NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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have likely been superseded by the GRS.

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 150.3 superseded by GRS 4.2.001 (DAA-GRS-2019-0001-0001)

Item 151.1 superseded by GRS 4.2.001 (DAA-GRS-2019-0001-0001)

Items 151.3 and 151.4 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002)
Item 151.7 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002)

Item 151.9 superseded by GRS 4.2.031 (DAA-GRS-2013-0007-0020)

Item 151.14 superseded by DAA-0372-2022-0001-0001

Item 152.4 superseded by GRS 5.6.180 and 181 (DAA-GRS-2021-0001-0007 and 0008)
Item 152.7 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002)

Items 152.8, 152.10 superseded by GRS 5.6.010 (DAA-GRS-2021-0001-0001 )
Item 152.9 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002)

Item 152.11 superseded by DAA-0372-2022-0001-0002

Item 152.13 superseded by GRS 5.6.200 (DAA-GRS-2017-0006-0027)

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 152.14 superseded by GRS 4.2.030 (DAA-GRS-2019-0001-0002)
Item 152.15 superseded by GRS 5.1.010 (DAA-GRS-2016-0016-0001)
Item 205.5 is superseded by N1-372-95-003, items 1al and 1a2.

Item 220.3 is superseded by N1-372-02-005, item 1

Item 220.5 is superseded by N1-372-02-005, item 2

Item 240.3 is superseded by N1-372-01-002, items 1 and 2

Item 260.5a is superseded by N1-372-00-002, item 1

Item 260.5b is superseded by N1-372-00-002, item 2

Item 260.6 is superseded by N1-372-00-002, item 3

Item 275.3 is superseded by N1-371-93-001, items 1al, 1a2, 1bl, and 1b2.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

Item 560.4 is superseded by N1-372-95-001, item lal

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



REQUEST AUTHORITY
TO DISPO5tE OF RECORDS

’ (See Instructions on Reverse)

LEAVE BLANK

DATE Rﬁ:ﬁiﬂ)z 5 874 JOB NO

G272
TO- GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

] NC'3?2-75-1

NOTIFICATION TO AGERCY

1 FROM (AGENCY OR ESTABLISHMENT)
DEFENSE CONTRACT AUDIT AGENCY

2 MAJOR SUBDIVISION
HEADQUARTERS, CAMERON STATION, ALEXANDRIA, VA 22314

In accordonce with the provisions of 44 U S € 3303a the dis-
posal request, including amendments, s approved except for
items that may be stamped *‘disposal not approved’ or “with-
drawn' n column 10

3 MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER
Sybil L. Taylor, Records Administrator

5 TEL EXT

274-7288

[/-7-74

6 CERTIFICATE OF AGENCY REPRESENTATIVE

Date

Archivest of the United States

I hereby certify that | am outhorized to act for this agency in matters pertaining to the disposal of the agency s recards, thot the records propased for disposal in this Request of

att poge(s) are not now needed for the business of this agency or will not be.needed after the retention periods specified
Harry W. Kettles
wlPe W Deputy for Resources Management
{Date) (Signature of Agency Representative) {Title)
9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retention Periods) S'}S‘:L’ESR ACTION TAKEN

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.

} L8R 4 e

V)
AL

Copy 4o Aﬁgﬂg ma ”13 >

STANDARD
Revised November 1970

Prescribed by General Services
Adminiseration
FPMR (41 CFR) 101-114

115-105
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THE DCAA FILES SYSTEM AuD FECORDS CONTROL SCHEDULES

DCAA RECORDS CONTRO' SCHEDULES

A. Statutory Requiremsnts

The Records Disposal Act of 1943, as amaended, and the Federal
Records Act of 1950, as amended, establish the standards for
retention, destruction, and transfer of Federal records. The
Director of the Defense Contract Audit Agency, as head of a
Federal agency, is required to establish and maintain an
acltive, continuing program for the economical and efiicient
management of the records of the Agency.

B. Background

A detailed study of DCAA records has been completed with the
assistance of the National Archives and Records Service (NARS)
of the General Services Administration (GSA) and the General
Accounting Office (GAO). Based on the results of the study,
recommendations from GAO, the Ceneral Records Schedules issued
by GSA, 2nd the retention plan prepared with the assistance of
NARS, the DCAA Records Control Schedules are printed as Append
B to this Chapter. These schedules supersede all previous

records disposition schedules used in DCAA.
-

C. Purpose

The DCAA Records Control Schedules are mandatory and provide
for: (i) the preservation of records which are of lonz-term
or permanent value; (ii) the prompt disposal of records which
do not warrant further retention; and (iii) the retirement of
records to Federal Records Centers which are no longer needed
in current business but are not eligible for immediate
destruction.

THE DCAA FILES SYSTEM

1

ix

The DCAA Files System is designed to provide a system for identifying

and organizing records for filing, for reference, and for their
eventual disposition on an orderly and systematic basis, It shall

be used for both classified and unclassified documents, The control
and accouatability of classified documents shall be as prescribed by

the cognizant security control officer; however, authorities con-
tained herein to destroy files do apply to classified documents,
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A.

[

Concept

The DCAA Files System 1 a modified functlonal f31ling s
The subjcct categories chosen for [iling titles or guid:
reflect the &gcney's purposc, mission, programs,
activities - commonly expressed as functions - bat the
titles and guides do reflect subject wmatter. A docume:
be filed according to the function it relates and not nec-
essarily according to the subject of the docuamcnt. Suczh o
grouping of files permits easy addivions, deletions, or
modifications to the system; permits functions o be traasferred
from one office to another with only minor modificatione in

the central files master i1ndex d4nd the files station directory;
and precludes loss by misfiling of documents which wmay vccur
from the sharing of responsibility for an action by several
offices. Briefly, this concept is thet functicns represcuc

the most significant work areas within the Agency regardlcss of
the office performing the work.

Qrganization

1, The system is organized into six primary functional arcas,
as follow:

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
(Subfunction)
.5 Disbursement Vouchers
(Subject Files)
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Thus file nwmber 422.5 conteing disbursencnt vouchoers

Certain files have been further subdivided for gaze of
filing and rcference as well as co separace celegoerics
of records which have different dispositien standacds
within a file series. (See Subsection €, Ffolloving.)

3. Additional four-digit file nuwmbers way not be added locally.
Requests for addirional four-diuit £ile sevies numbers will
be submitted to the Records Admiunistrator, DCAA, for approval.

Subdivision of Subject Files

Documents filed under a single Jour-digit file number will be
subdivided as necessary to facilitate {iling and releremnce.
When, due to the general nature of the function represented by
the file numbcr or when tiie volumz ol papers undev a file number
is or is expacted to be in excess of cne folder, the material
should be subdivided under whatever m2ans will best serve 1ef-
erence requirements. Subdivisions may well be made within cne
folder, particularly in lowv activity subject areas, Lo conserve
space and supply costs,

1, File Series Number Suffiwes. A numerical or alphabetical
suffix may be added to four-digit file numbers for rcady
identification of subdivisions within 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 following 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-ement. This system is used to subdivide
records that :re normally identified and referred to by
number such as requisitions, contracts, assignment numbers,
ete. Other records, such as accounting documents, are

often arranged by allotment numbers, voucher numbers, etc,

5-3
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Chronological Arrangement. This system is used to arrange

documents 1n date sequence when the date 1s the primary
means of referemce. 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 arranged by date.

Geographical Arrangement. This arrangement is by geo-
graphical location such as area, country, state, county,
etc., It 1is used when geographical location is of primary
importance in referring to records. Usually, the file 1s
arranged in alphabetical sequence first by the name of the
main geographical division such as state, then by the

next most important subdivision required for reference
purposes such as counties and cities.

Organizational Arrangement. This file arrangement is
used when the grouping of 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.

Alphabetical Arrangement. This arrangement is used to

file documents 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.
I1I. SELECTING FILE NUMBERS
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).

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

5-4
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DCasil ZULEL, T
reports. Generally, 1f a backup document i1s i earl P a-
tified in the ORC, reaaily averlable elsevhore, a
large, 1L need not be retaeined with the O0RC,

Documents recelved that serve only for future relcre
be filed orly in reference files and nol under funct
file series numbers.

Documents received that require no action on the pact of the
office and which will neot secrve as future reflcrenze docu-
ments shall not be retained and filed under functional file
series numbers.,

and When

How

Creating Offices., The creating office is rcsponsible [or
selecting the {1le number, based on the function supported,
when the record is created.

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

CMA 500.1 (HQ) 1-CP 300.1 (Reg. HQ) 4,11/763.410 (TAQ)

This is particularly valuable to the writer upon reccipt
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. . . .“

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

Recipients. Recipients sre 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.

Types of Files in DCAA. Records created and wmaintained by
DCAA offices are of three types:

5-5
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a. Qffice Houseleepang Tiles, Theze rccords accunnilate
Lrom operations performed in Yrunning the office "
they do not documant the mission of the office. Series
numbers 100.1, 100.2, and 371.2 ace examples of such
files.

b. Comron Mission Files, Certain files accumulace in the

performance of secondary functions and subfuictiocas

that are comaon to all offices. Series numbers relating
to recurring reports and information requirements and
many of the series contained in the 200 primary [unction
are common mission files,

¢, Mission Files, These files consist of records which
document actions and processes taken in performing the
mission for vhich the office exists., The mission of an
office may be determined by a review of the DCAA Organi-
zation Manual, These files are generally identified by
a secondary function file series number.

2. 1In 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 becn
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 fuactions 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 uust 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 matter 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.

Most offices will need to use only a relatively few of the file
numbers contained in the DCAA Files System; however, all offices

5«6
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will probably require many Liles lieted Lo the Po5, 200, ond
500 series., Jor purposes of day-to-day f£iles
offices will find it helpful ve develon and heen current « Jile
plan. Such a plan should shovy the filc nuwmbeir, fule t© }
a brief description of ecach file recurred by the office. Ln
addition, when appropriste, inforwatiocn as to the specific zib-
divisions or subtitles in use or the method of sobdiviszion
should be included in such lists, Do not sct up guides and
folders for categories until the neced 1s i1ndiceted,

OpeI G UInG o7, Sufas,
1

DISPOSITION STANDARDS

Disposition standavrds listed i1n Appendix 5-D are uitimate disposal
standards based on the value of the records. 1nstructcions [ow

cutoff and retirement of records are contained in Chapter 4. Suppie-
mental instructions for Field Audit Offices are also contained in
Appendix 5-B, 700 series.

5-7
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AFPENDIX &Y - A

OUTLINE OF DCAA YILES SYSTEM

100  ADMIN1STRATION

100 COFFICE ADMINISTRATION

110

120

130

100.1
100. 2

Office Internal Management
Cffice Reference

FACILITIES AND SFACE ADMINISTRATION

110.
110.
110.
110.
110,
110.
110.
110.8

110.9

110.10

NV W e

General

Policies and Procedures

Directory of DCAA Qffices

Space Assignments

Recurring Reports and Information Requirements
Building Management

Family Housing

Parking Permits and Vehicle Registration

Temporary Passes and Permits for Visitors and Vehicles
Reference Files

SUPPLY AND PROPERTY ADMINISTRATION

120.1
120.2
120.3
120.4
120.5
120.6
120.7
120.8
120.9
120.10

General

Policies and Procedures

Requisitioning Case Files

Property Officer Designations

Property Inventory Records

Property Adjustment Approvals

Excess Personal Property

Property Pass Files

Recurring Reports and Information Requirements
Reference Files

SAFETY PROGRAM

130.1
130.2
130.3
130.4
130.5

General

Policies and Procedures

Recurring Reports and Information Requirements
Individual Accident Case Files

Reference Files

5-4-1
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140

151

152

DCA

ENVIRONMENT AND ERERGY CONSLERVATION

140.1 Genaral

140.2  Policies and Procedurcs

140.3  Recurring Reports and Tnformation Requirements
140.4 Individual Project Case Files

140.5 Reference Files

SECURITY AND INTELLIGENCE

150.1 General

150.2 Policies and Procedures

150.3 Designation of Security Control Officers

150.4  Recurring Reports and Tnforwation Requiremencs
150.5 Defense Investigative Program

150.6 Reference Files

INFORMATION SECURITY

151.1 General

151.2 Regrading and Declassification

151.3 TOPr SECRET Controls

151.4  TOP SECRET Accountability

151.5 SECRET and CONFIDENTIAL Accountability
151.6 Classified Document lInventory

151.7 Classified Titles Index

151.8 Internal Classified Document Receipt
151.9 Classified Document Container Records
151.10 1Inspections

151.11 Training and Orientation

151.12 Administrative Violations

151.13 Major Violations

151.14 Foreign Visitor Records

151.15 Reference

PERSONNEL SECURITY

152.1 General

152.2 Personnel Security Case Files
152.3 Case Resumes

152.4  Clearance Request Files

152.5 Clearance Certification

152,6  Seccurity Accreditations

152.7 Authorized Couriers

5-A-2
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152.8

152.9

152,10
152,11
152.12
152,13
152.14
152.15
152.16
152.17
152.18

Notifications of Security Clearance Status
Special Access Security Clearance
Notrfications ol Visits

Bricfings

Debriefings

Investigation Cross~Service Agreements
Scecurity Status Master List
Investigation Control

Special Access Security Programs
Central Clearance Group

Reference Files

153 PHYSI1CAL SECURITY

153.1
153.2
153.3

4

General

DCAA Facility Security Data
Key Control Records

Lost and Found TFiles
Intelligence Summaries
Reference Files

160 TRAVEL AND TRANSPORTATION

160.1
160.2
160.3
160.4
160.5
160.6
160.7
160.8
160.9
160.10
160.11

General

Policies and Procedures
Transportation Qfficers/Agents
Recurring Reports and Information Requirements
Travel Orders

Transportation Requests
Transportation Request Register
Local Transportation Authorization
Bus Passes

Administrative-Use Motor Vehicles
Reference Files

200 PLANNING AND REVIEW

205 PLANNING AND REVIEW

205.1
205.2
205.3
205.4
205.5
205.6

General

DCAA Advisory Council

DCAA Annual Report

DCAA Executive Conferences

Annual Report of the Secretary of Defense
Regional and FAO Conferences

5-A~3
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210

220

225

230

240

!

