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In occordonce with the provisions of 44 U S €. 33030 the du
posal request, ieluding omendmenis, i1 opproved ercept fo
items that moy ba vlomoed disposol not epproved” or  with-
drown"’ in columna 10
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ITEM 'NO {With Inclosive Diates or Reiention Periods) s?ggl.'e‘gu ACIHION THAEN
220 MAWAGEIENT ANALYSIS. Records pertaining to the methods

of cnalyzing menagement in terms of miesion or orginizc-
tional cbjectives, operetionel procedures, and rerformancs
stendards,

TEMPORARY -~ Destroy when obsolete or superseded.

i 221 WINAGEMENT EVALUATION. Studies, cnelyses, or swmicries

crealed in the corprehersive review of organizational
structure, operationzl procedures, performance standards,
and problem arees,

%

2. Record Copy - TEMPOFARY - Cut off annuzllv, hold 1
year in current files &rea, retire to Washington Netional
Records Center, rold for 15 years &nd destroy.

b. PReference/.rformetiorn Copy ~ TEMPORANL - Destroy wnen
purpose has been served.

( o2z HMANAGEMENT IPROVEZNT. Records which directly contribulg
to the development ard direction of the Agency menagement
improvement program, including bvesic irterpretations,
plans, etudies, ard surmery reports.

a, Record Copy ~ 1EMPORARY - Cut off aarually, hold 1
year in tae current files orea, retire to Washingion
National Records Center, destroy aftec 15 yeers.

b, Reference/information copy - Destrcy efter 1 yeer,

$1J NDARD fORM 15

Revised Novemmber 1970
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM -9 i 10
ITEM NO \WITH INCLUSIVE DATES OR RETENTION PLRIODS) sﬁ'éngg’R ACTION TAKEN

z 230 Y ORGANIZATIONAL PLANNING AND MANPOWEE AUTHORIZATION
RECORDS. Organizational and functional charts,
personnel charts indicating grades and ratings, manning
documents reflecting the allotrent (increase or decrease)
of personnel spaces in the Agency, with related
documents.

a. Record Copy - TEMPORARY - Retire to Washington
National Records Center 1 year after files becomes
inactive, hold 15 years and destroy.

b. Rzference/luformation copy - TEMPORARY - Desiroy
when superseded or rescinded.

X
(éBi) MANPOWER STUDIES. Documents created in connection with
' manpower surveys and studies covering personnel
authorizations, manning levels, manpower analysis and
requirements, with related documentation.

a. Record Copy ~ TEMPORARY -~ Retire to Washington
National Records Center 1 yecar after file beccmes
inactive, hold 15 years and destroy.

b. Refererce/information copy - TEMPORARY - Destroy
when superseded or obsolete.

(27;5 REPORTS OF INSPECTION. Records created as a result of

> Inspections and Investigations conducted ox directed by
the Office of the Inspector General, including record of
action taken and supporting papers.

a. Record Copy - TEMPORARY -~ Retire to Washington
National Recordr Center 1 year after all actions have
beeca adjudicated, nold 25 years and destroy.

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

272 COMPLAINTS. Documents accumulated during the processing
of complaints made by or about an employee of the Agency
and not raquiring formai investigation.

TEMPORARY - Destroy 2 years after transfer of Military
Personnel and upon termination of employment of Civilian
Personnel. A

Touar coples, including orrginal, to be rmbznitted to the National A-cluves and Records Sexvice 16—50423 3 GPO



RIATAn1d orm Nao, 1154

Rovise * Mo acinbr 1900 ©

2rese ted T Liengrd! Sevio s Adimnstrativn
GSA Kex o-1%-106 Job No

-

Page

3 _

of

REQUEIST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

pages

ITEM NO

8 DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO

10

ACTION TAKEN

LTS
700

710

721

POLICY AND PLANNING. Documents and related instructions
and correspondence which provide guidance and direction
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 Washington
National Records Center, hold for 7 years and destroy.

b. Reference/information copy - TEMPORARY - Destroy
when superseded or rescinded.

CONTRACT FILES. Contracts, agreements, and correspondence
with other Government sources and civilian contractors
which provide administrative, technical, or scilentific
support, including Shared Administrative Support (SAS),
records of implementation, contract development,

machine purchases, leases, maintenance, substantive
monitorship, bids, proposals, technical guidance,
contract amendments, studies, reports and corresporndence
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 - TEMPORARY - Destroy
when no longer needed.

c. USDAO copy - TEMPORARY - Destroy when no lcnger
needed. .

TECHNICAL REFERESCE DATA. Copies of A & E technical
refercnce books, technical and trade jJjournals, studies
of other Government agency 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.

A

\

Four cupiey, includinag enginal. to be sohmittad )r the Notionat Jickives end Records Sarvice
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"

ACTION TAKEN

730

731

732

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.

REQUISITICN, EQUIPMENT, PROCUREMENT AND LOGISTICAL
SERVICES, AND SUPPLY RECORDS. Administrative Services
Requests, Military Interdepartrental Purchase Pequests
(MIPR), and similar records with related documentation.
Includes copies of requisitions, service or material
requests, shipment orders for stocks and materials, and
rentals of equipment with supporting correspondence.

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

b. Reference/information copy - Maintain by
requesting office as a suspense until action completed
and destroy.

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

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

STOCK RECORDS ADJUSTMENT APPROVALS AND REPORTS OF

SURVEY. Doccuents such as inventory adjuscment reports
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 determine pecuniary or other responzibility
for the absence or condition of articles.

TEMPORARY - Destroy after 3 years.,

Four copies, including onginal, to bc subrmatted to the Nahonul Archives and Records Service
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SAMPLE OR
JOB NO

10
ACTION TAKEN

740

741

742

SUPPLf REGISTER. A reccrd of all supply transactions for
expendable and nonexpendable property.

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

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

EQUIPMENT ACCOUNMTABILITY AND PROFERTY RECCRDS. Records
generated mechanically or manually consisting of perilodic

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.

GRAPHIC MASTER FILES. .Case files of all graphic material
such as charts, maps, posters, and 1llustrations designed
and produced for Agency use, including the request form
and related correspondence.

TEMPORARY ~ Destroy when superseded or obsolete.
REPRODUCTION FILES (INTERNAL). Printing requisitions for

including requests for services performed through in-housg
facilities.

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

REPRODUCTION FILES (EXTERNAL). Printing requisitions
submitted to the Defense Printing Office, Defense
Printing Service, and to the Government Printing Office
~for reproduction of forms, publications and other printed
materials when requests exceed the capabilitles of in-
house reproduction facilities.

TEMPOPARY — Hold 1 year after completion of job and
destroy.

listings, reports, property books and similar documentation.

the reproduction of publications and other printed naterial

Four copics, includ ng onginal, tr, bs submitted tc the National Archives eand Records Service
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Redactions have been made to this record control schedule pursuant to 5 U.S C 552(b)(3)
with the corresponding statute 10 U S C 424, which protects from disclosure the
"organization or any function of, and certain information pertaining to, employees of the
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 information.

http'//www archives sov/foia/




