 lIJSTORICAL YlLES 

290.l DCAA Hiscories 
290.2 Planning Grau~ Docu~ents 
290.3 Activity Historjcs 
290.Li DCAA Ci1ronolop.cal File 
290.5 Region~l Manager 1 s Chronological File 
290.6 Principal Staff Element Chrunological File 
290. 7 FAO Chronologlcdl/Reading Files 
290.8 Re2clin6 Files 
290.9 Executive Staff Files 
290.10 Historical Background and Reference Mate~ials 

300 PERSONI\fEL AD1'1INISTR1\TION 

301 PERSONNEL ADMINISTRATION 

301. 1 Genera] 
301.2 Policies and Procedures 
301. 3 Designation of Civilian Personnel Officer 
301.4 Servicing Agreements 
301. 5 RecuTring Reports ~md Information Requirem2nts 
301.6 Reference Files 

306 POSITION CLASSIFICATION AND PAY 

306.1 General 
306.2 Classification Standards 
306.3 Standards Development 
306.4 Position Descriptions (Master File) 
306.5 Position Descriptions (Number Leg) 
306.6 Position Descriptions (Extra Copies) 
306.7 Position Descriptions (Organization File) 
306.8 Position Surveys 
306.9 Wage Board Administration 
306.10 Special Salary Rates 
306. 11 Salary Schedules 
306.12 Reference Files 

311 RECRUITING AND HIRING 

311.1 General 
311. 2 Civil Service Certificates 
311. 3 Applicant Supply Files 
311.4 Applications 
311. 5 Job Opportunity Announcements 
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311. 6 Paid Advcctising 
311. 7 P1•1t,rity Placement (Stopper) lists 
311. 3 Overseas Returner Lists 
311. 9 Student Trainee Program 
311. 10 Re2u1~ri n:.'., Reports ,,ind Tn£orc,,2t 10n Rec;cd n'rn•:i,-,t:s 
311. 11 Reference Files 

315 CAREER MANAGE:MENI' 

315.1 
315.2 
315.3 
315. Lf 

315.5 
315.6 
315.7 
315.8 
315.9 
315.10 
315. 11 

General 
Careor Programs 
Qual Hication Standa1·ds 
Applications for Promotion 
Reemployment Rights 
Reassignments, Jo1J Rotation, 
Referr1:1l Lists 
Promotion Register and Record 
Executive Manpower Resources 
Executive Development Program 
Reference Files 

c1nd Details 

Board Activities 

321 TRAINING 

321.1 
321. 2 
321. 3 
321.4 

General 
Training Plans 
Individual Record 
Recurring Reports 

of Training 
and lnforffiiJtion Requirements 

322 LOCAL TRAINING 

322.1 
322.2 
322.3 
322. 4 
322.5 
322.6 
322.7 
322.8 
322.9 

Component Administered Auditor Training 
Component Administered Non-Auditor Training 
Component Administer~d Course Evaluations 
Defense Contract Audit Institute Management and 
DCAI Courses 
Course Development, Background, and Evaluation 
Students and Instructors 
Non-DCAA Participation 
Reference Files 

Supervision 

323 NON-DCAA TRAINING 

323.1 
323.2 
323.3 
323.4 

General 
Other Government Training 
Non-Government Training 
Reference Files 
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330 PROFESSIONAL ACTJVITIES 

330.l Gcne1·nl 
330.~ CPA Accred~calioa 
330.3 CPA Preporotion 
330.4 Professional Activity Cnse File~ 
330.5 Reports on Professi011~d ActivitHc:•, 
33.J.6 Reference Fil es 

341 INCEl'!TlVE Ar-.TD ACCO~·IPLlSHMirnT Ai-J:\RDS 

341.1 General 
3lf 1. 2 Incentive Awards Reports 
341. 3 Register of Honorary anJ Monetary k-.1ards 
34] .4 Incentive A1,,ards Boards 
34].5 Nominations for Awards 
341. 6 Letters of Co1Tu11endation and Appreciation 
341. 7 Civilian Service Emblem Control Files 
341. 8 Employee Suggestion Register 
341. 9 Employee Suggestions 
341. 10 Reference Files 

346 EQUAL EMPLOYMENT OPPORTUNITY 

346.1 General 
346.2 Affirmative Action Plans 
346.3 Annual Report 
346.4 Special Reports on EEO 
346.5 Reference Files 

347 LAB OR- MANAGEHE NT RELATIONS 

347.1 General 
347.2 Case Files 
347.3 Labor Relations 
347.4 Reference Files 

349 STANDARDS OF CONDUCT 

349.1 General 
349. 2 Operations 
349.3 Reference Files 

350 ADVERSE PERSONNEL ACTIONS 

350.1 General 

(ExcopL SuggestJ.ons) 
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358 

361 

371 

381 

387 

350.2 
350.3 
350.4 
350.5 

EMPLOYEE 

358.1 
358.2 
358.3 
358.4 

EMPLOYEE 

361.1 
361.2 
361.3 

Competitive Levels 
Retention Registers 
Reduction in Force 
Reference Files 

COMPLAINTS, GRIEVANCES, AND APPEALS 

General 
EEO Complaints 
Grievances and Appeals 
Reference Files 

BENEFITS 

General 
Benefit Files 
Reference Files 

PERSONNEL OPERATIONS 

371.1 
371. 2 
371. 3 
371.4 
371. 5 
371. 6 
371. 7 
371.8 
371.9 
371. 10 
371. 11 
371. 12 
371. 13 
371.14 

General 
Supervisor's Personnel Records 
Personnel Identification Media 
Personnel Identification Registers 
Locator Records 
Personnel Authorizations 
Service Record File 
Inactive Service Records 
Departure Clearances 
Group Action Requests 
Chronological Journal 
Attendance and Leave 
Official Personnel Folders 
Reference Files 

PROGRAM PLANNING AND EVALUATION 

381.1 General 
381. 2 Program Planning and Evaluation Reports 
381. 3 Civil Service Commission Inspections 
381.4 DCAA Surveys of Civilian Personnel Administration 
381. 5 Personnel Conferences 
381. 6 Reference Files 

MILITARY PERSONNEL 

387.1 General 
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387.2 Ready Reserve 
387.3 Reference Files 

388 DCAA SAVINGS BONDS PROGRAM· 

388.1 General 
388.2 Savings Bonds Reports 
388.3 Reference Files 

399 MORALE, WELFARE, AND RECREATION 

399.1 Morale, Welfare, and Recreation 

400 FINANCIAL MANAGEMENT 

400 FINANCIAL MANAGEMENT 

400.1 General 
400.2 Policies and Procedures 
400.3 Reference Files 

410 BUDGET 

410.1 Budget Execution 
410.2 Budget Formulation and Presentation 
410.3 Manpower Requirements and Utilization Review 
410.4 Recurring Reports and Information Requirements 
410.5 Cross-Service Support Agreements 
410.6 Reimbursable Audits 
410.7 Budget Program Data 
410.8 General 
410.9 Reference Files 

420 ACCOUNTING 

420.1 General 
420.2 Policies and Procedures 
420.3 Accounting Correspondence 
420.4 Imprest Funds 
420.5 Recurring Reports and Information Requirements 
420.6 Transactions for Defense Agencies Disbursement Reports 

421 GEI\"ERAL ACCOUNTS LEDGERS 

421.1 Fund Authorizations from OSD 
421.2 General Ledgers 

5-A-10 



lf22 ALLOTHENT RECORDS 

Lf22. 1 
l'f22. 2 
422.3 
422.4 
422.5 

L123 POSTING 

423.1 

lf23. 2 
423.3 
423.4 
423.S 

c~sh D1.sburseQent Ledger 
Obl1sati_on Concrol Led8er 
Allotment Working Papers 
Fur.d Author1.zat:1.ons fro,11 HQ, DCAA 
Disbursement Vouchers 

AND CONTROL HEDIA 

Accounts Receivable Bills, Subsid1.2ry, and Co]]ection 
Ledgers 

Accounts Recejvable Collection Vouchers 
Operating Budget Control and Status Ledgers 
Journal Vouchers (SF 1017G) 
Cancel led Obligating Documents 

430 MANPOWER 

430.1 
430.2 
430.3 
430.4 
430.5 
430.6 
430.7 

General 
Policies and Procedures 
Personnel Authorizations 
Personnel Control 
Personnel Strength Reports 
Manpower Surveys 
Reference Files 

440 PAYROLL LIAISON 

440.1 General 
440. 2 Time and Attendance Reports 

500 INFORMATION SYSTEMS A~TI SERVICES 

501 PUBLIC AFFAIRS 

501. 1 
501.2 
501. 3 
501.4 
501.5 
501. 6 
501. 7 
501.8 
501. 9 

General 
Policies and Procedures 
Press Releases 
Published Articles 
Speeches 
Community Relations 
Public Ceremonies 
Charitable Programs 
Blood Donor Program 
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501. 10 l'lon-Govet·rnncnt Er1cij_ngs 
501. J 1 Recun~ing Reports ancl Inf:or111.9r:1ou Requ:i.:'.',c'.11>'2uts 

501. J 2 Hetere:-:--tc.e Files 

502 AVA1LL4DJUTY TO THS PU:B.f lC OF DC1\A llff1X''",JJl,~'10N !.\iJ CC1:'lTC·_"i'_, ,_;; 
11 FOR OFFICIAL USE O~LY" .rnrORMAT [OH 

502.1 General 
502.2 Policies and Procedures 
502.3 User Charges 
502.4 Requests Allowed 
502.5 Request Denied 
502.6 Appeals to the Director, DCAl\ 
502. 7 Recurr .i.n6 Reports and Inforuiatinn Rer1u.i.re:1:12nts 
502.8 Reference Files 

510 FILES MAINTENANCE AND DISPOSITION 

510.1 General 
510.2 Policies and Procedures 
510. 3 Records Control Schedules Approval 
510.4 Records Transfer and Retirement Control 
510. 5 Files Equipwent and Supplies 
510.6 Recurring Reports and Information Requirements 
510.7 Reference Files 

520 TELECOHHUNICATIONS 

520. 1 General 
520.2 Policies and Procedures 
520.3 Teletype and Teletypewriter 
520.4 Telephones and Interphones 
520.5 Telephone Toll Call Records 
520.6 Message Logs and Registers 
520. 7 Recurring Reports and Information Requirements 
520.8 Reference Files 

530 OFFICE MACHINES 

530.1 General 
530.2 Policies and Procedures 

, 530. 3 Office Machine Evaluation Case Files 
530.4 Recurring Reports and Information Requirements 
530.5 Reference Files 
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5L10. 1 Genernl 
540. 2 Po 11 c. u2s cJnc1 Procec1ur2.s 
SL10. 3 Offici2l Puhl1cation2 records s~t 
51-1-0. tJ Publicallons Coordination Files 
540.5 Recurring Reports onJ Informat1on Require~2nls 
540.G Implementation of DoD Issuances (IIQ, DCAl\, O!'fJX) 
540. 7 Reference Files 

541 PERIODICALS 

541.1 General 
541. 2 Policies and Procedures 
541. 3 Periodicals Record Set 
541. 4 Periodical Background Material 
541. 5 Recurdng Reports ancl Information Requirements 
541. 6 Reference Files 

545 PRINTING AND DISTRIBUTION 

SL15. l General 
545;2 Policies and Procedures 
545.3 Manuscripts and Art Work 
545.4 Accountable Publications Receipt and Issue Records 
545. 5 Accountable Forms Receipt and Issue Records 
545.6 Publications and Distribution Files 
545.7 Publications and Blank Forms Stock Records 
545. 8 Publications and Blank Forms Supply Files 
545. 9 Printing and Duplicating Requisitions 
545. 10 Recurring Reports and Information Requirements 
545. 11 Reference Files 

550 AUDIO-VISUAL AIDS 

550.l General 
550.2 Policies and Procedures 
550.3 Audio-Visual Aids Case Files 
550.4 Recurrinl Reports and Information Requirements 
550.5 Technical Material Reference 
550.6 Reference Files 

560 FORMS 

560, 1 General 
560.2 Policies and Procedures 
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1560.3 }tee tlrring R.cports a nJ ~nf nrr•1,-:.1 ~ lL n ::-·'--='·qu1 re.rnc.n~s 

560.4 Fon,1s 1,randgc~ment Case Fi::>3 
560.5 Nc-n-DCfa.A Form::, CD~H:' FL l c;; 

560.6 Forn1s lZcgi:--~ t~J 

560.7 Forffis Fu~cl1onal Fil~ 
560.8 Reference F .Lleb 

565 RECURRING REPORTS AND Hff01U1AT10N REQUIR!~:lt:i<l'S 

565.1 GPneral 
565. 2 Policies and Procedures 
56.J.3 Reports and Informotion Requirement Case Fi.Los 
565.4 Reports Control Symbol Rccister 
565.5 Recurring Reports and 1nf □ Lmat1on REquiremeLcs 
565. 6 Reference Files 

570 CORRESPONDEt-:CE 

570.1 General 
570.2 Policies and Procedures 
570.3 Recurring Reports and Information Requirements 
570.4 Reference Files 

575 1'1AIL 

575.1 General 
575.2 Policies and Procedures 
575.3 Suspense Files 
575.4 Postal Directory 
575.5 Accountable Mail Control 
575.6 Routine Mail Control 
575.7 Recurring Reports and Information Requirements 
57 5.8 Lost and Rifled Mail 
57 5. 9 Reference Files 

590 AUT01'1ATED DATA PROCESSING (ADP) MANAGEMENT AND SERVICES 

590.1 General 
590.2 Policies and Procedures 
590.3 ADP Planning and Program Management 
590.4 ADP Systems Development and Evaluation 
590.5 Recurring Reports and Information Requirements 
590.6 Data Standardization 
590.7 ADP Systems Implementation 
590.8 Management Information System (MIS) Projects 
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700 AUDJT MANACEMEiH' 

700 AUDIT t-J1\N/\C'EHENT 

700.1 Cercra] 
700.2 Recurring Reports 
700.3 One-Time Information Re~uircrn~nts 
700. Lf Rcvicw/Coorcl1natJ_on 011 Non-DCAA ['11bl1catiot1"3 
700.~ Post Review of Technicdl Justruct108s 
700.6 Seminars and Conferences 
700.7 Indoctrination and Training 
700.8 Coimni t tee Rcpresenta tion 
700.9 RC:'scarch Pn)_iccts and Speci.::il Studies 
700.10 }{efcronce F Lles 

701 POLICIES AND GUIDANCE 

701. 1 General 
701. 2 DCAA Policy File 
701. 3 Policy Formulation 
701.4 Audit Guidance 
701. 5 Technical Data Bank 
701. 6 Testimony Before Judicial or Quasi-Judicial Bodies 

702 SPECIAL PROJECTS 

702.1 General 
702.2 Advanced Audit Techniques 
702.3 Special Audits 
702.4 Cost Accounting Standards 

703 OPERATIONS MANAGE~IBNT AND SUPERVISION 

703.1 General 
703.2 Operations Evaluation 
703.3 Operat ions Management 
703.4 ~echnical Audit Programs 

704 STANDING PART 2, SECTION XV, ASPR SUBCOMMITTEE 

760-763 AUDIT SERVICES 

760 CONTRACT AUDIT ADMINISTRATION 

760.1 General 
760.2 Scheduling 
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760.3 1-\udit Guidance l:-\frnors:1ndt1111s 
760. l'.1 Reccn-rin:; Report:; c.1nd Inf:01.n11tic1: Requn:0rn€';-it3 

7Ci0.5 RefeL·cnce Files 

761 TllE PERMANli:NT FILE 

761. 1 ContracLor Correspondence 
761. 2 ContraLtor nackground 

762 CONTRACT 

762.0l 
762.02 
762.03 
762.04 
762.1 
762.2 
762.4 

AUDIT CASE FILES 

Contract ~orrespondence 
Contracts 
Contract Brief Card 
Public Vouchers 
Incurr2d Costs 
Forward Pricing 
Other Audits and Reviews 

763 OTHER AUDIT SERVICES 

763.3 
763.410 
763.411 
763.43 
763.435 
763.445 
763,l~S 
763.49 
763.499 

Procurement Liaison 
CAC Conferences 
CAC Case Files 
GAO Activity 
Surrnnary Reports 
CAS Special Requests 
Special Projects and Studies 
Negotiation Conferences 
Other Audit Services 
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APPENDIX 5-B 

FILES SERIES IDENTIFICATION AND DISPOSITION STAf.'DARDS 

100 - ADMINISTRATION 

This primary functional series relates to Office Administration 
(100), Facilities and Space Administration (110), Supply and Property 
Administration (120), Safety Program (130), Environment and Energy 
Conservation (140), Security and Intelligence (150), and Travel and 
Transportation (160). 

100 OFFICE ADMINISTRATION. Records accumulated in individual offices 
relating to the internal management and administration of the 
office, EXCLUDING mission files which will be filed under the 
appropriate primary or secondary function. 

100.1 Office Internal Management. Records relating to the internal 
management of the office including responsibilities of 
individuals and subelements of the office; standard opera­
ting procedures; and similar office administration records. 

ALL OFFICES: Destroy when superseded, obsolete, or upon 
discontinuance of the office. 

100.2 Office Reference. Files which are comprised of extra copies 
of papers, publications, and other records which are 
maintained for reference rather than for documenting the 
official mission assigned to the office. 

ALL OFFICES: Destroy when superseded, obsolete, or upon 
discontinuance of the office. 

110 FACILITIES AND SPACE ADMINISTRATION. Relates to acquisition, 
allocation, and utilization of space, including related correspon­
dence and reports; requests for building and facility services; 
compilation of the Directory of DCAA Offices; and files reflecting 
the activities of the office responsible for liaison between DCAA 
and other agencies who provide real property space through cross­
service support agreements. 

110.1 General. Documents relating to facilities and space 
administration which, due to their general nature, cannot 
be logically filed elsewhere in the 110 series·(//•/) 

ALL OFFICES: Destroy after 2 years. 
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110.2 

110.3 

110.4 

110.5 

110.6 

110.7 

Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on facilities and space, in­
cluding copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Directory of DCAA Offices. Correspondence, forms, and other 
records relating to the compilation of the Directory of 
DCAA Offices. (See 545. 6 series for distribution lists.)(//· 3 J 
ALL OFFICES: Destroy 2 months after issuance of the Directory 
or Change thereto. 

Space Assignments. Copies of documents relating to space 
assignments, agreements, building plans, requests for 
building and equipment alterations and maintenance, and 
related records accumulated by offices whose mission is 
space planning, assignment, and adjustment. (I/- z.) 
ALL OFFICES: Destroy 2 years after termination of assign­
ment. 

Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements relating to 
facilities and space use and management. 

ALL OFFICES: Destroy after 3 years. 

Building Management. Documents relating to building manage­
ment matters accumulated when a DCAA office has such 
responsibility, EXCLUDING physical security - see 153. 

ALL OFFICES: Destroy 2 years after termination of 
responsibility. 

Family Housing. Documents relating to the utilization of 
military family housing by DCAA civilian employees. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
2 years, whichever is earlier. 
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110.s 
to Lhe allotment of p:irking :•,pr:cc:G ,1nd the regu, ren n;:; 
of privately ovned vehicles for erJpluy::::~s o:: DCAA. 

ALL OFFICE~~= Dest rr-y wl,en sup··r:.:-0.riecl, ob:.:-oiccc, o-;_ 1 vc2r 
after revocation, whichGver is earlier. 

11 0. 9 Temporary Passes and Permits for Vlsit~rs and Vehiclrs. 
Documents which rE-fle:ct the request for, h,sn,1nc(~ cC, dnd 

use of vi.sitar passes and vehicle permits to gain acccs'3 
to and exit from Government facilities on a one-time bas1s, 
including visitor registers. 

ALL OFFICES: Destroy after 2 yedrs. 

110.10 Reference Files. Files relating to the general field of 
facilities and space consisting of extra copies of docu~~nts 
which duplicate the record copy filed elsewhere; rougl1 
drafts, notes, work papers, and other.material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

120 SUPPLY AND PROPERTY ADMINISTRATION. Relates to the requisitioning 
of supplies, equipment, and services; and to personnl property 
administration matters, such as accountability, inventory, storage, 
maintenance, and disposal, EXCLUDING financial documents - see 400. 

120.1 General. Documents relating to supply and property 
administration which, due to their general nature, cannot 
be logically filed elsewhere in the 120 series. (3-3)(./- I/) 

ALL OFFICES: Destroy after 2 years. 

120.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on supply and property, including 
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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120.3 

120.4 

120.5 

120. 6 

120.7 

120.8 

Reg2-~~Jt]on:5ng C~qC;_~Flles" L'oct:ncnLs r:~I•,:,~~:1; tG c .... s-.:."I~ir1:; 
suprlie!", e:qu·Lprrent, ,J,1_d c;,.:'rV i,::e:e accu:i-·11 :r.:,=.d Li c, ,.__ ;-,-.., 
servtP.:; as lia-L,;,rn_ he.tween DCAA dncl th,': p11,·ch:1::;:i,'~ ,:·:,1 
contracting offj cers of fl~;c:nc:i ::s pr-0,~_1 c1::1L~ s1-1r:h ;... ~- .. , J( t' 
through cross-send ce .support agrec.1,,eli~--'. 

LIAISON OFFICES: Destroy efte~ 3 yea1s. 

Prop12.rtv _q_£ f iccr D~~~-h.;~1.:'l ti on~. Doc:ur:,211 i:!:: 1:c f l2c L.. ::-• ,: 
designation of prop2rty of[iccv,, inclu<11n6 L::Ll,~~-s of 
appoi11tmenc and termination. 

ALL OFFICES: Destroy 2 years after termi11ation of 
appointment. 

Property Inventory Records. Files and rccccds m2i.ntd,ined 
which reflect the receipt, ~nvent.ory, and dispo~,-iL"io:t of 
personal property. 

PROPERTY OFFICERS: Destroy 1 year after all ndjusti'lent 
vouchers have been prepared m1d have reached fina 1. 

approval and the next comparable inventory has been com­
pleted. 

Property li.djustment Approvals. Documents reflecting the 
circumstances concerning the loss, unscr.vj ceability, or 
destruction of property and serving to determine pecuniary 
or other responsibility for the absence or conditj on of 
the articles, and the writine off of property accountability 
by reason of theft, loss, etc. 

PROPERTY OFFICERS: Destroy after 3 years. 

Excess Personal Property. Relates to reports of personal 
property which has been determined to be excess to the 
needs of a particular activity and to the release of excess 
or surplus personal property to a properly disposal officer 
or by donation to authorized non-Government agencies.(q-,!;,-J 

PROPERTY OFFICERS: Destroy after 3 years. 

Property Pass Files. Documents authorizing the loan or 
removal of property and materials which are to be re-
turned. ( Jif - / 3) 

PROPERTY OFFICERS: Destroy 3 months after property 
is returned. 
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120.9 ltec1_r·~~rJng l~c-~}:crLs 2.n,__: ln~vrTlt~.. ttv, 1 ~.>~u i rer1, 1:'~l c-.:_.. r~ecu1. 1, £·:;~ 

reports a1Ld onc.-tin1e: i1J:'or1J.at-Lon rc,4_n.1_r,~rrler·L~-; rclati.1::, ro 
supply and property IB2tt~rs. 

ALL OFFICES: Destroy ,d:Lcr 3 )Cc1rs. 

120.10 Reference Viles. Files relating to the gen2r2l flelJ of 
supply and p:coperty coi,<,isthig of c.xtra cop.i.,:.:s of <locdllt'.2r•i:~; 

which duplicate the r0co1d copy fi-u:,d else111•en; rou,~,1 
drafts, notes, work papet"s, and other materi;:;l being held 
for reference. 

ALL OFFICFS: Destroy when superseded, obsolete, or no 
longer needed for referenc~, whichever is earlier. 

130 SAFETY PROGRAM. Relates to th2 progrnm to reduce the fcequr~ncy .:=i.crd 
seve:c.i.Ly of accidental injuries to personnel on the premises of 
DCAA or while perfonning assignments incident to DCAA operations, 
and compensation for such injury. 

130.1 General. Documents relating to the safety program which, 
due to their general nature, cannot be logically filed 
elsewhere in the 130 series. 

ALL OFFICES: Destroy after 2 years. 

130.2 Policies and Procedures. Documents relating to the deve1op­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on safety, including copies of 
interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

130.3 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements relating to 
accidents and accident experience, including reports of 
accidents of motor vehicles, fire, and personal injury, 
EXCLUDING case files - see 130.4. 

ALL OFFICES: Destroy after 3 years. 
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130.4 Individual Accident Case Files. Case files of reporting and 
reviewing offices consisting of reports and related papers 
regarding accidents incident to DCAA operations pertaining 
to injuries of individuals or accidents involving motor 
vehicles and other equipment and property damage. 

ALL OFFICES: Destroy 10 years after all aspects of the 
case are closed. 

130.5 Reference Files. Files relating to the general field of 
safety consisting of extra copies of documents which dupli­
cate the record copy filed elsewhere; rough drafts, notes, 
work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

140 ENVIRONMENT AND ENERGY CONSERVATION. Relates to functions performed 
by offices administering programs involving protection of the 
environment and the conservation of energy. 

140.1 General. Documents relating to environment and energy 
which, due to their general nature, cannot be logically 
filed elsewhere in the 140 series. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, or after 2 years, whichever 
is earlier. 

140.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on environment and energy con­
servation matters, including copies of interim policy state­
ments issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

140.3 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements regarding DCAA's 
participation in environment and energy conservation programs. 

ALL OFFICES: Destroy after 3 years. 
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140.4 Tndiv~:-1 u2_l Pro·;Pd. C::se Fi~_t:'':_· C:ise fj l,:; ::cL-i::. ~1' ! ~-.:. 

specific.. progr.D,::, anJ projcci:s to pr(Jto.c'-- t.1e e:;.w·I rofffte·,t 
a11d c.ori.f3crve energ";,.:, f~uch ..1~:. c~!J_ pc,ol prc:_~YL:T}1t:, 

con:::ervc11~j_on, and energy reJ,,._tiorr pr(>i~r--:r,o:. 

ALL OFJ71CES: De~:troy 2fter 5 v:·c.n;. 

140.5 Reference Files. Files relat1ns rn the ge~ccal fie~~ 0£ 
energy c.l~"'ld coaserv.J.1:.jo~1 co11!:i.s~i.i1g of exL.r<1 c.opic:·"3 o;­
document:::, which duplicate the record c0py £J.Jccl E.:i.s,::.,\,fr,2rc; 
rough drafts, noccs, work papers, and other materidl ½e~ng 
held for reference. 

ALL OFFICES: Destroy when SLtpe rsecled, 011 St..' Lete, oi no 
longer needed for refeience, •1hichever ls earlier. 

150 SECUR:::'.i:'Y /"ND INTELLIGENCE. T:.ecords re L1ting to security ,mcl 
intelligence matters including the safekeeping, control, and 
dissemination of classified information and other sensitive informa­
tion, security classification management; personnel security -~nvesti­
gation and clearance; special access programs; physical security; 
special personnel identification; visits of foreign nationols and 
related security and intelligence matters. 

150.1 General. Documents relating to security and intelligence 
which, due to their general nature, cannot be logically 
filed elsewhere in the 150 series. (I%- ;l.) 
ALL OFFICES: Destroy after 2 years. 

150.2 Policies and Procedures. Doclilllents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on security and intelligence, 
including copies of interim policy and procedures stateruents 
issued prior to publication in official DCM numbered policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

150.3 Designation of Security Control Officers. Documents relating 
to the designation or assignment of individuals as security 
control officers and custodians of classified documents. 

SECURITY CONTROL OFFICERS: Destroy 2 years after termina­
tion of appointment. 