205.7 Staff Meetings
205.8 Othe1r Confercuces and Meoting=
205.9  Refercnce Files

PREPAREDNESS FLANNING

210.1 General

210.2 Ewergency

210.3 Tests and Exercises
210.4 Fire Evacuation Plans
210.5 Bomb Threat Plans

210.6 Serious Incident Reports
210.7 Reference Files

REVIEW AND ANALYSIS

220.1 General

220.2 Policies and Procedures

220.3 Gencral Purpose Surveys

220.4  Special Studies and Analyses

220.5 Regional Headquarters Visits to FAO's
220.6 Functional Surveys and Reviews

220.7 Scheduling

220.8 Reference Files

EXTERNAL INSPECTTONS AND 1INVESTIGATIONS

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

5-A~4



260

270

275

280

DCAMD

240.4 Ruecurring Reports and Information Rogurremants
240.5 Reference Files

INTERAGENCY ARD INTERNATIONAL LCAISON

250.1 General

250.2 Policies and Procedures

250.3 Recurring Reports and Information Requliremencs
250.4 Reference Tiles

LEGISLATIVE AND CONGRESSIOWAL

260.1 General

260,2 Policies and Procedures
260.3  TLegislataion

260.4  White House Corvecspondence
260.5 Committee Correspondence
260.6 Congressional Correspondence
260.7 Reference Files

ORGANIZATION AND FUNCTIONS

270.1 Defense Contract Audit Agency
270.2 Headquarters, DCAA

270.3 Regional Headquarters

270.4  Field 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

5-A-5



290

HNISTORICAL FLLES

290.1
290.2
290.3
290.4
290.5
290.6
290.7
290.8
290.9
290.10

DCAA Histories

Planning Groun Documents

Activity Histories

DCAA Chronologircal Tile

Regional Manager's Chronolaogical Tile
Principal Staff Element Chronolegical ¥File
FAO Chronoclogical/Reading Files

Reading Files

Executive Staff Files

Historical Background and Reference Materials

300 PERSONNEL ADMINISTRATION

301

306

311

PERSONNEL ADMINTSTRATION

301.1
301.2
301.3
301.4
301.5
301.6

General

Policies and Procedures

Designation of Civilian Personnel Officer
Servicing Agreements

Recurring Reports and Information Requiremants
Reference Files

POSITION CLASSIFICATION AND PAY

306.1
306.2
306.3
306.4
306.5
306.6
306.7
306.8
306.9
306,10
306.11
306.12

General

Classification Standards

Standards Development

Position Descriptions (Master File)
Position Descriptions (Number Lcg)
Position Descriptions (Extra Copies)
Position Descriptions (Organization File)
Position Surveys

Wage Board Administration

Special Salary Rates

Salary Schedules

Reference Files

RECRUITING AND HIRING

311.1
311.2
311.3
311.4
311.5

General

Civil Service Certificates
Applicant Supply Files
Applications

Job Opportunity Announcements

5-A-6
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311.6  Paid Advertising
311.7 Pracrity Placement (Stopper) Lists

311.8 Overoesns Returnzoe Lists
311.9 Student Trainee Program
311.10 Recurring Reports and Infeormetion Recuiromants

311,11 Reference Files

315 CAREER MANAGEMENT

315.1 General

315.2 Carecr Programs
315.3 Qualification Standards
315.4  Applications for Promotion

315.5 Reemployment Rights

315.6 Reassignments, Job Rotation, and Details
315.7 Referral Lists

315.8 Promotion Register and Record

315.9 Executive Manpower Resources Board Activities
315.10 Executive Development Program

315.11 Reference Files

321 TRAINING

321.1 General

321.2 Training Plans

321.3 Individual Record of Training

321.4 Recurring Reports and Information Requirements

322 LOCAL TRAINING
322.1 Component Administered Auditor Training

322.2 Component Administered Non-Auditor Training
322.3 Component Administered Course Evaluations

322.4 Defense Contract Audit Institute Management and Supervision
322.5 DCAIL Courses

322.6 Course Development, Background, and Evaluation

322.7 Students and Instructors

322.8 Non-DCAA Participation

322.9 Reference Files

323 NON-DCAA TRAINING

323.1 General

323.2  Other Government Training
323.3 Non-Government Training
323.4  Reference Files
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330

341

346

347

349

350

PROFESS1ONAL ACTIVITIES

330.
330.
330.
330.
330.
339.

[N, IS UL RS )

General

CPA Accredivation

CPA Preparation

Professional Activity Case Files
Reports on Professional Activitie-
Reference Files

INCENTIVE AND ACCOMPLISHMENT AWARDS

341.1
341.2
341.3
341.4
341.5
341.6
341.7
341.8
341.9

General

Incentive Awards Reports

Register of Honorary and Monetary 4wards
Incentive Awards Boards

lominations for Awards

Letters of Comnendation and Appreciation
Civilian Service Emblem Control ¥iles
Employee Suggestion Register

Enployee Suggestions

341.10 Reference Files

EQUAL EMPLOYMENT OPPORTUNITY

346.1
346.2
346.3
346.4
346.5

General

Affirmative Action Plans
Annual Report

Special Reports on EEO
Reference Files

LABOR-MANAGEMENT RELATIONS

347.1
347.2
347.3
347.4

General

Case Files
Labor Relations
Reference Files

STANDARDS OF CONDUCT

349.1
349.2
349.3

General
Operations
Reference Files

ADVERSE PERSONNEL ACTIONS

350.1

General

5-A-8

PUAATL SOLLLT

P

Suggestions)



DCAAM 5015.1

350.2 Competitive Levels

350.3 Retention Registers
350.4 Reduction in Force

350.5 Reference Files

358 EMPLOYEE COMPLAINTS, GRIEVANCES, AND APPEALS
358.1 General
358.2 EEO Complaints
358.3 Grievances and Appeals
358.4 Reference Files
361 EMPLOYEE BENEFITS
361.1 General
361.2 Benefit Files
361.3 Reference Files

371 PERSONNEL OPERATIONS

371.1 General

371.2 Supervisor's Personnel Records
371.3 Personnel Identification Media
371.4 Personnel Identification Registers
371.5 Locator Records

371.6 Personnel Authorizations

371.7 Service Record File

371.8 Inactive Service Records

371.9 Departure Clearances

371.10 Group Action Requests
371.11 Chronological Journal
371.12 Attendance and Leave
371.13 Official Personnel Folders
371.14 Reference Files

381 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
387 MILITARY PERSONNEL

387.1 General

5-4-9
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387.2 Ready Reserve
387.3 PReference 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 GENERAL ACCOUNTS LEDGERS

421.1 Fund Authorizations from OSD
421,2  General Ledgers
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422 ALLOTMENT RECORDS

422.1
422.2
422.3
422.4
422.5

423 POSTING
423,1
423.2
423.3

423.4
423.5

Cash Disbursement Ledger
Obligation Control Ledger
Allotment Working Papers

Fund Authorizations {rom HQ, DCAA
Disbursement Vouchers

AND CONTROL MEDIA

Accounts Receivable Bills, Subsidizry, and Collect.on
Ledgers

Accounts Receivable Collection Vouchers

Operating Bucdget Control and Status Ledgers

Journal Vouchers (SF 1017G)

Cancelled Obligating Documents

430 MANPOWER

430.1
430.2
430.3
430.4
430.5
430.6
430.7

440 PAYROLL

440,1
440,2

General

Policies and Procedures
Personnel Authorizations
Personnel Control
Personnel Strength Reports
Manpower Surveys

Reference Files

LIAISON

General
Time and Attendance Reports

500 INFORMATION SYSTEMS AND SERVI1CES

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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502

510

520

530

501.10 HNon-Government Ericlings
501.11 Recurring Reports and Information Requiraments
501.12 Rererence Tites

AVATLABTLITY TO THE PUBILC OF DCAA IRTCRAMATION /D CONTRSL OF
"FOR OFFICIAL USE ONLY" [NIORMATLOW

502.1 General

502.2 Policies and Procedures

502.3 User Charges

502.4  Requests Allowed

502.5 Request Demnied

502.6 Appeals to the Director, DCAA

502.7 Recurring Reports and Information Requiremants
502.8 Reference Files

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

TELECOMMUNICATIONS

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

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

5-A-12
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540 PUBLICATIONS

40.1 General

540.2 Policies and Proceduras

540.3 Official Publications Pecords Sct

540, 4 Publications Coordination Files

540.5 Recurring Reports and Informatron Requiremenis
540.0 Implementation of Dol Issuances (1IQ, DCAA, ONLY)
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 Recurring Reports and Information Requirements
541.6 Reference Files

545 PRINTING AND DISTRIBUTION

545.1  General

545,2 Policies and Procedures

545.3 Manuscripts and Art Work

545.4 Accountable Publications Receipl 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

550.1 General

550.2 Policies and Procedures

550.3 Audio-Visual Aids Case Files

550.4 Recurring 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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570

575

590

560.3
560.4
560.5
560.6
560.7
560.8

Recurvring Reports and Tnformation Zequiremencs
Forms Management Case Filos

Nen-DCAA Forms Case Frles

Forms Register

Forms Tuictional File

Reference Files

RECURRING REFORTS AND INCORMATLON REQUIREENTS

565.1 General

565.2 Policies and Procedures

565.3 Reports and Information Reguirement Case Files
565.4 Reports Control Symbol Regizter

565.5 Recurring Reports and Info.rmation Requirements
565.6  Refcrence Files

CORRESPONDENCE

570.1 General

570.2 Policies and Procedures

570.3 Recurring Reports and Information Requirements
570.4 Reference Files

MAIL

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
575.8 Lost and Rifled Mail

575.9 Reference Files

AUTOMATED DATA PROCESSING (ADP) MANAGEMENT AND SERVICES

590.
590.
590.
590.
590.
590.
590.
590.

VNN WN

General

Policies and Procedures

ADP Planning aund Program Management

ADP Systems Development and Evaluation
Recurring Reports and Information Requirements
Data Standardization

ADP Systems Implementation

Management Information System (MIS) Projects
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700 AUDIT MANAGEMINT

700 AUDIT MANACEMENT

700.1 Gerceral

700.2 Recurring Reports

700.3 One-Time Information Requircments

700.4 Review/Coordinatrion ou Non-DCAA Publicatiocns
700.,5 Post Review of Technical Tustructicns

700.6 Seminars and Conferences

700.7 Indoctrination and Training

700.8 Committee Representation

700.9 Rescarch Projects and Special Studies

700.10 Reference Files

701 POLICLES AND GUTDANCE

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 MANAGEMENT AND SUPERVISION
703.1 General
703.2 Operations Evaluation
703.3 Operations Management
703.4  Technical 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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762

763

DCAAR R

760.3 Audit Guaidance Memorandums
760.4 Recurring Reports and Inicinmticn Requivements
760.5 Refevence Files

THE PERMANFNT FILE

761.1 Contracror Ceorrvespondeunce
761.2 Contractor Dachground

CONTRACT AUDLT CASE FILES

762.01 Contract Correspondence
762.02 Contracts

762.03 Contract Brief Card
762.04 Public Vouchers

762.1 Incurred Costs

762.2 Forward Pricing

762.4 Other Audits and Reviews

OTHER AUDIT SERVICES

763.3 Procurement Liaison

763.410 CAC Conferences

763.411 CAC Case Files

763.43 GAO Activity

763.435 Summary Reports

763.445 CAS Special Requests

763.48 Special Projects and Studies
763.49 Negotiation Conferences
763.499 Other Audit Services
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APPENDIX 5-B
FILES SERIES IDENTIFICATION AND DISPOSITION STANDARDS

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 respensible 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.

5~B-1~1
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110.2 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.
110.3 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 1ists.xyﬁ‘3)

ALL OFFICES: Destroy 2 months after issuance of the Directory
or Change thereto.

110.4 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. ()/_ ya

ALL OFFICES: Destroy 2 years after termination of assign-
ment.

110.5 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.

110.6 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.

110.7 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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110.8

110.9

110.10
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Parkins Pormits ond Vehicle atiop.,  Documents relating
to the allotment of parking spaces and the regisverming
of privately owned vehicles for employecs of DCAA.

ALY, OTFICES: Destreoy when sub~rsaeded, cheolete, on 1 vaar
after vevecation, whichever is earlier.

Temporary Passes and Permits for Visitors and Vehiclee.
Documents which veflect the request for, issuance ¢f, ~+nd
use of visitor passes and vebhicle permits to gain access
to and exit from Government facilities on a one~time basis,
including visitor registers.

ALL OFFICES: Destroy after 2 yedrs.

Reference ¥Yiles. Files relating to the general field of

facilities and space consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and cther .material being held
for reference.

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

SUPPLY AND PROPERTY ADMINISTRATION. Relates to the requisitiouing

of supplies, equipment, and services; and to personal property
administration matters, such as accountability, inventory, storage,
maintenance, and disposal, EXCLUDING financial documents - see 400.

120.1

120.2

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)/y/-¥)

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documentis 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 Requisitionipg Cave Files. Decuments raii=ting to chzZoining
suprlies, equiprent, and services acousslized Lo o1 Toos

serving as liaison befween DCAA and the muscohasicy o
contyracting officers of agenecize provadins such s:vice
through cross-service support agrecwmsui=.

LIALISON OFFICES: Destroy alftes 3 yeais.

120.4 Property Officer Desisnations. Documencs reflecu.oy
designacion of property oflicers, including lectors of
appointmenc and termination.

ALL OFTICES: Destroy 2 years after termination cof
appointment.

