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"SERIES" | "SERIES "NARA "SERIES_DESCRIPTION" " POSITION"
_TITLE" _APPROVAL" g :
"101.03" "Security "NC1-374-78-2 “Information received for administering security progs#is | "Destroy when superseded or
Administratio | (101.05)" and implementing procedures. Included are Sec -' obsolete."”
n" Manager's Handbooks and related correspong .as "
"101.04" "Corresponde | "NC1-374-78-2 "Policy and procedures for preparing adgg#histrative "Destroy when superseded or
nce (101.10)" correspondence, messages and othe » istrative obsolete." -
. Preparation processes. Includes Agency Adg#histrative Guides or
Procedures" Handbooks." o
e "101.05" "Read Files" | "NC1-374-78-2 "Copies of in-coming/oys®ing messages and "Destroy when no longer needed
" (103.02)" correspondence complfed for purposes of routing for reference."
. information to mg#fGement, organizational elements and
staff offices." g7~ ‘
"101.06" "Office "NC1-374-78-2 "Informagefrrelated to organization and functions of an "Destroy when superseded or
Organization" | (101.11)" office lided are rosters, additional duties, office obsolete. (Copies of FCDTRA
copl®<of IMP, functional charts, hours of work, copies of | time cards are normally retained
e cards, notices of training, maintained electronically | for at least 90 days.) (Records
7 or in hard copy." contain Privacy Act
information.)"
"101.07" "Management | "NC1-374 487 "Documents received pertaining to surveying or "Destroy after next comparable
Survey (101.0Z7” ’ inspecting office management procedures. Included are survey or inspection."
. Reports" i announcements of impending inspections, extracts of IG,
d GAO, safety, security, and similar inspection reports."
"101.09" "Office NC1-374-78-2 "Documents related to supervision of civilian personnel "Destroy 1 year after transfer or
~ Civilian (102.04)" such as performance plans, appraisals, letters of separation of personnel or offer
Perso appreciation or commendation, and similar documents." to individual prior to transfer or
. Filesg ' separation. (Records contain
information subject to the
_ Privacy Act)"
"101.10" "Civilian "NC1-374-78-2 "Requests for personnel actions such as position changes, | "Destroy upon receipt of
’ Personnel (102.07)" rate of pay changes, separations, and related requests." notification of completion of
Action requested personnel action.

'
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Pending (Recordg#ntain information
Files" subjg#to the Privacy Act)"

"101.11" "Job "NC1-374-78-2 "Office copies of civilian job descriptions." p oy when position is
Descriptions” | (102.05)" tsolished or description is

superseded."

"101.12" "Records "NC1-374-78-2" "Records transferred to Government for retiremgaff”" "Destroy when records listed
Transmittals" (Completed SF 135s)." thereon have been destroyed."

"101.13" "Record "NC1-374-78-2" "Lists for personnel access to informatj fferim and "Destroy when authorization
Access and Consolidated Clearance Lists, Rec anager/Library | document is superseded or
Signature Appointments), courier servic ity access control obsolete."

Authorization lists (includes ADP securj

"101.15" "Classified "NC1-374-78-2" "Record of identijg#faid location of classified documents | "Destroy 2 years after classified
Document for which offjg#fare accountable, maintained records listed thereon have been
Register/Cont electronica®¥ st in hard copy. Includes certificates of destroyed, or declassified."
rol" destryaffairtequired for Top Secret only. (See 102.12 for

re retired.)"

"101.16" "Policy and "NC1-374-78-2 ice copies of Command Policy Letters or "Destroy individual documents
Precedent (103.03)" emorandums." when superseded or obsolete."
Files" /

"101.17" "Temporary "NC1-37445-2 "Office copies of requests for travel, completed TDY "Cutoff annually. Destroy when
Duty Travel" | (102.09#7 orders, vouchers, and similar documents. (See office 1 year old. (Records contain

A military personnel files or civilian employee files for information subject to the
. travel documents maintained by individual.)" Privacy Act)"

"101.18" "Office *NC1-374-78-2 "Information related to requests for local transportation, "Destroy | year after service is
Service 7| (101.21)" custodial services, office space, office moves, installation | furnished, repairs are completed
rReq and repair of telephones, safe maintenance, computer or upon disapproval of request.”