5-B-1-7 

https://proto.c'--t.1e


0150.l. l~~ec urr _i__r·: g Re> ;,o rt s _ .~11d :nfor.~--,·;_~ 011 ~-~C;q :..~:: 1__{ • ~ 1~- ~ . :~c - '--t. i~ iu .s 
reports a1~d 011c-ti1nE:~ in:oxn,.(.i1 LOD rentJ1-1,::11·::::at:~.. re.I?",_~; l:_i:i:.:~ 

secm:lty and jntell1 6,c-ncc ma-::ten;. 

150.5 De::ense Investiga~ ~-vc ?ro_s.2-:_0-~. I;.eco:i:-(ls ,·.,J,:i.l:i:1~; co t.h2 
develop1,1ent 2nd arimini st rat ion ed. l1gency--, :_i.c:.c :imJ;12 ,::en ta tion 
of the D~"?.fensc Tn\12stigiJti\,.,.C J-·rc,t_:ram, inclu.c~ir1~ J::"L\:;1::..tt:-.r oi 
plans, progr,-,_J11s, regulations. a,d rela.tet: 1.ecords p .c:r t <1 i.riing 
to the L~reai:; lnclnded in the Defense J.n,;,e:st i.[_;ativl:! l'"c·o;n~am, 
EXCLUDING records dc.::;criticd in 150.2. 

SECURITY OFFICER, DCM: Destroy when superseded, ob:,olet.e, 
no longer needed for reference, or after 2 y<-!c,rs, wL:J.cl·,c\1cr 
is earlier. 

150.6 Reference Files. Files relating to the general f:i_,~l.d of 
security and intelligence consisting of exLra copies of 
documents which duplicate the record copy filed elsewlw.ce; 
rough drafts, notes, work papers, and otlwr raaterial belng 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

151 INFORMATION SECURITY. Relates to the general admi.nistration of 
the security classification system and the measures required 
to safeguard security classified infonnation. 

151.1 General. Documents relating to information secud ty ,,1hich, 
due to their general nature, cannot be logically filed 
elsewhere in the 151 series. 

ALL OFFICES: Destroy after 2 years. 

151.2 Regrading and Declassification. Records relating to the 
administration of a security classification or grading system 
involving regrading or downgrading of documents, including 
correspondence on downgrading, requests for and notifica­
tions of regrading or declassification actions. 

SECURITY CONTROL OFFICERS: Destroy after 3 years. 
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151.3 

151.4 

151.5 

151.6 

151.7 

TOI) S~~Cl~J~T Controls" Fo~ i'lS u:~c·d t 0 f:~71 ,:; t1 r~· "!_".C; ~,l: ;_ vc. 
control uf TCP S:SC[ET c1ccu,1:ent.s, ::..lW\•1 ing S(.CL,rity 

cL:.ssi.fic,1t.ion, d::ite of the- ,:!ocvrr.·:;it, dicL1:ih'.::~r;:1 u·•:·:.:·. 
intraoffice routing C.d::a, and n:;;•1,2,,, of ])£- J_::,c,, ~;; J--.2n,·U ·L'"•S 
the docli:;r.ent-s. 

SE.ClJRITY co;-;TROL OFFICERS: DesLrc,y l yeAr a~ ec~· rd ::t~r·d 
documenc ls downgraded, tYancfer¥ed, 01 destroyed. 

TOP SECRET Accoun tab·t 1-Jt}'._, Reg:i.sl <2rs and forr;::; main.L,-1.rwd 
to reflect the receipt, dispatch, destruction, or ott~r 
disposition of TOP S~~CRET docu:ilcuts Ieceive1: or gcncr,J.te.J 
by DCAA offices, including receipts used for the trau3(er 
of documents outside DCAA offices, and ccrtifi~ates 
reflecU11e the destruction of the documente. 

; 

SEC"JRITY CONTROL OFFICEI:S: Destroy 5 years a. fter the 
related document is downgraded, transferred, or desti:-oyed. 

SECRET and CO'NTIDENTIAL Accou...--itabil i.tv. Ret;i~;ters and fn.rills 
maintained to reflect the receipt, dispatch, destruction, 
or other disposition of SECRET and CONFIDENTfAL documents 
received or generated by a DCAA office., including receipts 
used for the transfer of documents outside DCAA offices; 
and certificates reflecting the destruction of the documents. 

SECURITY CONTROL OFFICERS: Destroy 3 years after the related 
document is dmmgraded, transferred, or destroyed. 

Classified Document Inventory. Records reflecting inventories 
of all classified documents, including TOP SECRET. 

SECURITY CONTROL OFFICERS: Destroy 1 year after completion 
of next inventory, provided all material has been accounted 
for at that time. 

Classified Titles Index. A cross-reference listing of 
classified documents, the titles or subjects of which are 
classified, containing the classified document control 
number as a means of ready identification. 

SECURITY CONTROL OFFICERS: Destroy listings when all 
classified titles or subjects of the documents listed 
thereon are declassified or when the documents are 
declassified, transferred or destroyed. 
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151.8 ln tcrna l Cl,;1°:·,j fiec _Doun,0nt Rcct'.·ip~. RecEd;):_:, u::-ed ii, 
making i:er,q,ord.J:")' loan oi cl;cissiii1c:ci docrnrents i,1E:id,:: ttie 
DCJ,J1 offjce a[ eu~,to<ly· .. ~~uch ]o,.~n.:,.) Elrt. n.or1:.,ct~1y 0£ :~;l;,~:.:fft 

dur:;ticn and tl12 borroF"!d clocarnentt· arG ;;;-::.ac;:-:::.J ty retun1ed 
,,,it!-:in the SJ.I.'": Korkday. 

SECURITY CONrPOL OFFICtRS: Jk.struy signed c•J;-·y upon rc1'::n:-n 
of the document; clupU cat,~, unsls1~eG. copy m,1y be reto.:fred 
until no longer needed for reference. 

151.9 Clr1.ssi.fi8d Document r.nntALnP.r Rerords. J{ecurc!s of coml~:in,:.­
tions and related inforrration identJ.fying secu.r ii::y saies, 
cabinets, or other containers, including n.:1F1.es, ;::ddr.,sses, 
and other information of individuals hci·ving l;,:O\·Jledg": of 
combinations; ,:md fon..s :rlace.d on safes usr::.d foe: n:>c:Grdln6 
the unlocking, locking, anJ checking of the concainer. 

SECURITY CONTROL OFFICERS: Destroy upon change~ of conbina­
tion or when the container is no longer utilized for storage 
of classified materinl, EXCEPT all forms will be retained 
until completion of any investigation of a security 
violation involving the contain~r concerned. 

151. 10 Inspections. Documents reflecting scheduling, lmpleinenta.­
tion, and reports of security inspections, including reports, 
checklists, correspondence regarding recommendations ancl 
corrective actions taken, and related documents. 

SECURITY CONTROL OFFICERS: Destroy upon completion of next 
comparable inspection or upon discontinuance of the office 
inspected, whichever is earlier. 

151.11 Training and Orientation. Records reflecting security 
training and orientation for Agency personnel, special 
security training for Security Control Officers, including 
schedules, rosters of attendance, and training materials. 

SECURITY CONTROL OFFICERS: Destroy 2 years after completion 
of training, EXCEPT that training material may be destroyed 
when superseded, obsolete, or no longer needed for reference. 

151.12 Administrative Violations. Case files relating to investi­
gations of alleged security violations where no possibility 
of the compromise of classified information exists, EXCLUTIING 
papers placed in Official Personnel Folders, Included are 
records created in determining the conditions surrounding 
the min.or violation. ( Jg_ 2~) 

SECURITY CONTROL OFFICERS: Destroy 2 years after completion 
of final corrective or disciplinary action . 

.. ___ 
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151.13 E,~,~r VloJaticns. Records relat·!ng to imrcsti::-,,Dtion c.nd 
c:irc,.Fr>.su1nc:e::. surroundi.r, 6 security v10.LaLic11s :ilnol,1ing 
loSE-: ot" possi.u}e Lomp1om1 se of clasni.fi ed infon:a.Uo:: of 
a suffic~ently serious nature to be clasqi(ied us fel0~ics. 
Incl.w1ed are n·ports of prel in..:..11;:u:y :inqu.i.ry; f. ·i;•al reporc 
of :i.nvcsrig::u.::ion; 2.ppoinunerit ordc.n, on :i:ne~ti;__:,:t111g 
officers; all written notes, St,'.J.te:nen ts, pl1otcrr1·2j1hs, 
recordings, and related exhibits; reports of .qct ir,11 taken; 
and all related correspondnnce, EXCLUDING origindl r2co1d8 
of ditociplinary action filed in i:he Official rersonnel 
Folder. 

SECllRlTY OFFICER, DCAA: Destroy 10 years after all legal 
and disciplinary Rctions have been taken. 

S.E.CURJ.TY CONTROL OFFICERS: Destroy duplicate fiJ es after 
2 years. 

151.14 Forei.gn Visitor Records. Records relating to visits of 
foreign nationals to DCM activities, including requests 
and authorizations to visit or receive training, notifica~ 
tions of security clearances, itineraries, reports, and 
related documents. 

SECURITY CONTROL OFFICERS: Destroy after 2 years. 

151.15 Reference Fi]cs. Files relating to the general fieJd of 
information security consisting of extra copies of docume.nts 
which duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

152 PERSONNEL SECURITY. Relates to the administration of the personnel 
security program involving the clearance of DCAA personnel. 

152.1 General. Records relating to personnel security which, 
due to their general nature, cannot be logically filed 
elsewhere in the 152 series. (19-.;J,_-;J..) 

ALL OFFICES: Destroy after 2 years. 
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1.S.2.2 

152.3 

152.4 

152.5 

Pc,....._,1:_~-,,1_ Scci:r_lL__y Ca~:e Fili'!:::, R2J,,.a_ts of i11v2stigati,:,11 
furnis~~d by 1nvc~tigativ2 a3cncies, case reswijes, security 
e•:aiuc.tjons, w,11vE~r of 1nv2scigdtive reql.iremenls, clearance 
lnforllution, and slr1ilar Jocl·:~ents relating to the .Lniti.:ttJ.un, 
proc.:r~ss Lng, and completion ot perso11.nel security investig,q­
tions ,111<l L)1e ·i.ssuance of security cJccHcP1ces. {li-:J..4/) 

SECURITf OFFlCER, DCAA: Upon separation of indivjdual, 
return CSC reports of lnvestig<.1tion in accordance with 
provisions of FPM 736; dispose of other investigative 
reports in accordance with instructions of investigating 
agency; destroy remaining documents after 2 years. 

Case Res times. Resumes of reports of investigation prepared 
by the Security Officer, DC11..'-\ which are furnished the Regional 
Manager for information and/or action. 

REGIONAL SECURITY CONTROL OFFICER: Return all cop-Les to 
Security Officer, DCAA upon separation or intra-Agency 
transfer. 

SECURITY OFFICER, DCAA: Destroy or forward to gaining 
Region, as appropriate. 

Clearance Request Files. Records accumulated as a result 
of requesting security approval for appointment of 
individuals and processing of requests for security 
investigation and clearance. Included are information 
copies of notices of proposed appointments, requests for 
security clearance, and related documents, EXCLUDING case 
resumes and certificates of clearance filed in 152.3 and 
152.5. 

SECURITY CONTROL OFFICERS: Destroy upon receipt of final 
clearance. 

Clearance Certification. Copies of interim and final access 
and security clearance maintained by Agency security control 
officers as a means of attesting to the clearance of personnel 
under their cognizance. 

SECURITY CONTROL OFFICERS: Destroy interim clearance upon 
receipt of final clearance; upon separation from Agency.em­
ployment, destroy final clearance; upon intra-Agency trans­
fer, forward regional and field office copies to gaining 
Regional Security Control Officer. 
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152.6 Sc,-::,n-i~y !,ccredi tatic-ns, Records relating to the .::icccr:.di-­
tntion of Agency perE"or~nel to other agencies for access 
to security or intelligence inforruation. 

SECURITY OFFICER, DCAA: Destroy upon revoc2.Hon of 
ace re di tat .ion. 

152. 7 Authorized Couriers. Records releting to Agency emp]oyeeR 
authorized to act as couriers for the receipt and deliv2ry 
of classified documents, Including correspondence and 
notification to other ag~ncies indicating duthorization and 
clearance information, and related documents. 

SECURITY CONTROL OFFICERS: Destroy upon revocation of 
authorization. 

152.8 Not::.fications of Security Clt:::arance Status. Notification~ 
to Agency offices that do not receive certificates of 
security clearance that specific individuals have been 
granted security clearance as indicated. 

ALL OFFICES: Destroy when superseded or upon transfer 
or separation of employee. 

152.9 Special Access Security Clearance. Records which constitute 
authorization for employees to have access to special access 
information, including requests for access, approvals, 
rosters of personnel granted access, and related documents, 
EXCLUDING special access briefing and debriefing statements 
which are filed under 152.11 and 152.12. 

SECURITY CONTROL OFFICERS: Cut off special access rosters 
at end of calendar year, update listing, transfer names to 
current year roster; hold 2 years, in current files, then 
destroy. Destroy special access clearance 2 years after 
debriefing. 

152.10 Notifications of Visits. Copies of correspondence or 
forms indicating security clearance information on DCM 
employees and notifications of visits by DCAA personnel 
to Defense contractors, Government agencies, and other 
organizations, either on a one-time or recurring basis. 

SECURITY CONTROL OFFICERS: Destroy upon expiration of 
notification, EXCEPT that unexpired notifications will be 
updated annually, and retained in current files; destroy 
prior year notifications. 
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152 .11 pr-tcfi:1£. S0cL1r:l ty UL \nm•,ledgr.12:-•th 2nd spec i,11 &C'(.CS::3 

briefJ_ng stc1tc:1.1cnts ai:d ckfensiv,, E':ecu.r1-ty bri.t:f:l'ii:_::, 
certlfic,n:c.s e:,:ccuted by individt:alc., upon being gr:,.nt,:c.:: 
security cJ.carauc.e, a r;cess to ',pee i_ul .occess :Lnforr.;·-1:.1c-:-1. 

and prior to a:-~s1.b:111)ent or trd\7el i:,1 foreig~-, c,~,-:r1r.r-tc--_ 

SECURITY COlHROL 
of employm(~nl. 

OFFLL~EI'.S: Desi::1·,:y 2 years afn·r tcrn,j;~a~_:_oe. 

152 .12 _I?_cbrief:i.ngs. Security termination st.:itemel! ts muJ specci 2.l 
access deb1·lef ing statements executed by ernployc,.::.•f::. 

SECURITY C01':TROL OFFICEI'cS: Upon executlon of St!C:h stu. ,0 1::,_,:1ts, 

forward Lhrough Regional Security Control Officer to Se:,.«d ly 
Officer, DCAA. No copies are to b2 rcta:inBd otl,c;~ tbc,ft 
those retained by the Security Officer, DCAlL 

SECURlTY OFFICER, 
of debriefing. 

DCAA: Destroy 2 years after completicn 

152.13 Investigation Cross-Service Agreements. Records reflect:infl 
liaison and agreements w1 th invesr.ig::iU.ve agencies for th2 
conduct of personnel security investigations; retrieval 
and return of investigative material; and other related 
documents. 

SECURITY OFFICER, 
of agreement. 

DCAA: Destroy 3 years after termination 

152.14 Security Status Master List. Maintained as a 
of all Agency personnel cleared for access to 
infonnation. 

master list 
classified 

SECURITY OFFICER, 
of employee. 

DCM: Destroy 2 years after termination 

152.15 Investigation Control. Maintained as a means 
the processing of security investigations and 
security clearances. 

of controlling 
issuance of 

SECURITY OFFICER, 
action. 

DCAA: Destroy after completion of final 
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152.16 f_p2~~lt:l f:..ccf:bS ~~ec11r ltj~] .··.,.•·-·- .,.... r.t._.,L~·J1~.t0 rel_ L_:·::-7 L-.) ,'!, 

varit~ty of spt..~C' iaJ. a:-_<'l-!.~>f..:- 1~1·ngrDn).~~,. tr1.cii11,1.iirig pr~:~:".•!d1.1raj 

ins true tions, 1.nvest~-i;';c.tl:: Lvc o.,1<l c.1P..~~-:-.nce 1 2~" Lrcs·, 1.1 .its 

prescribed hy a?,:·nc 1 (->~3 rt~•--,pon:.:j)) le ::o '· ~Ltch p7,:\:..:: .. ~:il~~ 5 ,:.. 1·cwt 

rel<~te<l ::!ocun1~\r1r.s, E}~CLiJl)l"i\C record::..:> c:i:~s~:::ib::...:: ir. 152 .. 9 
au.d 152.J.2. 

SECURJ fY CON'l'P.01 OFFIC1::::,_5; Destroy \1i,-.2n supcr,;c ::::J, ob~·olece, 
or df~er 2 years, whichev~I is ear]Jcc. 

152 .17 Centre.1 Clearance Gron~. Kecords n~Li ting to th Cent T-;:iJ 

Clearance Group, including list of n.enhers, opp•·en::ing 
proceJures, polh:ies, rc.gi seer of c~ts-::s referred, ,md re.I at,:d 

documents, EXCLUDING records described -~n 152. 3. 

SECURITY OFFICER• DCA,'1.: Destroy when f;uper~edeL~, 0bsolctc, 
or after 5 years, whichever is earll8r. 

152.18 Reference Files. Files relating to the general field of 
personnel security consisting of extrd copies of documents 
which duplicate the record copy filed elsewhere"": 1.·ough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

153 PHYSICAL SECURITY. Relates to physical security measures designed 
to protect personnel, equipment, and facilities. 

153.1 General. Documents relating to physical security which, 
due to their general nature, cannot be logically filed 
elsewhere in the 153 series. 

ALL OFFICES: Destroy after 2 years. 

153.2 DCM Facility Security Data. Records ~ccumulated which 
furnish information pertaining to office location, key 
security personnel, classified document holdings, classified 
document containers, and physical security measures provided 
at Federal buildings, contractor facilities, etc., ~1ere 
DCAA offices are located. Included are incident reports; 
after-action reports; duplicate copies of security inspections; 
reports of security violations; reports of security in­
vestigations; and related documents. 

SECURITY CONTROL OFFICERS: Update annually. Destroy upon 
deactivation of office or relocation of office to other 
premises. 
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TT153.3 h 

c;, ., cc,] of ke:";..•s L!.se-<l J_!.l co.:.a-:Lct_~(,:1 \ ;_!_i1 ths 11hyt,J_c,._..i_ .?CC'Ui~ L" 

of r~n o~fj_ce. 

SEClHU'l'Y COinnOL OFFICEtS: Lee: Lroy G i.,,cu •:hs n frv-: t11.}·11-L1 

of key. 

153.4 Lo:-;L .rnd Foun_c]_f~~~-08_. Cn;Jit:•0; of r0'.1".J!"U,, loss -;i_·,.te,-'C)n1 .,, 

receipts, and other papE·rs t'C!l.::,ting to .1 ')a~t c1nd lound 
artJ.c.Les. ( l'6 - /(0 b') 

ALL OFFICES: Destroy aft2r 1 _yeclr. 

153.5 Jntelligcnce Sur:1,naries. Docnm~ntr, ori.gi-riated or compiled 
by otl1P.r Governmcmt dgenc:i.cs and furnished to DC11.A for 
informA.-cion an<l guidance in operational planning er for 
emergency planning to protect personneJ, property, r1.nd 
facilities. 

SECURITY OFFIGCR, DCAA: Destroy when superseded, obsolet~1, 
or no longer needed for reference. 

153.6 Reference Files. Files relating to the general field of 
physical security consisting of extrd eopies of documents 
which duplicate the record ~opy filed elsewhere; rour,h 
drafts, notes, work papers, and other material being hel<l 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, er no 
longer needed for reference, whichever is earlier. 

160 TRAVEL AND TRANSPORTATION. Relates to the administration of travel 
and transportation services. 

160.1 General. Documents relating to travel and transportation 
which, due to their general nature, cannot be logically 
filed. elsewhere in the 160 series. (9- S") 

ALL OFFICES: Destroy after 2 years. 

160.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on travel and transportation, 
including copies of interim policy and procedures statements 
issued prior to publication in official DCM numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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160.3 '::r;1risj2yrtal.wn Off:!r.:er,~/Ar•cn-:.·s.. Docum~nc,, r,;]:.. ,iug ,u .,1'.:: 

160. It 

160.5 

160.6 

160.7 

160.8 

appointrn-2ill of tr2.r,;::.;.:iortation ofi:icets a;:d :1lc.11-;. 

AU., OF'FTCES: Destroy 2 ye.1rs ;:-,ft·er cenda.-1\_j 0-i. of 
d 1JfOJ.ntm:,~n r.. 

Rec111ring Re.3:orLs .rn Info~mo.t:i en '{cguj ::.,,·::1.::;, 1·_.c::, i{ec.1, · • • . .:::, 

reports .::mJ one-ti1ne :i1t£or,nar:jou requircm2n:..::-, ·o.::i;d1.,1i,;:l 
travel dnd transportation. 

ALL OFFICES: Destroy after 3 y01rs, 

Travel Orders. Orders directing or authorizi~g tr<lvel to 
be performed (temporary duty and permanent ch:-,nge of st.aUon) 
in.eluding approval for travel to special arc~2.s, appru1rd J 

for transportation of automobiles, rlocumcntc relnting tn 
dependent's travel, and other documents relatu16 to the 
specific travel order. 

TRAVEL OFFICE: Destroy after 4 years. 

OTHER OFFICES: Destroy after completion of travel. 

NOTE: Original transportation documents s~.ch as vouchers, 
contracts, etc., are fon,mrded to the Transportation Di.v.tslon 
of the General Accounting Officer. by the servicing Accounting 
and Finance Officer; therefore, the retained copies are 
informational copies. 

Transportation Requests. Retained copies of transportation 
requests, including cancelled copies, with papers relating 
to the issue thereof. 

TRAVEL OFFICE: Destroy after 4 years. 

Transportation Request Register. Registers containing data 
on each transportation request issued, such as number, dRte, 
name of carrier, name of traveler, cost, and similar 
information. 

TRAVEL OFFICE: Destroy after 4 years. 

Local Transportation Authorization. Documents pertaining 
to the issuance of commercial bus, rail, ferry, or toll 
bridge tokens or tickets for official travel by Government 
personnel. 

TRAVEL OFFICE: Destroy after 4 years. 
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160. 9 B·~13 rar;ses. Doc.ut!CLL":"S refJccti1i;_:, the i.ssu311ce of ;,c.1~~:~e:s 

enLi.tljng per:-=::orn•~l t,, board Gov,=,1.,1,:-C'nt o;,ei-2.tei:; oL­

contracl:ed tr2.n::-,port:;:tiou f;:,.c i."Lii.:.;.E.3. 

160.10 
requis i. t. i.un.::; a11d rcqu ireeent.=.: i:c r o.dr.: LI! :.'..~:L r2 t lve-·u ,~~' 
vehicles, j ,1stif:i.ci:,c.i orr therefor, .-:ind Df-•pruval.s ,;,1,d 

disapprov~ls. 

HEADQUARTERS, DC!,.A: Destroy c!fter 4 years. 

160.11 RefPrence Files. FHes rel2.tine to the ~~eneral field of 
travel and transportction consisting of e~tra copie~ 
of documents which duplicate the record coi;,y fileJ elsewhere; 
rough drafts, notes, work papers, and 0Llie1. rnnteriaJ be:dng 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, 01.· 110 

longer needed for reference, whichever is earlier. 
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200 - PLANNING AND REVIEW 

This primary functional series contains files relating to overall 
planning and review of DCAA operations: Planning and Review (205), 
Preparedness Planning (210), Review and Analysis (220), External 
Inspections and Investigations (225), Economic Analysis (230), Legal 
Matters (240), Interagency and International Liaison (250), Legislative 
and Congressional (260), Organization and Functions (270), CoIJU11ittee 
Management (275), Management Improvement (280), and Historical Files (290). 

205 PLANNING AND REVIEW. Relates to overall planning and review of 
DCAA operations. 

205.1 General. Documents relating to planning and review which, 
due to their general nature, c~nnot be logically filed 
elsewhere in the 205 series. 

ALL OFFICES: Destroy after 2 years. 

205.2 DCAA Advisory Council. Documents relating to the establish­
ment, membership, functions, agenda, minutes, reports to, 
recommendations, and other actions pertaining to the DCAA 
Advisory Council. 

EXECUTIVE OFFICE: Permanen¾. 

OTHER OFFICES: All records pertaining to the DCAA 
Advisory Com1cil retained by other offices may be destroyed 
upon receipt of these Schedules, because the Council has 
been discontinued. 

205.3 DCAA Annual Report. Documents relating to the preparation 
and submission of the DCAA Annual Report. 

EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 3 years. 

205.4 DCAA Executive Conferences. Documents relating to DCAA 
Executive Conferences, including minutes and follow-up 
actions. 

EXECUTIVE OFFICE: Permanent, 

OTHER OFFICES: Destroy after 2 years. 
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205.~ 

205.6 

205.7 

205.8 

205.9 

0Annu,-il }.'.cpc1 -rt of,_t!:,.~ ::;(~ 1:..1--c! r\ of __ D2-C:-cr,_·, ....::. f·oc,..:J .. _i-il.~-~ 

relating LO inDut fro:r1 DCi\.A t.v tl1e 1\r';i11.-,.l RelJ;.)::-t of Lr,~ 

SecretDry of D?(cnse. 

EXECUTIVL OFFICE: P·~rmn:ne11t .. 

OTHER OrFICES: Destroy after 2 yea1'.'G. 

Reg_,i..9_1:1,2:.l_ a_l?:!L P,~:~ Confere,'c ~:.:..":.· Docuw::n, s relati1ig u, 
prepa1 at-ion, miuute~,, aitd fc,Jlow-up act Jon<J of cu;1fe:.: :·nee:_~ 
held by Regional Mdnagers. 

REGIONAL OFFICE OJ? PRIMARY RESPONSIBILITY: Destroy ,.·l12n 
no longer needed for referel!ce or aft,2r 5 years, h'hic.'.1ever 
is earlier. 

OTHER OFFICES: Destroy when no longer needed 
or after 2 years, whichever is earlier. 

Staff Hee tings. Agend.:1 and minutes of formal 
called by heads of DCAA activities. 

DIRECTOR, DCAA: Permqpept-
REGIONAL MANAGERS: Destroy after 10 years. 

OTHER OFFICES: Destroy when no longer needed 
or after 2 years, whichever is earlier. 

for reference 

staff meeting~; 

for reference 

Other Conferences and Meetings. Records relating to the 
preparation, development, and conduct of other conferences 
and meetings which are not included elsewhere in these 
Records Disposition Schedules. 

SPONSORING OFFICE: Destroy when no longer needed for 
reference, or after 3 years, whichever is earlier. 

PARTICIPATING OFFICES: Destroy when no longer needed for 
reference. 

Reference Files. Files relating to the general field of 
planning and review consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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210 PRiWf.RSDtff~S n,;,;\;:-;ir:'W. r!1>l(1t,':S to pL1, 1:ilng tor f•l''lJ,).-<'(tl:C.. r(J rne~:L 
and respond to Ll1[E.m<1tiunnJ., :1:;:;bil.L·,:-,'.::i:J1,, u::i,, w.c.l c•,:~· ;:,,_:. ... ;_;' 

situations. 

210. l Gen,.'ral .. 
·whicJ1, due to their gen2.r3.l 11:~turt:., c .....a1r:.t•L be li~.t<i ~:.se­
where ln the 210 seri~s. (If- ~ 7) 

ALL OFFICES: Dcst:::-oy aft..cr 2 years. 