120.5 Property Inventory Records. Files and rccevds mzintdined
which reiflect the receipt, ioventoty, and dispositiou of
personal property.

PROPERTY OFFICERS: Destroy 1 year after all adjustment
vouchers have been prepared and have reached final
approval and the next comparable inventory has been com-
pleted.

120.6 Property Adjustment Approvals. Documents reflecting the
circumstances concerning the loss, unscrviceability, or
destruction of property and serving to determine pecuniary
or other responsibility for the absence or condition of
the articles, and the writing off of property accountability
by reason of theft, loss, etc.

PROPERTY OFFICERS: Destroy after 3 years.

120.7 Excess Personal Property. Relates to reports of persomal
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 properiy disposal officer
or by donation to authorized non-~Covernment agencies.(;/,gi)

PROPERTY OFFICERS: Destroy after 3 years.

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

PROPERTY OFFICERS: Destroy 3 months after property
is returned.
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130

120.9

120.10

LOARM 501

Ln

Recurring Reporis ond Information oguirensirs.  Recuii ogs
reports aud one~timc inlorwation reognivemerces relating ro
supply and property maitters.

ALL OFFICES: Destroy «fter 3 yeavs.

Reference Yiles. TFiles relating io the gensrel fiel

(e
supply and property counsisting of extra copies of docuomoencs
which duplicate the record copy fited elsevbere; rouuh
drafts, notes, work papers, and other materiazi heing held
for reference.

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

SAFETY PROGRAM. Relates to the program to rcduce the frequency and

severi,y of accidental injuries Lo personnel on the premises of
DCAA or while performing assignments incident to DCAA operations,
and compensation for such injury.

130.1

130.2

130.3

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.

Policies and Procedures. Documents relating to the develop-
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 publicatiomns.

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
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 Tpdividuzl Profect Cuse Filer. Case filin velating oo
gpecific prograns and projccus 1o protece tae envirommaesi
and conscrve energy, such as can pool programs, zep7:
conservation, and energy redwoiion progrevns,

ALL OFFICES: Destvoy after 5 vears.

140.5 Refereunce Files. TFiles relating to the gencoral Fficld of

encrgy and coaservation couristing of exiva copics or

5
documents which duplicate the reocord copy fsded e
rough drafts, notes, work papers, and othor mater
held for lefbrence.

ALL OFFICES: Destroy when supersaded, obsuvlete, o1y no
longer needed for reference,; vthichever is carlzer.

150 SECURITY ARND IRTELLIGENCE. TRecords relating to seccurity and
intelligence matters including the safekeeping, control, and
dissemination of classified information and other sensitive informa-
tion, security classification management; personnel security investi-
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. (15- ;L)

ALL OFFICES: Destroy after 2 years.

150.2 Policies and Procedures. Documents 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 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 OFFTCES: 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.
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150.4 Recurrirg Reports and Infor-niiom dequii covio. Qo orving

reports and cne-time inlotmdt ton redoliliinzuds YCFasding
securlity and intelligence matiers.

SECURTTY CORNTROL OFFTCSFRES:  Deniéroy afts: ? vaavs.
150.5 Defense Investigalive Prograis. Records rolating co the
i

development and adwministration of Agency-ide imple.o:
of the Defensc Tavestigative |

plans, programs, regulaticns, and related records
to the areas included in the Defense Investigative
EXCLUDIRG records described in 150.2.

‘“royram, inciuding vegick

il

SECURITY OFFICER, DCAA: Destroy when superseded, cbsolete,
no longer needed for reference, or after 2 years, whichever
is earlier.

150.6 Reference Files. Files relating to the general f£ieid of
security and intelligence consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and othoer material being
held for reference.

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

151 INFORMATION SECURITY. Relates to the general administration of
the security classification system and the measures required
to safeguard security classified information.

151.1 General. Documents relating to information security which,
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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151.4

151.5

151.6

151.7

TO? SUCULT Controls. Foxms uscd to ensare ool wve
countrel of TCP SLCKET decumenits, tiioving scoeuwrity

classification, date of the docuvmont, dictvibuzion & oo,
intracffice routing data, and nsmes of peiso. 8 handiirg
the docuwnents.

SLCURITY CONTROL OFFICERS: Destroy 1 year alier related
document 1s downgraded, transfevied, or desztroyed.

-

TOP SECRET Accountabilitv. Regisiers and forms maintained

to reflect the receipt, dispatch, destructiom, or othar
dispositicn of TOP SECRET documents received or gencrafed
by DCAA offices, including receipts used for the transiav
of documents outside DCAA offices, and certiiicates
reflecting the destruction of the documents.

SECURITY CONTROL OFFICERS: Destroy 5 years after the
related document is downgraded, transferred, or destvoyed.

SECRET and CONTIDENTIAL Accountability. Registers and forms

maintained to reflect the receipt, dispatch, destruction,

or other disposition of SILCRET and CONFIDEHNTIAL 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 dowvngraded, transferred, or destroyed.

Classified Document Inventorvy. 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-rcference 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

151.9

151.10

151.11

151.12

Internal Claesified Docwmvent Receipl. Receipis used 1o
making remporary loan cof classificd documwents inside tue
DCAL office of custody. Such looann are noveaily of short
duratien and the borvowad docuwents are geacyally retured

within the saiw: vorkday.

SECURTYLY CONIPOL OFFICEES: Destroy signed copy upon rotum
of the deocument; duplicate, unsigoed copy may be regainad
until no longer needed for reference.

Classified Document Container Records. Records of comhina-
tions and related inforwation identifying securicy sales,
cabinets, or other containers, including names, addresses,
and other information of individuals having kriowledge of
combinations; and forms placed on safaes us £ L
the unlocking, locking, and chacking of the concainer.

SECURITY CONTROL OTFICERS: Destroy upon change of cordina-
tion or when the container is no longer utilized for storage
of classified material, EXCEPT all forms will be retained
until completion of any investigation of a security
violation involving the container concerned.

Inspections. Documents reflecting scheduling, implewmenta-
tion, and reports of security inspections, including reports,
checklists, correspondence regarding recommendations and
corrective actions taken, and relatcd documents.

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

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.

Administrative Violations. Case files relating to investi-
gations of alleged security violations where no possibility
of the compromise of classified information exists, EXCLUDING
papers placed in Official Personnel Folders. Included are
records created in determining the conditions surrounding

the minor violation. (/g._ _25-)

SECURITY CONTROL OFFICERS: Destroy 2 years after completion
of final corrective ar disciplinary action.
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151.13 Hajerx Violaticns. Records relating to investisstion and
civecamstances surrounding security vioclaticus juvolving
lose or possible compromise of classified informatics of
a sufficiently serious nature 1o be classified as felonics.
Included are repovis of preliminary inquiry; {ival reporce
of investigavion; zppoinument orders on iuvesiicating
officers; all written notes, statements, photagranhs,
recordings, and related exhibits; reports of action taken;
and 2ll related correspendence, EXCLUDING originael records
of disciplinary action filed in the Official Tersonnel
Folder.

SECURTTY OFFICER, DCAA: Destroy 10 vears after all legal
and disciplinary actions have been taken.

SECURLTY CONTROL OFFICERS: Destroy duplicate files after
2 years.

151.14 Foreign Visitor Records. Records relating to visits of
foreign nationals to DCAA 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 Files. Files relating to the general field of
information security 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.

152  PERSONNEL SECURITY. Relates te 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
elsewvhere in the 152 series.(ﬁ/?»a_l)

ALL OFFICES: Destroy after 2 years.
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152.3

152.4

152.5

DCAAM L0OLS.]

Pe.. yuvel Sceuriiy Case Filez, Repe.ts of investigation

furnished by anvestigative agenclies, case resumes, securlity
evajuations, waiver oi invesrigative reduirements, clearance
information, and similar Jocvments relating to the lnitiatiun,
processing, and completion of personnel security investiga-

-{ions andg it 1 eanATIeE T apentrd 1T a7

tions and the issuance of gecurity clcarances. [/K’QQ/‘,,)

SECURITY OFF1CER, DCAA: Upon separation of individual,
return CSC reports of investigation in accordance with
provisions of ¥PM 736; dispose of other investigative
reports in accordance with instructions of investigating
agency; destroy remaining documents after 2 years.

Case Kesumes. Resumes of reports of investigation prepared
by the Security Officer, DCsA which are furnished the Kegional
Manager for infermation and/or action.

REGIONAL SECURITY CONTROL OFFICER: Return all copies 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

152.7

152.8

152.9

152.10

L.

JCAAM 5015, 1

Security Acereditaticons. Records relating to the accrodi-
1

tation of Agcucy personnel to
to security or intelligence information.

SECURITY OL'FI-,EP, DOAA: Destroy upon revocatrion of
s p
accreditation,

Authorized Coutriers. Records relating to Agency emplovees

authorized to act as couriers for the receipt and delivery
of classified documents, including correspondence and
notification to other agencies indicating authorization and
clearance information, and related documents.

SECURITY CONTROL OFFICERS: Destroy upon revocation of
authorization.

Notifications of Security Clearance Status. MNotifications

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.

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.

Notifications of Visits, Copies of correspondence or

forms indicating security clearance information on DCAA
employees and notifications of visits by DCAA personnel
to Defense contractors, Government agencies, and other

organizations, either om a one-time or recurring basis.

SECURITY CONTRQL OFFICERS: Destroy upon expiration of
notification, EXCEPT that unexpired notifications will be
updated annually, and retained in current files; destroy
prior year notificationms.
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152.12

152.13

152.14

152.15

PO 500

Bricfines. CSecurity adknowledgments and special
briefing statements arnd defensive security brie
certificace

security cl

=]

and prior to assigawmonis or travel in forveign ooy

3
earanece, access to special access informalien

exccuted by individeals upon being gravntod

1C

SECURITY CONTROL OFFICiERS: Destroy 2 yvears afver terping

4
of employment.

Debriefings. Security tevmination statements
access debriefing statements executed hy Pmployecs‘

and special

“lo

SECURITY CONTROL OFFICERS: Upon executlon of suvch starerment
forward through Regional Security Control Officer to Securiiy

Officer, DCAA. No copies are to be retained other
those retained by the Security Oflficer, DCAA.

Lhar

SECURITY OFFICER, DCAA: Destroy 2 years after completicn

of debriefing.

Investigation Cross-Service Agrecments. Recovds reflecting

liaison and agreewments with investigative agencies for the
conduct of personnel security investipgations; retriewval
and return of investigative material; and other related

documents.

SECURITY OFFICER, DCAA: Destroy 3 years after termination

of agreement.

Security Status Master List. Maintained as a master list

of all Agency personnel cleared for access to classifiesd

information.

SECURITY OFFICER, DCAA: Destroy 2 years after termination

of employee.

Investigation Controcl. Maintained as a means of controlling

the processing of security investigations and issuance of

security clearances.

SECURITY OFFICER, DCAA: Destroy after completion of final

action.
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152.16 Specicl Access Ceenrity

victy of special acoew
instructions, 1nvestigan
ibed by agrocies

i
related documencs, ERCLD
a1
oo d

Lo o

SECURITY CONWTROL OFFICURS: Destroy vinan superscand
or afcer 2 vears, whichever is earlicr.

152.17 Central Clearance Group. Records relating to the Cenival
Clearance Group, including list of nembers, opevaring
procedures, policies, register of cases rveferrved, and related
documents, EXCLUDING records described “n 152.3.

SECURITY OFFICER, DCAA: Destroy when superseded, obsolcte,
or after 5 years, whichever 1s earlier.

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

ALL OFFICES: Destroy when superseded, obsoletec, 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 DCAA Facility Security Data. Records accumulated 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., where
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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160

153.6

-~

JiS Comginl Taeerdn.  Records pels ~ o the weoaws and
C

co ool of kevs vsed 1n “he physicel recur
(&3

of on office.
SECURLYY CONTROL OFFICERE: Decirev 6 woaths after nmurn-ia
of key.

Lost and Feund Filea. Copies of venorrs, loss Ciateront s,

receipts, and other papetrs rolating to Jost and Lound

articles. 15 -1b b)
ALL OFFICLES: Destroy after 1 year.

Tntelligence Summaries. Documents originated or compiled

by other Government agencics and furnished to DCAA for
informacion and guidance in operational planning or for
emergency planning to proteci personnel, property, and
facilities.

SECURITY OFTFICLR, DCAA: Destroy when superseded, obsolete,
or no longer needed for reference.

Reference Files. Files relating to the general field of

physical security consisting of extra copies of documents
which duplicate the record zopy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

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

TRAVEL AND TRANSPORTATION. Relates to the administration of travel

and transportation services.

160.1

160.2

General. Documents relating to travel and transportation

which, due to their gemneral nature, cannot be logically
filed elsewhere in the 160 series. ﬂ?-ﬁ?)

ALL OFFICES: Destroy after 2 years.

Uy

Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and interpretation cof directives

or regulatory instructions on travel and transportation,

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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1606.3

160.4

160.5

160.6

160.7

160.8

e

m s e
Gl 2.

AlLL OFFTICES: Destroy 2 yvears after rerminaiica of
appontment .

Recurring Reperis avd Informaticn Reguirencnva. Rec.u o ing
reports and one-time ivforsavion rvequiremenls vejgatdlarz

travel and transpovtation.
ALL QFFICES: Destroy after 3 vears.

Travel Orders. Ovders directing or authorizing travel to

be performed (temporary duty and permanent change of station)
including approval for travel te special avess, approval

for transportation of autcmobiles, decuments relating to
dependent's travel, and other documcnts relsting to the
specific travel order.

TRAVEL OFFICE: Destroy after 4 years.

OTHER OFFICES: Destroy after completion of travel.

NOTE: Original transportation documents such as vouchers,
contracts, ete., are forwarded to the Transpoertation Division
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, date,
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

160.10

160.11

Bus Tasse: Docunents reflceting

euttL111; lersonﬁel to board

contracited transportztion facilivies.