7 . support, and facility engineering requests." :
"101.19" JPiiice "NC1-374-78-2 "Office copies of cards, lists, hand receipts, or comparable | "Destroy when superseded or
operty (101.23)" documents showing accountable property (other than obsolete." :
Records" equipment).”
"101 "Office "NC1-374-78-2 "Office copies of lists or comparable documents showing | "Destroy on turn-in or disposal
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Equipment (101.24)" accountable equipment (includes ADP equipment)." gPolrelated equipment.”
Records" i
"101.21" "Publication | "NC1-374-78-2 "Publications requisitions/receipts." gt "Destroy 1 year after completion
Supply (101.22)" 7 of action."
Distribution” 2
i/
"101.23" "Inventory "NC1-374-78-2 "On-going records and annual publicgyr/ibrary "Destroy when superseded or
Reporting" (101.25)" inventories and automated or elec Ly ’% acking of after next comparable
! inventories. (See 1408.06 and 8712 for retention of all | inventory."
original inventories I‘CCCIV D master property,
equipment and vehiclgf® /6t inventories. )"
"201.01" "Administrati | "NC1-374-78-1" "Routine commenyy mdlnatlon on regulations, "Destroy when 1 year old or
on" directives, ms ;ons or other publications prepared by | when applicable instruction is
another 0 K ith pnmary responsibility. Comments rescinded or superseded,
which g Current mission or changes in mission should | whichever is sooner."
be f#¥Cwith mission-related series."
"201.02" "Agreements" | "NC1-374-78-1" FX0 reements involving transfer of personnel spaces and "Destroy 6 years after
matenel (See 202.01 for international agreements.)" supersession, cancellation, or
termination of agreement.
g Reviewing Offices: Destroy 1
’/,'/ ” year after supersession,
’ 4 cancellation, or termination of
4 agreement."”
"201.05" "Reference #7 "NC1-374-78-1" "Documentation used to facilitate the performance of "Destroy when no longer
Files" & office mission as distinguished from those official records | needed."
necessary to document performance of the mission.
Includes cards, listings, indices, and similar documents
4 used to facilitate or control work."
"202.01" "Arms "NC1-374-81-1" "International agreements, treaties, or other instruments "Permanent. Cutoff upon
P” | Control which have international military, military economic, termination. Retain in Agency
Policy and military political implications or considerations in the custody. Transfer to the National
Negotiations" relationship of the US to the UN. Includes drafts as well | Archives 75 years after cutoff,

as final documentation."

upon the Agency Director's




Defense Threat Reduction Agency Records Management Program

E7. Enclosure 7

(Records Series and Disposition Instructions)

detgpfination that Agency
SORE) .
flention is no longer required.”

"202.02" "Counter- "Program plans, reviews, and reports which document i *Permanent. Cutoff annually.
Proliferation Agency's mission in helping to counter the prolifer // of | Retain in Agency custody.
of Weapons weapons of mass destruction. Includes nucleage®énfical, | Transfer to the National
of Mass and biological weapons and associated sysigfassand Archives when 75 years old,
Destruction" capabilities.” % upon the Agency Director's
' determination that Agency
2 retention is no longer required.”
"202.03" "Cooperative "Program plans, reviews, affg#€ports which document the | "Permanent. Cutoffupon
Threat Agency's mission to g ;, the Nunn-Lugar Bill funded | completion. Retain in Agency
Reduction” under the Coopera «”‘5’ hreat Reduction (CTR) Program." | custody. Transfer to the National
74 Archives 75 years after cutoff,
upon the Agency Director's
determination that Agency
retention is no longer required."
"202.04" "Force P Program plans, investigations, assessments, and related "Permanent. Cutoff upon
Protection 74 teports which document the Agency's mission to completion. Retain in Agency
Program" implement the Force Protection Program against the threat | custody. Transfer to the National
of conventional explosives." Archives 75 years after cutoff,
upon the Agency Director's
/4 determination that Agency
7 : retention is no longer required.”
"204.01" #"NC1-374-81-3" "Internal Agency authorization strength reports. Includes | "Cutoff each fiscal year.

reports reflecting civilian high grades."

Destroy when § years old.
(Earlier disposal is authorized.)"

