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9.
7. SAMPLE OR

ITEM NO	 (Wirh Jnd.",vr O.,ft or Reltnnon Per.oc!.) JOII t40 

220	 I,1!\lihGEl1EHTANALYSIS. Recor-ds perta1n1ng to t:'~ methods
 
of cnal~'zino racnagemenf in terms or lill-eslon or orc;cnizc-
tio~al obJectives, ~cratione1 proce~ures, nne ~erf~~~~n~'d
 
sta..'ldards.
 

TEl'·!PO?.ARY - Destroy when obsolete or superseded. 

WiliAGEi\El'iT EVALUATION. Studies, cnal.yses , or s\lJliljr.ries
 
created in the coopreher.sive revie"1 of organizational
 
structure, qperationel procedures, performanc~ stend3rds,
 
and problem areas.
 

c. Record Copy - ~4POP.}.RY - CUt off annuall~/, hold 1
 
year in current file".1 &rea, retire to WOf,hine;ton !Tat1onal
 
Records Center, hold for 15 years and destroy.
 

b , ~efel·e!'lce:;'.r.i'oI"jnct1or.. Copy - TEl-iPOlVill:l - Destroy when 
purpose	 has been s~rved. 

(,,.,., ....-" c.....:	 lL\lIAGEi·j!l:N'l' IHPRO\~·2!lT. Records wlhich directly contrlbut
 
to toe development. and direction of the Agency management
 
i'llprovement p"'ogrc':UTI...ane Iudfng besj c i.T'terp::'etation8,
 
plans, etu~ie~, a~d su~ary report.s.
 

a. Record COf~r - 'l'EHPORARY - c-~t off anm..a~lJ, ~old 1-- . yeflr in t~1ecuzrerrc files :!rea, retire to i.J'~shin~on
 
N&tioncl Recor,(ls Center, destl"oy after 15 yeE:l·D.
 

b. Reference/infol~lation copy - Destrcy after 1 ye~r. 

SlJ ND.:lllD fOkM ; t~ 
ltc\ued No .. ," ..... 111"0 
P,elC/,t~d by vc"..,.' "'.... ,·u 

I.In.lli'",slII"u" 
~~i~.-'41 ("eh I lUI-I •• 
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• Ph_""'lll" ·hy G nl1'~1Mrnio'''' A.dl.IlUbllstlU.) Job No ~ __ --=-_
",]SA }hg ·-lY-l~G 

REQUEST FOR AUTHORIT,YTO DISPOSE OF RE00RDS-Continuation She~t 

ITEM NO ... ,

(230 l 

9 

,WITH INCLUSIVE DHES OR R~TE"TION P!:.'lIOOS) ACTION TAI<E.N 

8 l:'ESCRIPTlON OF ITEM 10
SAMPLE OR 

JOB NO 

ORGANIZATIONAL PLANNING AND HANPOWE1~ AUTHORIZATION
 
RECORDS. Organizational and functional charts,

personnel charts indicating grades and ratings, ~anning
 
documents reflecting the allotrrent (increase or decrease)

of personnel spaces in the Agency, with related
 
documents.
 

a. Record Copy - TE}!PORARY - Retire to Hashington 
National Records Center 1 year after files becomes 
inactive, hold 15 years and destroy. 

b. R-:ference/lnforlT'ationcopy - TUPORARY - Dest.roy
when superseded or rescinded. 

W..NPm\.E,RSTtmIES. Documents created in connection "Tith 
manpower surveys ane studies covering personnel 
authorizations, manning levels, manpower analysis and 
requirements, with related documentation. 

a. Record Copy - TEHPORARY - Retire to Hashington 
National Records Center 1 year after file beccmes 
inactive, hold 15 years and destroy. 

b. Referer.ce/information copy - TEMPORARY - Destroy
when super scded or obsolete. 