Gowerneont opevated oy

1SSUIUC GFYICL: Dostroy uvpen turn-in or replacevort of pasc

Administrative-Use Motor Veliic

kS <
Pl

Documents reflecting

requis it lonz and requirementa

vehicles, justificacion there
disapprovals.

HEADQUARTERS, DCAA: Destroy

Reference Tiles. Files relati

travel and transportation cons

of documents which duplicate

for adminisirative-usge
for, and approvals and

after 4 years.

ing to the general fie1d of
isting of eutra cop

the record copy flled elsewherc;

rough drafts, notes, work papers, and otlher material being

held for reference.

ALL OTFICES: Destroy when superseded, obsolete, or no

longer needed for reference,
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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), Committee
Management (275), Management Improvement (280), and Historical Files (290).

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

205.1 General. Documents relating to planning and review which,
due to their general nature, cannot 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: Permanen;.

OTHER OFFICES: All records pertaining to the DCAA
Advisory Council 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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205.5

205.6

205.8

205.9

YAl - I i
DOAAN L0 h

Annu=l Renove of the Secvol=yy of Defenwe.  Tocw-mos
relating te iuput from DCAA to the Arnual Report of bre
Secreiary of Deiense.

EXECUTIVL OFFICE: Pevmanent.
e ET——

OTHER CFFICES: Destiroy aftcr 2 years.

Regicnal and TAD Canferevces. Documznys relating to
repatation, mimites, aund follow-up actsons of cenlevruces
b >
held by Regional Managers.

REGIONAL OFFICE CF PRIMARY RESPONSIBILITY: Destroy whan
no longer needed for reference or after 5 years, whichever
is earlier.

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

Staff Meetings. Agenda and minutes of formal stalf meetings

called by heads of DCAA activities.
DIRECTOR, DCAA: PeilaDolie.
REGIONAL MANAGERS: Destroy after 10 years.

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

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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PROPARTDUFRS PLANNING. Relates to plovning ftor proown2ecdne, - 10 weot
and respond to wmrematbivnal, xobill-ation, war . wd corr sow

situyations.

oy
WhLLH, due to Lheir zenaral nzture, Cennic

where in the 210 series. (1%- ;-7)

210.1  Gencral. Docurcnis relating 1o proparvdacss p

o

ALL OFFICES: cstroy afier 2 years.

210.2  Lwergency Planning. Documente velating to plapwning ilavolving

n
taonil dodons~e Liann

foreign situations and problens of ra ing
and cperaiions as they affect DCAA; plane, policues, and
procedures relating to the program objectives and piopared-

J
ness measures taken for genersl ax limited war, such as
mobilization, continuity of operations, and civii dnfense;
anda emergency supporce for (ivil disturbances, naitu !

disasters, etc. (/f.,,zf)

SECURITY OFTICER, DCAA: Permausnl.

REGIONAL SECURITY CONTROL OFFICERS: Destroy 5 years after
supersession or obsolescence.

OTHER OFFICES: Destroy upon supersession or obsolesceuce.

210.3 Tests and Exercises. Documents accumulated as a result of
participating in testing various emergency plans, including
announcements of tests to be conducted, instructions 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 threats 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 gemeral 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.

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 DCAA operations, methods, and procedures.

220.1 General. Documents relating to review and analysis which,
due to their general nature, cannot 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 of directiyes
. . A /M

or regulatory instructions on = A

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 supetrseded 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 subsequent responses
to surveys performed by the Office of Review and Analysis,
(OR&A), Headquarters, DCAA.

OR&A: Permanent.
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 COPLES OF SURVEY: Destroy when no longer needed for
reference.
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220.5

220.6

220.7

220.8
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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.
e ———

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after
10 years.

OTHER COPIES: Destroy when no longer needed for reference.

Regional Headquarters Visits to FAQ'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 FAQO: 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 Headquarters
may include these files in 220.5; however, when this is

done, this file should be so annotated.

OFFLICE 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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EXTERNAL TNSPECTIONS 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

225.2

225.3

225.5

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.
s s
OTHER OFFICES: Destroy after 5 years.

General Accounting Office Investigations and Audits.

Documents 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.

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.

Inspector General. Relates to inspections, investigationms,

and complaints handled by the IG that affect DCAA.

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

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 ECONCMIC ANALYSIS., Records relat
decived from cost avoidance, cost
-

230.1

230.3

230.4

DCAAM Lol

Genoval. Docusento relating Lo wiorcale anal
due &0 therr geveral nature, cannet be do
elscwhere in the 230 sceries.

ALL OFFICES: Destroy after 2 years.

Policies and Proccdures. Nocuwents relating to the develep-
ment., preparation, issuance, and intervpretation of directivas
or regulatory instructions on cconomic analysis and simiiar
programs, including copies oi interim policy and procedures
statements 1ssued prior to publication in cfficial DCAA
numbered policy publications.

ISSUTNG OFFICE: Upon supersession or cbsolescence, 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 reclating to
economic analysis and similar programs.

ALL OFFICES: Destroy after 3 years.

Project Files. Case files relating to specific proiects
concerning cost reduction, capital investments, and economic
analysis.

ALL OFFICES: Destroy 5 years after completion of project.

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

240.1

240.2

(/_,’24)

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.

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: Permanengr

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 1dentified 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.

INTERAGENCY AND INTERNATIONAL LIAISON. Relates to DCAA relation-

ships with other Govermment agencies and foreign countries.

250.1 General. Documents relating to interagency and intermational
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, 1ssuance, and interpretation of directives
or regulatory instructions on interagency and international
liaison, i1ncluding copires of interim policy and procedures
statements issued prior to publication in official DCAA
numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
1n 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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LEGISLTATIVE AND COUGRESSTIONAL Relates to logistatio

[

Reference Files, Tifos selating o tle geacra® Joeld o)
Luteragency and mnternational llaizeon consdsving of ¢.-.oa
copies of docuwsents chich duplicoce the vecord copy Do)
elsewhere; rough Gluf{u, notes, vork napers, »ud cthov
material being he for refaren: o

ALt GFT1ICES: Destroy whry supeceoded, obsolote, ar ne

longer necded for refereace, whichever is earlicey.

Necul ivoe

orders,

Jig
proclamations, eand Lo liaison with the White llovaee aud

Congress. (Sce 225 for Congressional [ovestigationc.)

260.1

260.2

260.3

ﬂ?

260.4

General. Documents relat ing to legislative and Congressinal
matters which, due to their ral nature, canuaot be
logically filed elscwhere inm the 260 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of dirvecctives
or regulatory instructions on legizlative and Cougression.l
matters, including copies of interim policy and proceduresz
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.

Legislation. Drafts of proposed legislation, executive
orders, and proclamations; DCAA comments and recovmendations
relative to legislation, executive orders, and proclamations;
background and supporting documents.

COUNSEL, DCAA: If proposed by DCAA, permanent. TIf proposed
by others, destroy after 5 years.

OTHER OFFICES: Destroy after 2 years.

White 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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employment .
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AL)L, OFF1CES: Destroy after 5 years.

260.7 Refcrence TFiles. Tiles rclacing to the general field of
legislative and congressicnzl matters censistiug of extra
copies of documents which duplicate the record copy filed
elseviiere; rough drafts, notes, work papers, and ciher
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or nc
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 DCAA, including charts,
manuals, statements, and similar documents, and rationale

/¢§ for significant changes.

HQ OFFTCE OF PRIMARY RESPONSIBILITY: _Pgrmancni,
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.

/f% HQ OFFICE OF PRIMARY RESPONSIBILITY: Permanent.
OTHER OFFICES: Destroy when superseded or obsolete.
270.3 Regional Headquarters. Documents relating to the organiza-

tion and functions of regional headquarters, including
charts and rationale for significant changes.

Iﬁ HQ OFFICE OF PRIMARY RESPONSIBILITY: JRgormanent,

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after
10 years.

OTHER OFFICES: Destroy when superseded or obsolete.
5-B-2-10
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’

Ticld Avdit Offices. Documents relacing to the activaticn

and deactivation, orgenization and functions of field audrt
offices, including charts, correspondence vcelating thereto,
and ratilonale for changes.

HQ OFFILCE OF PRIMARY RESPONSITTILITY: Permanent.
L

REGIONAL OFTICE OF PRIMARY RESPONSIBILITY: Destroy 5 yvears
atfter FAO 1s deactivated.

Reference Files. Files relating to the gencral field of
organization and functions 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.

COMMITTEL MANAGEMENT. Relates to official interagency and inter-

service groups in which DCAA 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 CASB.

275.1

275.2

General, Documents relating to committee management which,
due to their general nature, cammot be logically filed
elsewhere in the 275 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory imstructions 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 supersession or obsolescence, place
in inactive file. Destroy after 10 vesrs.

OTHER OFFICES: Destroy when superseded or cancelled.
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275. Recurring Reports and Informaition Reduireneuts. Feoocurring
repeorts and one-time infeormaticn requiremints concerning
. i

DCAA's participation in and management of cor

ALL OFFTICES: Destroy after 3 years.

275.5 Reference Files. VFiles relating to the general field of
commitftee management consisting of extra copies of dosuments
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material hming
held for refereunce.

ALL OFFICES: Destroy when superseded, obsolete, or n
longer needed for reference, whichever is earlier.

C

280 MANAGEMENT IMPROVEMENT. Relates to planning and carrying out an
organized program for finding and installing more effective,
efficient, and economical ways of doing work through simplif{ica-
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 logically 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, lssuance, and interpretation of directives
or regulatory instructions on management 1mprovement,
including copies of interim policy statements issued prior
to publication 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 Managowent Serveyve.  Documente ¢seacad in the cvele 7.0

review of an crganization or a sJeoocuional arvea by a
1

the survey., the finished report, ond actions taker -
y

rosull 0f tLhe survaey.

ALL OFFICES: Destrcy upon complesion
survey or alter 5 yvears, whichaver is

280.4 Project Files. Documents relating to specific prone
oY projects to improve or simplifly the marmer or meruod
of planning, directing. controlling, or doing work, such
as proposals for improvement, flow process chorts, work
counts, motion economy studies, layout studicecs, procaduoces,
drafts, and actions taken on propovals.

ALL OFFICES: Destroy after 5 yeans.

280.5 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements relating to

éﬁ management. improvement. (/6_5)

290

HQ OFFICE OF PRIMARY RESPONSIBILITY: Permaneng
OTHER OFFICES: Destroy alter 3 years.

280.6 Reference Files. Files relating to the general field of
management improvement 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.

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 DCAA Histories. Formally prepared histories, including
organizational and functional histories produced by DCAA
historians or others for DCAA.

DCAA HISTORIAN: Permanent.

OTHER OFFICES: Destroy when no longer needed for reference.

. e .
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and origin of DCAA and 1ts actavities.
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Rueeords reliaudng to the craabion

Q@ - ALL OFFICES: Permanent.
L ]

REGICNAL HQ - ALL OFFICES: Destreoy atfter 10 yen s,
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Activity Histories. Locally prepared or collectk:
appropriate for retenticn because of its local i
potential use in producition of future organizacio
functional histories, or as a source of historical

ALL OFFICES: Destroy when superseded by updated revision.

DCAA Chronological File. A vhite tissue copy of all correspen~
dence tc addressecs outside lleadquarters, DCAA.

ADMINISTRATIVE SERVICES OFFICE: Pounancni.

Regional Manager's Chronoclogical File. A copy of all
correspondence to addressees outside the Regional Head-
quarters.

REGIONAL OFFICE OF PRIMARY RESPONSIBLLITY: Destroy after
15 years.

Principal 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 maintained 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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290.10

DCAA officiats, orhor U.h., Goue

soutces, Fforeion goverumambs;

OFFLCLE GF DIRECTOR AND DUPUTY DIKECTON:  Pevmanert.

Hisvorical Backpground and Ref
accumulated by historians or for
sisting of documents collected or maluvain=d as sounce
matcrial, such asg transcripts of interviews; meps. charts, and
statistical cowpilations: special collections of policy
directives and correspondence of exceptionsl lupeutance;
summatries of major problems and events submitted Ly apera-
ting officials; notes regarding organizstion of the historical
material; indexes as to type and locaticn of hisiocical
material located elsewhere; and manuscripts and cowmsnts
relating thereto. NOTE: Officisl record copies of decuments
proper for filing elsewhere will not be incorpovated in

this file; however, copies thereof may be included.

ALL OFFICES: Destroy when no longer nceded for historical
reference purposes.
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I tive and Accon hment Awarvrd 34
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L
)i Loual Fmploynent Qpnorituity
; Standards of Conducco {34G);
Adverse Personnel fctions (350); Emplovee Complalints, Grievances, and
Appeals (358); Employee Benefats (361); Personnel Operatiens (371)
Program Planning and Evalvation (381); Military Persomnel (287); DT&A
Savings Londs Program (388); and Horale, Welfare, and Recreation (339).

301 PERSONNEL ADMINTSTRATION., Relates to personnel administration

matters.

301.1 General. Documents relating to personnel administration
which, due to thelr general nature, cannot be logically
/ /7 filed elsewhere in the 300 series.

ALL OTFICE5: Destroy after 2 years.

301.2 Policies and Procedurcs. Documents relating to the develnp-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on personnel matters, including
copies of interim policy statements issvad prior to publica-~
tion in official DCAA numbered policy publicatioms.

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 signing
personnel 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 3 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 duplicaie the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

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

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

306.5

306.6

306.7

306.8

306.9

DCAAM 5015.1

Position Descriptions (Master File). Certified master copies

of Optional Form 8, Position Description, or comparable
forms, covering all positions serviced by the civilian
personnel office. (;_ 7)

PERSONNEL OFFICE: Destroy 5 vears after cancellation
or obsolescence.

Position Descriptions (Number Log). A log providing a

continuing list of identifying numbers assigned to position
descriptions. (/-7)

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

Position Descriptions (Extra Copies). Extra copies of

position descriptions maintained for use when a new
incumbent is assigned, when identical positions are
established, or for reference. (’v 2 )

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. (r_q‘)

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 DCAA 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

306.11

306.12

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.