"204.02" "NC1-374-81-3" "Correspondence and internal reports of civilian "Cutoff each fiscal year.
anpower authorizations. Includes ceilings, reduction-in-force, and | Destroy when 5 years old.
Management" similar documents." (Earlier disposal is authorized.)"
"Advanced "NC1-374-81-3" "Records which support the establishment of advanced "Destroy when superseded or no

Academic

academic degree requirements."

longer needed for administrative
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Degree 7o
Requirements /
"204.04" "Manpower "Manpower change requests prepared by FCDTR#zand "Destroy 1 year after
Change published FCDTRA Joint Manpower Prograg / ] incorporation into final
Request documents, submitted to HQDTRA for ap g -» " document."
Input” - .
"204.05a" | "Manpower "NC1-374-81-3" "Completed DTRA Forms 107 21" ted automated "Permanent. Cutoff at the close
Change listings which identify the augfzf4tions and of each fiscal year. Retire to
Requests” organizational changes regd / d justification, local RHA or FRC. Transfer to
: coordination, and app / ncludes FC requests the National Archives in 5 year
. submitted to HQD#x X Tor approval." blocks when 20-25 years old."
"204.05b" | "Manpower "NC1-374-81-3" "Disapproved ;y{u gower change requests and related "Cutoff annually. Destroy when
Change backgroungfgfdrmation.” 1 year old. (HQDTRA is Agency
Requests" P A Office of Record.)"
"204.06a" | "Joint "NC1-374-81-3" "Apsfirst Joint Manpower Program (JMP). Includes Part I | "Permanent. Cutoff at the close
Manpower # Anizations and Functions) and Part II (Joint Table of | of each fiscal year. Retire to
Program p 5 istribution) for all activities of DTRA. Includes FC JMP | local RHA or FRC. Transfer to
amMmpP)" published annually and submitted to HQ for approval.” the National Archives in 5 year
7 blocks when 20-25 years old."
"204.06b" | "Joint "NC1-3#%31- "Joint Manpower Program quarterly published reports.” "Cutoff annually. Destroy when
Manpower 7/ 5 years old. (HQDTRA is
Program Agency Office of Record.)"
(JMP)"
"204.06c" | "Joint 'NC1-374-81-3" "Joint Manpower Program monthly published reports." "Cutoff annually. Destroy when

Vinpogll
Pro ///

"
¢i

1 year old. (HQDTRA is Agency
Office of Record.)"

"204.07"

P Xlanpower

A Reviews"

"NC1-374-81-3
(205.01)"

| requirements. (See also 205.01 Total Quality

"Records related to the development of manpower
standards/studies from preliminary reports to final reports.
Standard reports deal with the determination of staffing