210.2 Eruergf!ucy P.lannfo_g_. Documents relating Lo p] <lD'-di"~,-~ L1.valvil~g 
foreign situations and prob] e«?.s of r.at.Lori 11 du~L n·-e 1.1 anning 
and opcr2.Lions as they affect D8AA; pla:,·::, polL:ll.·~: ~ aad 
procedures relating to the progr;-i1;i obj ec.tives am~ p:;_;•parr.::d·­
ness measures taken for genend 01~ Jj-mit,-,_,J w::ir, ,::;,_;r·h :1s 

mobilization, continuity of operations, 2.nd civii d,~fense; 
an<l emeq;ency supporL for L:i1:il dlsturb.:11,ces, nat1.1, ,,:! 
dfaasters, etc. {J,f-,,li') 

SECURITY OFFICER, DCAA: -Pernapeut · 

REGIONAL SECURITY CONTROL OFFICERS: Des troy 5 year., aftt~r 
supersession or obsolescence. 

OTHER OFFICES: Destroy upon supersession or obsolescence. 

210.3 Tests and Exercises. Documents accumulated as a result of 
participating in testing various emerg2ncy plans, including 
announcements of tests to be conducted, instructio □ s to 
participants, staffing assignments, test messages, documents 
reflecting simulated situations and actions, reports, and 
similar documents. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
3 years, whichever is earlier. 

210.4 Fire Evacuation Plans. Plans and other documents relating 
to exercises to ensure prompt action in safeguarding life 
and property in the event of fire. 

ALL OFFICES: Destroy when superseded or obsolete. 

210.5 Bomb Threat Plans. Plans and other documents relating to 
exercises to ensure prompt action in safeguarding life and 
property in the event of bomb threRts and similar situations. 

ALL OFFICES: Destroy when superseded or obsolete. 
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210.6 Serious Incident Reports. Reports of serious incidents 
which could possibly activate emergency and preparedness 
plans. 

SECURITY CONTROL OFFICERS: Destroy when no longer needed 
for reference or 3 years after receipt of final report. 

210. 7 Reference Files. Files relating to the general field of 
preparedness planning consisting of extra copies of docu­
ments which duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

220 REVIEW AND ANALYSIS. Relates to records accumulated as a result of 
reviews and surveys which provide for the factual evaluation of the 
effectiveness and economy of DCM operations, methods, and procedures. 

220.l General. Documents relating to review and analysis which, 
due to their general nature, canJot be filed elsewhere in 
the 220 series. 

ALL OFFICES: Destroy after 2 years. 

220.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation~ctiyes 

. . ~~4~~ ,!'/..,e.,,__,vor regu1atory instructions one a ma~ , T 

including copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

220.3 General Purpose Surveys. Report of survey; documents 
relating to actions initiated by findings in the report; 
requests for corrective action; and s~bsequent responses 
to surveys perfonned by the Office of Review and Analysis, 
(OR&A), Headquarters, DCAA. 

OR&A: Pennanent. 

NON-OR&A TEAM MEMBERS: Destroy after 5 years. 

OFFICE INSPECTED: Destroy after next comparable inspection 
or upon discontinuance of office, whichever is earlier. 

OTHER COPIES OF SURVEY: Destroy when no longer needed for 
reference. 
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220.4 

220.5 

220.6 

220,7 

220.8 

Special Studies and Analyses. Records accumulated in 
specific studies and analyses of specific problems in 
Agency operations, performed by OR&A, HQ, and Regional HQ. 

OR&A: Permanent. 

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after 
10 years. 

OTHER COPIES: Destroy when no longer needed for reference. 

Regional Headquarters Visits to FAO's. Documents relating 
to planning and accomplishing visits to FAO's by represen­
tatives of the Regional Headquarters for the purpose of 
surveying overall operations. 

REGIONAL HEADQUARTERS AND FAO: Destroy after next comparable 
visit or upon deactivation of the FAO, whichever is earlier. 

Functional Surveys and Reviews. Documents relating to 
surveys and reviews of a specific function, rather than 
an overall survey of an office. NOTE: Regional H~adquarters 
may include these files in 220.5; however, when this is 
done, this file should be so annotated. 

OFFICE PERFORMING SURVEY: Destroy after next comparable 
survey or after 3 years, whichever is earlier. 

OFFICE SURVEYED: Destroy after next comparable survey, 
upon deactivation of the office, or after 3 years, whichever 
is earlier. 

Scheduling. Documents accumulated in reviewing, controlling, 
and coordinating planned surveys and reviews. Included are 
schedules of proposed visits, itineraries, approvals, 
requests for changes, and related documents. 

ALL OFFICES: Destroy after 3 years. 

Reference Files. Files relating to the general field of 
review and analysis consisting of extra copies of docu­
ments which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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225 EXTERNAL INSPECTIONS AND INVESTIGATIONS. Relates to inspections and 
investigations by non-DCAA activities, such as representatives of 
the Office of the Secretary of Defense, General Accounting Office, 
and inspections of other organizations in which DCAA has an interest. 

225.1 Congressional Investigations and Hearings. Documents 
relating to investigations and hearings by Congress, 
EXCLUDING hearings regarding appropriations (410) and 
specific contracts (700), including material relating to 
selection of witnesses to appear before and the presen­
tation of evidence to Congressional Committees; Committee 
reports, analyses, and actions; and related material. 

EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 5 years. 

225.2 General Accounting Office Investigations and Audits. 
Docwnents relating to investigations of DCAA conducted by 
GAO, including reports and documents reflecting action 
thereon, EXCLUDING GAO Audit Report Reviews (703 and 763). 

EXECUTIVE OFFICE: Destroy 10 years after date of report. 

OTHER OFFICES: Destroy when no longer needed for reference, 
or after 3 years, whichever is earlier. 

225.3 Office of Secretary of Defense Inspections. Documents 
relating to inspections of DCAA conducted by the Office 
of the Secretary of Defense, including reports and documents 
reflecting action thereon. 

EXECUTIVE OFFICE: Destroy 10 years after date of report. 

OTHER OFFICES: Destroy when no longer needed for reference, 
or after 3 years, whichever is earlier. 

225.4 Inspector General. Relates to inspections, investigations, 
and complalnts handled by the IG that affect DCM. 

ALL OFFICES: Destroy when no longer needed for reference, 
or after 3 years, whichever is earlier. 

225.5 Reference Files. Files relating to the general field of 
external inspections and investigations consisting of extra 
copies of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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230 ECllN 1.}1.fC.-fl-1!~\._'.::.i_I,:_. Rc-:cnrds rPl3.tu:.g to ".:-w:l:1~~s :1nc: Lc-Ds1:, ,. 
de.1..-1.-\1 cd frorn cost avoJc!.~nc.1~~ cusL rec1 

uc..~~jo:1,. c.i.lpltal i11-.1 e~~t~ 1-::1.lCb~ 

economic analysis, 2nd simil2r prograills. 

23().J. r:.~l]_~ ' ..0-_l__ .. D0c u:;_;•? n I:~~ re 2..J t j 1) g LO '.:', , ir (' r;1i t. :111a]_y S _i <.: ~ .. fl :_ C 1-• •, 
duet•-) the.J_r ge11cral ni..7.Lnre, ct1rn1ot 1:c Jogier111y ~.1-1_ ...'1} 

elscwh~re in the lJO series. 

J\LL OJ:"'FJCtS: Destroy :J.ftc;: 2 ye.;;_rs. 

230.2 f...9_ti.cJ!~£__an~_!_o_cc:d~r-'=~· Docurr,ents relating to tl,r.c develC'p-­
ment, preparation, issuance, and inte1:pr2tatj_on of directi,.1:,s 
or regulatory instructions 0,1 economic analysis ..:-.nd sir,tilar 
pro~rams, includ.ini copies (.,[ interim policy and prnce(111.r~~s 
stat.:ern0nts J.ssued prior to pclblicaUon in offic:L:1.l. DC!~.\ 
numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancellec~. 

230.3 Recur1.j.pg Reports and Information Requirements. Recurring 
reports and one-time information requirements relating to 
economic analysis and similar programs. 

ALL OFFICES: Destroy after 3 years. 

230.4 Project Files. Case fjles relating to specific projects 
concerning cost reduction, capital investments, and economic 
analysis. 

ALL OFFICES: Destroy 5 years after corapletion of project. 

240 LEGAL MATTERS. Relates to all legal matters concerning DCAA. 

240.1 General. Documents relating to legal matters which, due to 
their general nature, cannot be logically filed elsewhere 
in the 240 series. 

COUNSEL: Destroy after 3 years. 

240.2 Statements of Employment and Financial Interests. DD Form 
1555, DD Form 1555-1, and comparable statements. 

NOTE: Copies of these statements are to be maintained 
only by Counsel, DCAA, and the immediate supervisor. 

COUNSEL: Destroy 2 years after termination of employment. 

SUPERVISORS: Destroy upon transfer or separation of 
, • ·employee. 
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240.3 Legal Opinions. Records accumulated in the rendering of 
legal opinions relating to all aspects of the operation 
and administration of DCAA. 

COUNSEL: Permanen,. 

OTHER OFFICES: File in appropriate subfunction file, and 
dispose accordingly. 

240.4 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements not other­
wise identified in the 240 series required of the Office 
of Counsel, DCAA. 

COUNSEL: Destroy after 3 years. 

240.5 Reference Files. Files relating to the general field of 
legal matters consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

250 INTERAGENCY AND INTERNATIONAL LIAISON. Relates to DCAA relation­
ships with other Government agencies and foreign countries. 

250.1 General. Documents relating to interagency and international 
liaison which, due to their general nature, cannot be filed 
elsewhere in the 250 series. 

ALL OFFICES: Destroy after 2 years. 

250. 2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on interagency and international 
liaison, including copies of interim policy and procedures 
statements issued prior to publication in official DCAA 
numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

250.3 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements concerning 
interagency and international liaison. 

ALL OFFICES: Destroy after 3 years. 
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250.4 _______,.________:__~~_-,__s It Fit,1=: j"(' lr.- t u1t: to t~_e gc ,.1:_r~:: ·:_ 1:, (:lei 1·•_,. 

Luteragenc:;· U.!1d intcrr: ..Jtionnl lJ,.1j ,_;en cor:si::.;r.jr-;L: nf (~..{., ~-;. 
c.opies of d:JC.\t.~euts ch-Lc.h .:ilLr,lJc::....::,2 the rcco.-c1 cop:; .(,·;~J 
els..-,;..,herC"-!; rou:;;.h d1-,1ft·s, 11otes, F<Jl'i: r,ape,:s, .:,:u::'. C'th,:-~· 
n1nt,.:'I·,:- i al bei-113 112ld [01" rc-f-2.ri=•nf •-~, 

ALL OFrlCES: Destroy ~b~u suµec~~ae~, ohsulctc. 0r n0 

longer ne,;::de:l for ref<c:'l:e,1ce, wh lcbc.vl:'r is e.1.r1 j,_::1.. 

260 LEG1S"LNI'IVE AND conmn,:SS IW-J/:..L IlelcJ t"e3 to l 0g i.s.LG tl ":;., ,.•x~~cui-; v:.· 
orders, proc.lamations, and lo li,dson Fi.t:li the White li01·,::':: an,~ 
Congress. (See 225 for Congressional lnv0stjgations.) 

260.1 General. Documents re] atin?.; to le;sislatiue and G0ngn,s~.L•nal 
motters winch, due to their gcner2·~ n;:iturc, c,ln~wt be 
logic2.lly filed elsewhere• rn the L'.60 series. 

ALL OFFICES: Destroy after 2 years. 

260.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, an<l interpretatioo of directives 
or regulatory instructions on legislative and Congresd.on,.,l 
mattf~r&, including copies of interim policy mul prl1cedure2 
statements issued prior to publication in off id al IJCAJ\ 
numbered policy publications. 

ISSUING OF1''ICE: Upon supersession or obsolescence, pL~cc 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

260.3 Legislation. Drafts of proposed legislation, executive 
orders, and proclamations; DCM comments and recon'menclations 
relative to legislation, executive orders, and proclawaU.o:1s; 
bac~ground and supporting documents. 

COUNSEL, DCAA: If proposed by DCAA, 2ermanent. If proposed 
by others, destroy after 5 years. = 

OTHER OFFICES: Destroy after 2 years. 

260.4 lfl1ite House Correspondence. Correspondence from the White 
House requesting information about DCAA activities, or on 
behalf of citizens. 

EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 5 years. 
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260.5 
1-J~·•-· ,___r~~ of Coi··..,:::;:.-t.;.s~; o.nd Co1(:5rcE.,[-;i:;r,_, __ Ccrnn1it tc:e~'l _ ,,~~~rir1...~-~t1~, 

Jr~forrnr:1tion .::b:):.1t DCA..'1 .Jctivi.tic.-:; ~-::J...1 en1plo.,.... c.\l.:~-~,. 

~XECDT1V1 OFFICE: Penili1ncnc. 

260.6 ..,. .. -, ,l ... 

\'I. .J l 11Cern'.sponclencc 
Members of C;:,,1gress concerning leLtcrs fc)m tiieL:- cor::.:'.tii::•_;.::.. it.: 
request:ing employment in.toril1dtlon a.nd assi_stanc:,:, in obta i.:1J_n: 

employment. 

ALL OFFlCE~;: Destroy after 5 years. 

260.7 Reference~ Files. Files rcl9cing to the general field of 
legi_sL1tive and congressJ_on::,l rr.atter:::: con:3i_stir1f, ,~f e;:t1·c1 

copies 0£ doc1.:,ncnts which dupU cate the record c.opy filed 
elsl;:'.\ ✓here; rough drafts, notes, work p.,pers, and ot1,er 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

270 ORGANIZATION AND FUNCTIONS. Relates to the establishment of and 
changes in organization and functions, activation and deactivation 
of offices, and related material. 

270.1 Defense Contract Audit Agency. Documents relating to the 
overall organization and functions of DCM, including charts, 
manuals, statements, and similar documents, and rationale 
for significant changes. 

HQ OFFJCE OF PRIMARY RESPONSIBILITY: Permanent, 

OTHER OFFICES: Destroy when superseded or obsolete. 

270.2 Headquarters, DCAA. Documents relating to the organization 
and functions of Headquarters, DCAA, including charts 
and rationale for significant changes. 

HQ OFFICE OF PRIMARY RESPONSIBILITY: Permanent. 

OTHER OFFICES: Destroy when superseded or obsolete. 

270.3 Regional Headquarter~. Documents relating to the organiza­
tion and functions of regional headquarters, including 
charts and rationale for significant changes. 

HQ OFFICE OF PRIHARY RESPONSIBILITY: Permanent. 

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after 
10 years. 

OTHER OFFICES: Destroy when superseded or obsolete. 
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270.4 I'jcl,l i1t:.dit ()ffice:r.;c;---·-----------··---··-- ----
.-md ,Je2cci.va_t:i_o1t, org,.m·1-zation m1d functions of f::iel(1 aud1-t 
off l ces, inch,cling cha rt3, c.or,e<> pon rlc:!nce: re:.L, t -Lng thereto, 
and rationale for ch~n2es. 

HQ OFFJ:CE Ol<' PfZH'L1\J!.Y RESPUt,1SI1'ILITY: J'en11anent. 

REGIONAL OFrICE OF PRIMARY RESPot,SlBILITY: Destroy 5 years 
aELer FAO is de~ctivo.ted. 

270.5 Reference fjles. Files reJ~ting to the general field of 
0rgd11izdtion ,ind functions consisting of extra copies of 
docw11ents whjch duplicate the record copy filed elsewhere; 
rough drafts, noles, work papers, i:nd other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

275 COMHITTEE H/\1\lAGEHENT. Relates to official lnteragency and inter­
service groups in whlch DCA.A. participates or has an interest that 
are established to consider, investigate, advise, take action, and 
report to the appointing authority. The term "Committee" is con­
sidered to include councils, boards, commissions, subcommittees, 
panels, subpanels, EXCLUDING committees specifically identified 
under a related secondary function, such as ASPR and CA.SB. 

275.1 ~n.-:•1':',l. Documents relating to committee management which, 
due to their general nature, cannot be logically filed 
elsewhere in the 275 series. 

ALL OFFICES: Destroy after 2 years. 

275.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on committee management matters, 
including copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered policy 
publication. 

ISSUING OFFICE: Upon supcrsession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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275.3 se f'Llt:."j. l)O(";l:il••;:tt·tt~I reJ ...1t~.1.::: to the l.~~~tL:!~ttr-:1;-. ., 

org.c:·r:1:~·,JL1-cn, 1:!(Jn:)ershJ~), 01.'1 e,~-1t Lt"ns, (.u::.cl u1s::.;._J1ttt,·:..~l c~~ 

Joint, 1nl:C'rdepa:;.-L,ueP t.al, 1ntcrnge11cy, c,:~ t ,1tc:rs .:.1 , • ,.••·;. 
con1rr1 1ttc·cs, such n,3 Fc.dQr.:_11 j:·•~t:..:~·utivf-' JiD;11.: ... , r.:1~l'._ 

EX.CLLfl)j~;G cc-:.r:r11.t.tccs 0pcc::_f_1_c.:]ily- idl:~~ 1:Lf1.~J t!t""FL_-.- •• 
rel:ttec: scconda1y luuction .. 

WHEN D::::1\A HOLDS Cll:\1RHAt·iSI: Ll?: P,:,nnaneut. 

lNDlVllJUAL 11EEP,I:RS; Destroy 5 }'e.:ll'S ,-,Itt~C teL'11Jl'1,:•.'...Ju., ,yf: 
participation, 

275.4 Recur_E]_Hf; Reports ,:ind Inforr.·c.U on Reaui1~~.1.:..£!-.~~2.. J:iC'(:L,rr 1.11~,: 

reports and onc-t irr:e infonn;:,t ict1 ;·equ1 rernc. n i:: s caner, 1-r,i,,g 
DC.A.A'i:: participatJ.on u1 and 1nc1n-_lgement of c•Yn:uittcPS, 

ALL OFFICES: Destroy after 3 ye~rs. 

275.5 Reference Files. Files relating lo the general fie~J of 
commit tee managernen t consisting of ext rc1 r.op ie s of do:~u,Pen ts 
which duplicate the record copy filed c1 sei:-0 he.re; rc,ugh 
drafts, notes, work pape1·s, and other maten.al b'!inr; 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

280 MANAGEMENT lMPROVEMENT. Re lat es to p lann 111g and carrying out an 
organized program for finding and installing more effective, 
efficient, and ecouomical ways of doing work through si~plif1.ca­
tion of work procedures and application of management analysis 
techniques. 

280.1 General. Documents relating to management improvement which, 
due to their general nature, cannot be logicdlly filed else­
where in the 280 series. 

ALL OFFICES: Destroy after 2 years. 

280.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on management improvement, 
including copies o( interim policy statements issued prior 
to publi.cation in official DCAA numbered publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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280.3 J~1a1!_clr~•::10'i::·'1t- Sc~-s;.~CY[.... Duct1rn'2r1 t:: c 1·t.-·.::ci:~c1 i_n tJ1.: •- ·.r~~-:__? 

r(_-·•VJC\·l ()f tlll cr~-:,-·Hii?,f-ttLoc... o.c a. /L'1i:.L...:..or.:Jl [!l' 1~c:.. i'y {l 

~urve/, l11cJ.urJipg .CP.l~11c·st fer er ~~u~horlz ..-u:J(1_--: tc.~ :<i· -:.~·,: L 
the su1.-v,:_y. the f1.nisl1od r12port, ;:n,1 :,l,tiu11·:; 1-.,0.k,-,-, 

rc·~.ult of LLL-: survr:y~ 

ALL OFFICES: D2strcy upon con-,pL,c,~Lcm of nex'.: ,:>cp:.,--.;--;_,_ 
survey or after '1 ye.s.rs, which-2v.-: r· is earl L:::r. 

280.4 Project Flle~. Docuu1ents relati:1~~ to spccif:u:. pi:-op•:,:;,:L 
or projects to impD)ve or sirnp] i[y the mar,ner ,_,r Tie1:·r10,i 

of planning, cijrecting. contro1 l:i.ng, or do1-n,'; \·/c,r:,, c:h·lt 
as proposalE, for improv2rnent, Flew process cl1c,1_U,, w,,d. 
com, ts, mot:ion economy studit..s ~ layout !-~tnd·Les, pror ':d•.•·c,,"-', 
drafts, and actions tdkcn on propo~nls. 

ALL OFFICES: Dc•stroy after .'.:i yed,. :3. 

280.5 Recurring Reports and InformaUon Requireme~~s_. Recm·d.ng 
reports and one-time information requirements relating Lo 

management improvement. (1t-.SJ 

HQ OFFICE OF PRH1ARY RESPONSIBILITY: Pepnaptfj 1-, 

OTHER OFFICES: Destroy after 3 years. 

280.6 Reference Files. Files relating to the general field of 
management improvement consisting of extra copies of doc cnnents 
which duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

290 HISTORICAL FILES. Documents that have unusual or immediately 
recognizable historical significance; programs for production of 
specific and formal histories; and records of value to new manage­
ment and staff officers. 

290.1 DCA,A Histories. Formally prepared histories, including 
organizational and functional his tori es produced by DCl1A 
historians or others for DCAA. 

DCAA HISTORIAN: Permanent. 

OTHER OFFICES: Destroy when no longer needed for reference. 
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290. 2 

290.3 

290.4 

290.5 

290.6 

290.7 

290.8 

Pl__0-n1~~1_.i;-~_C?_l_D.: D .. r~?_.. tu t-:2.eT:12n l~c~COLciS r,,,7_'- 1 1_1r:g ~1(::. crt~---~t-~1-:-•u 

0.11d or1gln u£ DC/..A clTl<l its ---1ct~1..,..1i tie~"?., 

!IQ - ALL OF.f'ICF,S: Per.o,,rnent. 

lrnGIOi.'JAL HQ - AJ,L OFFICES: Destroy aftc1~ 10 ye,:, ·1,. 

Activ-[,:y_Jlistories. Locally prepan~c1 01· col},~;:_l:·:'C r,,3tencil 
appropriate for retenti0n because of its local ~1~~~flcanLe. 
potential use in product1ou of future organlzdc1o~Jl or 
functional histories, or 3S a sourcP of historicDl fact. 

ALL OFFICES: Destroy when f,uperseded by updated revision. 

DCAA ChronologJ--ca1 File. A uhite tis":.uc copy of aJ l c.orre:c;pon·­
dence tc addressees outside Headquarters, DC/\/1.. 

ADMINISTRATIVE SERVICES OFFICE: Pp]Qf/Df'Pt 2 

Regional Mana__g_~r's Chronological File. A copy of a:11 
correspondence to addressees outside the RegionJ1 Head­
qu::trters. 

REGIONAL OFFICE OF PRIMARY RESPONSIBlLITY: Destroy 2fter 
15 years. 

Pr ind pal Staff Element Chronological File. A copy of all 
correspondence to addressees outside the office of the Head 
of the Principal Staff Element. 

OFFICE OF HEAD OF PRINCIPAL STAFF ELEMENT: Destroy after 
3 years. 

FAO Chronological/Reading Files. Files of extra copies 
of outgoing communications arranged chronologically and 
maintained for periodic review by staff members or for 
convenience of reference. 

FIELD AUDIT OFFICES: Destroy after 5 years. 

Reading Files. Files of extra copies of outgoing communi­
cations arranged chronologically and ~~intained for 
periodic review by staff members or for convenience of 
reference. 

ALL OFFICES: Destroy after 1 year. NOTE: Offices shall 
not retain both chronological and reading files. 
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290 .. 9 

Ol"lg~:J'~Lcd .:;11J r1re1,1arc(~ b) t:1;1.1: C1ffjc_'!,..::: iUC ~' ·]:-; ..:r,'l-~":)-

pri~~t 1:..: fer [~LllP~ unc1c:·r S]JCC.iflc :,::;(:::C.r1 ~rt-; 'T',;."' (i!1"i.,.._ i #nri_ ~.. C,,_1~··h 

DCL~!-\_ o[lici~-,. 1.s; ot:i1(\·t lJ .. i~~ C~G\•,~·2.:1;nc-. t c~ .r•.:_c:.;::~-~~ .. t.i:.·~_,r.-:Jte 

sources, for~j ~11 t;O"·./f=I!.iI,t~::1t:.;; DLCi'i~.J r ... ~"-t.:it ~ ,. J·or ~.l_•~ -~ ccJJJ d 

r2gardi11g ,rario:1s s11bj c..-c..cs ~ arid !:;1r:-1i l_;_~, !::_:.:£tf:t ·tt1i, 

290.10 1-Usi:orical Bacl~grourrd and I~t:'f,:•rence N,1t·•r~.1ls. n~" ..erials 
accumulated hy hiE,torians or for historic;iJ p1.ff)'c·1 ·,,;s con·· 
sis ting of documents col le( tl:.'d or ma i,1 C'L1t1'?cl d ta so11.1. Le 

material, sucl1 2~s tr.-1.nsc:r:Lpts of lntc\:r\,;je~,~·s; rrr2r::) .. cb:JI~ts, ..1qrl 

statistic:?.l co,upilations; Eipecial colJ cctions of policy 
directives and corresponderLce of exc.::_•pti,)n2l iu:pc•·rtancc; 
summaries of major proble1,1s and evel1 ts submitted l,y operc1°-
ting officials; notes regarcl:ing organizotion of Lhe histor:i cal 
materjal; indexes as to type and location of histoci~al 
material located elsewhere; and manuscripts ancl co,i1r;19nts 
relating thereto. NOTE: 0£fic:ic:: l record copir:::s of docurn,~n ts 
proper for filing elsewhere vrill not be incorpo1.-.01ted ln 
this file; however, copies thereof may he inclu<lecl. 

ALL OFFICES: Destroy when no longer nc8ded for h1.storlcal 
reference purposes. 

https://f;p~"ci.al


Th:is primary h,nc:t1.onr1.l SE:ties relau,,, to the s~ipt!l"Vision ov,:cr .i-ad 
L'1anas2ra'2r1r of DC.~\ ci ...l'iliai.1 enplc,yees: J\::r~;cnYnel A•,.'1 1n:_oist.r;-1c1c:n (1:;L)~ 

Position Cl2.ssi£Jcn1--fn.1 .qncl P~ly (JO()); F_ecrt?LL1'12: ~=.!!.J TIIr_:x1g (::J;); 
C8reer l\idtlclf,en1ent (3l.5) ~ Tr~~·1 n .. .t·L; (321); ?rf;:°e::,sion.~l r\c:.t..i..1,i ti 0. ~ l )'Jt)); 

Incentiv~ ..md AccompJ .1-~,hment Aws.rds (341); I:qua l Ernp1oyn:er,t 01,p:,1_·: u,1 Lt:y 
(3!;6); Labor-Hana6eme11t Relations (34 7); Sumdanls c..f ConJucc (Jl,9); 
At.lverse Personnel 1\r.'.ti.ons (350); Em;:ilc,yee C8mpl.:=ilnts, Grievo.nces .._md 
Appeals (358); EmpJoyee Bene.Li.ts (361); Pc•rs0•1nc~l Operations (3il); 
Program Pl;:inning ,:1rid Eva.1.uation (381); HL:itar:y Per~:or_r:21 (387); D'.:<\;\ 
Savings Eoncis Program (388); and f~rn]e, Wclfdre, and Recrc~ti~n (399). 

301 PERSONNEL ADMHHSTRATION. Relates to personnel administration 
matters. 

301.1 General. Documents relating to personnel administration 
which, due to thelr general nature, cannot be logic211y 
filed elsewhere in the 300 series,/- 11 
ALL OJ.i'FICES: Destroy after 2 years. 

301.2 Policies and Procedures. Documents relaU ng to the clcvel,ip­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on personnel matters, including 
copies of interim policy statements issued prior to publica­
tion in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

301.3 Designation of Civilian Personnel Officer. Documents 
relating to the civilian personnel officer's basic 
authorities to act for the Director or Regional Manager 
in administering civilian personnel actions, such as sj gnfog 
personneJ actions; administering oaths of office; authorities 
to deviate from DCAA or CSC requirements; documentation 
of the basis for the policies and practices, and procedures 
which are made under local authority; and records of actions 
or decisions which are precedent-setting for future opera­
tions. 