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.

Reference Files., Files relating to the general field of

position classification and pay 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.

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

311.2

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.

Civil Service Certificates. These files provide a record df

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.
(1-5)

PERSONNEL OFFICE: Destroy after 2 years.
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311.3 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. (7"31)

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 aunthority is cancelled, destroy after
inspection by the CSC of the propriety of actions taken
under the recruiting authority.

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

PERSONNEL OFFICE: Dispose as prescribed by the FPM.

311.5 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.

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

PERSONNEL OFFICE: Destroy after 3 years.

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

PERSONNEL OFFICE: Destroy after 2 years.

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

PERSONNEL OFFICE: Destroy after 2 years.

311.9 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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31L.11 Reicrence files. Tiles roizt'ng to the
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decuments which duplicate the recerd copy Filed elsswhera
roeugh draflty, otes, work papers, and other material beld
held for refereuce.
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ALL OTFTCES: Destroy when superseded, obsolete, or ngo
longer needed for reference, whichever is earlier.

CARELR MANAGEMENT, Relates to DCAA progranms designed to memage the

career or che development of employee'’s capabilities thivomah a
program of selection and assignments; increas=zd promotiona: opportun-
ities through Agency~wide referral of vacancy lists or consideration
by use of centralized qualification records; merit promotion, job
rotation, reassignment, and details; overscas rotation; and similar
programs.

315.1 General. Documents relating to career management which,
due to their general nature, cannot be logically filed
elsewliere 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 documents.

PERSONNEL OFFICE: Destroy 53 vears 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 Handhook
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 Recwmplovment Riphis. These files provide a rveglster of
personsg hawring reemployvmont rights or to vhow there 1o op

obligation to reemploy, such as porsons scparated hy
reduct ion in force or for militery service, skills
listings, and similar documents.

TERSONNEL OFF1CE: Destroy arfter cxpirvation or luss ol
emplovee's reemployment priority rights unless an appeal
is pending. Destroy lists alter expiration of eligibilitLy
of all pevrscns on the list.

315.6 Reassignments, Job Rotaticn, and Details. Decuments
relating tc the reassignment, rotation, and detailing of
individual DCAA employees.

PLERSONNEL OFFICE: Destroy 1 year after termination of
employment.

315.7 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
yvears, whichever is earlier.

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

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

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

EMRB RECORDER: Destroy after 10 years.

OTHER COPIES: Destroy when no longer needed for reference.
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Topment Proocam. Docwumemnts colaling too i
Laccuilie bovolopraut Prepgran atra Individaasl participoncs.
PERSOWNEL OFCICE: astrey 5 years alter svpersas lon
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315.11 keference Files. Tiles relating to the general field of
carecer management consisiting of cextra copies of documents
which duplicate the record copy filed elsevhesre: rough
drafts, notes, work papers, and cther nmaterial belng hetd
for reference.

ALL OFFICES: Destroy when superseded, obsclete, or no
longer necded for reference, wvhichever is earlier.

321 TRAIVMING. Relares to training through DCAA resources, other
Government iraining, and non-Government training.

321.1 General. Documents relating to training which, due to their
general nature, cannot be logically filed elsevhere in the
321 series.

ALL OFFICES: Destroy after 2 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 Training. 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 subfunction files. ()._/L

ALL OFFICES: Destroy after 3 years.

322 LOCAL TRAINING. Relates to training provided by each component
of DCAA.
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SPONSORING OFFICE:

OTiFR OFFICES:

Component Administered Course Evaluations.

2
e

as inscruclors.

Destroy afiter 3 yvears.

Destroy when no iovnger needed for releronce.

Documents

relating to course
evaluation reports

SPONSORING OFFICE:

reports, critiques by students, and
of component administered courses.

Destroy after 3 years.

OTHER OTFICES: Destroy when no longer needed for reference.
Defense Contract Audit Institute Management and Supervisicn.
Documents relating to the overall administration and manage-

ment of DCAI sutch as correspondence between Headquarters
and DCAI, EXCLUDING specific course records.

ALL OFFICES: Destroy after 3 years.

DCAT Courses. The Official Record Copy of each course
manual, both instructor's and student's, prepared for use

in courses conducted at DCAI or self-study courses administered

by DCAI.

DCAT: Pelmaneiiw

OTHER OFFICES: Destroy when no longer needed for reference.
Course Development, Background, and Evaluation. Background
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  Students and lnstructors. DNocumoncs rolating o
applications and celections of student:s and gucst insceuctors
from DCAA personnel.

ALY OTFICLS: Destroy aftar 2 years,

322.8 Hon-NCAA T'articaipation. Recocds relating to policies and
procedures conceruing parciclpation of non-DCAA personnel
as students and instructors at BCAL, including lelters
of agreement and understending bevween DCAA and other
organizations and similar documents. EXCLUDES records
pertaining to the participation of an individual at a
specific course.

ALL OFFICES: Destroy when no longer needed for reference,
or 3 years after termination of agreemant, as appropriate
for the record.

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

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

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

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

ALL OFFICES: Destroy after 2 years.

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

ALL OFFICES: Destroy after 5 years.

323.3 DNon-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.

hoa
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DCAME DOTS.L
323.4  Refercuce Iiles. Tiles velating to the gencral flcld of
non~UCAL training consisting of extra copies of documents vhich

duplicure the record copy filed clsewbere; roegh drafis,
notes, work papers, and cther material being held for
reflerenae,

ALY, OFFICES: Destroy when superseded, obsolete, or uo
longer needed for reference, whichever 15 earlier.

PROFESSIONAL ACTIVITIES. Relates to the participation of DCAA

employces In professional activities outside DCAA and CPA
accreditation.

330.1 General. Documents relating to professional activities wiich,
due io their general nature, cannot be logically filed else-
where in thz 330 series.

ALL OTFFICES: 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 societies, CPA firms, other Government agencies,
colleges, and univevsities regarding the auditing profession.

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

330.3 CPA Preparation. DNocuments 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 DCAA, 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 DCAA 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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INCENTIVE AND ACCOMPLISHMENT AWARDS. Relates to the system of awards

and incentives for superior accomplishments, acts, or suggestions
which have contributed to the eificiency and economy in administration
and cperaticns.

341.1

341.2

341.3

341.4

341.5

Gencral. Documents relating to incencive and accomplishment

avards which, due to their general nature, cannct be
logically filed elsevhere in the 341 series.

ALl, OFFICES: Destroy after 2 years.

Incentive Awards Reports. Summary and consolidated reports

on monetary and non-monetary awards.(y-/3}
PERSONNEJ, OFFICE: Destroy after 3 years.

Register of Honorary and Monetary Awards (Except Suggestione).

Register of nominations received, approved, disapproved,
amount of award paid, and dates.

PERSONNEL OFFICE: Destroy after 3 years.

Incentive Awards Boards. Documents relating to board

operations such as policies and procedures, memberships,
and comparable papers.

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

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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341.8

341.9

341.1
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Al

Letters of Commendation and Appreciation. Coples of letters

recognizing length of scrvice and rotiroment; letters of
appreclavion andg commendarion Lor performance, EXCLUDIRG thoue

coples filed dn Olfzcial Personpel Folders.

ALL OFFICES: Destroy after 2 years.

Civilian Service Fmblem Control Files. Requisitions for and
controls mainvained vo record eligibility for award of
erhlems.

PERSONWEL OFFICE: Destroy after 2 years.

Fmployee Suggzestion Registier. Registers or controls of

empleyee suggestions received,

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

Emplovee Suggestions. Case files for specific suggestions

made by civilian employees to improve administvation and
operations, including both approved and rcjected suggesticas.
Includes acknowledgment of receipt of suggestion, evaluation,
approval or rejection, and issue of awards.

PERSONNEL OFFICE: Destroy 3 years after case is closed.

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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346.2

346.3

346.4

346.5
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Affaructive Aevion Plans. Anpnal rweporis showiag the
existing problems relatoed vwo EEO, and che plans {or
jmprovement.

DCAA TEQC CFTICER: Perororert

T LRl
REGLIONAL EEO OFTICER: Destroy after }8—¥z;uﬁh

OTHER OFFICLS5: Destroy when no longer needed for reference
or cfter 3 years, whichever ie earlier.

Annual Report. WNarrative report showing the problems,
accomplishments, and other matters relative to the EEO

program.

DCAA EEO OFYFICER: ®Permoment:
T i,
REGIONAL EEO OFTICER: Destroy after %@*?ég;S?

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

Special Reports on EEOQ. Reports on specific EEO programs,
such as the status of women, minority groups, mentally
handicapped, and similar recurring or one-time information
requirements 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.

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.

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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349

347.2  Case Tiles. Docuenis velating to the relationship between
managesent and individual employee wnions, groups, or
associations, such as petitions for exclusive recognition,
agre.wonits, and similar decnwmenvs.

CFFICE RACOTIATING AGRLEMENT: Destroy 5 years after
supersession or ohsulescence.

OTHER OFFICES: Destroy when no longer needed for reference.
347.3 Labcr Relations. Decumente relating to work stoppages

el
strikes; strike reports, correspondence relacing to settle-—
ment of disputes; and related documents.

ALL OFFICES: Destroy 3 years after close of case.

347.4 Reference Filbs. TFiles relating to the general field of
labor-management relations consisting of extra copies of
document s which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other waterial being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or mno
longer needed for reference, whichever is earlier.

STANDARDS OF CONDUCT. Relates to the system designed 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. Documents reflecting the operation of the system
designed to ensure that all perscnnel 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. TFiles relating to the general field of
standards of conduct censisting 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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350 ADVERSE FERSCGKILL ACTIONS. Relates to relationships with emplovees

in the areas oif di=cipline, adverse peisounnel actions. changes to
Jower grade and vedoction in Force.

350.1

350.2

350.3

350.4

350.5

Genevzl, Documents relian

i
which, aue to thelr gensra
in the 350 series.

ng Lo adverse perronnel actin
1 I

nateira, cannnt be {iled

ALL GFFYICES: Destroy after 2 vears.

Comperitive Tevels. Llogs, vegisters, or other control
documents maintained for the purpose of documenting
determinations as to specific competitive levels within
areas serviced by the civilian personnel office.

PERSONNEL OFFICE: Destroy 1 year after supersession or
obsolescence.

Retention Registers. Retention registers or lists for each
competitive level affecred by a reduction in force and lists
reflecting information as to employees' retained and those
separated during the reduction in force. (}-)7]

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

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

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

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.

358.1

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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EFQ Complainis., ladlvidual cmplovee case flles con complaints
uncer the flual fp Lovmeut Cppcrtuuity Frogram, including
basic docunents, recovds of hearorgs or meoeetings, copy of

decision rendered, and related coriespondence and exhibits

HEATLQUARIERS:  Trovesfoer to
10 vears afrer tran=fer

"‘.1

FLC vhen case ig Josed. Destroy

REGICHS: Destroy 1 year aflery case is closed.

358.3  Grievances and Ayﬁpalg. Individual emplovee case files
rclailng to all grievances and appeals, and other employee
problems processed or reviewed. Includes basic documents,
records of hearings or meetings, copy of decision rendered,
and related correspondence and exhibits.

PERSONNEL OFFICE: Retain fiie for each scparate casc in
current files area for 7 years after case ils closed, then
destroy.

358.4 Reference Tiles. Files relating to the gencral field of
employee complaints, grievances, and appeals consisting of
extra copies of documents which dvunlicate the record copy
filed elsewhere; rough drafts, notes, work papers, and other
material being held for reference.

ALL OTFFICES: Destroy wvhen superseded, obsolete, or no
longer needed for refcrence, whichever is earlier.

361 EMPLOYEE EENEFITS. 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 benefits
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.

. e
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361.3

Beference TFiles. TFiles rela te the poneral field of
emplovee berefits consisting of extira copies of docuunnts
which dupticate the recovd copy filed elscuherc
drafts, ncotes, vorl papers. and other muterial being held
for refevence.

AL QFFICES: Descroy wheu superseded, obselote, or no
longer needed for relerence, whichever is earliex.

PERSCNNEL QFERATIONS, Documaents relating to individual emplovces

ol DC4A.

371.1

371.2

371.3

General. Documents relating to personnel operations which,
due to their general nature, cannot be logically filed
elsavhere in the 371 series.

ALL OFFICES: Destroy after Z years.

Supervisor's Personnel Records. Records providing current
information relative to emplovees, positions, strength
authorizations, actions in process; copies of position
descriptions; files used by supervisors and office chiefs

in considering employees separated for military service for
position change actions in absentia; requests for personnel
actions; and records pertinent to individual employees which
are duplicated in, or not appropriate for, the 0fficial
Personnel Folder.

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

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 DCAA. 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 years 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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PLRSG EL OPERATTONS OFTICE: Destroy upon transfer or
separation of the cmployee.

371.06 Persunnel Authorizaztions. Copies of memorandums, letters,
tables of authorized strengin, and other documents which
reflect personnel spaces allotted to various organlizational
segments and which provide the Civilian Persennel Office
with a basis for maintaining a specific number of position
identification strips on the persomnnel control file.

PERSONNEL OPERATIONS OFFICE: Destroy upon supersescion.

371.7 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. (/-;)

PERSONNEL OPERATIONS OFFICE: Destroy SF 7D upon reclassifi-
cation or cancellation of the positions. The SF 7 will be
withdrawn and placed in 371.8 upon transfer or separation
of the employee.

371.8 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. (/- L)

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

371.9 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

371.11

371.12

371.13

371.14

Croup Action Requerin. Files pro-iding a yvecord of the busic
for wrocossing personnel and posiciom actiouns resultiug
from jiob gurveye and consist of group action reguest lists

or similar forms,

PELRSCONNEL OPRRATIONS CTFLCE: Dowtroy 4 yvears afier
supersession.