"Destroy when superseded or no
longer needed for reference."
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Management.)" g
"205.01" "Total Quality | "NC1-374-81-3 "Records resulting from the review/analysis of present and ' oy studies and related
Management" | (205.02)" future manpower requirements, to include realignment of#% fr8 ing material when
g7 | superseded or no longer needed
for reference."
"207.01" "Coordination | "NC1-374-81-6" "Cutoff annually. Destroy when
. of Nuclear inspections. Includes notifications o 2 years old. (FCDTRA is Office
Surety inspection dates, itineraries, and of Record.)"
. (NWTI/DNSI administrative support.”
) Inspections”
"207.02" "NWTI/DNSI | "NC1-374-95-4" "Nuclear Weapons gatcal Inspections/Defense Nuclear | "Cutoff annually. Retire to
After Action Surety Inspectio ucted by FCDTRA. Includes FCDTRA RA when 5 years old.
Reports" to inspected organization for corrective | Destroy when 10 years old.
gp espondence from inspected organization Copies of reports sent to
orrective actions taken." HQDTRA: Destroy when 5
o years old."
"207.03" "Command/G | "NC1-374-81-6" B cuments related to planned HQDTRA Inspections of | "Permanent. Cutoff upon
eneral #Subordinate elements. Includes notification of impending | completion of inspection. Retire
Inspections” inspection, supporting papers essential to inspection, to local RHA or FRC. Transfer
report of corrective action required and report of to the National Archives in 10
. corrective action taken." year blocks when 20-30 years
old."
"207.04" "Inspector "Documents accumulated by HQDTRA Inspector General | "Permanent. Cutoff upon
- (IG) during the processing of Agency-wide complaints completion of investigation.
and requests for advice, assistance, and related allegations | Retire to local RHA or FRC.
. requiring examination and evaluation of sworn testimony | Transfer to the National
and documentary evidence." Archives in 10 year blocks when
; 20-30 years old."
‘Records "NC1-374-81-7" "Results of Records Management Staff Assistance Visits | "Cutoff annually. Destroy when
'| Management conducted by HQ and FC designated records officials. 6 years old. (Earlier disposal is
Surveys" Includes notifications of and reports on surveys conducted | authorized for records
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or corrective actions taken, training materials and records pfee ed obsolete, or no
manager appointment letters." /r needed for reference.)"
"208.02" "Access to "NC1-374-81-7" "Documents related to Agency procedures and restricyig "Destroy 6 years after expiration
Information" on the release of classified and unclassified info 4 of authorization."
release of copies, and granting of access to A
records for official or unofficial research
physical location."” '
. "208.03" "Non- "NC1-374-81-7" "Documents related to specific in; «_. #¢s of furnishing or | "Cutoff annually. Destroy when
Safeguarded denying copies of or access tg4 ation from records 2 years old."
. Information wh1ch do not contain safe g7 ed or privileged
Release" s sts for access and record of
"208.04" "Records "NC1-374-81-7" for dlsposmon standards for Agency | "Destroy when related records
Disposition records. Inplfief appralsals authorizations by Congress or | are destroyed, transferred to the
Standards and o of the U.S. for immediate disposal of closed- | National Archives, or when no
Disposal" pb#ds or Archival approval/disapproval of standards | longer needed for administrative
A Arrent records.” or reference purposes."
"208.05" "Records "NC1-374-81-7" A#Kecords shipment lists or transmittals (completed SF135) | "Transfer to NARA with records
Locator and 47| which include supporting printed documentation for each | retired. Destroy Agency copies
Dispositions" record or series retired, regardless of physical form or of transmittals when related
classification, compiled in hard copy or electronically records are destroyed or no
. (i.e., database listings)." longer needed for administrative
V i or reference purposes."
"208.06" “Charge-Out , f" 1-374-81-7" "Documents maintained in records holding areas or "Destroy when last entry has
. Suspenses' # 4 repositories reflecting charge-out of records to be been made."
returned. Includes suspense slips and authorized charge-
" out forms completed.”
"208.07" "NC1-374-81-7 "Documents reflecting exception to records disposition "Destroy when related records
(207.08)" standards authorized by responsible or designated Agency | are destroyed or when no longer
4 records management officials. Includes requests and needed for administrative or
Exceptions" related approvals/disapprovals.” reference purposes."
"Reports- "NC1-374-81-7 "Records controlling assignment of Agency published "Destroy 2 years after the report
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Control (208.09)" plans or reports scientific or technical in nature, approval | is digg#finued.”
Register" of one-time reporting requirements, and related /
documents." 2
"208.09" "Director "NC1-374-88-1 "Copies of documents signed by the Director DTRAg#51- | "Permanent. Cutoff annually.
DTRA (208.30)" substantive records may be destroyed prior to refg fifient. | Retire to local RHA or FRC.
Chronological See 210.01 for Agency or command-wide pghtfs” étters.” | Transfer to the National
Reading 57 Archives in 5 year blocks when
Files" bz 20-25 years old."”
"208.10" "Forms "NC1-374-81-7" "Records relating to reports on %s in forms "HQDTRA Forms Management
Management management. Includes worlgffieetS and related Officer: DEST when 5 years
Reporting" correspondence.” old. Field Command Forms
//-'/’ Management Officer: DEST
,/ when 2 years old."
"208.11" "Numerical "NC1-374-81-7" "Document umulated in offices with authority to "Destroy 3 years after
Files approveg#f¥ms, resulting from consideration, cancellation of form."
(Internal)" appygl/disapproval, control of use, and updating or
gfftssion of specific forms. Includes requests for approval
g7nd instructions governing use of the form."
"208.12" "Numerical "NC1-374-81-78# | "Documents used within the jurisdictional area of Agency | "Destroy 1 year after
' Files #-" | Forms Management Offices but approved by other cancellation of forms."
(External)" agencies or offices. Includes copies of forms, instructions
# for use, and coordination papers."
"208.13" "Functional " >// -374-81-7" "A collection of forms, arranged by functional "Destroy when discontinued,
Forms" ’ classification, used to assist in taking forms management | superseded, or obsolete."
// actions, such as determining whether new forms should be
y developed or whether existing forms should be
A consoldiated or replaced by other forms."
"208.14" "Egfms "NC1-374-81-7" "Records used to control the assignment of form numbers, | "Destroy on discontinuance or
A umber consisting of an entry in the register for each assigned obsolescence of all forms
! Register" form number." entered on the page or when a
,// revised page has been prepared.”
"20345" "Forms and "NCI1-374-81-7" "Record of staff assistance visits to provide assistance and | "Destroy 5 years after next
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"Publications

g
A (605.05)"
7 ( )

manuals, and related training materials on weapons of
mass destruction, maintained in hard copy or electronic
form (CD-ROM). (See 1104.06a for Agency audiovisual

training materials. )"