ALL OFFICES: Destroy 2 years after termination of 
appointment. 
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301.4 Servicing Agreements. Agreements between DCAA and non­
DCAA activities for the provision of civilian personnel 
services. 

ALL OFFICES: Destroy 3 years after termination of 
agreement. 

301.5 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements not otherwise 
identified under a related secondary function within the 300 
series. 

ALL OFFICES: Destroy after 3 years. 

301. 6 Reference Files. Files relating to the general field of 
personnel administration consisting of extra copies of 
documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

306 POSITION CLASSIFICATION AND PAY. Relates to the functions of 
determining pay rates and administering salary matters relating 
to civilian employees, EXCLUDING position classification appeal 
case files - see 358.3. 

306.1 General. Documents relating to position structure and 
staffing which, due to their general nature, cannot be 
logically filed elsewhere in the 306 series. 

ALL OFFICES: Destroy after 2 years. 

306.2 Classification Standards. Classification standards providing 
guidance in the evaluation of positions including classifi­
cation and qualification standards. 

PERSONNEL OFFICE: Destroy when superseded. 

306.3 Standards Development. Drafts of standards, correspondence, 
project schedules, and materials relating to the develop­
ment of classification and qualification standards. 

PERSONNEL OFFICE: Review at least once a year after 
publication of final standards and destroy all papers which 
have been superseded or are no longer applicable. 
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306.4 Position Descriptions (Master File). Certified master copies 

306.5 

306.6 

306.7 

306.8 

306.9 

of Optional Form 8, Position Description, or comparable 
forms, covering all positions serviced by the civilian 
personnel office. (1- 7) 
PERSONNEL OFFICE: Destroy 5 years after cancellation 
or obsolescence. 

Position Descriptions (Number Log). A log providing a 
continuing list of identifying numbers assigned to position 
descriptions. (I. 7) 

PERSONNEL OFFICE: Destroy upon discontinuance of the 
activity or when new numbering system is prescribed. 

Position Descriptions (Extra Copies). Extra copies of 
positio~ descriptions maintained for use when a new 
incumbent is assigned, when identical positions are 
established, or for reference. ( I 7) 

ALL OFFICES: Destroy when position description is super­
seded or when position is abolished. 

Position Descriptions (Organization File). Folders for 
each organizational element containing organization and 
staffing charts annotated to reflect positions involved and 
a copy of each position description. (I_ 1 J 
ALL OFFICES: Destroy when superseded or obsolete. 

Position Surveys. Documents reflecting the periodic survey 
of all positions in the organization and reports related 
thereto, such as the Annual Supergrade and PL-313 Position 
Report, Annual Certification by Regional Managers, Annual 
Whitten Amendment Report. 

PERSONNEL OFFICE: Destroy 2 years after a regularly scheduled 
DCAA or CSC inspection, whichever is earlier. 

Wage Board Administration. Documents relating to wage board 
matters, which are forwarded to DCM for information and/or 
coordination. 

PERSONNEL OFFICE: Destroy when superseded, obsolete, no 
longer needed for reference, or after 2 years, whichever 
is earlier. 
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306.10 Special Salary Rates. Documents relating to special salary 
rates, and to the annual review thereof. 

PERSONNEL OFFICE: Destroy when superseded, obsolete, no 
longer needed for reference, or after 2 years, whichever 
is earlier. 

306.11 Salary Schedules. Documents relating to general schedule 
salary rates; schedules, reports, and similar documents 
relating to pay setting for civilian employees. 

ALL OFFICES: Destroy when superseded or after 3 years, 
whichever is earlier. 

306.12 Reference Files. Files relating to the general field of 
position classification and pay consisting of extra copies 
of doctnnents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

311 RECRUITING AND HIRING. Relates to the recruiting of new employees, 
the consideration of applicants or of eligibles from the CSC lists, 
and the hiring of employees. 

311.1 General. Documents relating to recruiting and hiring 
which, due to their general nature, cannot be logically 
filed elsewhere in the 311 series. 

ALL OFFICES: Destroy after 2 years. 

311.2 Civil Service Certificates. These files provide a record of 
requests to the CSC for certification of eligibles, such as 
Request for Certification, Certificates of Eligibles, 
Statement of Reasons for Passing Over a Preference Eligible 
and Selecting a Nonpreference Eligible, and similar records. 
(1-S) 
PERSONNEL OFFICE: Destroy after 2 years. 
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311.3 

311.4 

311.S 

311.6 

311.7 

311.8 

311.9 

Applicant Supply Files. These files provide an index to 
applications of qualified eligibles, govern the order of 
selection of applicants for appointment used as a basis 
for determining subsequent recruiting needs, and provide a 
reference to the Qualifications Standards File.(/-/~} 

PERSONNEL OFFICE: Destroy after appropriate action has been 
taken with respect to each applicant listed thereon, in 
accordance with the FPM and after CSC has inspected each 
action for compliance with existing rules and regulations. 
When direct recruiting authority is cancelled, destroy after 
inspection by the CSC of the propriety of actions taken 
under the recruiting authority. 

Applications. These files provide a repository for 
applications and supplementary related documents and 
correspondence. 

PERSONNEL OFFICE: Dispose as prescribed by the FPM. 

Job Opportunity Announcements. Announcements of job 
vacancies prepared for bulletin boards, circulation to 
employees, other agencies, or the public. 

PERSONNEL OFFICE: Destroy after 2 years. 

Paid Advertising. Documents relating to advertisements 
placed in news media for the purpose of recruiting, 
EXCLUDING financial documents. 

PERSONNEL OFFICE: Destroy after 3 years. 

Priority Placement (Stopper) Lists. Lists received period­
ically from the Central Referral Activity, and related 
documents. 

PERSONNEL OFFICE: Destroy after 2 years. 

Overseas Returnee Lists. Lists received periodically from 
the Automated Overseas Referral Activity. 

PERSONNEL OFFICE: Destroy after 2 years. 

Student Trainee Program. Documents relating to all phases 
of the student trainee program, including recruiting, 
placement, training, and evaluation. 

ALL OFFICES: Destroy when superseded, obsolete, or 1 year 
after individual leaves program, whichever is earlier. 
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'51Ll0 
repor._.::, aud oa1:::-!:iir..2 :L11for,.1.;;.;:,_L(,;i re.nu i TCJl.1.:nt $ C.') .. lC C ( (! i l~~~~ 

recr 1 riL1.;1r; ..-111d st:..:d.:::nt t.·~i,·:.::t·t,. (!~It) 

311. 11 Reference Pilc:s. r:i.les l'e!L~ting to tlie. guie.rcd_ [je:2d of 
rec-;:u:u:ing dlld hiring con:"l::;ting of c}:t.:-.::: copL:_s <•i: 
clccrn;i~;r,t::; wlnch ,lupl.1-ca te lb:=: recorrl copy filed eh.. :,ch:-r2-; 
rour;h Jrnft~;, notes, work p,tpers, ancl uther maLe1 i:-il b::d1·~t 
helll for reference. 

ALL OFFICES: Destroy when superseded; obsolete, or no 
longer needed for reference, whichever is e □ rl~er. 

315 CAREER }li\_1\1/\Gt•,MEI'T'J'. Rel;1tcs to DCM programs designed to n~:-·0 :.-,s:e tr,e 
career or die devclopm::mt of employee: s capabi1ities tl1nr16h ;; 
program of selection and assignments; increas,:-:d pro@otion.,-u_ opportun-­
ities through i\gency-wide referral of vacancy lists or consideration 
by use of centralized qualification records; merit prornoU.un, job 
rotation, reassignment, and details; overseas rotation; and s:imiJ_d!" 
programs. 

315.1 General. Documents relating to career management which, 
due to thdr general nature, cannot be logically filed 
elsewhere in the 315 series. 

ALL OFFICES: Destroy after 2 years. 

315.2 Career Programs. Record copy of career program supplements 
maintained for each of several career fields for civilian 
employees. Includes materials such as drafts, concurrences, 
recommendations for changes, and similar docUlllents. 

PERSONNEL OFFICE: Destroy 5 years after supersession or 
obsolescence. 

315.3 Qualification Standards. Documents used in rating appli­
cations for appointments and approving non-competitive 
actions, consisting of index to standards, CSC Handbook 
X-118, examination announcements, and special standards, 
such as promotion and training agreements. 

PERSONNEL OFFICE: Destroy when superseded or no longer 
needed for reference. 
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315.5 

315.6 

315.7 

315. 8 

315.9 

1 )l-\f:pr1,__-r __ r~·1!; 1~ r·~:r.~~~J~}-.'.:-~~-~ r.:~-:L3 j)l~(:.r,,~~~c.J L:.- !---. ' 
I:.,.. 

app} j cc1 ~-;:,. s nn c.h-:- !.. L: (·: c r r:._y L,J) :_ 1c:11 ""., 1... n J ;_::: t~ i?~. 1~- :::::•~, •:. [; r :-: 
nsetl c1s a rc~ord of is sL'" ~.i.•, .. 

PE}:.Snr:NgL. Of.FlCL: F:1rds for i1.-::-~::·:.-L? !_r:le 8.~;1 p-~ ~.c....:::j::· 'i.:· 1·i :. ~1 '.-

rL~~urned t'J rtJ.1pl.1ca:1t1.~~ forms l"i..:r ~-,J_7__?.Lh.i(• ri~l~,~~Jr:.:r-1 __ :-::::: 
s,;,•lecLc>d 11il.L be des:-ro~'ed a[u-'L l ye:1 r; :fu::.t::-: ror .. :Lif:,.,_'._i.: 
npplic;.:.n~::=: 1-:ho are sel~ctt.:d \JJ.11 be {.[led .i.r1 : LC?.: Oft~-'-~; J.-~ 

I)ersonJ!cl r·ultler. 

R0crn1:lcvrr1,~n IZi.ghts. These files p;·c,vicle: r1 r(c>i:1~;1 Pr of: 
persons h,rring rcemplo~n1::'nt ri2:h1-;:; or to ~-'L~T,!', t h,,-re l::: :~;, 
obligation to rcemplo:r, such as rcrsons sq;,; roted hy 
re.duct ion in force or for rnllitdry service, c;:cUJs 
] istlngs, <1nd sii:rdl::ir docume:.nts. 

rEn.SONNEL O'Ffl CE: Destroy arter cxpirat ion cir Joss 0 1 

employee's reemployment priority rights unles;:: an app,-..-:11. 
is pending. Destroy lists after Pxpiratlor. 0£ eJ j_gibi] 1 Ly 
of all persons on the list. 

Reassignments, Job Rotat:i_o_r_.,"--a_n_d g_~_t_a_i]s. Docurneni:s 
relating to the reassignment, rotdtion, and d,:'tailing of 
individual DC.AA employees. 

PERSONNEL OFFICE: Destroy 1 year after termination of 
employment. 

Referral Lists. Lists reflecting referral of names for 
consideration against vacancies, including requests for 
such lists, and copies of or notations regarding inquiries 
as to interest in vacancies. 

PERSONNEL OFFICE: Destroy after CSC inspection or after 2 
years, whichever is earlier. 

Promotion Register and Record. Papers documenting promotion 
actions under the Federal Merit Promotion Program. 

PERSONNEL OFFICE: Destroy after CSC inspection or after 
2 years, whichever is earlier. 

Executive Manpower Resources Board Activities. Documents 
relating to EMRB operations, such as policies and procedures, 
memberships, agenda, minutes of meetings, and related 
docmuents. 

EMRB RECORDER: Destroy after 10 years. 

OTHER COPIES: Destroy when no longer needed for reference. 
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315 .. 10 E:{Pr________ --~'---·-- P;_--_:2/'_,._~:,r~.- ;·J~-ie11;L1~nL.5 •:-•.:ld!·i:!f tc ... P-._! 

EA(~C.LiLJ_\. (_\ ]JL. 1-.:cJ G?~:.e.11.t r f'06rc'"'tln :·l~l(; jr1dividnr; l J)<li~ti.ci1J:1-:1t:?,. 

PEE.SOl'~l'~EL OF."'ICE ~ Destroy 5 years aftc.t" Sti?)'=' r<:J:::,.~. it)r1 ---'~--

ol;so l i.:~b c>2n c.•~. 

315. ll f;c,fcr0nc(! Ftlcs. Files re].:1tn1.g to t 11e general field ,,1. 

c-1rcer m<111c1g1.,,Ii7 ,mt consi st.iJJg of c::-:l;~<l copie.::, of d:1cum8;J :.--s 
,dnch dupl.i.cac~ the rl?conl copy fiJ.eJ else\,l,P1:•.:! ~ rcm5h 
drafts, ll•J tes; work papers, and other- r.1ateri.:1] belng h!2ld 
for reference. 

ALL OFFICES: Destroy 1vllen supersed<c~cl, obsolete., or no 
longer needed for reference, ¥bichever is earlier. 

321 TR.i\11'TI_!1G. Relai::es to training thro1Jgh DC,\A resources, other 
Governruc!ilt Lraining, and non-Govers1ment trdining. 

321.1 General. Documents relating to training which, due to thc>ir 
general nature, cannot be logically filed else\lhe.re in llle 
321 series. 

ALL OFFICES: Destroy after?. years. 

321. 2 Training Plans_. Documents reflecting overall programming 
and scheduling of training and reports of progress thereon, 
such as the GETA report. 

TRAINING OFFICE: Destroy after 5 years. 

OTHER OFFICES: Destroy after 2 years. 

321. 3 Individual Record of Trainin&- Documents reflecting 
for an employee the courses attended, dates, and similar 
information. 

ALL OFFICES: Review annually and destroy that portion 
pertaining to individuals who are no longer in the employ 
of the activity. 

321.4 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements not covered 
in other training subfunct ion files. { J - t '-) 

ALL OFFICES: Destroy after 3 years. 

322 LOCAL TRAINING. Relates to training provided by each component 
of DCAA. 
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322.2 

322.3 

322.4 

322.5 

322.6 

..:e:J-2ti!1g to spc·ci.11c tl11:.i1Lc-r t ~d_":1~GJ co~.-! ,-c.~.-. c011d~1;_:__,~L! at 

DC,\/l tlCtjvjtip.'.:; utili_zi·q(; loc.-t..L, l:1::,.t:1_~etc:_ or l:ii:!c.~.<lc:-1~.. Lt~c,~s 

pcr•)C'n"llf:".l c.lS J~nstru;.!tor~, .. 

EPONS01JKG OFFICC: Dcscroy 2ft2~ 3 years. 

OTHER OF~lCES: Destroy when n0 longer uc~t~d for r2J~~Lnce. 

i:£mpo,1ern:._ !H.lmin ir, .::'2 re: d t1on--1md J.r_,_'E.__TJ...::.':1-}1 ~ t~.':?.. Docurr,en:: _::; 
relatir,g to specific oon-dud.i.tur r:r;:i_inin8 cnurs~r; crn1·lt•t tee! 
at DCAA activities utilizing loc.~,l, Institute, or H.:-!ad­
quarters personnel as insn:ucLors. 

SPONSORING OFFICE: Destroy afte~ 3 yedrs. 

OTHER OFFICES: Destroy ~hen no lunger need0d for re[eicn~e. 

Component AdBinistered Course Evaluoti0ns. Documents 
relating to course reports, critiques by students, and 
evaluation reports of component adminj_stered courses. 

SPONSORING OFF1CE: Destroy after 3 years. 

OTHER OFFICES: Destroy when no longer needed for reference. 

De_fense Contract Audit Institute Management and Sunervision. 
Documents relating to the overall dclrninistratlon and manage­
ment of DCAI suth as correspondence between Headquarters 
and DCAI, EXCLUDING specific course records. 

ALL OFFICES: Destroy after 3 years. 

DCAI Courses. The Official Record Copy of each course 
manual, botl~ instructor's and student's, prepared for use 
in courses conducted at DCAI or self-study courses administered 
by DCAI. 

DCAI: Permaoenr, 

OTHER OFFICES: Destroy when no longer needed for reference. 

Course Development, Background, and Evaluation. Backgrotn1d 
documents and work papers accumulated in the process of 
development, presentation, and evaluation of DCAA courses. 

ALL OFFICES: Destroy after 3 years. 
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322.7 §J;_~~o....!.~:S-~-~rid J:.1._~!.:r=.":::..S.fors. nocumenc,, r ..... 1.::it"in[~ t0 

appl1 Cdtions .::md celecti.on,:; of studcnu. Rr,d guc:sL insc..-~1etnn, 

from DC:AA personnel. 

ALT.. OFFJC'LS; D.::strr>J 2ft2r '2. years, 

322.8 Non-DCAA rnrticipation. R~cords reJatins to policje3 and 
procedures concen1 i.ng pan::i clpati.on of n(m-DCAA personnel 
as students and instructors at DCAI, including lelters 
of agreement and uriderstc!ndi11r bei:,.1~en DCAA and othc.r 
orga11izat1ons and siinilar doc-:..!:112nts. EXCl1l1DES rccorcls 
pertaining to the participation of an individual at a 
specific course. 

ALL OFFICES: Destroy when no longer needed for referenc.e, 
or 3 years after terminati.on of agreem.ent, as appropriate 
for the record. 

322.9 Reference Files. Files relating to the general field of 
training consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

323 NON-DCM TRAINING. Relates to training of employees in non-DCA..ti.. 
facilities, EXCLUDING financial documents. 

323.1 General. Doclllilents relating to non-DCAA training which, 
due to their general nature, cannot be logically filed 
elsewhere in the 323 series. 

ALL OFFICES: Destroy after 2 years. 

323.2 Other Government Training. Documents relating to training 
of DCAA employees in other Government training facilities 
including agreements, requests for quotas or personnel 
spaces, evaluations or connnents, and similar material. 

ALL OFFICES: Destroy after 5 years. 

323.3 Non-Government Training. Documents relating to training 
of DCAA employees in non-Government training facilities, 
including requests for approval of such training, agreements, 
copies of obligated service agreements, if any, and similar 
material. 

ALL OFFICES: Destroy after 5 years. 
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l~~J.£:t_ Tiies re1.a.tin6 to the gencr.1.! f:!.c-1,! of 
n0n-jjG/\i·. i r,1.rning consist.Lug of L·xti:,, cop1.tc:s of docu:uc.nu1 uli:i.c.li 
dupl i.c,t!·e the record copy fj_ l eJ cl·3'd·th,-re; rol!gh dta.fts, 
note::;, ;,'oTk papers, ar.d ct:lier nw.t:crLal helns lwlrl for. 
refCl"'(~Il(.:8 ~ 

ALL OFFICES: Destroy ¼'hen superseded. obsolete, or no 
longer needed for reference, whichever is earlier. 

330 PROFESSIOHAL 1\CTI~ITIES. Relates to the p.:-irtir lpatlon of DCM 
employees in profc,ssional activities outsjde DCJ\A 2.nd CPA 
accreditation. 

330.1 General. Documents relating to professional activitj_es w,i-Ld,, 
due to their general nature, cannot be logically filed else­
where in thB 330 series. 

ALL OFFlCES: Destroy after 2 years. 

330.2 CPA Accreditation. Correspondence with State boards regarding 
acceptance of DCAA experience as qualifying for taking the 
CPA examination and for certification; correspondence with 
professional soc1etjes, CPA firms, other Government agencies, 
colleges, and universities regarding the auditing profession. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference. 

330.3 CPA Preparation. Documents relating to the CPA coaching 
courses provided to auditors by DCAA. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed for. reference, or after 2 years, whichever is earlier. 

330.4 Professional Activity Case Files. Documents relating to the 
participation of DCAA employees in professional activities 
outside DCM, such as the FGAA, and similar organizations. 

ALL OFFICES: Destroy after 2 years. 

330.5 Reports on Professional Activities. Copies of submissions 
for publication in the DCM Bulletin and similar reports 
relating to participation in professional activities. 

ALL OFFICES: Transmittal letters will be destroyed after 
each month's activities are recorded. Individual activity 
report will be filed in employee's career folder - see 315.3. 
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330.6 Re FileH rcl~ting t; 

proLedsJo~ai acLlvlti~s consisting 0J 0xtrd copies of d0Lume~t~ 
which duplL:at(:! th2 reconi copy fj .LeJ e1 sewlwre: rowr,lt drG.fts, 
nor:e.;, work p2pers, and other rr:atr.crial bel,q; licl<l for 
referc:ncc. 

ALL O}r[CE~: D2stroy ~hPn supers~ded, obsoletE, 01 no 
longer nce~cd for referafice, which~ver is ea~lier. 

341 INCENTIVE ~ED ACCOtiFLISHl•TT.:N_I_ AW!.~?_'{,_. Reldtes to the system of awards 
and incentLves for superior acco~?lis~nents, acts, or s~ggcstions 
which have contrihuted to the eff-i.ci C'ncy and economy in dJrnnistrat Lon 
and cperatic"'s. 

341.1 Gencrol,_, Documents re] a ting to incencive and 2.ccomplishm<2nt 
auartls wh-i_ch, clue to their general nciture, cannot be. 
logically filed else~here in the 341 series. 

ALL OFFICES: Destroy after 2 years. 

341.2 Incentive Awards Reports. Summary and consolidated reports 
on monetary and non-monetary awards. (!-13} 

PERSONNEL OFFICE: Destroy after 3 years. 

341.3 _Resister of Honorary and Monetary Award_§_ (Except Suf!,gestl<md. 
Register of nominations received, approved, disapproved, 
amount of award paid, and dates. 

PERSONNEL OFFICE: Destroy after 3 years. 

Incentive Awards Boards. Docwnents relating to board 
operations such as policies and procedures, memberships, 
and comparable papers. 

ALL MEMBERS: Destroy when superseded, obsolete, no longer 
needed for reference, or after 3 years, whichever is earlier. 

341.5 Nominations for Awards. Case files of recommendations 
together with supporting papers submitted by operating 
officials and related papers incident to consideration of 
employees for performance awards and honorary awards, such 
as Outstanding Performance, Quality Salary Increases, Special 
Achievement, Distinguished Civilian Service, Meritorious 
Civilian Service, Civilian Award for Achievement, Publications 
Award, Presidential Award for Distinguished Civilian Service, 
DoD Distinguished Civilian Service, Federal Womens Award, 
Outstanding Handicapped Federal Employee, National Civil 
Service League Career Service, Arthur S. Flemming, Rockefeller 
Public Service, William A. Jump Memorial, and similar per­
formance and honorary awards. 

PERSONNEL OFFICE: Destroy 3 years after case is closed. 

OTHER OFFICES: Destroy after 2 years. 
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%1.6 Lct_Lers of_Cmr.n1Gr:rlGtior1 .:irid_l\1.J_p,:cc:Lc~tion. Coples of !8Lt0'r·s 
recogni,,:Lng length of scrvL::.e and r,2tixcmcnt; J.ett,.!rs of 
apprec.1.aLio:1 ancl comrnen<lc1u on .!:or perfonr2,nc0, EXCT!JDING tb:..c;e 
cop~eb filed in Off1clal ?ersoane1 folclers. 

ALL OFFICES: Destroy after 2 yea.rs. 

3Lil.7 Civ'Lli Seruic:c-_ Frr,blE'.m Control Fi. es. RPquislt:i0nr; for and 
controls mainr:aJncd 1.0 record eligibl.Lity for m,:ard of 
err.b lcms. 

PERSONNEL OFFICE: Destroy Dfter 2 years. 

341.8 Emplovee Sugge::,tion Register. Registers or controls of 
employe,:? suggestions received. 

PERSONNEL OFFICE: Destroy 2 years after final action is 
taken on all suggestions listed thereon. 

Employee Suggestions. Case files for specific suggestions 
made by civilian employees to improve administratlon and 
operations, including both appro,ed and rejected suggesticns. 
Includes acknowledr,ment of receipt of suggestion, evaluation, 
approval or rejection, and issue of awards. 

PERSONNEL OFFICE: Destroy 3 years after case is closed. 

341.10 Reference Files. Files relating to the general field of 
incentive and accomplishment awards consisting of extra 
copies of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

346 EQUAL EMPLOYMENT OPPORTUNITY. Relates to the program for equal 
employment opportunity. 

346.1 General. Documents relating to equal employment opportunity 
which, due to their general nature, cannot be logically 
filed elsewhere in the 346 series. 

ALL OFFICES: Destroy after 2 years. 
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_Af_fnH_._:::_S~!:_v_c_~jl_,::-rLon...l'_l;:1nE_• Ann11al r,::po::.·ts showin.'.J the 
E.xis tl.tlf:!. p rol, lerns rel at:(:<l r:o EEO, a1,d r:hc plans for 
j mprov.:::men t. 

DGA.r\ EEO CFPCJ':R: 

1v ..g ~.e#~-
REGlON,\L EEO OFFICER: Destroy afte1.· H) ', ar=o. 

OTHBR OFFICES: D2stroy when no longer needed for reference 
or .::ftcr 3 yeJrs, whlche,·er is Qarlier. 

346.3 Annu..'.11 l~~__ES?E__t_. Narrative report shov1 ing the problems, 
accmni-,U.shments, and othe.r mal ters relative to the EEO 
program. 

DCM. EEO OFFICER~ 

,v ,.$ ~·REGIONAL EEO OFFICER: Destroy after 10 y s. 

OTHER OFFICES: Destroy when no longer needed for reference 
or after 3 years, whichever is earlier. 

346.4 Special Reports on EEO. Reports on specific EEO progra~s, 
such as the status of women, minority groups, mentally 
handicapped, and similar recurring or one-time information 
requirGments concerning the DCAA EEO Program. 

DCAA EEO OFFICER: Destroy after 5 years. 

REGIONAL EEO OFFICER: Destroy after 3 years. 

OTHER OFFICES: Destroy when no longer needed for reference 
or after 2 years, whichever is earlier. 

346.5 Reference Files. Files relating to the general field of 
equal employment opportunity consisting of extra copies 
of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

347 LABOR-MANAGEMENT RELATIONS- Relates to documents regarding the 
relationship between management and employee unions, groups, or 
associations. 

347.1 General. Documents relating to labor-management relations 
which, due to their general nature, cannot be logically 
filed elsewhere in the 347 series. 

ALL OFFICES: Destroy after 2 years. 
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J/., 7. 2 -~£1~~-!'.j.J..5:..S.· Docrnii.ents rela::Jng to tbe relationship between 
llldlF:l.gc~,~,ent and indlvj_dual employPc:: un:/_1,n::;, gro-._1ps, or­

assoclat1ons, such as petitions £or exclusive recognition, 
;:igre,nic:1ns, and similar docmn2ncs. 

CFFI Ct: :.,U::CU'IT~TJ!-'.G ,\GiF:,:;~:ME~JT: Des troy 5 years after 
supersesslon or obsulescence. 

OTHER OFFICES: Destroy when no longer needed for reference. 

Labc:;:- R.e:Li.tlons. Document~ n~L-=.:tiar; to \!Ork stopp2.ges and 
strikes; strike reports, correspondence relating to settle­
ment of disputes; and related documem:s. 

ALL OFFICES: Destroy 3 years after close of ca::;e. 

34 7 .4 Reference Filis. Files relating to the general fJeld of 
labor-management relations consisting of extra copies of 
documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other hlaterial being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

349 STANDARDS OF CONDUCT. Relates to the system desjgned to ensure that 
all DCAA personnel do not have conflicts of interest and are aware 
of and adhere to codes of ethics and standards of conduct. 

349.1 General. Documents relating to standards of conduct which, 
due to their general nature, cannot be logically filed 
elsewhere in the 349 series. 

ALL OFFICES: Destroy after 2 years. 

349.2 Operations. Docmnents reflecting the operation of the system 
designed to ensure that all personnel read and fully under­
stand the standards of conduct and ethics required of them. 

PERSONNEL OFFICE: Destroy after the next periodic applica­
tion of the system. 