Chrenological Journal. Copy of each ST 50, Nolificariou

of Tersonnel Action, for use as source material for prepara-
tion of rewnorts, for a ready reference device for review

of actions previously proenssed, and for information of CSC
and DCAA representatives.(?&/#}

PERSONNEL OPERATIONS OFFICKE: Destroy after 2 years.

Attendance and Lesve. Docunents relating to hours of duty
and leave admnintstration.

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

Official Personmel Folders. Individual official personnzl
folders comprising the 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. {/-})

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

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 rcference.

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 DCAA Persomnel 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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381.3

381.4

381.5

381.6

Frogoan Flatmice apd Evaluestion Reports.  Summzry and con-
0]L]4 ed repovis oa the plammang and ovaluation of the LosA
Pevsonse] Management Progran.

PERSOSYNEL OFFICE: Destrov afrer 10 vears.

OTHER OFFICLS: Destroy when no longer neaded for r1eforence.

Civil Secrvice Commissicn Tuspections. Reports of inspecticns
and audits of civilian personmel administration condacted
by represcntatives of the CSC.

OFETCE 1NSPECLED: Destroy afrer next comparable inspection,
EXCEPT that inspection repores coutaining job evaluation
deterwinations which have the cffect of grade level standaras
will, if still current. be filed under 306.2.

DCAA Surveys of Civilian Personnel Administration. Reports

of surveys of civilian personnel administration conducted
by representatives of DCAA.

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

Personnel Conferences. Documents relating to personnel

conferences attended by DCAA personnel or held by activities
of DCAA.

ALL 'OFFICES: Destroy after 3 years.

Reference Files. Files relating 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.

ALY OFFICES: Destroy after 2 years.
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387.2 Teady Rescyve. Doucwannts relating te civilian mambers ob

the military ready 1eseryve.

PERSOMNET, OIFICE: Destioy 5 years after supelsession or
obsulesconce.

387.3 Reference Files. Files relating to the general [aeid of
military persoruicl consicting of extra copiles of docuncnts
whicly dunlicate the record copy filed elsewhere: rough
drafts, notes, work papers, and other material beding held
for reference.

ALL OFFICES: Destroy when superveded, obsclete, or no
longer needed for refevrence, whichever is earlier.

388 DCAA SAVINGS BORD3 PROSRAM. Relates to the concepts, development,
adminietyration, and reports and analyses of the DCAA-wide program
for the promotion of the sale of U.S. Savings Bonds.

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

ALL OFFICES: 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 fa reference, or after 2 years, whichever is earlier.
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AC0 ~ FIFANCLIAL MANAGEMEXRT

This primary functicanal rerles relates Lo overall financial nonege-
ment of appropriatet Tonds, ducluding Budget (410}, Accovnting (420,
Baapower (430), and Payroil Liaison (440).

400.1

400, 2

400.3

410 BUDGET.

v

General.  Documents reiating te Lfinancial menagement which,
due to their genersl nature, canuot be logicelly filed
elsewherc in the 400 serics.(@r-j)

ALL OFFTCES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and intevpretation of direct.ves
or regulatory instruetions on gencral financisl management
matters, EXCLUDING these specifically on accounting, budget,
aud wmanpower, including copies of intevim 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 azfter 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Reference Files. Files relating to the general field of
financial management 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.

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 budgzet from OSD, cperating budget authorizatioms 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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410.3

410.4

410.5

410.6

DCAAM bals. 1

<L Permelefion and Presentarion.  Documents rotabting o
the fonmaiavion, p1esenfdtlnn, and veview Iy higher
authoricy cf the DCAA oootLL, iucludiﬂg policies and
pracedores. 0SD/0ME budget estimate siubmicsions, voiok pasers,

1
and boackun dera; su er data to 05D fomurzasionad

I
: cuse and Senate tectiTony)

apportlomrznt submissions to 03D and related papers; Program
Nudget denisions end reclaomas, and related documents,(gf,j,j

1
hearings backup dats, Includir

HEADQUARLERS BUDCET OFFICE: Permanent.
T
OTHER OFFICES: Destroy 5 years afier FY involved.

Manpower Requirements and utili ion Roview. Docuzents

izati
establishing current aund projeclted manpower requlremznts
for budceting purposces.

HEADQUARTERS BUDGET GOFFICE: Pergananl,
OTHER OFFICES: Destroy 5 years after ¥Y invcelved.

Recurring Reports and Information Requirements. Recurring
reports and one-~time information requirements submitted

to higher authority or prepered 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.(ktg;)

ALL OFFICES: Destroy 5 years after FY involved.

Cross-Service Support Agreements. Policy and procedures

relating to interservice, 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. Documents 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
DCAA 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.

£10.9 Reference Files. TFiles 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.

ACCOUNTING. 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 ACCOUNTINC 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
135, an extra copy of the SF 135, marked ""Copy for GAO, Wash, DC"
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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General. Deocuwments relating to pecounting vhich, duwe to

thetyr genrial nature, cannot be topicelly filed clurwheve

in the 420 servics.

ALL OFFICES:  Destrow wrhep cupersedoed, obsolete, or o
loniger rroded £

Policin: and Procedures. Docowents relating vo the develop-
ment, preparation, issuance, and interpratation of directives
or regulatory insiructions on accounting, including copies

of interim policy and procedures statements issued prior

to publication in official DCAA numbered policy publicaitions.

ISSUING OFFICE: Upon supevscssion or obsclescence, place
in inactive file. Destroy zfter 10 yvears.

TULR OFFICES: Destroy when superseded or cancelled.
Accounting Correspondence. Correspondence files maintained

by operaling units responsible for appropriations accounting,
Fers ining to their internal operations and administration.
7-

ALL OFFICES: Destroy after 2 years.

Imprest Tunds. Documents accumulated by iuprest 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.

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, Reimbursable
Transactions, Obligations, Financial Transaction Summary,
Statement of Financial Condition, Analysis of Financial
Operations, and similar reports.[j_ 4)

ALL OFFICES: Destroy after 4 years.
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and Alr Torce Fimance officcs. These *ep ris 1c1wrc
Statemznt of Tranmsactions apd Transactions for Defenre
Agencaaes.

HQ /1 TEGTORAL HO:  GROUS 217 KICOUDS. Destroy after 10
vears, 3 months.

CENIRAT, ACCOULTS LEDGERS. CGenerel accounts ledgers, shoving debr

and credit entrics, and relfiecting cxpenditurcs in summary and fund

authorizat ions.

421.1  Fund Authorizaticns from G8D. Documenis relating to fund
authorizations received from the Office of the Secretary
of Defense. [7- 2)

HEADQUARTTRS, DCAA: Destroy afier 10 years.

421.2 General Ledgers. Contains accounts necessary to reflect
financial operations of fund authorizations. (7-2J

HEADQUARTERS, DCAA: Destroy after 10 years.

ALLOTMENT RECORDS. Records showing status of allotments under

each authorized appropriation.

422,1 Cash Dishursement Ledger. Book of original entry used to
record all disbursemznts 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 culmination of all financial
activity which occurs during the fiscal year relating 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 Authorizations from HQ, DCAA. Operating Budget Authori-
zations which are the finaneial authorities issued by HQ,
DCAA to its allottees. (7-3)

HQ AND REGIONAL HQ: Destroy after 10 years.
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422.5  Dichurserent Vouchzys.  Lnfowmaticnal copics of all dis-
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the origin .} cblizating docunent attached Lo the paid voucher.
(KOMe: Mrdginals of 411 dishurs<enent vouchors are trensferrod

to the Federa! Recerds Cenrters as Group 217 recovds by ©

servieing Accouating and Fiunancz 00fice.)
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HO AMD REGTORAL HQ: GRUUT 217 RECOTDS. Destroy after iU

£~

423 TOSTING AND CONTRCL MERTA. Records nsed o5 posting and control

wediza, subsidiary to the general and aliovtment ledgers.

423.1  Accounts Reccivable Bills, subsidiary, and Collection
Ledperys. The Bills and Collecticas Ledgers are bhouks of
original entiry inte which 211 reimbursable hilling and
col lection vouchers are posted; they are the source of
entries in the subsidiary ledger which maintains the accounts
receivable by amount, bill, and source, and include copies
of reimbursable billing statements. (7. )

ALL OFTFICES: Destroy aiter 4 years.

423.2 Accounts Receivable Collection Vecuchers. Source documents
for entries made in the collection ledger. ( 7-+/)

HEADQUARTERS, DCAA: Destroy after 4 years.

423.3 Operating Budget Control and Status Ledgers. 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.(7-4z

HEADQUARTERS, DCAA: Destroy after 4 years.

423.4 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.

423.5 Cancelled Obligating Documents. Original cbligating documents

which have been posted to the obligation control ledger and
subsequently cancelled in their entirety. {7.4#)

HQ AND REGIONAL HEADQUARTERS: Destroy after 4 years.
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ALL OFTFICES: Destroy alver 2 years.

430.2 Policies and Procedures. Documents relating to the devaiop--
ment, preparaiion, issuvimce, and interprecation of direclives
regulatory inscructions on accounting, including copies of
interim policy and procedures statements issued pricr to
publication in cfficial DCAA numbered policy publications.

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

OTHER OFFICES: Destroy when supersaded or cancelled.

430.3 Personnel Authorizations. Documents regarding the allotment,
increase, or decrease of personnel spaces in DCAA activities;
manpower authorization vouchers, tables of autherization
reflecting, by organizational element, the grade category
and number of civilian personnel allotted to DCAA activities.
Includes drafts 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 involved.
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.
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HEADQUARTERS, DCAAT Destroy after 10 ycars.
REGIONAT HEADQUARTERS: Desitiuy after 5 vears.
OTHER OFFICES: Destroy after 2 vears.

Manpower Surveys. Documents accumulated in connection with
maupowear surveys and studles covering such subjects as
personnel authorizatiocns, manning levels, manpower anclvses,
workload factors, and cumergeucy requirements. Includes
inventory and approisal reports, manpower survey reports
and schedules, and cowparable data.

ALY OFFTCES: Destroy upon completion of next comparable
survey or after 5 years, whichever is earlier.

Reference Files. Files relating to the general {ield 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 supercseded, obsolete, or no
longer needed for refcrence, whichever is earlier.

PAYROLL LIAISON. Documents relating to liaison between DCAA and

non~DCAA offices providing payroll support to DCAA through cross~
service agreements.

440.1

440.2

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 vears, whichever is earlier.

Time and Attendance Reports. Copies used in payroll prepara-
tion and processing that are retained by time and attendance

clerks. (2.3 b)

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), Telecommunications (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 community 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.

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

‘£7 presentations, and similar material.

ALL OFFICES: Permanent.

501.4 Published Articles. Published or processed articles
prepared by DCAA personnel for publication in professional
journals and similar media, including approval and clearance

'I) documents. (14 -l\

FILE MAINTAINED BY EXECUTIVE OFFICE: Permanent.

OTHER OFFICES: Destroy after 3 years.
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Speeches. Official speeches by DCAA personnel, including
papers relating to requests, approvals, and clearances, and
similar documents concerning platform appearances by DCAA
personnel before Govermment groups, professional societies,
educational institutions, and similar groups. (¢ -])

FILES MAINTAINED BY EXECUTIVE OFFICE: Permanent.
ov——————————
OTHER OFFICES: Destroy after 3 years.

Community Relations. Documents relating to measures taken

to promote good relations between DCAA activities and local
communities.

ALL OFFICES: Destroy after 3 years.

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.

Charitable Programs. Documents relating to DCAA participation
in campaigns and drives of charitable organizations.

ALL QFFICES: Destroy after 3 years.

Blood Donor Program. Documents relating to DCAA participation
in blood donor programs.

ALL OFFICES: Destroy after 3 years.

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.

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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ALL OYFICES: Destroy vheu superesded, obsolete, or no longer
nceded for reference, whiclhever iz eavlier.

AVAILADILATY 70 1YF PUSLIC OF DCAA IRFOVAATION AND CONTROw OF

YTOR OpFICLAL USh LHIY” LRIOHJA[IONu Relates to the protection and

control of nou-classified information exenpted from public disclosure
and docuxents created in specific dnstances of furnishing or denying
copies of specific records to the pubiic.

502.1  Generql. Documents relating to availability of DCAA
information to the public aud conitrol of FOUO information
which, due to their general nature, cannot be logically

filed elscwhere in the 502 series.

ALL OFFICES: Destroy after 2 years,.

502.2 Policies and Procedures. Dociments relating to the develop-
ment, preparation, issuvance, and interpretation of directives
or regulatory instructions on availability to the public of
DCAA information and control of FOUO information, including
copies of interim policy and procedures statements issued prior
to nublication 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.

502.3 User 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 ccllections
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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302.5 Regnests Dernderd.  Documcnt. crveaved in the procars of
responding Lo anitial roquests for which the informacion
is denied, including & copy of the reguest and the rooly,
as wvell as all ocher pertinept waterial supporting the
decwsion ro dowy the infoymation.

ALL OI'FLICES: Destroy after 10 years.

502.6  Appeals to the Divector, DCAA. All documents created in the
process of vesponding to administrative appeals to the
Dircctor, DCAA, for the release of dnformation initially
denied, including a copy of the letter from the appellant,
all pertinent background information, and a copy of the
Dircctor's decision.

OFFICE OF COUNSEL, DCAA: Destroy after 10 ycars.

502.7 Recurring Reports and Infermation Reguirements. Recurring
reporis and one~time 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 information and control of FOUO information
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 MAINTENAMNCE 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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inactive file. Destroy afver 10 voaves.

OTHER OFFICES: Destray when supli seded ox cancelled.

Records Contyol Schedules Approval. Records rolating to
obtaining appreval for disposal of records [roem the General
Accounting Office and the Naticpal Archives and Recerds
Service of the General Services Admimistraticz.(lé__g)

RECORDS ADMINISTRATOR, NCAA: Upon supersession or obsolescence,

place in inactive {ile. Permanent.
RN
OTHER OFFICES: Destroy when superscded or cencelled.