Publications evaluate the effectiveness of forms management ible survey. (Earlier
Management programs. Includes notification of visits, forms control sposal is authorized if records
Surveys" and usage data, and reports of corrective actions takeg are superseded, obsolete, or no
s longer needed for reference.)"
"208.16a" | "Publication | "NC1-374-81-7" "Original signed copy of DTRA, FCDTRA, ,d"‘ . "Permanent. Cutoff upon
Records Set Atoll (FCJ) Instructions, that are operatig / ature or | supersession, obsolescence, or
(Instructions)" relate to Agency program (mlssxon) cancellation. Retain in Agency
' background coordination, review, custody. Transfer to the
related documentation." National Archives in 5 year
blocks when 20-25 years old."
"208.16b" [ "Publication | "NC1-374-81-7" "Destroy when superseded or
Records Set that are administrative in nature. | obsolete."
(Instructions)" d coordination, review, concurrences
"208.16c" | "Publications | "NC1-374-81-7" pfear Weapons Publication System (JNWPS) "Permanent. Cutoff upon the
Records Set and published changes. FCDTRA is the Agency | retirement of the weapon or last
(INWPS)" ¢ of Record. Includes related weapons manuals related weapon system. Retain in
d eveloped by the military services." Agency custody. Transfer to the
National Archives 75 years after
cutoff, upon the Agency
Director's determination that
Agency retention is no longer
required."
"208.16d" A1C1-374-81-62 "Defense Nuclear Weapons School Course Publications "Permanent. Cutoff upon

supersession or obsolesence.
Retain in Agency custody.
Transfer to the National -
Archives 75 years after cutoff,
upon the Agency Director's
determination that Agency is no
longer required."”

"Personnel-

"NC1-374-81-7"

"Agency publications issued by HQDTRA to disseminate

"Cutoff annually. Destroy when
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Related Joint information and instructions affecting the status of
Service military personnel.”
Publications"
"208.18" "Publication | "NC1-374-81-7" "Current copy with posted changes of instructions, ##71" Destroy when superseded,
Reference manuals, listings, and operational or mission-relatgd™ obsolete, or no longer needed for
Set" publications (i.e., Agency Instructions, JNWP . reference."
NARCL)."
“208.19" "Pérmanent "NC1-374-81-7 "Record Set of permanent orders issugd "Permanent. Cutoff annually.
Order Record | (208.26)" awarding Joint Service Medals to ﬁa’i} 4ry personnel Retire to local RHA or FRC.
Set" (FCDTRA has authority to awafd0int Service Transfer to the National
- Achievement Medals. HQRTRA has authority to award | Archives in 5 year blocks when
. all Joint Service Med 20-25 years old."
"208.20" "Permanent "NC1-374-81-7 "Documents relat gigshe preparation, review, and issue | "Cutoff annually. Destroy when
Order (208.25)" ¢ Includes coordinating actions, 10 years old."
Background s or concurrences and similar documents
Files" ba51s for issue or contribute to content of
"209.01" “Print Plant "NC1-374-81-8" ds related to the establishment, relocation, or "Destroy when 2 years old or on
Establishment fe0rSestablishment of field printing plants and duplicating discontinuance, whichever is
Files" facilities. Includes record of establishment with later."
justification data, inventories of equipment, Congressional
and higher level authorizations."
"209.02" "Print Plant "Records related to granting authority to issue, purchase, | "Destroy 3 years after disposal

Equipment
Control Files"

rent, exchange, transfer, or dispose of printing, binding,
and related auxiliary equipment. Includes requests for
equipment and Congressional and higher level approvals
with justifications."

of equipment or disapproval of
acquisition request."

"209.03"

"NC1-374-81-8"

"Reports related to printing/duplication operations and
equipment required by higher authority and/or the Joint
Congressional Committee on Printing. Includes contract
printing reports, expenditure statements, and
printing/duplication registers."