349.3 Reference Files. Files relating to the general field of 
standards of conduct consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough 
drafts, note~ work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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id,Jch, r~i:c 

350 lJ)VERSE PERSOl~'.I:I:_.:~CT~_ON§_. Relc... tes to relationships \--ith empll)y!-:€.s 
in the a.re.ah nf di•~c. Lplinc., ad\'(:rse. pe1sr,11~1el actio:1s. ch::mges to 
low'3r gra<le c:md rednction in focce. 

350.1 Docu~ien-::s rel.~::i.r~; J:,.J .:1 ...~•rclrse pc,.. ro11t1~l acti0112 

to tbei.r }~•-:Ort•'.'ral nature,, c2rmot be filet.l r,•ls·2·,::1erc 
iu the 350 series. 

ALL OF}'ICES: Destroy aft,:,r 2 years. 

350.2 Comnetitive Levels. Lngs, ~PgisteTs, or other control 
documents mai.r:talned for the purpose of docufi'\enting 
determlnation13 as to specific competitive levels within 
areas serviced b:? the civilian personnel office. 

PERSOl-."'!'rnL OFFICE: Destroy l year after supr;)r.sessfon or 
obsolescence. 

350.3 Retention Registers. Retention registers or lists for each 
competitive level affect:ed by a reduction in force and lists 
reflecting infornation as to employees' retained and those 
separated during the reduction in force. {J-11) 

PERSONNEL OFFICE: Destroy after 2 years UNLESS an appeal 
is pending. Destroy filPs relating to an appeal 2 yedrs 
after settlement of the appeal. 

350.4 Reduction In Force. Documents relating to reduction in 
force, EXCLUDING appeal case files - see 358, such as the 
Centralized Priority Referral System, Displaced Employee 
Program, and similar records. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed for reference, or after 2 years, whichever is 
earlier. 

350.5 Reference Files. Files relating to the general field of 
adverse personnel actions consisting of extra copies of 
documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

358 EMPLOYEE COMPLAINTS, GRIEVANCES, AND APPEALS. Relates to EEO 
complaints, grievances and appeals of DCAA employees. 

358.l General. Documents relating to complaints, grievances, 
and appeals which, due to their general nature, cannot be 
filed elsewhere in the 358 series. 

ALL OFFICES: Destroy after 2 years. 
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358.:? EE'(J__ cn,!,pJ~ S. ] L1dl.\r idtt<l L c·:TJ11l0yc,,, C,G.[32 f j J Q~ en c.0::t1)1_3~!.l ts 

uncer tb~ J-''iuo.1 En,1~ L:ivr:,'2.u t C';)pcrLu111.ty Pr.ou;r nm, inelun. i.ng 
ba.si.c (~,,c:u~,•"'nts, rcccn-rds of hc:2.r 1:--·ga or r,20ti.ngs, c.:cpy of 
dC'cir;io,1 rendered, and rel ateu cor1<':spc.,nde'l.c1c: and e2~l1Lbits. 

HEAl:QU:\I:'1 EP~s: TYdi'.Sfcr to Ff:.c i:he.n ease :i::: c.J OSf~<l. D,c:st:::-oy 
10 years after tr&n"--:fer. 

REGIO>iS: Destroy 1 ye.:i r afle-:c case is closed. 

358.3 Grievane(:cs_and_~ppeals. Individual employee case f1le:::=; 
relating to all grievdnces and c1p-peals, c2nu 01he.r emplc,yee 
problem~ processed or reviewe.cl. Incl udcs b11sic documents, 
record.:; of liea rings or meetiu;!;S, copy of dee is ion rendered, 
and related correspQndcnce a~d cxhDJits. 

PEIIBONNEL OFFICE: Ret:c1in i..ile for each separate case in 
current files area for 7 years after case ls closed, then 
destroy. 

358.4 Reference Files. Files relating to the general field of 
employee complaints, grievances, and appeals consistins of 
extra copies of docUfilents which d11plicate the record copy 
filed elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy ,1hen superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

361 EMPLOYEE BENEFITS. Relates to employee benefits such as health 
benefits, compensation for injury, severance pay, unemployment 
compensation, retirement, and life insurance. 

361.1 General. Documents relating to employee benefits which, 
due to their general nature, cannot be logically filed 
elsewhere in the 361 series. 

ALL OFFICES: Destroy after 2 years. 

361.2 Benefit Files. Project files relating to employee henefits 
such as health benefits, compensation for injury, severance 
pay, unemployment compensation, retirement, and life 
insurance, EXCLUDING documents filed in Official Personnel 
Folders and individual accident case files - see 371 and 130. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed for reference, or after 3 years, whichever is earlier. 
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361.3 Reference files. ~iles relati~~ to the gc □ erLl fieltl 0f 
e.mploreP ber,cfits cons1.stlng of e.xtui. co:,ies of docur.::~nts 
which r.'iup 1 icate the ri'::co-:'."d copy fiJ.ed eh,<::1;l1erc; rou)ch 
drarts, nc,tes, ~-'orl: p,q.::rs. and other 1:1::tcr ial bejng held 
fnr J~c::fcrr_•nce. 

ALL OFFICES: Des·croy whe,1 super-::eded, obsolcne, or no 
longer llt'ede<l for reference, whichevor is earl iei:. 

3 71 PERSO;'ii~.EL Ofl~RATIQI'.TS. Docuw,,nts rc::latlng to individual en:ployces 
of DC/.i..A. 

371.1 genera~. Documents relating to personnel operations which, 
due to their general nature, c,1Trnot be logically filed 
elseuhere in the 371 series. 

ALL OFFICES: Destroy after 2 years. 

371.2 B_~E:.rvisor ts Personnel Records. Records providing current 
information relative to employees, positions~ strength 
authorizations, actions in process; copies of position 
descriptions; files used by supervisors and office chiefs 
in considering employees sep.'.1.rated for military serv:ice for 
position change actions in absentia; requests for personnel 
actions; and records pertinent to individual employees which 
are duplicdted in, or not appropriate for, the Official 
Personnel Folder. 

ALL OFFICES: Review annually and destroy documents which 
have been superseded or are no longer applicable, or destroy 
l year after transfer or separation of the employee, 
whichever is earlier. 

371. 3 Personnel Identification Media. Documents related to the 
system of authorization and issuance of non-security 
identification media to permit entrance to an installation 
or activity and to identify the individual as an authorized 
representative of DCM. Includes issuance, receipt, return, 
and destruction of special credentials, auditor credentials, 
U.S. Government Identification Cards, EXCLUDING registers 
in 371.4. 

ISSUING OFFICE: Destroy 2 yea.rs after final disposition of 
identification media, except that receipts signed by in­
dividuals may be destroyed upon turn-in of credentials. 
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DCAAI•i SOLS.I 

371 .!+ 

371.5 

371.6 

371. 7 

371.8 

371.9 

Pe.1:sr-1nr·t.:. t J(]enr.j L r_c.~1t-;_011-_f:r-q;ist't?rs.. T\egl,3tC-1..L, tn-:1.Jnta.·;11c.::.~.:1 l;y 
tssnlH~~ cf£1-ce1:s ~'.':iiLU\.•iing Lo \ihun1 cred:.:-.~u~-1a1,; n-rP Mt~suE-1 r1"1 

do.te oi J_ssuc, cle.te of ·cetur::t, ac1d date of destruct.ion., 

ISSTJINC O"F';"ICE: ll-2n::-,ve ini, L-rldudJ. p .•~;es from re::s.:.stc:c: 
when Lnal clispc:t,iti.ou of a.i_l c.redc!11ti..,1.ls listed Uisreon 
has liee:1 made, hold 2 years, then dC'stroy. 

Loc~i::_o_;:_JZer~~E.'=1_~. Strips or cards mafotafoed as a ready 
reference to tliic• 01 gdnizariont1l segmc•nc to which the 
employee is assigned. 

PERSONNEL OPERATTONS OFFICE: Destroy upon transfer or 
sep3 ration of the~ employee. 

Per~uni:;el___ii_1::1thod :02.tions. Copies of ITIE'moranclums, ler:tcrs, 
tables of author..i_zed !:>trenr,t.~1, nnd otl1er documents wh1.ch 
reflect personnel spaces alJ.otted to various organlzatlonol 
segments and which provide the Civilian Personnel Office 
with a basis for maintaining a specific number of position 
identification strips on the personnel control file. 

PERSONNEL OPERATIONS OFFICE: Destroy upon superses!:'ion. 

Service Record File. Files providing a record of positions 
and incumbents, a medium for controlling personnel strength, 
and a device for follow-up actions due. They consist of 
SF 7D, Position Identification Strip, and SF 7, Service 
Record Card. ( ;- "2-) 

PERSONNEL OPERATIONS OFFICE: Destroy SF 7D upon reclassifi­
cation or cancellation of the positions. The SF 7 will be 
withdrawn and placed in 3 71. 8 upon transfer or separation 
of the employee. 

Inactive Service Records. Files providing a record of 
separated employees, including forwarding address and 
destination of Official Personnel Folder, and SF 7, Service 
Record Card. ( /- 2-) 

PERSONNEL OPERATIONS OFFICE: Destroy 3 years after transfer 
or separation of employee. 

Departure Clearances. Documents created to show clearance 
procedures accomplished with respect to transferred or 
separated employees, and evaluation of turnover. They consist 
of activity clearance forms or check lists indicating the 
accomplishment of various types of administrative actions 
which are prerequisites to release of employees. 

PERSONNEL OPERATIONS OFFICE: Destroy after 2 years. 
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371.10 G::-0 .. p_;\cUori_Rc,0_,_n.:,- :~, Flle::0 prrJ· _[di.ng ,1 n·,:ord of. the l.;r,slc 
f n-r p rocr~ St' i ng p2r:~c11,r: ,: J ,,tt1~1 p:,,, i r 1 CPl .1c t lons r,2r,1.1 l ti u 6 
fJ:orJ j0b Su!-VPYE' awl con:,dst of r;1:uup .:!ctlon rcqn:2st li:,t:-:: 
or similar foc~s. 

T'Ei:sor·mEL ()PEXATTm1s OFF:'..CE: lk:,':roy 1~ years :::LfLer 
su pe r.se..:>s ion., 

371.11 Cl_1ronol0gil_:f~}- .Journal. Copy of e0ch Sf.' 50. NoU.ficai::lcl!l 
of Personnel Action, for Ube as bOurce material for prepara­
tion of reports, for a ready reference device for review 
of clCtions previously procn~sed, and for information of CSC 
and DCAA representatives. ( /-1'1-} 

PERS0Nl'1KL OI'ERATIONS OFFICE: Dest coy after 2 years. 

371.12 Attendance nnd Leave. Dochill~nts relallng to hours of duty 
and leave adruinLstration. 

ALL OFFICES: Det.troy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

371. 13 Official Personnel Folders. Individual official personnel 
folders comprising tile official record of each civilian 
employee of the Federal Government during his or her tenure 
of service with the Government. NOTE: This file number is 
only for overall identification of the file series and shall 
not be placed on the folders themselves. (1-I) 

PERSONNEL OPERATIONS OFFICE: Upon transfer or separation of 
employee, effect disposition as prescribed in the Federal 
Personnel Manual. 

371.14 Reference Files. Files relating to the general field of 
personnel operations consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

381 PROGRAM PLANNING AND EVALUATION. Relates to planning and evaluation 
of the DCM Personnel Management Program. 

381.1 General. Documents relating to program planning and evalua­
tion which, due to their general nature, cannot be logically 
filed elsewhere in the 381 series. 

ALL OFFICES: Destroy after 2 years. 
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381. 2 J?'ro,.?Ll.:m~ f'l<1rrni,--r; ,1nU Ev·a.J:2.:;tion R...j)O"t:"t~1 .. St:rnru~~ry ~-1;1d cor!.-

solHl:1'.:ed repo;:ts on i.hc 1,]_ann;_ng :,nd .::valuat:ion of Uic DC1,\ 
Per.s,.m··ip) Han,lf}'merit Progc,1M. 

OT½ER OFFICES: Destroy when no lonzcr needed foi i~fcrence. 

331.3 Civ5.l Sc.r,:icc Con;1,1issicn. h1~,l_lections. Reports of inspections 
and aud.Lts of civilian perso11,1el aclministrGLion ccrnd..Jctccl. 
by representatives of the CSC. 

OFI<IC.E U1SPEC'fED: Destroy a.Er.e1: next comparable in,,pe.ction, 
E}:,:;EPT thdt in~apection reporLS ccrnta:inin3 job evaluation 
detenu1nations which have the effect of gr3de lE:vel standuras 
will, if. &till current. be fiJed under 306.2. 

381. 4 DCAlj St!I:~S of CiviU.an Pei::-sonnel Administration. Reports 
of E',urveys of clv:i.l ian personnel ad.ministration conducted 
by representatives of DCAA. 

OFFICE SURVEYED AND SURVEY TEAM: Destroy upon completion of 
next comparable survey. 

381.5 Personnel Conferences. Documents relating to personnel 
conferences attended by DCM personnel or held by activities 
of DCAA. 

ALL 'OFFICES: Destroy after 3 years. 

381.6 Reference Files. Files relatins to the general field of 
program planning and evaluation consisting of extra copies 
of documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

387 MILITARY PERSONNEL. 

387.1 General. Documents relating to military personnel which, 
due to their general nature, cannot be filed elsewhere in 
the 387 series. 

ALL OFFICES: Destroy after 2 years. 
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387.2 T~:)~-,(ly Reserve~ .. T)ocu1nt:nts rclc.1ting to ctv.iljBLl m,::i~iDe1(~ ol~ 
tl1e militrf:ry rcE1 <ly 1 (~ser"'?e ~ 

PERSOtlNEL Ol'J?ICE: D':Slroy 5 yc:11~:; dtter supe1session or 
ob::-ulescl•r,c...:. 

387.3 Reference~ F.tJ ec,_. fj l~s reL1Ling tu the genera]. field o ::­
rriilitary pcrsonHl'l consir:ti.ng of p;,:trc:1. copies of doeuocnts 
whicli duril icate th:= reeord co1,y fj_Jr·d elsewhere; rc,ugh 
drafts, notes, work papt2rs, dlld otiie.r material being held 
for reference. 

ALL OFFJCES: Destroy when supen:edecl, obsolete, or no 
longer needed for reference, whichever is earlier. 

388 DCM, SA\'lNGS BONDS P~l:;RA~.:!_. Relates to ths concepts, d2velopment, 
adminis!::ratio-:1, and reports and ana:.)'ses 0f the DCA..1\-wide. progr2m 
for the promotion of the sale. of U.S. Savings Bonds. 

388.1 General. Documents reldting to the Savings Bonds Program 
which, due to their general nature, cannot be logically 
filed elsewhere in the 388 series. 

ALL OF~ICES! Destroy after 2 years. 

388.2 Savings Bonds Reports. Summary and consolidated reports of 
participation of employees in the DCAA Savings Bonds Program. 

ALL OFFICES: Destroy after 3 years. 

388.3 Reference Files. Files relating to the general field of 
savings bonds consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

399 MORALE, WELFARE, AND RECREATION. 

399.1 Morale, Welfare, and Recreation. Documents relating to morale, 
welfare, and recreation activities sponsored, monitored, 
or publicized by DCAA in the interest of employees. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed fcrreference, or after 2 years, whichever is earlier. 
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DC:Ai\J-i 50.I ,·,. J 

This JH"Lr:,an• functic_,,,;:i_l FE:.rtes r2latcs i~o overc1J.l fin~-ir1ci.qJ L1:1:1~t;-:e­

mcnt of appru;~-1~iate-'l cm,d•~, :irt('111din;,; H11d;~e:t (Lf10), Ac.:co::ntlng (!1:?i1), 
1'.anpo••;Ec.; (tUO;, a,1d Pc•yruJ] Liai on (.~!,()). 

400.i Gc.·neral. Doccn,ents r0.Ll'lth1r; t(, flnanc.ial man.:::.,5sment wbir::l1, 
due to their generdl nature, cannot he logic2lly filPd 
elsewhere in the 400 :-.;erics. (S-·3) 

ALL OFFICES: Destroy after 2 ye;:,_rs. 

400.2 Policies and Prc-cedures. Documeuts relating to the c.-::•,•elop----~---
ment, prepnration, issuancE-, and i.nterpretation of cl:i rec t ~ves 
or re~u) ~,tory inGtrnctior..s 0n r,cncral fin8nc-Lal munflgc111ent 
matters, }~X.CLUDING these specifically on accounting, budf;et, 
au<l manpower, including co!J.i.es o.E interim poljcy and pro­
cedures statements issued prior to publication in official 
DCAA numbered policy publications. 

ISSUING OFFICE: Upon ~upersession or obsolescence, place 
irr inactive file. Destroy 2fter 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

400.3 Reference Files. Files relating to the genera} field of 
financial management consisting of extra cop.i.es of documents 
\Jhich duplicate the record copy filed elsewhere; rough 
drafts, notes, work papers, and other materlal being held 
for reference, 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

410 BUDGET. Relates to documents accumulated in the preparation, 
presentation, review, and execution of the DCAA budget. 

410.1 Budget Execution. Documents relating to the expense opera­
ting budget from OSD, operating budget authorizations for 
all components of DCAA, quarterly operating budget work 
papers, operating budget requests for current fiscal year 
and estimates for following fiscal year, and related back­
ground data. 

ALL OFFICES: Destroy 5 years after FY involved. 
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!,HJ. 2 Docu~ent!::, rc1..1t1-ng to 

410.3 

410.4 

410.5 

410.6 

th2 f(;rm:1l,1ricm, pn~.s(.;'ntdtJ.orr, dnd r-~vie1w hy h.i.f;he:,-
autho! icy· cf tl.,~. DC'.:\/\ budr~t, i1.1cludin.G pol ~-c"Les c1n'1 
pr,1 ( ,·d,•n=:•,. OSD/urn; h;_1G.gc>t esi-i;;:_:tt_e .--,LiJr.1icslcns, v,:;,_ k pa:1ers, 
rtnd 1,.tcl~un i:.L..:rn~ t·l?..P[-:2..C.:r..-.cn:::...J lx:..,:::_:;2~ c13.t~1 t·_o OSD ~ Co1 ,;_~J--~c>~~•io1·:r1 t 
hE:2r_i_nt,s r,ackup c.c1LD, inci_,_,,,j,·ir; Hous<; 2.:ld Senate tc~;tJ:T-on:,'; 

apport Lon;r,2nt !>u::miiss io11-3 to OS]) and related papers; Progn1m 
nudg2t cler;"i.sicms 2nd recL:.:mas, anG related docurne,:.ts. (~-"1- ") 

HEADQUi1.KlERS BUDCET OFFICE: Pe.rman ent. 

OTHEit OFFICES: Destroy 5 yc:!ars after Yi involved. 

Manoower Requirements and Llti]izatio~ Review. Docu~~1ts 
establ~s~ing curr£nt aud projected manpower requlrem2nts 
for budseting purposes. 

HEADQUARTERS BUDGET 6FFICE: Perrnapep f· •-
OTHER OFFICES: Destroy 5 years after FY involved. 

Recurring Reports and Informat:i.on Requirements. Recurring 
reports and one-time inform~tion requirements submitted 
to higher authority or prepared for internal management 
purposes, such as expenditure forecast data, minor construc­
tion, obligations by state, man-year and costs, quarterly 
financial management report, and similar reports. ( r,. S) 

ALL OFFICES: Destroy 5 years after FY involved. 

Cross-Service Support Agreements. Policy and procedures 
rel a ting to in terservice, interagency, and cross-service 
agreements in support of DCAA; memorandums of understanding; 
copies of agreements; and similar formal documentation 
covering acquisition or use of real property space; supply 
management relationships; and procurement agreements between 
DCAA and the servicing activity. 

ALL OFFICES: Destroy 3 years after termination of 
agreement. 

Reimbursable Audits. Doc1nnents relating to the analysis 
of the reimbursable audit program as it affects the DCAA 
budget, including non-DoD agencies, regional analyses, 
billing and earning rates, and related work papers. 

ALL OFFICES: Destroy 5 years after FY involved. 
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410.7 Budget Program Data. Documents relating to the Five Year 
Defense Program element list, program element summary data, 
submissions, objective memorandums, related guidance and 
program change requests and decisions; and documents relating 
to workload factors and output performance which affect the 
DCM budget. 

HQ AND REGIONAL HQ: Destroy 5 years after FY involved. 

410.8 General. Documents relating to budget matters which, due 
to their general nature, cannot be logically filed else­
where in the 410 series. ( 5'- 3) 

ALL OFFICES: Destroy after 2 years. 

410.9 Reference Files. Files relating to the general field of 
budget consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

420 ACCOUNTINr.. Relates to the accounting for funds allocations, 
allotments, obligations, expenditures, disbursement, reimbursement, 
collections, and adjustments. DCAA fiscal accounting stations 
maintain only memorandum copies of GAO site audit records; the 
originals of these documents (such as statements of transactions 
and collection and disbursement schedules and vouchers) are maintained 
by the non-DCAA Accounting and Finance Offices which provide voucher 
preparation and/or examination, disbursing, and related reporting 
services to DCAA activities. 

CUTOFF OF ACCOUNTING RECORDS. All accounting records shall be cut 
off at the end of the fiscal year. 

RETIREMENT TO FEDERAL RECORDS CENTERS. All Group 217 records shall 
be retained for 3 years, then retired to the Federal Records Center. 

SITE-AUDIT RECORDS. Series identified as Group 217 records are 
disposed of under GAO authority. When preparing Standard Form 

DC 11135, an extra copy of the SF 135, marked "Copy for GAO, Wash, 
shall be forwarded with the records to the Federal Records Center. 
This copy will be forwarded by the Center to GAO for records 
control purposes. 
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L120. l Docrn•:cnts ~Tlati.ng .~ccoun ~~:!_.1g -oh1c11 .. dbe to 
trit"l r [,,,,:~."" 1.:.:i ll...!lUf'•?-, c:1nnot Lo;;:. i c. ,; ll~y f .L lc.d c:J :-3c \•~· iH:·•,+e 

:Ln the 1,20 c.~eJ:i,.'s. 

/~IJL OF:<~(1~S~ D2st-r'(1:l 1·r},0r ':.\lpt?-1'.'f'e.<lcd, r'b[:t.1 lete?, or 1:0 

lon3er ~~cJcd fci r~~trcccf. 

lf20. 2 J_~l i.c.~--~:_:_J.mrl P r-iccr~td~C'S. Doc. L•lll~tt ts re l_n ting i.:o the dcveloµ -
menL, µrcpar.:!.tlon, issuance, -:lnC: interpretation of (:l1ectives 
or regulatory ins~.ruc d.ons on accounting, includir,g copies 
of intedm policy and procedun,,s state1r.ents issued prior 
to pubJ.:i cat lon in official DCAA numbered policy publications. 

ISSUING OI'FJCE: Upon supeu--L0,ssion or obsolescence, place 
in inactive file, Destroy 2tter 10 ye.ors. 

O'I'I~[R OFFICES: Destroy wbl'!n superseded or cancelled. 

420.3 Accounting Correspondence. Correspondence files maintained 
by opera.ting uniLs responsible for appropriations accounting, 
i,erta,,ining to their internal operations and administration. 
( 1-1) 
ALL OFI?ICES: Destroy after 2 ye>.Rrs. 

420.4 Imprest funds. Documents accumulated by imprest fund 
cashiers which reflect the receipt and accounting for 
imprest funds. Included are copies of reimbursement vouchers 
and receipts for funds entrusted to agent officer which 
also reflect acknowledgment of return of funds and statement 
of balance. 

ALL OFFICES: Destroy after 2 years. 

420.5 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements submitted 
to higher authority or those prepared for internal management 
purposes, such as Report on Budget Status, ReimbursalJle 
Transactions, Obligations, Financial Transaction Summary, 
Statement of Financial Condition, Analysis of Financial 
Operations, and similar reports. { 7- 4-) 

ALL OFFICES: Destroy after 4 years. 
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1..20. 6 "r ~ a c n~ f Pu :-~,c.. Jq~e:nc i.r~E, J:1 ?r.!en t _H(ip '"!' 

Tll ,.·i',u."1_(-•'-'.! 1i_l ,.-;-.-,,"'-,-t"c ~..,,]_.,_: ,(.t· 1-,) ,·~1c.',··1rs--~:·c,, t ,.. -,,--..l~,,.._t~{_--
• ..... _ • ...., .1. L} j .... _ ,..,. ~ c. ~ t t~ _. 1, 1...., .__ •__ • ·...J ) ,._ •• .......J.._,,1 r::. r c.::r ... ~_..(..,. t ~ ... , J t, .... 

fiS rvpor::c·d to :::1 Llot tc~·s ;:c~d to E~, nr_:/'J\, by Army, 1':EP'Y, 

and Air Force f ln&ncc. offi•.:cs. Tliese reports lnclmles 
State~.:~~it of Trm~s,:H:tions a.nzl Tc::is.:1c:tioc1s for Deft·n,e 
Ager1c _,_0:~. 

HQ / IT F:.':::GIOr·:AL liQ: 217 KCCG!~S. Destroy aft~r 10 
yi::a1.s, 3 months. 

421 CENEJ~.\T, AC~:.f!ll.~fl.i..JJ:DGF._~'::':'..· Generc•l ;ciccnun•:s ledgers, shm 1 iD.g deb, t 
and c:rcdit entries, c:md ref.1<"cting c,xpelic;iture:s in sumI11:n·y dnd fund 
auth0rl~at.i.011s. 

Fu.:i_1_0__1_11_~!.!.:-::...:~~.0.Jicns fro]."! OSD. Documents rcJatlng t::1 ftmd 
autl10ri2<ltions rr:!ce.Lved from the Office of the Secretary 
of Def0nse. (7- 1,-) 

HEADQUAR'lTRS, DCAA: Destroy after 10 years. 

421.2 General Ledgers. Contains accounts necessary to reflect 
financial operations of fund authorizations. ( 1-~) 

HEADQUARTERS, DCAA: Destroy after 10 years. 

422 ALLOTMENT RECORDS. Records showing status of allotments under 
each authorized appropriation. 

422. 1 Cash Di.shursement Ledger. Book of original entry used to 
record all disbursements made against the allotment being 
maintained. (7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.2 Obligation Control Ledger. Book of original entry which places 
under accounting control each document representing an obli­
gation against the allotment being maintained. (7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.3 Allotment Working Papers. The culminntion of all financial 
activity which occurs during the fiscal year relnting to 
the allotment. They consist of the Analysis of Undelivered 
Orders, the Analysis of Financial Transactions and the 
Cumulative Expenses By Expense Account/Object Class. (7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.4 Fund Authorizationi:, from HQ, DCAA. Operating Budget Authori­
zations which are the financial authorities issued by HQ, 
DCAA to its allottees.(7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 
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------

423 POSTlNCc 
media, 

423.1 

423.2 

423.3 

423.4 

423.5 

t. T\
1Ct~c.h:·rs .. l.nfotffia~·Luna.J c0p·Ics of all d:i.(~1-

buI~J-.:11,1::·nt vour:i1er.::, p;-..id nga-Lnst ;_he ,'.l!]llltw:nt, Jnci,,,:h-:s 
the:! 01--ig,1_11 .. 1 o!Jli:;.:.1t.Jng dDcur,!e:n.t ..."}tt.-:-1cl1L:(~ LO tl1e p~1ili \""C:11.1chcr-. 

(NO 1']'.;: 0) j [;ina1s c,f -J] l d.ic,J-i,,·:•,0nent vouc11~rs :ire trc0 ,:~i'C'.,..,cd 
to t!1e T·\?t~t.r,_,1·1. R>" 1 Ct'tdo Cencerf1 [JS Group 2~ 7 re.co~ds Oy r:1c 

ser,·icrng Accou.i1dng and F:i~1.:1;:-,c::· 0 [[ic.:~.) ( 7- 3} 
HQ ;-\FD REGIOi~AL HQ: GRUtrP ;~17 1{ECC'T~DS. D~stroy after lU 
yez,r.s. 