Records Transfer and Retirement Control. Documents reflecting

the transfer of records to another agency or the retirement
of records to a Federal Records Center, such as Records
Transmittal and Receipt Forms, shipping lists, approvals
for destruction or retention of exceptional records, and
similar documents.

ALL OFFICES: Place in inactive file when all records listed
thereon have been destroyed, hold in current or inactive
files for 3 years, then destroy.

Files Equipment and Supplies. Documents relaling to the
utilization of files equipment, the evaluation, selection,
and requirements for specialized equipment and supplies.

ALYL OFFICES: Destroy after 3 years.

Recurring Reports and Information Requirements. Recurring

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. (;é_é)

ALL OFFICES: Destroy after 3 years.
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ALL OFFTGES:  Destrey waen supors
waded for reference, vhichever

TELECO NI CATIONS .  Records relatving to che unrilizgtion of teio-

commut:icaticns systems.

520.1 Gesn2ral. Documents relating to relecomunications whilh,
due to their general nature, camnct be loginaliy filcd
elsewhere in the 520 series.(ﬁl_,1)

ALL OFFLCES: Destroy after 2 years.

520.2 Policies and Procedures. Docuwdnts relating to the develop-
ment, preparation, issuance, and interpretation of dircciaves
or regulatory instructions on telecowmunications matters,
including copies of interim policy and procedures stavenentsa
issued prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy afiter 10 yecars.

OTIIER OFFICES: Destroy when superseded or cancelled.
520.3 Teletype and Teletypewriter. Documents reflecting evaluvation,

leasing, usage, controls, reports 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 intervr-
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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ALL OFFICES: Destroy after 3 years.

Reference Files. Tiles relating tr the general field of

telecommunicat ions consisting of extra copies of docuoment:
which duplicate the record copy filed clscwhere; rough
drates, notes, work papers, and octher marterial being

held for refercnce.

ALL OFFICES: Destroy when superseded, obsolete, or me longer
needed for reference, whichever is earlier.

OFFICE MACHINES. Relates to the study of office machines and word

processing systems, EXCLUDING Automated Data Processing, the selection
and adoption of those best suited to DCAA operations, usage and
controls.

530.1

530.2

General. Documents relating to office machines which, due
to their gemeral nature, cannot be logically filed elsewhere
in the 530 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 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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ALL OFFICES: Destroy after 3 ycars.

Reference Files. Files relating to the general field of

office machines consisting ol exvia coples of coowrenis whack
duplicate the record copy filed elvevhere; rouph drafts, notes,
workpapers, and other material being held for reference.

ALl OFFICES: Destroy when superscded, obsolete, or no
longer needed for refercnce, whichever is carlier.

540 PUBLICATIONS. Relates to the management and administvation of tha

DCAA Publications Systemn.

540.1

540.2

General. Documents relating to publications management and
adwinistration which, due to their general nature, camol be
logically filed elsewhere in the 540 series./}j;l)

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 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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540.4

540.5

540.6

540.7
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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 SUbfumction.()3.\)(7¢—/)(/é-l)

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.
A
REGIONAL HEADQUARTERS: Destroy after 20 years.

Publications Coordination Files. Documents retained by

offices showing concurrences, nonconcurrences, and other
pertinent comments relating to proposed publications for
which another office has primary responsibility as the issuing

office. Issuing Offices will use the Policy and Procedures
series for the related subfunction.

A1l, OFFICES: Destroy after 1 year.

Recurring Reports and Information Requirements, Recurring

reports and one~time information requirements relating to
publications.

ALL OFFICES: Destroy after 3 years.

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; comments on proposed issuances; published
issuances and changes thereto; and all communications con-
cerning implementation or non-~implementation by DCAA.

PUBLICATIONS CONTROL OFFICER: Retain indefinitely in current
files are%; o oo 7€4ﬂknn§42%/ P o

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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logirally filed elsevherc in the 5470 serics.

ALL OPFICTS: Dastroy afrer 2 years.

541.2  Policins ancd Procedurcs. Docuvtents relobing to nbe develop -
ment, prereration, issuance, ond intevpretacion ol diyvecciver
or regulatery instructiens on periodicals; Includins cupios
of interim polic
publication in o

v and procedures statemencs issued proor o
fiicial DCAA numbered policy publ fencions,

ISSUTHG OFTICE: Upon supers
in inactive file, Destroy a

@esicn or cbsolescence, place
T

ter L0 ycars.
OTHER OFFICES: Desiroy vhen superseded or cancelled.
541.3 Periodicals Record Set. A record copy of each issue of each

i«
periodical issued by Headquarters, DCAA, or a Regicnal
Headquarters. (/#-/) (/é—()

(=1

{E§ BEADQUARTERS, DCAA: Permanent.
REGIORAL HEADQUARTERS: Destroy after 20 years.

541.4  Periodical Background Material. Ttems submitted for publishing
in the pericdical.

ISSUING OFFICE: Destroy after 3 years.
SUBMITTING OFFICES: Destroy after 1 year.
541.5 Recurring Reports and Information Requirements. Recurring

reports and one~time information requirements relating to
periodicals, 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,
wotrk 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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General., Docunent
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ALL QY¥FICRE: Desoroy alter 2 years,

Policies and Procedulrcs. Documentu releting to the devoelop
ment, preparation, issuance, and loverpreletion ol directives
or regulatory instructions on printing and disveibutior,
including copies of interim policy and procedurcs statements
issued prier to publication in official DCAA numbered policy
publications.

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

OTHER OFFICES: Destroy when superscded or cancelled,.

Manuscripts and Art Work. Documents retuyned by the printer

such as manuscripts, copies of publications and printer'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 distribution 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.

Accountable 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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Pubitzcaricrs Disiribapron Yilew. Docwi g acounae 'oiod
fron El o Culondcic iscribniion of pubLlicatioos, ol fo s
aud peviodicals based on ilndicated roqgoivemanhs AL
requizicioning.

DISTRIELTLION OFLFLCE:  Derirov wuen supwl seded or obanlare,
except that documents vequesting changes may bhe qeourayaa

upon completieon of posting to the curvest distribui.on listin

Publications and Dlank Forms Stock Recorde. Control ryecord

ma intained to ensure maintenance of stochs on hand tu mect
requircments.,

DISTRIBUTION OFTICE: Destroy after card or listing s
filled, or upon supersession, recision, or bq lescence of

items ;ddlCﬂtEd thereon, whichever Is euarla

Publications and Blank Forms Supply Files. Requisitions,

requasts, shipping orders, transfer requests, and related
documents accumulated from the process of requisitiloning

publications and blank forms from the source of supply or
the filling of requisitions from stocks on hand.

ALL OFFICES: Destroy after requisition is filled.
Printing and Duplicating Requisitions. Work orders, cost

recozds, and requisitions for printing services and duplica-
ting work outside DCAA offices. (|3,7)

CONTROL OFF1CES: Destroy after 2 years.
OTHER OFFICES: Destroy when work is completed.
Recurring Reports and Information Requiremehts. Recurring

reports and one-time information requirements relating to
printing and distribution.

ALL OFFICES: Destroy after 3 years.

Reference Files. Tiles 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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ALL CFTICRE: Destroy aitter 2 yoers.

550.7 Polinics and VProzedires.  DNocareris d
ment, preparvatior, lsvuance, 2ol ing irec
or regulciory instructions on azed o-viusesl alde, includi
copie ssued

¢ of interim peolicy and 1rocedares statrmencs 180
prior to publication in officio” DOAA ueher

ISSUING OFFICE: Upon superscsasicn or cusclesceance, place
in inactive file. Destroy aftor 10 yeavs.
OTHER OFF1CES: Destroy when superseded or cancelled.
550.3 Audio-Visual Aids Case Files. Records relating to specifica-

tions, requisitions, and related wmatericl for graphics, art
work, visual aids, aad similar technica! material.

ALL OFFICES: Destroy after 3 years.

550.4 Recurring Reports and Information Requirements. Recurring
reports and one-time information requiremrents relating to
audio~visual aids.

ALL OFFICES: Destroy after 3 years.

550.5 Technical Material Reference. FExtra copies of motion
pictures, sound recordings, still photographs, maps, and
simjlar materials maintained for reference purposes.

ALl, OFFICES: Destroy when superseded, obsclete, or no longer
needed for reference, EXCEPT that accountablie 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 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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DCAAM 5015.1

560 FORMS. Documents relating to forms management for controlling
use, standardization, construction, number, and distribution.

560.1 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.

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

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

OTHER OFFICES: Destroy when superseded or cancelled.
560.3 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements relating to
forms management.

ALl OFFICES: Destroy after 3 years.

560.4 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,

& o coordination papers, instructions fc«veming use, and a

copy of each edition of the form. Aé-ﬁ//)

FORMS CONTROL OFFICERS: Transfer to inactive file when
superseded or cancelled.

HEADQUARTERS, DCAA: Permanent.
REGIONAL HEADQUARTERS: Destroy after 20 years.
560.5 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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ALL QFFICES: Destrey when form is cancelled.

Reference Files. Files relating to the general field of

forms consiscing of extra copies of documents which dupli~
cate the record copy filed elsewhere; rough drafts, untces,
work papers, and other material being held for reference.

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

Relates to the

management of the reports management program vhich is designed to
contrel reports; provide that reports are adequate, necessary,
accurate, and timely; eliminate unnecessary reports; and standardize
necessary related materials and procedures.

565.1

565.2

General. Documents relating to reports and information
requirements management which, due to their general nature,
cannot be logically filed elsewhere in the 565 series.

ALL OFTFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on reports and information
requirenents, including copies of interim policy and pro-
cedures statements issued prior to publication in official
DCAA numbered policy publications.

ISSUING OFFICE:
in inactive file.

Upon supersession or obsolescence, place
Destroy after 10 years,

OTHER OFFICES: Destroy when superseded or cancelled.
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cr procecuzes and similar documerts.
INFOLPMANTON MANAGEIILNT CONTROL QFFICER: Upcowu cancellolroey
of report, place in irnactive file., Destyoy Years i ol
carcellation.

565.4 Reports Corrrol Symbel Register. A reglster used 1o conlrul

the assigmeent of reports co:trol symbols and numbers.

]

IMFORMATION MANAGEMENT CONTROL OFTICER: Destroy register or
irdividual pages when 2ll reports listed therveon have beso
cancelled.

565.5 Recurring Reports and Tnformation Requiremenis. Recurring
reports and one~time informatien requirements relating to
reports management, such as cost estimates for reports,
reduction in information requirements, and similar in-
formation,.

ALL OFFICES: Destroy after 3 years.

565.6  Reference Filegs. Files relating to the general field of
reports and information requirements 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.

CORRESPONDENCE. Documents relating to correspondence managenment

and the application of management techniques to correspondence
practices to increase efficiency, improve the quality of appearance
and content, and to reduce costs.

570.1 General. Documents relating to correspondence which,
due to their general nature, cannot be logically filed

elsewhere in the 570 series.

ALL OFFICES: Destroy after 2 years.
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in inactive File. Descroy afrer 10

OTHER CFFICES: Destroy whoen supcrcided ov coneclied.

ALL OFFICES: Destrey zftexr 2 yonvs,

Refercnce Files. Files relating to the geuveral field of

correspondence managemant consisting of excra copiles of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and othcr matevial Dbeing
held for reference.

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

Documents relating to mail maunagement and mail processing
g I g

operations, including receiving, sorting, opening, routing, distri-
bution, delivery, control, pickup, and dispatch.

575.1

575.2

General., Documents relating to mail management and
operations which, due to their general nature, cannot be
logically filed elsewhere in the 575 series. (/2.-.1)
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 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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575.4  Postal NDivectory. Documonts utilised in mail roons in
maincaining 2 locator svstem to frcilitate dellvery of mail
to individuals, such as locator cards; copies of assigumant
or tranefer corders) and similar documents.

ALL OFFICES: Dastroy 5 wouths after departure of
individuals.

575.5 Accountable Mail Control. Records yelating to the hsndling
accounting, receipting for, and dispatch of registerad,
certified, or numbered insured mail. {(/2-5)

ALL OFFICES: Destroy after 1 year, EXCEPT when a classified
document receipt is not available to establish proof of
receipt of a classified document whnich was transmitted by
registered or certified mail, in which case the Accountable
Mail record will be retained with the Classified Document
Receipt and/or Tracer files.

575.6 Routine Mail Control. Dgocuments 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. (12-”4165)

ALL OFFICES: Destroy after 1 year.

575.7 Recurring Reports and Information Requirements. Recurring
reports and one~time infoermation requirements relating to
mail management and operations.

ALL OFFICES: Destroy after 3 years.

575.8 Lost and Rifled Mail. Records relating to and reporting of
the loss or rifling of mail. (/2-57F)

ALL OFFICES: Destroy after 1 year.

5-B~5-18


https://docurnen.tB
https://jndivic.uc-o.lb

5

0

Na oy .

575.9 Folos cobandony v the poreval £103d of yats
wanzgeneut snd operacions consiciian of 2ntrn canies of
documents vihaclh duplicate the ncoco,d copy Jilod elsesiorn;
rough drafis, mnotes., vork napers, omd ~cher antorial bhedeg

held for (e#iovenco.

AUTOMATIED DATA PLROCESSING (ADBL) MANACEMER

i

the study of ADT tiwra-shared svstoms, and
of those best suited to DCAA oporaiions: by 1
Yrogram; and services provided by oirdces 1osponsible Tor the sysione.

590.1 General, Docueonts relobing to AR manageneant and services
which, due to their gencrel noture, cunnot Le logically
filed elsevhere in the 590 servies.

ALT, OFFICES: \Destroy afrer 2 years.