"Cutoft annually. Destroy when
5 years old."
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z"
"209.04" "Print Plant "NC1-374-81-7 "Blueprints, drawings, specifications, and artwork used in | "Destroys#ir printing of the
Illustrations" | (208.20)" preparing illustrations, and board art for reproduction. pu on. Retain artwork
Includes photographic copy negatives of forms." Phieh has continuing usefulness
TAintil no longer needed.
(FCDTRA is Agency Office of
Record.)" '
"209.05" "Copyright "NC1-374-81-7 "Documents authorizing the use of copyrigt "Destroy when 56 years old.
Authorization | (208.21)" such as letters and agreements from ppfigsifers, authors, or | (Retain in current files area--56
s (Print copyright owners." - year retention is less than 1 cubic
Plant)" foot of accumulation. FCDTRA
" . is Agency Office of Record.)"
"209.06" "Print Plant "NC1-374-81-7 "Print Plant productigsfapd cost records and related "Destroy when 3 years old or on
Production (208.23)" processing data." 7> inspection, whichever comes
and Costs" e first. (FCDTRA is Agency
p e Office of Record.)"
"209.07" "Printing and | "NC1-374-81-7 "Requaitiehs, work orders, and samples of each "Destroy 1 year after completion
Binding (208.24)" ,-,/m(; ied printing job produced by letterpress offset and | of job. (FCDTRA is Agency
Requisitions" direct processes in excess of 100 copies." Office of Record.)"
"209.08" "Print Plant "NC1-374-81-8' ¢ Documents related to inspections of field printing plants | "Destroy 1 year after completion
Inspections” 4 27" | and other reproduction facilities by appropriate command | of the next comparable
V authorities for purposes of recommending or directing inspection."
' / actions to increase efficiency and reduce cost of
e operations."
"209.09" "Audiovisual |7 "Documents used to request photographic, video, "Destroy 2 years after
Work Ordergg®” illustrative, and other graphic support to record work completion of work."
g / requested and resources used to respond to the request."
"210.01a" | "Policyfs "NC1-374-81-9 "Agency and command-wide policy letters, published by | "Permanent. Cutoff upon

Z;
g
Yy
7

~ ol "
Pr aence

(210.06)"

the Director DTRA and Commander, Field Command

{ DTRA which are operational in nature. Policy letters

replace or supplement the Agency-wide program
instructions, published under 208.16a."

supersession or obsolescence.
Retain in Agency custody.
Transfer to the National
Archives in 5-year blocks when
20-25 years old."




E7. Enclosure 7

5015.2

Defense Threat Reduction Agency Records Management Program

(Records Series and Disposition Instructions)

-~

/
9 1/
=

"210.01b" | "Policy and "NC1-374-81-9 "Agency and command-wide policy letters, published by | " $"when superseded or
Precedence" | (210.06)" the Director DTRA and Commander, FCDTRA, that are ¥ golete."
administrative in nature." A
"210.02" "Organization | "NC1-374-81-9 "Published Agency Organization Charts. Includes "Permanent. Cutoff upon
al Charts" (210.06)" published for HQDTRA and FCDTRA." supersession or obsolescence.
Retain in Agency custody.
Transfer to the National
. ’ 7 Archives in 5-year blocks when
’ 20-25 years old."
. "210.03" "Historical "NC1-374-81-9" "Data accumulated in ans inquiries about historical | "Destroy when obsolete or no
Inquiries" events or persons. (Seg, $407 for information related to | longer needed."
. the Human Radiatig##periments inquiry.)"
"210.04" "Agency "NC1-374-81-9 "Published His Reports reflecting the history of the | "Permanent. Cutoff annually.
Historical (210.05)" Agency or j##ordinate elements over a period of time, | Retain in Agency custody.
Summaries" other th ual historical reports summarized under Transfer to the National
210 Archives when 75 years old,
upon the Agency Director's
determination that Agency
retention is no longer required.”
"210.05" "Annual "NC1-374- “"Annual Historical Reports." "Permanent. Cutoff annually.
Historical Retain in Agency custody.
‘ Summaries" Transfer to the National
Archives when 75 years old,
upon the Agency Director's
- 7 determination that Agency
/ i retention is no longer required.”
. | "210.06" "His "NC1-374-81-9" "Records maintained to reflect a chronological record of | "Permanent. Cutoff annually.
S noteworthy events of interest from an historical Retain in Agency custody.
ords" standpoint. Includes selected weekly and monthly activity | Transfer to the National
reports. (See 1301 series for history of weapons tests Archives when 75 years old,
executed.)" upon the Agency Director's
determination that Agency
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"210.07"

"Advisory
Committee on
Human
Radiation
Experiments
(ACHRE)
Documentatio
n"

"Copies of DTRA and other DoD components' records,
identified in conjunction with the Government-wide
search ato locate documentation relating to human
radiation experimentation during the period 1944-1974."

“A Archives 75 years after cutoff,

upon the Agency Director's
determination that Agency
retention is no longer required."

"211.01"

"ADP
Planning and
Programing"

"NC1-374-81-10"

processing systems (ADP
ADPS; and superv131on 1
studies, charts, and defon v.

"Destroy approved program
documents 5 years after
supersession or termination of
systems or programs. Destroy
disapproved program documents
when 2 years old."

"211.02"

"ADPE
Acquisitions”

"NC1-374-81-10"

s, application studies, and benchmark computation’
Mid accounting information-outputs."