AND CO_NTHQJ, 1:-TEDT!..'..· Rt!C'Orns 11sPcl c1s postin_:;; ar.d contr01 
subsidi.:ny to the gene1·a1 and all utracnt ledgers. 

Accounts l~ec.c.ivable BU ls Jubsj ::Eary~ and Collection 
LetJ:.g..£12~· Th2 B:llls ~nd ColJ.2ct,c.,,s LEJgcrs are bc,0ks of 
original enl ry into 1Phl.ch ;:ill reinbursal>le ]):i l ling and 
coJ Lection vouchers arc posted; they are the source of 
e.ntries in the subsidiary ledger which mai11tains the accounts 
receivable by amocnt, bill, and source, and include copies 
of reimbursable billing statements. (7- .J) 

ALL OFFICES: Destroy after 4 years. 

Accounts Receivable CollE>ction Vouchers. Source documents 
for entries made in the collection ledger. ( 7-A-/) 

HEADQUARTERS, DCM: Destroy after 4 years. 

.2J?erating Budget Control and Stalus Lei!£~· These ledgers 
are maintained to record and control the individual items 
and the total of the Operating Budget received from OASD(C) 
and subsequently issued to allottees. {7-~) 

HEADQUARTERS, DCAA: Destroy after 4 years. 

Journal Vouchers (SF 1017G). Source of all entries made 
to the general ledger. ( 7 . ..;. ) 

HEADQUARTERS, DCAA: GROUP 217 RECORDS. Destroy after 10 
years, 3 months. 

_f~ncelled Obligating Documents. Original obligating documents 
which have been posted to the obligation control ledger and 
subsequently cancelled in their entirety. {7- Lf) 

HQ AND REGIONAL HEADQUARTERS: Destroy after 4 years. 
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and spac.0:s in DCA.:\. 

/430.1 
gene1.i:::l n:~_{-1.:"l"t:!, cHnnot 1•-=: lov-=c.ally· fil~<l elst•~:1-1 1:~re .i.~1 th:: 
4 30 scc_us. 

ALL OFFICES: Destroy d[i.:er 2 years. 

Po1 i_c_;_t,s ._1nd Proc_eduees. lJl)Ctnli'?nts relating to the di:.'Velop·· 
ment, preparc1t-ion, issum1c~, and interpretatjon t)f diceclives 01 
rega] a tory instruct ions on accounting, including copic.s of 
interim policy crn<l procedures statements issuec.1 prior to 
pub U cation in official DCA/1 numbered policy pubJ.ic:a~ ions. 

ISSUING OF!?ICE: Upon supcrsession or obsolescence, place 
irL .i.c1nctlve fll(!. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

430.3 Personnel Authorjzations. Documents regarding the allotment, 
increase, or decrease of personnel spaces in DCAA ~ctlvities; 
manpower authorization vouchers, tables of authorization 
reflecting, by organizational element, the grade category 
and number of dvilian personnel allotted to DCAA acUvities. 
Includes drafls of proposed tables, justifications, coordi­
nating actions, published tables, and correspondence relating 
thereto. 

HEADQUARTERS MANPOWER OFFICE: Destroy 20 years after FY 
involved. 

REGIONAL HEADQUARTERS: Destroy 10 years after FY fovolved. 

OTHER OFFICES: Destroy after 2 years. 

430.4 Personnel Control. Documents accumulated in connection with 
techniques for keeping personnel strength, workloads, and 
grade structure in balance, including work measurement 
sheets, personnel yardsticks, charts of grades and ratings, 
and personnel workload reports, such as documents dealing 
with grade escalation and average grade. 

ALL OFFICES: Destroy after 3 years. 

5-B-4-7 



I:~~5.S.'2lJ_2}:_2_~re!].2,.~..1-:~l~~~'I_1;_~.. Vo cu::1:: n. c.s L 2~;~ra i ng tl 1e 1c·pc, r~- 1nr~ 
cf a~tbort.::-::.:! i.1nd act11._1l strt.:.:11r,;,,,b of ;:_j,rj_li,1n pcr:->crrnt'!.. ·1_n 

DC,\1\ .~t:> t j 'J ;_ t le~-:, st rcnt:;tl: b)" oc.:c .;1--:1 clor ::J. ~:; pec:1.ul ty 2nd 
grdde, ;v,J s:i.riular sl"n:11v,th rr:,):)-;_·ts, wl;::tl1er recurr::1.1.g or 
0112~-ti.z:t=! jHi ,-,cnt1.4t.1c ...~ rec;·..:iyc.::-:2;:L::~-

HEt'J)QlJARTf:RS, DCAA: Des troy d.fi:E.,,,. 10 yea.rs. 

OTIIER OFFICES: Destroy after 2 y~~rs. 

1+30. 6 M11r~p5iwer Surveys. Documents acct11rrulated l.n ccmnectiou with 
m211power snr-veys and stuciies covr·ring such subjects as 
personn€ l.. Huthoriza Lions, :nc..n;r;.ng levels, m::n1pa1,er anc.lvscs, 
workload factors, ond einergency rcqu.iren:2.nt s. Includes 
iir✓ entory and approisa l reports, manpower survey reports 
and schedules, and comparable data. 

AI.L OFFICES: Destroy upon completion of next comp,3.rable 
survey or after 5 years, whichever is earlier. 

430. 7 Reference Fnes. fj_les relating to the general field of 
manpower consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when supersc.ded, obsolete, or no 
longer needed for reference, whichecver is earlier. 

440 PAYROLL LIAISON. Documents relating to liaison between DCAA and 
non-DCAA offices providing payroll support to DCM through cross­
service agreements. 

440.1 General. Documents relating to payroll liaison which, due 
to their general nature, cannot be logically filed elsewhere 
in the 440 series. (2 -2-") 

ALL OFFICES: Destroy when superseded or obsolete, or after 
2 years, vhichever is earlier. 

440.2 Time and Attendan~ Reports. Copies used in payroll prepara­
tion and processing that are retained by time and attendance 
clerks. ( 2.- 3 t,) 

ALL OFFICES: Destroy 6 months after end of pay period. 
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500 - INFORMATION SYSTEMS AND SERVICES 

This primary functional series relates to a variety of information 
management systems, programs, and services, including public relations, 
management information systems, and records management programs. Included 
are: Public Affairs (501), Availability to the Public and Control of 
"For Official Use Only" Information (502), Files Maintenance and Dispo­
sition (510), Teleconnnunications (520), Office Machines (530), Publications 
(540), Periodicals (541), Printing (545), Audio-Visual Aids (550), Forms 
(560), Reports (565), Correspondence (570), Mail (575), and ADP Manage­
ment and Services (590). 

501 PUBLIC AFFAIRS. Relates to programs and functions involving relation­
ships between DCAA and the public, such as corrnnunity relations, 
civilian ceremonies, participation in charity programs, blood donor 
programs, official speeches, articles, press releases, etc. 

501.1 General. Documents relating to public affairs matters which, 
due to their general nature, cannot be logically filed 
elsewhere in the 501 series. 

ALL OFFICES: Destroy after 2 years. 

501.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on public affairs matters, including 
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

,o 
501.3 Press Releases. Documents prepared specifically for release 

to news media, such as press releases, press conference 
transcripts, fact sheets, official speeches, graphic progress 
presentations, and similar material. 

ALL OFFICES: Permanent. 

501.4 Pi1.thlished Articles. Published or processed articles 
prepared by DCAA personnel for publication in professional 
journals and similar media, including approval and clearance 
documents. (tt./- - I) 
FILE MAINTAINED BY EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 3 years. 
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501.5 

1J) 

Speeches. Official speeches by DCM personnel, including 
papers relating to requests, approvals, and clearances, and 
similar documents concerning platform appearances by DCAA 
personnel before Government groups, professional societies, 
educational institutions, and similar groups.(14 -1) 
FILES MAINTAINED BY EXECITTIVE OFFICE: Pennanent. 

OTHER OFFICES: Destroy after 3 years. 

501.6 Community Relations. Documents relating to measures taken 
to promote good relations between DCAA activities and local 
communities. 

ALL OFFICES: Destroy after 3 years. 

501.7 Public Ceremonies. Documents relating to participation in 
public ceremonies and affairs, such as parades, public 
displays, fairs, celebrations, and observances of local and 
national holidays and comparable events. 

ALL OFFICES: Destroy after 3 years. 

501.8 Charitable Programs. Documents relating to DCAA participation 
in campaigns and drives of charitable organizations. 

ALL OFFICES: Destroy after 3 years. 

501,9 Blood Donor Program. Doctm1ents 
in blood donor programs. 

relating to DCAA participation 

ALL OFFICES: Destroy after 3 years. 

501.10 Non-Government Briefings. Documents accumulated in the 
process of providing briefings of the mission and functions 
of DCAA to private organizations and individuals, including 
representatives of foreign governments. 

ALL OFFICES: Destroy after 3 years. 

501.11 Recurring Reports and Information Requirements, Recurring 
reports and one-time information requirements relating to 
public affairs programs. 

ALL OFFICES: Destroy after 3 years. 
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501.12 Rr:f•~rc::!lL_!~_:_:~}-_~_:~~- }?-[let.. r,:~J.ar111~. to tl'"tt~ gcrt~1--..1l I 1.elU Pt 

r, Ii c ;:-; i- ~l<Lrs ccnr.. L~;"'· .L'n:-; o [ C;: ..'-:L ... ;,... copies of do(:ur11c1·i1.. s \,;~ni c~-1 
duplicate the l'.'(~cord ct'Y,Y f1 lr·d els__.w1t2rc; rcnig:-: dr.:1fi_ 2, 

llOl ..~s! V1 nt-l: l"'J.r1 c-r-s, ar.. C. ot.lu..').r 111:lLCJ~-IAl be-tr,g l1cJ_··"1 fo: 
referen.cL .. 

ALI.. OFT<IC.ES: Destroy -..-:1ci1 Suf)c::-s2ded, ob3,,l(!tC', or 110 Lor:ge:r 
needed fo.:- reference, whJ_c:l,e:.;f'f" is earlie1-·. 

502 1\VAILAT:ILlTY 10 'fll'E IT::,LIC OF f>C\A Hfr'C!T,-i;\TION AND CONTR01, 0f 
---A-•---

"FOR OJ<'flCL\L USl'. Oi:fLY_'._'._!.lD~'.9]~tY~'I-!Q~~- Rl:'.1 di.es to the pror.ecti.nn and 
control. of: non-classified :ir,form:..:.tion ex<-c,lpled from public diseloim,~,'! 
and docu.n2nls crco. ted in specific instancc1::, of furn i.shing or denyi11g 
copj es cf specific records to the pl,bli.c. 

502.1 General. DoC'uments rc1r1.ting to availability of DC!,A 
:Ln£onr:ation to the puLl ic auu co1urol of FOUO information 
which, due to their gencn:al nature, cannot be logically 
filed elsewhere ln the 502 series. 

ALL OFFICES: Destroy after 2 years. 

502.2 Policies and Procedures. Documents relatin[', to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on availability to the public of 
DCAA information and control of FOUO informadon, including 
copies of interim policy and procedures statements issued prior 
to publication in official DCAA numbe1~ed policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place in 
inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

502.3 ]ser Charges. Documents relating to the determination of 
fees and user charges for requests from the public for 
information. NOTE: Policies and Procedures regarding User 
Charges should be filed in 502. 2; reports of collections 
of User Charges, in 502.7. 

ALL OFFICES: Destroy after 3 years. 

502.4 Requests Allowed. Documents created in the process of re­
sponding to requests for which the information is provided, 
including a copy of the request and the reply, as well as 
other pertinent backup material. 

ALL OFFICES: Destroy after 4 years. 
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:502.5 E"!CJ 1 D,~r.:i. c r1. Docu'.!J.e:r,t,., crcu ,:c.d iu the proe~::-s "f 
------4-- --- -- -...--- ~ 

rL!!-.po11ClLng Lo _1_n.i..t1A] rc-cp . .1-i•E-ts f.:rr \J}-;.-icb the 1n.forn1acio1 1 

is clen10d, Lnc.ludLr,;; & t·opy 0f. the r(;'.quf:•st and the r..:.,nly, 
as ,:.ell as all ocl~cr perl Lne11 :- T,i·J.tcr..:.c::l suppon.-Lnt the 
clecu~.LGn ro dc,t,)' thr, infu:n'la.tiori.< 

ALL orFICES: Destroy after 10 years. 

502.6 Appeal:::: to the Directm·. DC1\J\.. All docu~cnts created in the. 
process of rcspondLng to ad~inistcative appeals to the 
Director, DCAA, for Lhe re]~Asc of information i~itially 
denied, including a copy of the letter from the appellant, 
all pertinent background information~ and a copy of the 
Director's d~cision. 

Qli'FICE OF COUNSEL, DCM: Destroy after 10 years. 

502. 7 Recurring Reports and Inforfilation Requirer:ients. Recurring 
reports and one-t:i.me information requirements relating to the 
program of providing DCAA information to the public and 
controlling FOUO information. 

ALL OFFICES: Destroy after 3 years. 

502.8 Reference Files. Files relating to the general field of 
availability of infonrration and control of FOUO infonriation 
consisting of extra copies of documents which duplicate the 
record copy filed elsewhere; rough drafts, notes, work papers, 
and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

510 FILES HAINTENANCE AND DISPOSITION. Documents relating to the program 
for economical and efficient management of files, files systems and 
procedures, files equipment and supplies, and files disposition. 

510.1 General. Documents relating to files maintenance and 
disposition which, due to their general nature, cannot be 
logically filed elsewhere in the 510 series. 

ALL OFFICES: Destroy after 2 years. 
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510.2 

510.3 

510.4 

510. 5 

510.6 

S ttiO~l, in::luding C,1P.~.. (•G of inL,)1: i ~ po~ Lew} - '1•i :,1~·:.1cc-.:r-Ji.1·~c,3 

StBLtf!!<:!...1c··_) j~;Su(;d pr:l{~.t ::o p·i:l1t tc~:1cn :ir n! ·,_c.Jd~ r1,.._:\~':. 

nu,flbi::;ret; pnJ :icy pub Li.es 1_i,in·~. 

ISSUlLi!G OI'FICE: Upou :c: up c• r·s0:: ·~ ,.riu o:c e,, ~1sc., It•:::; c •-iLC: e .• J' lc,C,.:c in 
Jnact ive f .Uc. D,2.stroy a L.:cr J.C v=~~~-s. 

OTHER OFFICES: Destroy wh2n Slit'-; St•ded or cotnce.lleJ. 

Rcc.ords Contra:!._ Scbedu1.es Ap_provcil. Recnrdb _".:•J.:;.t1.11g to 
obtaining apprnval for d.i.spos;:. l uf r,o,•orc1,: I rc,11 Lhe G22cc.-,l 
Accounting Office and the Nat·L,:-,m:il Arc:hiv,:>s rud P..ec.ord,, 
Service of the General Services ArJministrvt·i:::n. ( ,, _ J) 

RECORDS ADHINISTRATOR, DCM: Upon &upersei.;s1-on or obsolescence, 
place in inactive file. Per.mc1nent. 

OTHER OFFICES: Destroy 1,-Jhen supersede.cl or c2ncelled. 

Rec2rds Transfer and Retirement ~o~.1:2:..'?l· Documents reflecting 
the transfer of recordc to another <1gcncy or the retirement 
of records to a Federal Records Center, such as Records 
Transmittal and Recejpt Forms, shJpping lists, aµprovalG 
for destruction or retention of exceptional records, c1nd 
similar documents. 

ALL OFFICES: Place in inactive file \•,hen all records listed 
thereon have been destroyed, hold in current or inactive 
files for 3 years, then destroy. 

Files Equipment and SuppliE.s. Documents relaLing to the 
utilization of files equipment, the evaluation, selection, 
and requirements for specialized equipment and supplies. 

ALL OFFICES: Destroy after 3 years. 

Recurring Reports and Information Requirements. Recurrlng 
reports and one-time information requirements relating to 
files maintenance and disposition, such as the annual 
summary of records holdings, reports of cleanout campaigns, 
and reports of vital records holdings. (1t-t.) 

ALL OFFICES: Destroy after 3 years. 
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f 1. ! t" 3 1~ 1•__ l_ 7'L t:;-· .t~;-J.-:r~(! di:d c: .•_c }JO.-:~ it" :_ -~I:) ~-\.) I l '·.:1 :·: L _: :-~ .- J •) r c: .. L ( ,:-i ;_ :-' = . ,•.. , 
of c1c)cd,~!t:P:: 5 ,?i1ict d·1p·t:,.~"::·t.f! ·t:f·c 1:r.~::c):-,J co1.J~_· _;- J ! :~\i !_'J.. _... , 

x-;hl=te; J:o\1~~1-1 draft~~ 1~:::-Jtt:_:s:. \-.. c•L·L. 1Jr'~c.r.:, ..~ln.l, c.. i-1~: 1 r L:,:~t •,-_;. 1_ 
be:1 ng h(!~---~ ~er- ,:2f<::\~Ln,_c _ 

f .·,•I • :,--;~ALL 0FFJCcf: Destrcy u:w,1 super ,;'.:dt:d, ob~;,:i2 e: i. ::.. '.'.Jr r,_c, -- -·,..:- .. 

needed fu,· r<,fersnce:, dd c.:h(:;VE-"L i·; earl i.E .L". 

520 'TELEC0if!_f(!1UC1.TI0N~;. Recor-els rela;:lag Lo i:110 m:iLi.<,o ti on o:t t._,_;,: -­

con.mu.:,icaticns sy:,,LE.m::;. 

520.1 G-?~~ral. Documents rel2.tj_ng to rel.ecor,1munic,'.1.tions 1•,1n ... :,, 
due to their general nature, canuot be lo&i~~Jly fil~<l 
elser.;rhere in the 520 series. {i1-1,.,) 

ALL OFFlCCS: Destroy afteL· 2 y2ors. 

520.2 Policj_cs and l'roccclures. Docu,u ;nts relating to the. d.:::.veJ c;p­
mcnt, preparation, issudnce, and interpretalion of dir~cLives 
or regulatory instructions on telecmr:munica ti ons mc.1 t-ce:rs, 
including copies of interim policy ci.nd procedures stai.::er..0ntr:: 
issued prior to public2.tio11 in official DC1\1\ nun,1:,ered policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolesc~nce, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

520.3 Teletype and Teletypewriter. Documents reflecting evaluation, 
leasing, usage, controls, report3 and procedures relative 
to teletype and teletypewriter services. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed for reference, or after 2 years, as appropriate. 

520.4 Telephones and Interphones. Documents relating to location, 
usage, installation, and service for telephones and inter­
phones. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
1 year, as appropriate. 

520.5 Telephone Toll Call Records. Documents relating to authorized, 
official toll and long distance telephone calls, including 
reports of such usage. 

ALL OFFICES: Destroy after 3 months or upon completion of 
any required action, whichever is later. 
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520 .. 6 
re c.,i) cd a'"~::.; J ~11'1: ,-::1 ri-:: cf l!li'.: s ,:; :..'..,\? n 1!;:1 :.:·c1 ~~ c ~:~ i o i·: 1{.:. .:-.... 11~c:·. ~~- ...; t~ • 

prtor to su1;1q.L·:,s io,1 to ri···.:-~:~ a[;J' c~,nt0":;:.: .. 

520.7 R.ec ur c ·lng ~ Re..i~10 rt s .-!:.1d 111 f oi1~~d t :!_ci.1 . ----'---·----- J·~{~c vrr i r :_, 

repo-.:ts ~1r1d oue-Li111e info:r;a;.1tJ~·:,·0 requ LrL"lnen.·cs reir;_f._ t113 : f) 
t elr:com:;mn teat ions. 

ALL OFFICES: Destroy after } years. 

520.8 Refc_f~_:,ce Files. files relating tn the genera1 field of 
tele:::onununicutloris consisting of extra copies c,f rJocLl!nenU, 

which duplicdte the recorrl c0py fjlcd elsewhe~e; rough 
drc1f:Ls, notes, work papers, and other marerjal being 
held for referm1ce. 

ALL OFFICES: Destroy when superseded, obsolete, or no lon8cr 
needed for reference, whichever is earlier. 

530 OFFICE MACHINES. Relates to the study of office machines and wore.! 
processing systems, EXCLUDING Automated Data Processing, the sele<:1·io11 
and adoption of those best suited to DCAA operations, usage and 
controls. 

530.1 General. Documents relating to office machines which, due 
to their general nature, cannot be logically filed elsewhere 
in the 530 series. 

ALL OFFICES: Destroy after 2 years. 

530.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on office machines, including 
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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530.3 nrfi 
the ·:•vnluj' !nn o~ spc-:.;.::ic j_-~- ..:~: 1 ....; c-r ~fflc, ~-< ,,t~":,"~tf'!,: :,1,.l 

1nnc11.i.n,~~"; ;:Ol lJ.Se j:·r fJa.Ct.!cn.lr.lJ i.:::r 1 l j:•r•tJ_C,C·!, 1 --~~-11.~C~JD~. 

corre~:.;p:1ndc,:1ce r,::f:;(.~, .rd _1,n,s 
rcque:::: ts f .-,~· c:..ppr<)ViLL o.r 
doc 11n1ents. 

530.4 Re:·ctn:n ~g 1SS1o r.t=-·!?=-,_.;;;.;c:_;;._ . Re:s ur J:l:,g 
rcpo :::- L'.3 a~td c.ne-t :u::ie 111 to n·,-:i t 1.on 1- , 0·q Lt ii , 0,N0.,1 t: ·:, ,· c' l:· t ln g to 
off Lee mar.::h j nes, 

fl.LL OFFICES: DestroJ after 3 yeara . 

530.5 .1:':r::h:1_;,.enc:..~.fll f:'b_. Files rel3t in::_', to the f.;c.mccr:11 t id d of 
offlc.e 1nachi11t~S co11sisti-ag o:. ext:t(_~ copies of coc:.nrrer.Ls \,:l 1iclc 
duplicate the record copy filed elt'.Esv,bere; rc.n.1gl1 dr.1f ts, notes, 
workpapers, and other naterial being he]d for reference. 

ALL OFFICES: DC?.stroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

540 PUBLICATIOi'~S. Rela. tes to the management dnu .:idmlnistrat -ton of the. 
DCAA Publications System. 

540.1 General. Documents relating to publ-ications r.1c1nagement and 
administration which, due to their general nntur~, caunol be 
logically filed elsewHere in the 540 series.(13-L) 

ALL OFFICES: Destroy after 2 years. 

540.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on publications, including copies 
of interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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540.3 Official Publications Record Set. A record copy of 
each numbered regulation, manual, instruction, pamphlet, and 
handbook,and a copy of each change thereto, authenticated 
at Headquarters, DCAA or Regional Headquarters. Included 
in the file will be background papers relating to the 
publication that provide a basis for the issuance and documents 
reflecting all coordination. EXCLUDED are such papers re­
tained by the proponent of the publication under the Policies 
and Procedures series for each subftmction.(13-l)(i(J-1){/t,-/) 

PUBLICATIONS CONTROL OFFICERS: Cut off file at end of fiscal 
year. Retain in current or inactive files for 2 years. 
Retire to Federal Records Center. 

HEADQUARTERS, DCAA: Permanent. 

REGIONAL HEADQUARTERS: Destroy after 20 years. 

540.4 Publications Coordination Files. Documents retained by 
offices showing concurrences, nonconcurrences, and other 
pertinent corrnnents relating to proposed publications fo~ 
which another office has primary responsibility as the issuing 
office. Issuing Offices will use the Policy and Procedures 
series for the related subfunction. 

ALL OFFICES: Destroy after 1 year. 

540.5 Recurring Reports and Information Requirements. Recurring 
reports and one-time infonnation requirements relating to 
publications. 

ALL OFFICES: Destroy after 3 years. 

540.6 Implementation of DoD Issuances (HQ, DCAA, ONLY). Documents 
reflecting the complete history of all actions taken by 
DCAA in the implementation or non-implementation of DoD 
Directives/Instructions, such as coordination actions on 
proposed issuances; connnents on proposed issuances; published 
issuances and changes thereto; and all communications con­
cerning implementation or non-implementation by DCAA. 

PUBLICATIO~S CO~TROL OFFICJ:R: Retain i~definitely in current 
files area.., ~ ,;:tt:?/ ,r/~~ r~ r~e', 

540. 7 Reference Files. Files relating to the general field of 
directives publications consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer 
needed for reference, whichever is earlier. 
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' ,( l, ; , J 
,/ ,.JI ,\I,, J J 

c!.dn~i:1 lstr:=ttio:1 ', ;·i-l,~_11 ~ dt;'~! t"J L:1eir ~c:-e.: ~1 l r-2.tt1TC, ,.'1•1 .. ~,••P_H ••• : 

Lo~ Lr:3 l ly r_~l c-d else,, bo2r e: i•·1 ::h c.: ~i4 ·:. ~. vr •_,_. t,. 

541. 2 roli cl,~s anc.. Prccec!n~-cE:,. Ducu:r,i:::nts reL•L ing to r;,c r'e;v2lr:1' -

mcnt, pn:.J.,aration, issuanc.e, ,;11,d int~rpr(!t8c.ton o[: <lir'-'ccl,·c:~ 
or regal.:::.to,y instructions 0:1 pcriodic2lc:, Jnc.lud1.u~' cu;:J.i.e-:; 
of inti-'rirr. policy ~,nd proceciures statcmenrs issued pr :.or co 
publication in ofricial DCAJ, ;1umbered pol "u.y pubJ i c,_i d.c1n-,, 

ISSU1NG OFFICE: Upon surersession or cbnolescencc, p!aco 
in inactive fj_]_c DcsLroy after 10 years. 

OTHER OfFICES: DesLroy uhen superseded or cancellHl. 

541.3 Periodical::; Record S<:!~. A record copy of ench isstH::! of ea ch 
pcri odicaJ. issued by Headquarter:c::, DCAA, or a Regfr•nal 
Headquarters. (14-1) (II:.- I} 

(8 HEADQUARTERS, DCM: Permanent. 

REGIOt~AL HEADQUARTERS: Destroy after 20 years. 

541.4 Ped.adj cal Background Naterial. Items submitted for publishing 
in the periodical. 

ISSUING OFFICE: Destroy after 3 years. 

SUBMITTING OFFICES: Destroy after l year. 

541.5 Recurring_B.eports and Information Requirements. Recurring 
reports and one-time information requirements relating to 
periodicnls, including review and approval forms. 

ALL OFFICES: Destroy after 3 years. 

541.6 Reference Files. Files relating to the general field of 
periodicals consisting of extra copies of documents which 
duplicate the record copy elsewhere; rough drafts, notes, 
work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer 
needed for reference, whichever is earlier. 
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545.3 

545.4 

545.5 

,,,111c:h, dt![~ ta the1J r GC,:1::..:r=~~L 1L~~L~:•...:re ~ cr1.n.11.o~ be. le~); ai~; ~...; f,; ! : d 

el~ievh2 ,:~ Ln th-2 :.,i,j s<2ric... ( 13 --;,,. ) 

I'ol.i.c1.es anri Pr,JC...edu10s. Documcmtl: re.l. ...~, lnr, to tLt:; de.vc,h,p· 
ment, p1eparc.tion, issuance, and J_nt:etprel."'LLDn u~ c1:i.rPc.t:i.,1 ec; 

or reguL1tory instructjo;-is on printing and dist:cibut°LOT', 
including copj_cs of lnteri::.1 policy and proc-cdur05 statcomenU; 
issui::.d prior to publication ~-'' off id al DCM numb2re<l poJ. icy 
puhlications. 

ISSUING OFFICE: Upon supc1·session or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Manuscripts and Art Work. Documents returned by the printer 
such as manuscripts, copies of pub Li.cations and pd n ter 's 
galley proofs, photographs, drawings, maps, charts, and other 
art work prepared for illustrations in publications. 