590.2 Policies and Procedures. Documenis relating to the develop-
ment, preparation, issuance, and incerpretation of directive
or regulatory instructions on ADP, including incerism policy
and procedures statements issued priotr to publicatien in
official DCAA numbered policy pubtications.

1SSUING OFFICE: Upon supersession or ohsolescence, place in
inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

590.3 ADP Planning and Program Management. Documentation reflecting
the management and determination of the Agency's ADP rcsources
and requirements, including records relating to overall
objectives, plans, and concepts governing management 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 DCAA operations.

HEADQUARTERS, DCAA: Destroy after 10 years.

REGIONAL HEADQUARTERS: Destroy after 5 years.
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ALL OFTICES:  Desrroy aftexr 3 yveers.
Data Standavdizataicn. Nocuvamcwis relavin, to the pot lelus,
procedures, and azbinns JLQuL!Lu o danpatweont the Dalero

Standerdization Program in ceovdinelbion with the Federel
L]

Standarcization Program of r~& and other Governmeni sgencics.

ALL OFFICES: Destroy when superseded. obsoiete, ov re longer
I 3
needed for reference, whicbever is carlier.

ANP Svetems Implementation. Documints accumulacred in che

process of implementing approved ADP systewms, including
coordination actions, orientation and traioning, divsoraination
of information, review of proposals for ﬂCQLivition, progress
reporting, feasibility studies, application studies, and
monitorship of test applications.

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILTITY:
after 10 years.

Destroy

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBYLITY:
Destroy after 5 years.

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

Management Information Systems (MIS) Projects. 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 System (APIS) Program Projects.
Project files containing requests, specifications, cost esti-
mates, and other documents relating to computer programs

which are developed to meet a specific information require~
ment using data maintained in the APIS. OQutputs produced

by such programs will be filed under the appropriate sccondary
function.

ALL OFFICES: Destroy after 10 years.
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700  AUDIT MANACHMERT. This secondary file sorvies contalins records that
are comnon to all offices perfiorming a1 auwcit functlion.

700.1  General. Documents relating to aundit managrmont maifeis
whichh, dve to their gencrzl nature, cannot be logicsliy
filad elsewhere in the 7006-704 serias.

ALL OFFICES: Destroy after 3 vears.

700.2 Recurring Reports. Recurring reports relating to audit
management such as the Audit Program Reporting System
and the Summary Report of Andit Uperations, whether

’;L prepared for non-DCAA use or for internal management

purposes.,
HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Permanent.

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBTLITY:
Destroy after 20 years.

OTHER OFFICES: Destroy when no longer needed for reference.

700.3 One-Time Information Requirements. One-time requests for
information relating to audit matters, whether prepared
for DCAA or other Government use, EXCLUDING requests from
the general public, see 502.

HEADQUARTERS 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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ROTE:  See 540.5 four DLAA publicacions.
ALL OTFILCES: Dectroy after 3 yeors.

Port Revien of Technienl Tnetyactices.  Recovdn relati-g
to the review of Headguariers corvespendence and regional
instructicnal material to assuve conformapce wi
audic policy, and to determine possible ueced for new or
revised puidancce.

ALT OFFICES: Destroy after 3 yeavs.

]

Semindrs and Conferences. Records relating vo the prepara-
tion, development and conduct of seminars, conferences, and
similar meetings which cover technical audit areas. Also
includes records relating to attendance at such meetings

if not appropriate for filing under a specific file series.

ALL OFFICES: Destroy after 3 years.

Indoctrination and Training. Records relating to means

of providing indoctrination and improvement of audit in
technical areas, including records of on~site and written
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.

Committec Representation. Records relating to representation
and participation in groups specifically involved in audit
matters, EXCLUDING records accumulated by offices primarily
responsible for activities relating to the Cost Accounting
Standards Board (see 702.4) and Standing Part 2, Section XV,
ASPR Subcommittee (see 704).

CHAIRMEN: Permanent.

INDIVIDUAL MEMBERS: Destroy 5 years after termination of
participation.
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which dundlicace Lhe oificlal vecord copy filed elsewhere;
rourh drefte;, weork pasccre; and other nmaterial kedng held
Lo voferencea.

ALL GFFICTS:  Lestrc vhen supovseded, obsclete, or no
longer nzowod Zoy vofcrence, whichever is earlier.
70L  POLTCINS AWD GUITWWIE. Records relating Lo the formulatlion of audit
policy and operaiiag procedures and the furnishing of direction
and technical guidance for the perlormance of contract audits.

701.1  Ceneral. Records relating to policies and guldance which,
due to theoir general nature, cunnot be logically filed
elsewherc in the 701 series.

ALY, OFFL1CES: Destroy after 3 ycars.

701.2  DCAA Policy File. This file will contain a copy of those
letters, meworandums, and other documents of continuing
value, te or from higher authority, lateral or subordinate
elements of DoD or other Government agencies, and industry
or professional groups, which contain adequate and authentic
evidence of the organization and policies of DCAA; its
administrative development; the evolution of its organizationl
structure; and its audit policies.

OFFICE OF DEPUTY FOR AUDIT MANAGEMENT, HQ, DCAA: . Retain
in current files area 1ndcf1n1telz/ 42? /”éV/ ,f452424;4294?€?
A,
701.3 Policy Formulation. Documents relating to the development,

preparation, issuance, and interpretation of directives
or regulatory instructions on contract audit, including
copies of inverim policy statements issued prior to

}ﬁ publication in official DCAA numbered policy publications.

HEADQUARTERS ISSUING OFFICE: Permanent.
REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy after 20 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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20 vezra.
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i

Technical Data Bank. Records accumalated covering

opinions, decisions, and deterninations on the allouwslL:ility
of contraci costs, including pertincent case filces on
contractors, an index of all metorial in the data bant,

and related documenis.

OFF¥ICE OF TIIE DEPUTY TOR AUDIT MAMAGEMENT; etain in,fl .
current files area indefinjtely/'ﬂ/ﬂ// it 7 E A,

Testimony Before Judicial or Quasi-Judicial Dodies. Recerds

relating to procurement matters involving contract audirt
on which hearings are held hefore judicial or quasi-
judicial bodies, including records of preparation of
testimony and other assistance to field personnel.

ALL OFFICES: Destroy after 6 years.

702 SPECIAL PROJECTS. Relates to research and studies invelving

Advanced Audit Techniques, Special Audits, and Cost Accounting

Standards.
702.1 General. Records relating to special projects which, due

702.2

37

to their general nature, cannot be logically filed else-
where in the 702 series.

ALL OFFICES: Destroy after 3 years.

Advanced Audit Techniques. Records relating to the conducting
of research and studies into pertinent scientific, business,
and professional accounting developments to ascertain

methods and techniques which can be used to enhance the
effectiveness of contract audit, such as Statistical Sampling,
Improvement Curve, and Regression Analysis.

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Permanent.

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY:
Destroy after 20 years.
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HEADQUAKTERS OFFICE OF PRIMADY RESPONSTHLILLTY: Peuwrsucni-
_—-—-‘

REGIONAL BLADQUARTERS OFTFICE OF PRIMARY RUSPOISIBILITY:
Descroy afver 20 years.

Cost Accounting Standards. Records accumuletod by offlices
¥

having primary responsibility for DCAA actions related to
the implewentation of rules and regulations of the Ceost
Accounting Standards Board (CASB).

702.40 Review and Analysis of Material Published by CA3B.

ALL OFFICES: Destroy after 3 years.

702.41 Guidance for DCAA Auditors Regarding CAS.

HEADQUARTERS ISSUING OFFICE: Permanent.
P aanad

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 vyears.

702.44 Comments on Matters 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.

5-B~-7-5


https://1a=:SP0NS-mU.lr
https://u,1usu.c.1l
https://c~I:f.c-~-=~cl--.rc
https://c":='-,/(~_1op�L1.1g
https://1CL,Jr.2s

DCAAM 5015.1

702.46 Liaison With ASPR Section XV, Part 2 Subcommittee
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 FAOs.

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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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

p&

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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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). FAO'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.

2.

DISPOSAL, STANDARDS listed herein are ultimate destruction dates

based on the value of and need for the records.

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 FAO shall designate a specific
cutoff standard for each file series.

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.

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 FAO 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.

5-B-7-8



et
1 ll_}

thea
ul:

crh
5510

non-
tha
RKet
by

S¥
ha
Cha

ST
of
con
in

Upo

E NI lnassuel 0 whLz Coononods Vo fuy fei
¥ vears hy continne 1 extesn.oas and woc by o el i
precise doie that vy bo preneribad fovr oo Gooo- 0 o0 of
case fTiios, but suach ff‘ Toain e N Ky
Il the conuvact is saic T e ilma
eid be bawaed on { .o

il e
t

settlcd contrac o, An
1 NPT, 4 S - H . - . IO - '

L the destruction dato dg conlbon ot ULOD o0 ubkl hT Ll on00.
{3 -~ " - oy 1 e .y M -~ . -
irement of contingent files lequaives the vtollowing ol

the FAQ records manazenens oflicer:

WY

135, Recerds Tramsmittal and Roccipeo, Item 5 (May too Yo cords
3 | \ iy

Destroved as Scheduled Without Tuwrthaer Agonsy Concuw: =nés

el "NOLT

A

Ltrem 13:  For each partizl reillivemont, wnlor py s
cn numbers related to the case file

135, Item l4: Enter the citation (number, title
this Manual at the top of the coluin on the ST 1
tinuaticn sheets. Aligned with cach entry +in It
Item 14 "CONTINGENT."

3% apd oLl
cm 11, enter

n final settlement of the contract and the retirenent of
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DEFINITIONS:

1.

r of destruction in Item 14; in Ttem 13, last all priorx
ession numbers related to the contract; nctify the FRC cf
destruction date for all prior partial retirements reclated
the contract.

Chapter 4, Appendix B, for instructions and cxamples for
135's.

the payment of the completion voucher under a completed contract.

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 assigioments
of interest executed by the contractor as condivions precedont
to

Final Settlement of Fixed-Price Contracts containing price

red

etermination, escalation, or partial payment provisions weans

payment for the final delivery under a complete contract or
payment of the final termination claim under a terminated

con

tract.
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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.)

Arrangement of files and further subdivisions not otherwise
prescribed herein shall be as determined by the FAQ; 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. Documents relating to audit services which, due to

their general nature, cannot be logically filed elsewhere
in the 760-763 series.

FAOQ: Destroy after 3 vears.

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: i

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.

FAO: Destroy after 3 years.
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762

760.5

DCAAM 5015.1

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.

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

THE PERMANENT FILE. These contractor background records are those

referred to as ''the permanent file."

761.1

761.2

Contractor Correspondence. Correspondence of a general

nature or relating to several contracts.

FAQO: 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.

Contractor Background. 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.

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.

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 76l.1 or destroy
when no longer needed for reference, correspondence having

no continuing interest or value.
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762.03

762.04

762.1

DCAAM 5015.1

Contracts. (opies of contracts used 1in performing contract

audits.

FAO: 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.

Contract Brief Card. Cards containing data extracted from the

contract (DCAA Form 7640-2).

FAO: Destroy 6 years after final settlement of claims and
final audit action on the related contract.

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

FAO: 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 FAO
chief.

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 centracts.

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

FAO: Destroy 6 years after final settlement of claims and
final audit action on the related contract.
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FAO: Lf contract ig awarded, destyoy 6 vears asftar
settlemevt of cleoiws and final audit geviem o the
contract. If covivact i¢ not avarded, dostron 2 vrers
service is performed or advree furnished.

Other Audits and Teviews.

762.42 Defective Pricing. Records relating to porforming
audits of contraccs containing defeoctive pricing
provisions and audit reperts on the resulils of such
audits.

FAD: Destroy 6 ycars after final settleomant of
claims and final audit action on the related
contract.

762.440 CAS Disclosure Statements and Revisions. Records
related to the revicw of a contractor's infcdial and
revised disclosure statements to determine adequacy.

FAO: Destroy 3 years after supersession or
obsolescence.

762.442 CAS Compliance Reviews. Records related to reviewing
contractor's disclosed practices to determine if such
practices are in compliance with CAS and ASPR.

FAO: Destroy 6 yesars 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 rcsolution 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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763.411

763.43

763.435

-
S Not otherwise covered Z.

Procurcment Liaison. Recovde acomwlarzd by Proouiormenx
Liaisen Auditors PfﬁgidARg adv isovy auvcLit SGryices o
procuremenc and conlract sdmnistration o{fiecyi s,

FAO: Destroy after 3 year3.

multi-divisional contractors. 1uclud1ng plansg £01 t1
conference, agenda, list of parcticipants, minutes, trawnscript
of presentations and discussions, and related documents.

FAO: Destroy after 3 years.

CAC Case TFiles. Records relating to CAC cases which consist
of problems coming to the attention of the coordinater for
resolution under the CAC Program and studies undertaken

under the monitorsihiip of the coordinator, the scope of which
is companywide or affects moic than one location, such ac
access to records, problems which cannot be resolved locally,
and problems that require uniform action at the contract
administration or corporate headquarters level.

FAC: Destroy 6 years after Advice of CAC Case Resolution
is prepared.

GAO Activity. Records relating to developing information

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.

FAO: Destroy after 6 years.

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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FAC: Destroy alter 6 years.

Ne :niaw*1nn Conferanees. Recoras related to prenegotiation
and nogoriatieon CC“TE]DHLGS and ASBCA heavings, ENCLUBIMNC
recovas relating specifically to Incurred Coses, Fervard
Pricing, Defective Pricing, or CAS Activity, which should be
a part of the related case file.

FAD: Destroy after 6 years.

Other Audit Services., Records rclating to audit services

performed but not otherwise identified in the 760-763

series, EXCLUDING audits and reviews of specific contracts -
see 762.499.

FAQ: Destroy after 6 years.

5-B~7-15


https://specifical.Ly
https://v-lJJt'.11
https://1::,~ci.al
https://RC?cC.Cl
https://nc;;od.at1.on
https://otl":n;ri.se