REPORTS OF INSPECTION: Records created as a result of 
Inspections and Investigations conducted or directed by
the Office of the Inspector General, including record of 
Bction taken and supporting papers. 

a. Record Copy - T£HPORARY - Retire to Washington 
National Recordr Center ! year after all actions have 
been .:.djudicated hold 25 years and destroy.I 

b. Reference/information copy - TEMPOR~RY - Cut off 
annually, hold 1 year and destroy. 

COMPLAINTS. Documents accumulated during the processing
of complaints made by ~r about an employee of the Agency 
and not laq~ir~ng formal investigation. 

TEMPORARY - Destroy 2 years after transfer of Military 
Personnel and upon termination of employment of Cf\rilian 
Personnel. ,\ 

ro .... (.l,p!81, incl"d1ug or/gin,." to be ""b.n1tted to the Naholl..t 1I-c:Iu..es Gild Uecord1 Service lO-59~a 3 GPO 
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REQUEST FOR AUTHORITY 'ro DISPOSE OF RECORDS-ConUnuation Sheet 

9 

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN 

7 8 DESCRIPTION OF ITEM	 10 

JOB NO 

- - ....:'700	 POLICY AND PLANNING. Documents and related instructions 
and correspondence which provide guidance and direct jon 
for all aspects of the procurement and logistical
support activity within the Agency. 

a. Record Copy - TEMPORARY - Maintain in current files 
area until superseded or rescinded, retire to l~ashington 
National Records Center, hold for 7 years and destroy. 

b. Reference/information copy - TEMPORARY - Destroy

when superseded or rescinde~.
 

710	 CONTRACT FILES. Contracts, agreements, and correspondencE

with other Government sources and civi1i?n contractors
 
which provide administrative, technical, or scientific
 
support, including Shared Administrative Support (SAS),

records of implementation, contract development,

machine purchases, leases, maintenance, substantive
 
monitorship, bids, proposals, technical guidance,

contract amend~ents, studies, reports and correspondence

related thereto, constituting a complete contract file.
 

a. Record Copy - TEMPORARY - Retire to Washington

National Records Center 1 year after file becomes
 
inactive or after payment, destroy after 7 years.
 

b. Reference/information copy - TElWORARY - Destroy

when no longer nee?ed.
 

c. USDAO copy - TEMPORARY - Destroy When no longer

needed.
 

721 I	 TECHNICAL REFEr:.EdCEDATA. Copies of A & E technical
 
reference books, technical and trade journals, studies
 
of other Govern1l'entagency building construction
 
projects, specifications, drawings, photographs, slides,
 
cost data of other jobs, sample survey forms, brochures,
 
catalogs, and related data.
 

TEMPORARY - Destroy when superseded, obsolete, or no
 
longer needed for reference purposes.
 

,\ 

lo-bGO!' GPO 



4Atn,'Jnrtt l'or.ll ~Q. Jlfia • 
Hr"'~r.1 I.. " ember 1 "I 
)·rt'..co,Cr11 ·d I V O~'nr1al b,-~, ICt· ... A Jlllwai.:JtrnUuJI Job No. _~ __ -"-- l')a~e _-'--_ 
USA J:r~ l-l\'-lUCi 

of _5__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuanon Sheet 

7, 8 O[s('RIPTION OF ITEM 9 \', 
SAMPLE ORITf.M NO (WITH INCLUSIVE DATES OR RETDl'TION PERIODS)	 fiCTION TAKENJOB NO 

730	 LOGISTICAL PLANNING. Records relating to the allocation, 
utilization, and release of office space under Agency
control; utilities; equipment, supplies, services and 
other logistical support activities, including
military construction projects. 

TEMPORARY - a. Record Copy - Destroy 2 years after 
completion of project. 

b. Reference/information copy - Destroy
when no Longer needed for reference purposes. 

c. USDAO copy - Cut off fiscally, hold 1 
year in current files area and destroy. 

731	 REQUISITIm~, PROCUREMENT AND LOGISTICALEQUIPl-!E~~T,
SERVICES, AND SUPPLY RECORDS. AdMinistrative ServicE'S 
Requests, l-!ilitaryIntercepartrrental Purchase Requests
(MIPR), and similar records with related documentation.I	 Includes copies of requisitions, service or material 
requests, shipnent orders for stocks and materials, and 
rentals of equipment with supporting correspondence. 