PRINTING AND DISTRTBUTION CONTROL OFFICE: Destroy upon 
printing and dist rib ut ion of the publication, EXCEPT that 
those documents which would have continuing value for use 
in later revisions, related publications, or reuse in the 
event of reprinting will be destroyed when obsolete. 

Accountable Publications Receipt and Issue Records. Receipt 
cards or other forms showing the receipt or issuance of 
accountable publications, e.g., Defense Contract Audit Manual, 
which are subject to special control. 

CONTROL OFFICE: Retain in current files and destroy when 
the related accountable publication is destroyed. 

Accotmtable Forms Receipt and Issue Records. Receipt cards 
or other blank forms showing the receipt or issuance of blank 
accountable forms which are subject to special control by 
reason of monetary value of the form, such as transportation 
requests and transportation request identification cards. 

CONTROL OFFICE: Retain in current files for 2 years, then 
destroy. 
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1P1_:..bi_·::-J.ticp1:_; r-ts::1-j":.),:t1u•1 :•'i1c,:-:.,~ l1(1C.u;.~ 'ltl__~:; ,-l(_1__ l~.71L"1' c•:.:-~~tl 
frnn• :.:1 C! .... \·uL01.i.":lL Le ,;-1S(i'"Lb1.!-~ ~cu \- f p·... tL_l_l1_J,._:=_ ;_e;:1':,., ,_. t -~-~~ fu :~1i·~, 

JU<J ~crjod:ic ...,l~J bt1.c._.ed on l1ic}~_cotr::d 1·c:q~~-~1~.:.:.,u211t~~ ct~ ~L~.._!,::1:__ 1~ 

. . . .
rt:q u..:...~:: .t L ~ or.1..J.11g. 

IJJST1f[}~u":"1IOj o:r?flCE: D~~.:.=trC•V \J[~er!. !:,Upi..~1 ::.2~eu or 0~)C::-i'"• 1.~:r.es 
e}:c.:-.:pt thr:t doct1n1ents rcqu'2st Li.Lg ci1ange.; r,rty 1,C:3 (J(;", __,1_ r(_ ~>-.::,! 
upo,t cou,plet1.un of: posi:ing to the crn~1~b,t J_1_sti:ilJut..,o·;; 7-isti?,.,. 

545. 7 J)ublic:ations a11d B]ank Fon11s Stock Rr:cnr,ii,. Contro1 rcco;-ds 
ma i.ntajned to ecsu:re maJ.nteua,1ce of stoch.s on hancl tu rnec1-
req ui n::nwnts . 

DISTRIBUTI0~1 OFFICE: Destrcj,- ;:i.ftc.r card or listing ,.::-; 
filled, or upon supersession, recisio1t, or obsolesce1,,:-e of 
items i.ndicated thereon, wlnchever is eurlier. 

545.8 Publications and Bla11k Forms Supp.Ly F_i_les. Requisitions, 
requests, shippini; orders, transfer requests, and related 
documents accumulated from the process of requisitioni1tg 
publications and blank forms from the source of supf1]y or 
the filling of requisitions from stocks on hand. 

ALL OFFICES: Destroy after requisition is filled. 

545.9 Printing and Duplicdtlng Requisitions. Work orders, cost 
reco~ds, and requisitions for printing services and <luplica-
ting work outside DCAA offices. ( 13- i) 

CONTROL OFFICES: Destroy after 2 years. 

OTHER OFFICES: Destroy when work is completed. 

545.10 Recurring Reports and Inforrnat_ion Requirements. ReCL,rring 
reports and one-time information requirements relating to 
printing and distribution. 

ALL OFFICES: Destroy after 3 years. 

545.11 Reference Files. Files relating to the general field of 
printing and distribution consisting of extra copies of 
documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer 
needed for reference, whichever is earlier. 
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c.1.sL;.,rhc1 C' -i:1 tl 1 e 550 ~"".;S'.i.."J_rr-;,. 

550.?. -·--·--·-···--- -··-·-- ----· . - -
r1c.r1t..,. prepDr:1tiuP, ~.s;..=-v.~n1cc-:, ;:i:·:J 5...-,t~ :~·1~~~,...:· :J.t.~i_.~!n oi= d Lr~c~i.,.-e!::' 
or L'"eguli..:..tory i1:structionc; 01~t c::u(L, o-·vi:Jt')-:.'l a.ids~, i11cludlng 
copies of interim pclicy and r •-c,cc·c>ures ~.. u.tr'mc2;·;·cs issued 
prior to publ.tcation in off1c·ic> 1 DC,Vt ·.1,n'::1c,r.ecl pol icy 
publlc.otions. 

ISSUING OFFICE: Upon supersut~s ic.;-; or c,;,,.::c J;.;sc,::nce, place 
in inact~ve file. Destroy aft~r 10 yedrs. 

OTHER OFFlCES: Destroy when sui-;erseded r,r cancelled. 

550.3 Audio-Visual Aids C8se F:iles. Records relating to specifica­
tions. requisilions, and reL,1teoJ. ,11s.lcrir,J for graphics, a.rt 
work, visual a ids, a11 d similar technic::iJ m2 terial. 

ALL O"FFICES: Destroy after 3 years. 

550.4 Recurring Reports and Information Requirements. Recurring 
reports and one-time informatin~ requiremLnts relating to 
audio-visual aids. 

ALL OFFICES: Destroy after 3 years. 

550.5 Technical Material Reference. Extra copies of motion 
pictures, sound recordings, still photographs, m3ps, and 
similar materials maintained for reference purposes. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer 
needed for reference, EXCEPT th::it accountable reusable 
material will be returned to the source of supply. 

550.6 Reference Files. Files relating to the general field of 
audio-visual aids consisting of extra copies of documents 
which duplicate the record copy filed else~1ere; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer 
needed for reference, whichever is earlier. 
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DCAAM 5015.1 

560 FORMS. Documents relating to forms management for controlling 
use, standardization, construction, number, and distribution. 

560.l 

560.2 

560.3 

560.4 

560.5 

General. Documents relating to forms which, due to 
their general nature, cannot be logically filed elsewhere 
in the 560 series. 

ALL OFFICES: Destroy after 2 years. 

Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on forms, including copies of 
interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements relating to 
forms management. 

ALL OFFICES: Destroy after 3 years. 

Forms Management Case Files. Documents accumulated in 
offices having authority to approve forms, control during 
existence, and revision or recision of a specific form. 
Included are requests for approval of forms, justification, 
coordination papers, instructions ,overning use, and a 
copy of each edition of the form. ( /G _ 1/} 

FORMS CONTROL OFFICERS: Transfer to inactive file when 
superseded or cancelled. 

HEADQUARTERS, DCAA: Permanent. 

REGIONAL HEADQUARTERS: Destroy after 20 years. 

Non-DCAA Forms Case Files. Documents accumulated regarding 
forms used within DCAA but approved and issued by other 
agencies. Included are copies of forms, instructions 
governing use, and coordination papers. 

FORMS CONTROL OFFICERS: Destroy when form is superseded 
or cancelled. 
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560.6 /~ 1~::.t~·::.;t_;:!f' r·~ 1 -trd sys;- .._·1 \i~;:,:•,.1 ,_1·•-··--~ '·- .. .... ,.. . .,. . -
<:!n.:J c:or1:_:1..-o :_ l11t~ c.3:=-:::;j_c.. 1·~:ne.nt o[ lc- ... :- 1.:.rr1·i1 c•-:-:Jl 

1.:\)Bl·lS C(t!fJ°P..O;. OFT-'IL!~r~s: 11~.s~:r~~r ccutJ'C•l (~•"CU·:e:r~~· ·; 1!1 /1 :::_~~ 

forn:~.1 l: stcd :.:ht:!rcort h::"'...,1e bE..e ..1 ._::j sc..o:.tt::~ r n.c .. 

560.7 
the off ice, tcgetne.r \;r:{_1:J1 infct.1\...... -t:lo11 s!:_:--. J(q'?, the. d.:l~,-~ \_.. ... 
f11cept ~on. 211.d scope. of tl1e for-ri:l~ t:ie r,E-(prib-2 ::i-:.:::.:·\.. e~~ t·r ~-.. i!E: 

for11L, ,1nci r2tcre11c.en to r!"!l..:tsd 11:.cnre,~u.r•=S i[1.stLtu:.c :~ 
revised, f.:upt:2rr;ed":.~d, or ca11c011~<l .. This f:il,:~ is 1.1tL:i,1t:t.-i1d:,(J 

by :;.nc11.v.idtwl of:::ic".?S to contro1 fonnc-i i,1, L tute,l hv ,.Le 
office r:.nd to asslst 1 h"! office lr. actior.s ::;,,ch as de:t.e1-:··J,dr[. 
whether new forms ::.:hnuld l:e i::or.soli<latecl ol· r..-pl.:.ccd ~,y 
other forms, etc. NOTE~ The Official Kcrord Flle ic 
1naim:a.Lned by the l':::,rms Control O::rlcer- under 56,).4. 

ALL OFFICES: Destroy ,,;he.n fon1 is caucelLeJ. 

560.8 Referencn Files. Files relatins to the generdl field of 
forms consisr:1ne of extra copies of docurricnts which dupli­
cate the record copy filed elsewhere; rough drafts, n,,rcs, 
work papers, and otl1er Ilk,terial being he]d for refe.rencc. 

ALL OFFICES: Desu·oy whe'l st1;,erseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

565 RECURRING REPORTS AJW INI_ORHATION REQUTRBHENTS. Re1 ates to the 
management of the reports manageP1ent program uhicl1 is designed to 
control reports; provide that reports are adequate, necessary, 
accurate, and timely; eliminate unnecessary reports; and standardize 
necessary related materials and procedures. 

565.1 General. Documents relating to reports and information 
requirements management which, due to their general nature, 
cannot be logically filed elsewhere in the 565 serie5. 

ALL OFFICES: Destroy after 2 years. 

565.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, an<l interpretation of directives 
or regulatory instructions on reports and information 
requirer.tents, including copies of interim policy and pro­
cedures statements issued prior to publication in official 
DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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a.c.c~ur..,.,t!c11_i:,~-l in r,·,;·,.:,,~ts. n1Jnd5!'-,,'1 ..:··qt. offit:c-..; 't'1··ic·i1 rt~fJc .. L 

,-:ici•i,FlS -:_;:·~en rcl~,til,g to E:'"'.C'' J."cu::rin~~ L.c1:r,oi-t. Jr,cl:_.,•~(' 

ar2 app ~ i c.;1 t j c,ns for ar) :11 of TQ r o ~ c c,rles of 1:~1.1 
..~ i } __ 1 !_prov rt n, '::-

d 1_ J l'::Ct.t1..'1.-:~~. 2.nd [ol~·~...3 .. o;: 1.c.[L't ,,;~tCi.: ~::-.1.:::'!'·r•Lt'.! 7 r;t...::1r~::.:..l:•t i:.. ,, 

cnrrefq.ic1:d..::.nce reiat:•~;1\~ to ir!t:t::, rrctatlor1 Oi: inEitru~ tit.•; _: 

or p1ocEc'1n.es and sl.nLLar d,.:,cu,llE•rts. 

INFOf:MATTOi~ 1·,i\N;\GElfUH r.nNTROL (1F1"1CER: U]..•C'Ll u1:1:.c"'. L:L 1_,'·1 

of rcpr,rt, place in ir1c1ctivc:. file:_. Destroy 3 year:-; ,-,r: cl 
caPcellation. 

565.4 Reports Car-r.ro~mbnL Ro2"1st:cr. A registE:i." 11secl to c.ont:rul 
the assi.gm•:cnt of reporto ca::trol symbol1J and numben,. 

H-,FOf:..t•Ll\.TIU;-~ NANAGI:l•iENT CO:~'TROL Ol~FICER: Destroy regist1c:r er 
irr:1-ividu::il pases uhe.n ell re.poi Lc listed t!1C!i:C:'on have, lw,c,t 
cancelled. 

565.S Recurr·ing Reports an<l Tnformatlon Require.IJ•en.1..s. Recun.--ing 
reports and one-time information requ"irements re]atln0 to 
reports management, such as cost estimates for reportt;, 
reduction ln information requirements, and simi.Lir in­
fonnation. 

ALL OFFICES: Destroy after 3 years. 

565.6 Reference Files. Files relating to the general field of 
re.ports and information requirements consisting of ext___ra 
copies of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFlCES: Destroy when superseded, obsolete, or no longer 
needed for reference, whichever is earlier. 

570 CORRESPONDENCE. Documents relating to correspondence management 
and the application of management techniques to correspondence 
practices to increase efficiency, improve the quality of appearance 
and content, and to t'educe costs. 

570.1 General. Documents relating to correspondence which, 
due to their general nature, cannot be logically filed 
elsewhere in the 5 70 series. 

ALL OFFICES: Destroy after 2 years. 

5-B-5-16 

https://Reeun.:--i.ng
https://rrctat.i.on
https://p1ocEc'1n.es


t11·,rl 

S70.2 
1P(•ltt, p;_,_;p~~J\.J.L..J l•D, .l~··•,~J :~-i~-.f', 

or regal:::. :l-11"-)'" i!"?.':.LLu.cL LnDs 0:1 c-~_11. c· ~ J c·nr, .._ • , 1: ~ 1 ·1c tu,:i _;_,-•(: 
coplC's of. •ste.i-1.:: polj,-,· c ;,d pn1t ~ :u::(:s ~ :_ •• , .1._·1,";.:s _1~~:s1 1 ~d 
pLj_or tn pu·::i:t 1 a1-1 on 1 .~t c1 [.f j c i:ti 
1ic:.::i tior,s. 

ISS~Jll'1G o--?FIL~: lipo11 SP;t:Y~-1CSSlt.•,1 rj:.· o·l•::;c~~~.~--~---:... C•.~: rl2c·.2 

ia int:n~t1\7t~ file .. l":Q 13..:i-n:y nf-er ~(J ';~C..:'.::~"'t:,. 

570.3 £-e ~:2;J!T~_? --·~__ 
reports 2.cn<l onE-tLrr:0 

l__r,_f"~··~-'.l_t ; 

to corresportl1cncc~ 11'.:Jncii=,ernent. 

5 70. 4 Reference Files. Files relati.n3 lo the gene~~J flelJ of 
correspondence management consisting of exs1n copies of 
doctLlllents wlti.ch duplicate the record copy filed eli:_.ewhere; 
rough drafts, notes, work papers, anJ other materiel being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

575 HAIL. Documents relating to mail mauagemPnt and mail processing 
operations, including receiving, sorting, opening, routlng, distri­
bution, delivery, control, pick.up, and dispatch. 

575.1 General. Documents relating to mail management and 
operations which, due to their general nature, cannot be 
logically filed elsewhere in the 575 series. { 1:i.- .2..) 

ALL OFFICES: Destroy after 2 years. 

575.2 Policies and Procedures. Documents relating to the develop­
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on mail, including copies of 
interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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Se.:~"r.:r~.::L: j l( G.. ra.p-21 s or iuc1n:·~ E~L~1-.. .. :--,: et~ ~~i.i •·:iP·~.H:, .. 1.,\;.~1c..-1l 
orclt.!l in. ind:Lvi.jtL.:;l ottjr.:::r..; t'.'"'i.S ;: -··;,_;,:p:~,:,.r i~1 ..··t in ~tc·tiv:1 .·•1 

r~?qt1iJ:Pd (.0 J. :;:1-ver1 d:i.r•.'; a ·reply tu .:1r-: :..··ri~~l.,, j.-, e·.::~>2ct:ccl 
Dfld tf [1(JL rr_cc_:~-1c:..i. D11J!"i.:~j bt:. L~l"<--~ ::.,.l nn :1 ::,~ l\!~i} ,) 1c.e; (,'[' 

575.4 

575.5 

575.6 

575.7 

575.8 

ALL OFFICES: D-2si.:roy whe;.i, no lon;'.,L 'r ue,::!ded ·foi: cor_t·.:.•ol 
purposes. 

Pn&tal Dirertorv . . -- -------- __,_ 
ni,d 111:cdning a loc.ator sysr-em to 
to jndivic.uc-o.lb, sar,h as loc:;::tor t:irc':s; cc.pi1~~J 
or transfer orders; and sir.i 1.lar docurnen.tB. 

ALL O"FFICES: D2stroy 6 m-::-nthi:; aft_::~r Llep3rture ·:if 
individud]S. 

Accountable Hail Control. Records relating to the hr.:ndUn6 , 
accounting, rece1.pting for, and dispc!tc.h of registered, 
certified, or numbered insured mail. (12 ~1 

ALL OFFICES: Destroy afte~ 1 year, EXCEPT wh8a a classified 
docu,.,1ent receipt is not availabl!':'. to establish proof of 
receipt of a classified document which was transmitted by 
registered or certified mail, in which case the Accountable 
Hail record will be retained with the Classified Document 
Receipt and/or Tracer files. 

Routine Mail Control. Documents relating to the control 
of incoming and outgoing mail including routing and suspense 
slips, delivery receipts, record of messenger trips, and 
similar documents maintained by mail rooms. (1~-" l'.L.J 

ALL OFFICES: Destroy after 1 year. 

Recurring Reports and Information Requirements. Recurring 
reports and one-time infonnation requirements relating to 
mail management and operations. 

ALL OFFICES: Destroy after 3 years. 

Lost and Rifled Mail. Records relatjng to and reporting of 
the loss or rifling of mail. ( I 2 - S-f) 

ALL OFFICES: Destroy after 1 year. 
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575.9 
1.,:1u1.g,.:.c1e11L G!!d upC"(~1cic;1lS cons1r.:"'i. i,1:~ of 2:.. t r.r, ,: ,,... Le.3 of 

clocumen-rs vh.1.cll dup1icatl: tht. 1.~c~ 1 ~J ccp? ::tl~l: el 1:.-..~rn.;~.. t~~·-

rcntgh dr11ft:.:;~ notP.S-;, ,:l1 rk. :~1,:.1.per~~~ ,::,.,~.. c -.. ,:hc-r ;;:·.t .....'\rwf"J] ii,.:•i~1-f'; 

h~.Lc~ for 1 .? fr~ l''CLlcc ~ 

the stuJy of ADP tj_rr0-sharcd syster,1s, and 1.h2 seJcr:t.jon and .::,f1opti0n 

of those best suit0'd to DCAA op"rc1Lions; l1,c D;:,D na::-:.i :,,:anc.ai:Jjz;:ition 
l'rogram; and serv·ices provided by ufticic·G ·1C':~ponsit,h, for tli.::, .systens. 

590.1 9!:D-~.g-_1~:l. D0c.tt:CC!nts rcl:.:-.tinr; to J\D~· r:1;inagE-:ru2t1t a11d S1~r\'ices 
whlch, due to their gencr3l naturP, cunnot Le Jocically 
filed e:- lsewhere in the 590 series. 

ALL OFFICES: Destroy after 2 yeaxs. 

590.2 Policies and ProcedurcE-:.· Documcnlt;; relettin$ to Lhe develop­
ment, preparation, issuance, an<l ln c(~Tpretai:ion of directive 
or regulatory instcuctions on ADP, including ·Lnceri.r:; policy 
and procedures statements issued pr.LD1 to publlcati.on ln 
official DCM numbered polj cy publications. 

lSSUING OFFICE: Upon supersession or obsolescence, place in 
inactive file. Destroy after 10 y~ars. 

OTHER OFFICES: Destroy when superseded or cancelled. 

590.3 ADP Planning and Program Management_. Docun!?ntation reflecting 
the management and determination of the Agency's ADP resources 
and requirements, including records relating Lo overall 
objectives, plans, and concepts governing manar;ement and 
utilization . ..of ADP within DCAA. 

HEADQUARTERS, DCAA: Destroy after 10 years. 

REGIONAL HEADQUARTERS: Destroy after 5 years. 

590.4 ADP Systems Development and Evaluation. Records relating to 
correspondence, reports, studies, and related records con­
cerning the study, selection, adoption, exploitation, and 
integration of ADP systems in DCM operations. 

HEADQUARTERS, DCAA: Destroy after 10 years. 

REGIONAL HEADQUARTERS: Destroy after 5 years. 
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590.6 

590.7 

590.8 

590.9 

Rect11-L"':rtf~__Hc t""rn • 1 
" ________:_~_r~(;··d! ~~ .. ~=1·.~1,_ - I if 

rcpo rt"::.. .s.n J C.' 1 ·u?- L:: r11e info-;., rr ~: t- _: ~. 11 

111::±na~_,:1:-.·:~nL ::~_pr} US(;{}[ _i\))l) SY'"'Lc-~11~~~ Rc.;;;,-,,_i':, 2L1C. ~t11t. 

requirn.;q211 r:s pruc}urr:1.I by suer l,)ti,.:L=.:~ns \•:·~:!._ l,r- fLJc::•.l ~ 

app1:-oprj~te {-';..:!convo1y f:!.Jct:cn .. 

])a ta St c"tr1cl<! rd i zc t· J_r""n ~ the 
proceciuros, and -c1c:tir.:11s requ.1.,:u} t·J impLc.,;ant tlw 1•:ctc"l::2. 

St8iht9J'.()L'~:it ion P1:o~rnm lll 2co1.·u1.ndU.Oll •.,iitl! lhe F•c>.lc;·,s,J_ 

Stand.:1rcl1.zat.ion l'rogi:-am oI GS,\ E:nd otl 1 er Gov1:.rnI11enL ~,,er..cit,s. 

ALL OFFfCES: Destroy wht"n su;::e1:~,edcd, obho:i.ei-e, ,Yr r,u lor,~f•r. 
needed ior reference, t,hlcl,~vcr is carliE·r. 

ADP Syst:L"ms_ fr1Plcr.lE:nt.1tjon. Doi.:l,::;:nts acc:urnuJdted i.n 1:11e 
proce~s of implementing approved ADP systems, inclu~ing 
coordination actions, orienuiti.on and tnlit1.lng, di::f ..::•r:'inntion 
of information, revJ.ew of proposals for o.cquisition, progre:s;:, 
reporting, feasibility studies, applicntion studies, and 
monitorship of test applications. 

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Desteoy 
after 10 years. 

REGIONAL HEADQUARTERS OFFICE OF Pf!.IMARY RESPONSIBILITY: 
Destroy after 5 years. 

OTHER OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

Management Information Systems (HIS) Proj~_c,:ts. Project 
files containing requests, specifications, cost estimates, 
and other documents relating to computer programs which 
are developed to meet a specific information requirement using 
data maintained in the MIS. Outputs produced by such programs 
will be filed under the appropriate secondary function. 

ALL OFFICES: Destroy after 10 years. 

Automated Personnel Inventory Svslem (APIS) Progrdm Projects. 
Project files containing requests, specifications, cost esti­
mates, and other documents relating to computer programs 
which are developed to meet a specific infonoation require­
ment using data maintained in the APIS. Outputs produced 
by such programs will be filed under the appropriate secondary 
function. 

ALL OFFICES: Destroy after 10 years. 
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590 .1() 

D11d c,*i1e::-- dOl>:r::!"-?r1t:---J ~<:lr... ti11~~ tu er:.•· !)i ~ (' ~) {~ ,J~~ ::~: \•J':-i5_( l• ..... :;:-....2 

cie\.e.loj.1.:··:"d tn 1I'f;f:'t spr·ci lfc r1uc!~.t ~J:-, 1 ! J,,.}~ f}t~:_p•,:_,.:. 

prt,,·iuc,:•(, b~f SL-~:1! p.:u;: .. .rt}~~ ;)(' I ,)_t ••! ~:,,:! ·~.. ~~-~ ·:)·;·) (;~,,~-~:_.~:e.•'i, 

scco~ctd=; funcclons. 

ALL OFFICF::;: 

at:tori1a.Led Cnta procc-=t~ing fiJc?na.g>z~rH-:n:: Dru] f::.::..;: -.,1.1.:L;; ,-~011sls!.lng 
of e,<tr,1 cup ie1:: of d'.:lcc:n:011ts li!lich ciL:J; lic.-1tc c:·•2 recc,rd cc 1~y 
fil eel clsc,.,1hcr1?; J·,, ugh dra.Ctr,, 11c·1:e,,, ,;•orl: 1),=~;·,_- L·s, :1u,l oti1-.;r 

rnated ul bcir.c he] d fo:c 1 efcn:nce. 

ALL O}'J?J.Cc~;: Desr r-oy wh0n superscd~J, obsolete, 
need~<l for relerence, ,:htcheVd' is l.:'c1tlic1·. 
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T11is y-,1....1.-tnary f:.2. 11ctio-1a] s 1.:.:-ri 1~s f·•,::lL-;lcs to r.--:::cOJ"(i·~ crchl 1~C. l;y 
lle.::::3(!1l,J'('tC~,-.s a1;d Rt:~;.Lon._tl 1T.:•.:-1.J:·:11al 1.('j s (_)~~{le,'~ '•'t;<..:gr, r·--r-~:~.,..y -;·i;:.~~-·-,' 

i.s the 1-n8L1t~~:::·~=r!t.i1:.:, L"').~]-l;·ttlcr: ... [~11c: Su['tt'i"\'~,. ~t\r·-i cf. c.~-li'.: :_~~·;t1 Ic.'.:~~ 
provided i,y u:11,J\ f:tc:ld ~l!djt or/l:_i.:-~J (/OD 7,---;:.1) L"1n(i :~n/ii<· ,:, 1 "',;r~,:~".:'· 

proviC::.ed by field f_1Jd..:..t Offices CF.c,Ds) (/6G-76::,), ;\U i.-,ir.:.ces pc1-
fo1-n1ir1g £ttt<li~t fu11ctlVi.lS -r.:~11 usi.~ 5 as reqt,.irc,.', fjJ~ ::~cr-i.1-.:s li::;~:2L~ In 
the prlinary func.tio11s 1.00 tl~ro-1;;h 500 fo;· c:i.-L rc.corC:s H'-''- ldcriti..fJ:·:1 
in this fur:.2tio11al sei_1es. 

700 AUDIT MAN,::(~1·1.:?:f'tl'. This secondary fiJ_e s-21•_;_es cont2fr,s reco:r.c1s tkit 
are con1mon to ~111 offices per~o.crnir1g a 1 auL,.i.t funct::Jn, 

700.1 Genenil . 
whic.h, dt1e to their genc,::-:::.1 nature, cannot be l~glc:::Uy 
fiL:!d elsewhere in tl1'.::'. 700- 7ui:. scri.-::s. 

ALL OFFICES: Destroy after 3 years. 

700.2 Rec11rring Reports. Recurring reports relating to audit . 
mandgement such as the Audjt Program ReporLing System 
and the Summary Report of Ann it Operations, \lhether 
prepared for non-DCM use or for internal management 
purposes. 

HEADQUARTERS OFFICE OF l'RIMARY RESPONSIBILJTY: Permanent. 

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: 
Destroy after 20 years. 

OTHER OFFICES: Destroy when no longer needed for reference, 

700.3 One-Time Infonnation Requirements. One-time requests for 
information relating to audit matters, whether prepared 
for DCM or other Government use, EXCLUDING requests from 
the general public, see 502. 

HEADQUARTEP~ OFFICE OF PRIMARY RESPONSIBILITY: Destroy 
after 20 years. 

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: 
Destroy after 10 years. 

OTHER OFFICES: Destroy when no longer needed for reference. 
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rl:l1-itln2: ft) po~:t re\-l.C\•/ o;. ~,nd (()O~'tl .. T.U~L ;·~0:M1 \)11 711.,b t !_Cc::.;_ i'::-­

j ssuec! or ro 1"'e ib~-rGeJ hy 1to:1-D::.. \..A ~,.c.t.~\"'"lt:i cs ·/·r~1.ch 11,,.1~, 
1:[1-r.;c F,!.n :u 11=,a.c;t U,l DCr\l\ <)f)l,~ri..:.tlt1ns P".\C:) .::1 c. lc;~>l Ll"ilr.:2r_• r.~c•,, 

700.::i 
to L'le re-.TJ.e\; of Headc;l"?Brt.crs cr,1 T':,:-spenden-:::e cmd regio.1.al 
instructic-11.al nwte.rial to ,:wsu1:e confonnane:c wit•t conLrs~ct­
audiL pol icy, and to deter:ninc po~,s:ible nee{: for rww or 
revis~d guidance. 