"DEST 5 years after
performance evaluation or 5
years after determination that
evaluation will not be made, or
that the system will not be
installed. DEST benchmark
computation information outputs
1 year after evaluation or
acceptance of the system."

"211.03"

"ADPS
Specxﬁc

1-374-81-10"

"Documents related to studying specific functional areas
to determine advantages that would result from use of
ADP systems available. Includes studies, source data,
solutions, requirements, benefits, cost data, and related
documents." '

"Destroy when 10 years old or
when superseded, obsolete or no
longer needed for guidance,
whichever is later."

211.04" L8P

Inspections”

"NC1-374-81-10"

"TEMPEST Inspection Reports, vulnerability
assessments, and documents relating to annual system and
installation recertification."

"Destroy after next comparable
inspection or when 5 years old,
whichever is sooner.”
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"211.05"

"ADP
Management
Reporting"

"NC1-374-81-10"

"Management data on costs, equipment, staffing,

operations and documents used toevaluate rental,
purchase, operation, and maintenance costs. In
reports, briefs, and related documents." e

"211.06"

"ADPS
Central
Reference"

"NC1-374-81-10"

"Documents reflecting the acquisition
nonbusiness type of applications W,b/
a source of reference Includes copje

"Destroy on supersession,
obsolescence, or when no longer
needed for reference.”

"211.07"

"ADPE
Inventory"

"NCI1-374-81-10"

"Documents reﬂecting' inventory of ADP equipment
available in DTRA-p#(d that which may become available

in the event ghilization or emergency conditions."

"Destroy on supersession,
obsolescence, or when no longer
needed for reference."

"211.08a"

"ADP System
Program
Design and
Specifications

"NC1-374-81-10"

#mentation to include system instructions,
manual, input/output report specifications, and
ture for electronic records or data designated

Zstruc

"Destroy system documentation
5 years after supersession or
termination of system or
program. (See 1404-1407 series
for retention of source
documentation, maintained in
either electronic or in hard copy
form.)"

"211.08b"

"ADP System
Program
Design and

"System documentation to include system instructions,
user guide/manual, input/output report specifications, and
records structure for electronic records or data designated
as permanent."

"Permanent. Cutoff and transfer
system documentation to the
National Archives with

electronic records transferred
IAW 36 CFR 1228.188."

"212.02a"

"Record of current and proposed nuclear weapons
allocations, deployments, and retirements."

"Cutoff annually. Retain'locally
(HQDTRA). Destroy when 5
years old."

#/ "Stockpile

Program
Planning"

"Additional planning documents related to nuclear
weapons allocation, deployment, retirement, and
composition issues that are unique to a specific Unified

"Cutoff annually. Retain locally
(HQDTRA). Destroy when 20
years old."
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Commander or the JCS."

"212.03" "Development "Concept, development, design, production, retirement,
of Nuclear and dismantlement. Includes military characteristics, the weapon or last
Weapons/Syst stockpile-to-target sequences, MARs, ACCDs, control, s d weapon system. Retain
ems" modification retrofits, support definitions, QA/RT repom€.41n Agency custody. Transfer to
test plans and evaluation reports." # the National Archives 75 years
after cutoff, upon the Agency
J Director's determination that
Agency retention is no longer
required."”
"212.04a" | "Stockpile "Retain locally (FCDTRA).
Reports" #ntained or originated by Destroy when information has
been consolidated into
comparable HQDTRA reports."
"212.04b" | "Stockpile "Stockpil s from 1947 to present related to more "Permanent. Cutoff upon
Reports" than o pon/system, maintained or originated by HQ: | completion of final report.
28MEEZ9M, 234M, Annual Weapons Report and DOE Retain in Agency custody.
// Nuclear Schedule. (See 212.03 for reports related | Transfer to the National
#2226 and maintained by weapon/system)." Archives 75 years after cutoff,

g upon the Agency Director's
determination that Agency
retention is no longer required."

"212.05" "History of "Historical summary of nuclear weapons stockpile "Permanent. Cutoff upon
Nuclear program developed by DoD Liaison at DOE Office of completion of summary. Retain

Weapons

Military Application.”

-
¢

in Agency custody. Transfer to
the National Archives 75 years
after cutoff, upon the Agency
Director's determination that
Agency retention is no longer
required.”

"Emergency
Relocation

"Site R Administration and general correspondence.”