TEMPORARY - a. Record copy maintained by Logistical 
Service~ Branch - Cut off each Fiscal Year, hold 2 years 
in current files area; and destroy. 

b. Reference/information copy - Haintain by
requesting office ~s a suspense until action completed
and destroy. 

c. USDAO copy - Cut off fiscally, hold I 
year in current files area and destroy. 

732	 EQUIPMENT ACCOUNTABILITY. This files series is now 
combined with 735, Equipment Accountability and Property
Records. 

733	 STOCK RECORDS ADJUSTI1ENT APPROVALS AND REPORTS OF 
SURVEY. Docvt.en t.s such as ... reportsinventory adJuc; nent 
and reports of survey maintained by the reviewing or 
approving office, reflecting the circumstances concerning

--- the loss, serviceability, or destruction of property, and 
serving to dete~ine pecuniary or other respou3ibility
for the abs~nce or condition of articles. 

TEMPORARY - Destroy after 3 years. 

,"our topic., includi.ns orlgin:al, It)Le. t:ubm.ltteci to the r:ahonul Archive. Glul Records Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

, 9
7 8 DESCRIPTION OF ITEM	 10

SAlArLE ORITEM NO (WITH INCLUSIVE DATES OR RETEhTlOH PERIODS)	 ACTION TAKENJOB NO 

734	 SUPPLY REGISTER. A reccrci of all supply tran5actions for 
expendable and nonexpendable property. 

TEMPORARY - a. DIA Hq., Logistical Services Branch - Cut
 
off each Fiscal Year, destroy when no lonEer needed for
 
reference purposes.
 

b. USDAO copy - Retain until after rev Lew by
 
the Inspector General and destroy when no longer needed
 
for reference purposes.
 

735 EQUIPHEl-l"T A...'1D PROPERTY Records IACCOUNTAIHLIT"f RECOfJ)S.
generated mechanically or manually consisting of periodic
listir,gs, reports, property books and similar documentation. 

TEMPORARY - a. DIA Hq. - Destroy when no longer needed 
for reference purposes. 

b. USDAO copy - Maintain and dispose in
 
accordance with appropriate Service regulations and direc-
tives, except that zero balanced pages of the Property
 
Book will be held for the next IG inspection, at which
 
time they may be destroyed unless an exception is noted
 
by the IG.
 

740	 GRAPHIC MASTER FILES. ·Case files of all graphic material 
such as charts, maps, posters, and illustrations designed
and produced for Agency use, including the request form 
and related correspondence. 

TEMPORARY - Destroy when superseded or obsolete. 

741	 REPRODUCTION FILES (INTERNAL). Printing requisitions for 
the reproduction of publications and othec prim:ed u,atcl-ials 
including requests for services performed through in-house 
facilities. 

TEMPORARY - Cut off annually, hold 1 year and destroy. 

742 REPRODUCTION ~!LES (EXTEru~AL). Printing re~uis~tions 
submitted to tbe Defense Printing Office, Defense 
Printing Service, and to the Government Printing Office 

-'--for reproduction of forms, publications and other printed
materials when re~uests exceed the capabilities of in-
hou&e reproduction facilities. 

Tn~Or~RY - Hold 1 year after completion of job and 
destroy. 

Four ropiC"'., b1clucbng onginnl, If. be nabmittccl Ie the- NatAonal Archive.". C1Ddn,col'd.. Sel'Vlce 
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Redactions have been made to this record control schedule pursuant to 5 U.S C 5S2(b)(3) 
with the corresponding statute 10 USC 424, which protects from disclosure the 

"organization or any function of, and certain information pertairung to, employees ofthe 

Defense Intelligence Agency" You will need to submit a Freedom of Information Act (FOIA) 
request to the Office of the General Counsel for the WIthheld mforrnaticn. 
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