ALlJ OFFICIS: Destroy after 3 yedTS. 

700.6 Semind.rs and _Conferenee_~- Records relating -co the prepan1.-· 
tion, development and conduct of seminars, conferences, nnd 
similar rr:eetings ,,•liich cover tecllnical audit areas. Alsn 
includes rec.ords relating to attendance at such meetlngs 
if not appropriate for filing under a specific file series. 

ALL OFFICES: Destroy after 3 years. 

700.7 Indoctrinat lon an§ Training_. Records relating to means 
of providing indoctrination and improvement of audit in 
technical areas, including records of on-site and ,;.1 ritten 
assistance, evaluations of field performance and justifica­
tion for in-depth reviews, if required. Also includes 
records relating to individual employee participation in 
Defense Contract Audit Institute activities, if not appro­
priate for filing in 321-322. 

ALL OFFICES: Destroy when superseded, obsolete, no longer 
needed for reference, or after 3 years. 

700.8 Committee Representation. Records relating to representation 
and partjcipation in groups specifically involved in audit 
matters, EXCLUDING records accumulated by offices primari]y 
responsible for activities relating to the Cost Accounting 
Standards Board (see 702.4) and Standing Part 2, Section XV, 
ASPR Subcommittee (see 704). 

CHAIRMEN: Perm.anent. 

INDIVIDUAL MEMBERS: Destroy 5 years after termination of 
participation. 
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1~,•('~-·~•:"i ~l w\- ...~. fj_:,:_:.~--'31... i:;tt~J·i_2s .. Rc.corJ.:... re"JaL:in;:.~ 

to re:.;r_. 1.t :~·-•r: ..10,::t~'"I b ilt t:..:,,~~r~idl stt1dtes nut o-:.J1c1....,-~,-~-;n,M 

700. 1::., "::'1.lc.:s ::-c.:..at i.,1.; to tte g2,1Cr.J.l field of 
;it.id L~ U1C'L1L-<'._:.i .... ~1~t:~n!: cc,r ~:_:_~-.. r_.ing c:.f c-;,::t::~·a cop tt-:s of clOC.iJJflCilLS 

wl1H.:h <]J:,J 1ca ce lr.c. G Ui clr...L n:,c:ord copy fj lE:d els.::wherc; 
rouz,h dr.•:rtL ~ ,,crl~ r:~:·•c:-.·s; ;rnd 0t:·,,?r 1·1c1teria1 h:dng he] d 
fer r.:!fcLLi:cc.. 

/ILL OFFILt·,s: JJC,,t.rc_' ,;,her. supctscded, obsolete., 01.' no 

longer n::::cc.l :::or :.-c~crsnc2, ,,1·ticlwver is eacljer. 

701 POLI _____ _ __ __ !Zc:,con].,s rel,Jt::ng to the formnlatlon of audit. 
policy and operaLiJg procedur2s and the futuishing of direction 
and technical zuid,:mce for the. pcrionnaoce of contrdct audits. 

701.1 _g~neral. }:ccords relatini;. to polici.es and guidance which, 
due to their geaeral n~ture, Cdnnot be logically filed 
elsewhere.: in the 701 series. 

ALL OFFlCES: Destroy after 3 years. 

701.2 DCAA Policy File. 'This file will contain a copy of those 
letters, 1;;.21.iJor.'.Jn<luIT1s, nnd other documents of continuing 
value, to or fro~ hi~her authority, lateral or subordinate 
elements of DoD or other Government agencies, and industry 
or professjonal groups, which contain adequate and authentic 
evidence of the org.J.nizc1tion and policies of DCAA; its 
administrative develop11112nt; the evolution of its organizationl 
structure; and its audit policies. 

OFFICE OF DEPUIT FOR AUDIT MANAGEMENT, HQ, DC.AA~ Retain ..L.. 

in current files area indefinitelv~~ /'d ,.r7d--'7-3/...P--T~ 

r~e.. 
701.3 Policy Formulation. Documents relating to the development, 

prepara tio:1, j ssmmce, and interpretation of directives 
or regulatory instructions on contract audit, including 
copies of ini:erim policy statements issued prior to 
publication in official DCM numbered policy publications. 

HEADQUARTERS ISSUlNG OFFICE: Permanent. 

REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy after 20 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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prcparatic~, 2nd 

Ki::GJO~,IAL rrn:,DQUJKlERS IS~,-;;rnc~ OffJ.l:E; DesL1.uy dfc.,.:,~ 
:W ye>.r~:. 

70l.5 'l'eclmi cal Dat,1 Bank. R,=c-ords accuJT,aJ a u_,r] c.r:-.vc•r::nc 
opinions, decisions, and dete:·11:::n'Jlions on the c1llo'.•ia"'..i1-lii:.y 
of con.trc'lct costs, inclu<ling pert u1cut c:asc filc.c, or. 
contr2ct0Is, an i11dcx of oll m;;_te:rial. in th'= dota bo.n:·_, 
an<l rela U!J docu:n2n ts. 

OFFICE OF TllE DEPUTY FOR AUDIT HANAGEi'-1El,~r; B,etain in A 
current files area indefinj tely_:,," dR /?v7 ?7'~--3/~ v' r/e_ 

70.16 Testimo_!ly Before Judicial or QuBsi-Judi0al__ podies. Records 
reLHing to procurem2nt matters luvolving contract aud1.t 
on which h~arings are held hefore judicidl or quasi-
judicial bodie.s, including recorus of prepan1tion of 
testimony and other assistance to field personnel. 

ALL OFFICES: Destroy after 6 years. 

702 SPECIAL PROJECTS, Relates to research ancl studies involving 
Advanced Audit Techniques, Special Audits, and Cost Accounting 
Standards. 

702.1 General. Records relating to special projects which, due 
to their general nature, cannot be logically filed else-­
where in the 702 series. 

ALL OFFICES: Destroy after 3 years. 

702.2 Advanced Audit Techniques. Records relating to the conducting 
of research and studies into pertinent scientific, busjness, 
and professional accounting developrJc~nts to ascertain 
methods and techniques which can be used to enhance the 
effectiveness of contract audit, such as Statistical Sampling, 
Improvement Curv~ and Regression Analysis. 

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Permanent. 

REGIONAL HEADQUARTERS OFFICE OF PRTMARY RESPONSIBILITY: 
Destroy after 20 years. 
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702.3 Spe("ial _i.i.!.,-l_1 ◄ ~r3,. 1CL,Jr.2s Lel:1t_~-. ~~ -;~~t rLS(_::1-__ c,l1 a.111~ :":-i_u.' fr.is 

.i.nr 1:ilC Pli:VC[!C of c":='-,/(~_1 op·L1.1g C~.J.~-,-~~ ;)S t,-> .[-~1.~-~rj~: j,1 1, '.l-i( ~1 

sr,:cl{~l (.~uiit:-: \Vou~C l.,S••;.isc ilt r1 ~l,i_c•,.r1n ..-, 1·L:: obj(•crl\·:: 

of ri;o1.e.. c~I:f.c-~-=~Ll"'.rc: r,1uct.1r:.1lc_1., (._-~~-c: .__ c,,.L-.:-r~(:... ._r~'.. i11 i_•:-,_r:..~t.. _;en~ 

~vch. ES c,.:1...•.::t__1~=r-.n:. ~ r:--•_,J_~:-loc,~rjc~~ t.:.:,-..:-.-::t 1l:.i:~---:.~.(L _; ·).~ ~"';(•· ~----·:...:..-~ 

pai::tern.;;, cost. c1iter"i_c-!, or p1.upc::,<:"C1 auclic u~clm,q·Jc"·; .11[(1 

indu:Jt>·/\.'1j de stu(li~--b to rtp 1Jtc;.3 St! L1,1usu.c.1l c1c:(':l~.u11t~_q:,-; c1 r 

costing P"l'" Jr_c :i.pJ ,.::•s .:P1d f-' rnct :ice~: to rec(.~ ..--- 2:1d cr 1 ~ .:_•.r ..:_-:. =or 
es tab lj_sbi11g 1.·ea,:;onc,bJ eness c, f cof_ t ':.:. 

HEADQUAl-:.'L-EPS OFFICE OF PRIHM~Y 1a=:SPONS-mn.1r,r: Pcrn2-ricr'J;.. 
pa 

REC:IONAL m:ADQllARTEPuS OFFICE OF PRJ:.~ARY r-.::::sPonsIEILlTY: 
Descroy afccr 20 yed1s. 

702.4 r.ost Accnun.tir~g~an(~ards. Rec(lt-tls accumulc,tc<i by of{jcc·s 
having prim.:iry responsibility for DCAA octio11s related to 
the imple'1:entation of rules .::mcl regulatiOi!S of the Cost 
Accounting Standards Board (CASD). 

702.40 Review and Ana]vsis of }b~erlal Puhljsheq_hv_({\SB. 

ALL OFFICES: Destroy after 3 years. 

702.41 Guidance for DCAA Audi tors Regardin_g CAS. 

HEADQUARTERS ISSUING OFFICE: Perrn.:::ment. 

REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy 
after 20 years. 

OTHER OFFICES: Destroy when superseded or 
cancelled. 

702.42 Briefing and Training Regarding CAS. 

ALL OFFICES: Destroy when superseded, obsolete, 
no longer needed for reference, or after 3 years. 

702.43 Field Requests for Information Regarding CAS. 

ALL OFFICES: Destroy after 10 years. 

702.44 Comments on Hatters Referred by CASB and Staff. 

ALL OFFICES: Destroy after 10 years. 

702.45 Coordination of CAS Activity in DoD. 

ALL OFFICES Destroy after 5 years. 
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702.46 Liaison With ASPR Section XV 2 Part 2 Subconnnittee 
Regarding CAS. 

ALL OFFICES: Destroy after 5 years. 

702.47 Assistance to Government Member of CASB. 

HEADQUARTERS: Destroy after 20 years. 

702.48 ASPR Subcommittee on CAS. 

HEADQUARTERS: Destroy after 20 years. 

703 OPERATIONS MANAGEMENT AND SUPERVISION. Records relating to the 
management and supervision of contract audits performed by Field 
Audit Offices. 

703.1 General. Documents relating to the operations management 
supervision which, due to their general nature, cannot 
be logically filed elsewhere in the 703 series. 

ALL OFFICES: Destroy after 3 years. 

703.2 Operations Evaluation. Records relating to evaluation of 
audit operations, including overall evaluation; manpower 
and workload evaluation; staffing of offices; organization 
and management; activation and deactivation of offices; 
evaluation of audit plans and audit performance statistics; 
and monitoring of evaluation of data submitted by Regions 
and FAQs. 

ALL OFFICES: Destroy after 5 years. 

703.3 Operations Management. Case or project files relating to 
the management and supervision of overall audit operations 
in DCAA, including records relating to financial capability, 
audit assistance and interface with DoD and other activities 
for which DCAA performs contract audit, review and evaluation 
of summary reports, access to records, C/SCSC effort, 
GOCO facilities, SPANS~ TACT, and similar programs. 

ALL OFFICES: Destroy 10 years after supersession or 
obsolescence. 
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703.4 Technical Audit Programs. Case or project files relating 
to the management and supervision of specific technical 
audit programs, such as IR&D-B&P, proposal evaluations, 
contractor estimating system reviews, defective pricing, 
tri-service negotiations, progress payments, Should Cost 
studies, university audits, terminations, and similar 
technical audit programs. 

ALL OFFICES: Destroy after 10 years. 

704 STANDING PART 2, SECTION XV, ASPR SUBCOMMITTEE. 

704.1 Case Files. Records accumulated by the Chairman of the 
ASPR Section XV, Part 2 Subcommittee which is charged 
with the responsibility for cost principles and changes 
thereto. 

CHAIRMAN: Permanent. 
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760-763 AUDIT SERVICES. These file series have been created exclusively 
for the use of Field Audit Offices (FAO), and document the primary 
mission or function of the FAO, and include Contract Audit Admin­
istration (760), The Permanent File (761), Contract Audit Case 
Files (762), and Other Audit Services (763). FAQ's will use, as 
required, files series listed in the primary functions 100 
through 500 for all other records accumulated by the FAO. 

NOTES REGARDING THESE FILES: 

1. DISPOSAL STANDARDS listed herein are ultimate destruction dates 
based on the value of and need for the records. 

2. CUTOFF OF FILES. Cutoff of files means the cutting off point 
for making another file folder. The purpose is to separate 
older file material from new, more active material. This should 
be done at regularly designated periods of time, such as each 
fiscal or calendar year, during the records clean-out campaign, 
or after a specific action. As an example, a file which 
generates an inch or more of paper in a year, would probably 
be broken into separate folders every year at the same time; 
when material is generated faster, a file may be broken quarterly; 
when material is generated more slowly, a file may be broken 
every two years. The records management program can be made 
easier by designating and adhering to specific cutoff dates for 
each category of record in the file station. Cutoff standards 
have not been included in the disposition standards for the 
760-763 series; however, each FAQ shall designate a specific 
cutoff standard for each file series. 

3. HOLDING PERIODS AFTER CUTOFF. Holding periods between cutoff 
date and retirement date have not been designated for the 
760-763 series. This decision must be based on sound records 
management practices of efficiency, economy, and frequency of 
reference. Each FAO shall designate a specific holding standard 
for each file series. 

4. RETIREMENT TO FEDERAL RECORDS CENTERS. Cutoff records should be 
retired to the FRC when reference activity has diminished to 
the point that such retirement would be economical and efficient. 
Specific retirement standards have not been designated for the 
760-763 series; however, each FAQ shall establish a specific 
retirement standard for each file series. It should be noted 
that records having a retention period of 3 years or less should 
be retained by the FAO until date of destruction. 
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5. 
n1~-rf'y ye~ ,r~. h~r c:on~ int.L' J E..-Y~tc::-j·::, ~ o,)"-l ;1'~:..:..; ,.n:tcl i 1 _! "'.l. 1 ,::,~ -­

it(J pl~(· 1~3~~ d.ii-c~ t11at 1.1.;·~' bf.:. p1-·c:,;.:;_ ::-,.(.:..::.~ fur _l ,i.:: ,i...; .. 

thnL the (~cstructio11 dr, tc· is C:OUt--L'l.,_:-f1 T~t. - ... " ,,Retjret.~ent of .::on~lngcn!: fJ.1[;:.s 1equL·,_~es ti:c LUJ L,~•1j_-qr..: i ..... }11.'::, 

b:; the FAO :ccc cird,~ manas<:'Dl(:-llt cf:i: icc:c: 

SF 135, Recc,rds Tr-:::rnsmit'ui] and R:·CL'.i(>t:, Itei,, ;) (r•Xay [1>c; L,.:r_,rils 
Be Destroyed as Scheduled {~ithout l;u:i_ tb;;:!r 1\.gt21-i. . .:-;" Con cu:-,= ·,.~.. 2; 

Ch•~cl~ 11 N0. 11 
) 

1SF l.J:J, Itr~1n_ 13: For en.ch parti(ll ret.l1~t:'ir1('11t, 1_.ntcr }1:~ ~,:..·~ 

ac(:Cf..,S lc11 nun1b2rs reldteJ to the case file. 

SF 135, Item 14: Enter the citc1tion (number, t-lL le, 1nc1 u__1tc) 
of this :Manual c.1t the top of the. colu.,m on the S:i:? 135 :-lt,:i ;:_,~]_ 
continuation sl1eets. Aligned w1.th each entry in Item :u, en::.er 
in Item lL1 11 CONTINGENT." 

Upon final settlement of the contrciCt 3nd the retirer-;2E:_ of 
the last records relating to the contract, enter the cfai__c, a:::'..d 
year of destruction in Item 14; in Item 13, list all prior 
accession numbers related to the contr:1ct; nc,t lf)' the Fl:C cf 
the deslruction date for all prior partial retirements related 
to the contract. 

See Chapter 4, Appendix B, for instructions and ex.ampler; f:or 
SF 135 1 s. 

DEFINITIONS: 

1. Final Settlement of Cost-Type Contracts as used herein includes, 
as applicable, settlement of all items specifically excepted 
in the final release, and the satisfaction of all assigr:.Pents 
of ~1terest executed by the contractor as condicions preced~nt 
to the payment of the completion voucher under a completed contract. 

2. Final Settlement of Fixed-Price Contracts containing price 
redetermination, escalation, or partial payment provisions 1J1eans 
payment for the final delivery under a complete contract or 
payment of the final termination claim under a ten~inatcd 
contract. 
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FILES ARRANGEMENT AND NUMBERING SYSTEM: 

1. Series 762 and 763 have been aligned with the Management 
Information System (MIS) numbering system. Subject files are 
identified by the number following the decimal which coincides 
with either the activity or subactivity code of MIS. (NOTE: 
Series 760.4 shall be used for reports made under MIS.) 

2. Arrangement of files and further subdivisions not otherwise 
prescribed herein shall be as determined by the FAD; however, 
all file folders shall carry the four-digit file series number 
prescribed herein as identification for disposal standards. 

760 CONTRACT AUDIT ADMINISTRATION. Records relating to the administra­
tion of the FAO. 

760.1 General. Documenrarelating to audit services which, due to 
their general nature, cannot be logically filed elsewhere 
in the 760-763 series. 

FAO: Destroy after 3 years. 

760.2 Scheduling. Records relating to the planning and scheduling 
of audit services, including identification of areas requiring 
priority action. 

FAO: Destroy after 3 years. 

760.3 Audit Guidance Memorandums. Copies of audit guidance memo­
randums received from Headquarters, DCAA, or Regional 
Headquarters. Audit guidance memorandums should be filed 
according to the chapter or appendix in DCAM 7640.1 to 
which they relate: 

760.30 Relate to several chapters (should be cross-filed) 
760.31 Chapter I 
760.32 Chapter II, continuing through final chapter 
760.3A Appendix A 
760.3B Appendix B, continuing through final appendix 

FAO: Destroy when superseded, obsolete, or no longer needed 
for reference, whichever is earlier. 

760.4 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements related to 
audit services not otherwise identified in 760-763. 

FAD: Destroy after 3 years. 
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760.5 Reference Files. Records relating to the general field of 
audit services consisting of extra copies of documents which 
duplicate the official record copy filed elsewhere; rough 
drafts, notes, and other material being held for reference. 

FAO: Destroy when superseded, obsolete, or no longer needed 
for reference, whichever is earlier. 

761 THE PERMANENT FILE. These contractor background records are those 
referred to as 11 the permanent file." 

761.1 Contractor Correspondence. Correspondence of a general 
nature or relating to several contracts. 

FAO: Working file. Keep current. Upon final settlement of 
last contract held by the contractor or deactivation of the 
FAO, retire to FRC, hold 6 years, then destroy. 

761.2 Contractor Backgrollll.d. This file provides basic information 
to new staff members, supervisory personnel, and others 
as to a contractor's current policies, organization, operating 
procedures, resources, capability, and similar information. 
Such records are maintained on a current basis by updating 
the file as additional information is obtained as a result 
of any audit effort and may contain duplicates of official 
record copies filed elsewhere. Includes copies of items such 
as summary reports and disclosure statements. 

FAQ: Working file. Keep current. Upon final settlement 
of last contract held by the contractor or deactivation of 
the FAO, retire to FRC, hold 6 years, then destroy. 

762 CONTRACT AUDIT CASE FILES. Subject files are identified by the number 
following the decimal which coincides with either the activity or 
subactivity code of the MIS. (NOTE: These files are not to be used 
for reports made under MIS - see 760.4.) 

762.01 Contract Correspondence. Correspondence relating to the 
specific contract covered by the case file, 

FAO: Destroy correspondence of continuing interest and value 
6 years after final settlement of claims and final audit 
action on the related contract. Transfer to 761.1 or destroy 
when no longer needed for reference, correspondence having 
no continuing interest or value. 
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762.02 Contracts. ~opies of contracts used in performing contract 
audits. 

FAD: When copies of contracts are readily available from the 
office of record or another appropriate source~ copies of 
contracts may be disposed of immediately after extraction of 
the data required for the contract brief card. Classified 
contracts shall be returned to the office of record or disposed 
of in accordance with DCAAM 5205.1. Copies of contracts 
shall not be retired to Federal Records Centers. 

762.03 Contract Brief Card. Cards containing data extracted from the 
contract (DCM Form 7640-2). 

FAO: Destroy 6 years after final settlement of claims and 
final audit action on the related contract. 

762.04 Public Vouchers. Auditor's copy of the public voucher used 
for processing and the copy of the paid voucher received 
from the finance office. 

762.041 Auditor's copy 
762.042 Paid Copy 

FAD: Only the copy of the final voucher shall be retired 
to the FRC as part of a settled case file. Retention and 
disposition of other copies is at the discretion of the FAD 
chief. 

762.1 Incurred Costs. Records relating to the audit and review of 
costs which have been incurred or the appraisal of the 
contractor's operations and procedures which either contribute 
to, or have an impact on, costs charged to or expected to be 
charged to Government contracts. 

762.11 Performance and Financial Controls 
762.12 Materials and Services 
762.13 Labor 
762.14 Indirect Expenses 
762.15 Other Reviews 
762.16 All Inclusive Audits 
762.17 Special Audits 
762.19 Negotiation Memorandums 

FAD: Destroy 6 years after final settlement of claims and 
final audit action on the related contract. 
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762. :~:.: SL,.ulJ Co:~t Si.:ucL:..·~c• 
76 2 .. 2 3 Agre.:i'lt:'Tl t .s 

7 6:?. 2 !1. [s Li_-1_:.l~. Ln;.~ Sy~; ccl~lf, 

762. 2.S 'Te:1cphcyr1('. Rate~ }Zt:r:1;(~~,1. s 
762.2'.:l t{cgotiaUon n,~m1-1rc=mduw., 

FAO: If contn1c.t i.s awarc.lf,J, cltst;-oy & YC.'.trf, ,Jl:t··J f::.nc'.l 
sctt~'-c-~men t of clC!:itHS and f in;_:.i.l audit 2cr ir.ri vn th·_ '"t........ -J tttej 

0contract-. 1£ cnr,L,,Jct i1::, not m•ardcc;, ,):·,·;t:--o:. :;r•c.,.l:~' :1.ftvr 
serv .i.ce is perfo 11'1cd or adv~ ce fu-cn1s'"·"d. 

762.L, Other Audits and r.cviews. 

762.42 Dsfec..tive__Pricieg. Re.cord:3 rr--1.:;tir:.g to perJo;~ming 
audits of contracr.s contdini.ng de:fccLJ.\'C• ;:,r-icing 
provisions and audjt reports OD the r~su]Lb of such 
audits. 

FAO: Destroy 6 years after final settlement of 
claims ,m<l final audlt action on the related 
contract. 

762. 440 CAS Disclosure Statements and Rev is ion'~. "Kec.ords 
related to the review of a con~ractor'~ infcial and 
revised disclosure statements to determjne adequacy. 

FAO: Destroy 3 years after supe.rsess.ion or 
obsolescence. 

762. 442 CAS Comp] iance Revil::,~~- Records related to reviewing 
contractor's disclosed practices to determine if such 
practices are in compliance with CAS and ASPR. 

FAO: Destroy 6 years after final settlement of 
claims and final audit action on the related contract. 

762. 443 CAS Price Adjustment Reviews. Records related to 
review, report preparation, and resolution of price 
adjustment proposals to comply with new Cost 
Accounting Standards or from voluntary changes to 
existing cost accounting practices or contractor's 
failure to comply with applicable Cost Accounting 
Standards. 

FAO: Destroy 6 years after final settlement of claims 
and final audit action on the related contract. 
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7ti3 RQcc·1Ch~ rc.!.::::c.J t{J ser--~~--- .. ')t, p,;_,r-tlJ~~m-~t~ 0y Y.'/\.0 
a.udi.tors no'.: otl;cna,;c cov2J·0d in 761.l--762. 

763. 'J Procur0ment Liai~0n. 
LiaJson /\.U1.lit.or.:> p'1:'o\.ridlng ~cl, 1 Lsocy a 1)c..:_t. E,e:r~11.c<?s T~O 

procun,,r;;cnc i:lnt1 con.tract :.::drinr;_ i.strc1 t Lc-11 0{ :ice:1 c.. 

763.410 Cot:..1=J... /\udit_Cc0rci"inatinn__l.l'AC)____ n,~c,)r.,Js 
relating to periodic conferences of c0gDt78nt audicnrs of 
multi·-divislona.l contractors, iucludJ_nz pl.ms for the 
conference, agenda, list of parcicjpants, m1nutc-s, t:ra1tscript.s 
of presentations and discussions, .:md rela.te<l documents. 

lrAO: Destroy aftci: 3 years. 

763.411 CAC Case Files. Records relating to C:IIC cases w~1.Lc:h consist 
of problen1s coming to the attention of the coordlnator for 
resolution under the CAC Program and studies undertaken 
under the monitorship of the coordinator, the scor.,e of Fhich 
is companyFide or afiects mo1c than one location, such as 
access to records, problems which cannot be resolved locally, 
and problems that require uniform action at the contract 
administration or corporate headquarters level. 

FAO: Destroy 6 years after Advice of Cl\.C Case R€·solution 
is prepared. 

763.43 GAO Activity. Records relating to developing informatjon 
and comments on GAO reports, including letter reports issued 
by GAO Headquarters and GAO Regional Offices, including 
records relating to discussions and conferences with GAO 
personnel and with DCAA, contractor, or procurement officials 
on GAO matters. 

FAQ: Destroy after 6 years. 

763.435 Summary Reports. Records relating to the preparation of 
summary reports, including a copy of the report. 

FAO: Upon supersession, transfer to 761.2 and dispose 
accordingly. 
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-- r:. Rccci-l:s 1-·cJ .1r.i:,~ 1 0 provl(l L'lf.'; E.. 1::,::c Lal 
C/... "~, L::£:,.. ::.:.:1._. '-J_o-:-·:. ur L·c:poru~ v·hJd1 ~1c not otl":n;ri.se> ·rcq11:,r2cl 

~>~c-c_i_c:l J'ro-ic,ct'.:> 2.nd Studies. 1:.ccords re.lated tt' tcc.h;Yi..c,11_!.:_______________,._ -----------·-•---- . 

;:iu,:I :.: pn,jecU, dnd studic:c, for.n::.l 1.y a;:,provccl by 1Ieadqu:1rti21s, 
l)G~\A_., or l~egicnrt1 He3.~lqt1Htt.ri:c~-; \,.~;1.ich r,r0. t..tlJove ;.;nd b0-yol1<.1 

Lhe: 110r111.<i.l auchc ml::-:sion and do not directly benef"i.t the 
O.,JGl.t of i.11E: contractor invo.lvec:< 

FAO: Destroy aftc~r 6 years. 

76J.49 Ne~01i~t~0n Confcr~~ces. RecorCs related to prenegotiRt1un 
,::md. nc;;od.at1.on coT'ferences and ASBCA hearings, EXCT.Ui"J1:·lC 
re.::..:, l·.ls rel a tin~ specific.al.Ly to lncurred Co!~t:s, !<'on:ard 
Pr:Lcing, Defective Pricing, or CAS Activity, which should be 
a pHrt of the related case file. 

FAO: Destroy afLer 6 years. 

763.499 Other Audit Servi.ces. Records relating to audit services 
performed but not otherwise identified in the 760-763 
series, EXCLUDING audits and reviews of specific contracts -
see 762.L~99. 

FAO: Destroy after 6 years. 
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