"Cutoff annually. Retain locally.
Destroy when 5 years old."
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Site
Administratio
n"
"212.07a" | "Stockpile "SEV Instructions for Action Officers. (See 505.01 for #~ PPDestroy when superseded or
Emergency permanent SEV classification guides.)" cancelled.”
Verification
(SEV)
Instructions”
"212.07b" | "Stockpile "SEV History (1972-present) In ides research papers "Permanent. Cutoff annually.
Emergency and proposed changes." Retain in Agency custody.
Verification Transfer to the National
History" Archives when 75 years old,
upon the Agency Director's
determination that Agency
retention is no longer required.”
"212.07¢" | "Stockpile to conduct stockpile emergency verification | "Cutoff annually. Destroy when
Emergency #fsCs and records of previous tests." 3 years old."
Verification 7 |
Exercises" 44
"212.08" "JCS "Joint Chiefs of Staff (JCS) Exercise Plans, progress "Destroy when 2 years old.
Exercises" reports, after action reports and other information relating | Destroy manuals when
: to the conduct of JCS directed exercises. (See 213.04 for | superseded or cancelled."
i Joint Nuclear Accident Training Exercises (NUWAX)."
"212.09a" | "Nuclear WC1-374-81-60 | "Operational review, studies, recommendations, and "Permanent. Cutoff upon
Surety (510.01)" policy jointly developed on the safety, security and completion. Retain in Agency
- survivability of nuclear weapons in storage maintained by | custody. Transfer to the
DTRA, under DoD-directed evaluation and oversight National Archives 75 years after
authority over nuclear surety programs." cutoff, upon the Agency
Director's determination that
Agency retention is no longer
required.”
"Nuclear "Nucelar weapons quality assurance and reliability "Destroy 2 years after
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Surety . program. Includes stockpile test program, quality
Program" assurance (plant) audits and QA/RT and other evaluation
reports (includes unsatisfactory reports) to more than one
. weapon/system." 7
"212.10" "Advanced "Technology concepts and advanced weapons ’ ,«"Permanent. Cutoff upon
Weapons development studies and related special projects. (E / completion. Retain in Agency
Technology" contract administration records maintained by ;see | custody. Transfer to the
! 1402.03.)" National Archives 75 years after
cutoff, upon the Agency
Director's determination that
" 2 Agency retention is no longer
/ required."
"213.01" "Emergency "Contingency plans getated to potential crisis resulting "Permanent. Cutoff upon
Planning fick€ar weapons. (See 602.06 supersession. Retain in Agency
(Nuclear ase Files for reporting nuclear custody. Transfer to the
Operations)" dents and 1504.04 for environmental National Archives 75 years after
cutoff, upon the Agency
Director's determination that
Agency retention is no longer
required."
"213.02" "Emergency "Contingency plans and related documentation for support | "Destroy when superseded or
Planning and to HQDTRA. Otherwise referred to as disaster cancelled."
Reporting preparedness plans and associated reporting of natural
(Natural disasters."
Disasters)" .
"213.03" "Nucleagg "Nuclear accident response capability feasability studies. | "Cutoff annually. Destroy when
Accig (See 208.16d for Nuclear Accident Response Procedures | 10 years old." '
RyfFionse (NARP) Manual and Nuclear Accident Response
. a‘/. ability" Capability Listing NARCL))."
7| "Nuclear "Joint Nuclear Accident Training Exercises sponsored by | "Permanent. Cutoff upon
Accident DTRA to assess nuclear accident response capability. supersession. Retain in Agency
Training Includes exercise concept of operations plans and after custody. Transfer to the
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Exercises" action reports. See 603 for personnel exposure; 1504 for
environmental monitoring." upon the Agency
ector's determination that
#Agency retention is no longer

required.”

"301.01a" | "Program and | "N1-374-89-6" "Development, review, approval, and issue of.gi« "Permanent. Cutoff at close of
Budget and budget guidance by all echelons of DFEA each fiscal year. Retire to RHA
‘ Guidance" program objectives; summary budget,sjf or FRC. Transfer to the National
domestic programs); and directivegigen OSD Archives in S-year blocks when
Comptroller for HQ preparaﬁ Vision or update." 20-25 years old."
"301.01b" | "Program and | "N1-374-89-6" "FCDTRA program and aet guidance, issued in the "FCDTRA guidance issued:
Budget . form of markups to opffigithg budgets; coordinating Cutoff at end of FY. Destroy 6
Kpetules; and related documents." years after cutoff. Destroy

Guidance" actions; operating
S guidance received on
incorporation in the FCDTRA 5-

year program oOr on Supersession

£ or recession."
"301.02" "Operating "N1-374-89-6 Ketncy operating budgets. Includes budget estimates "Destroy 3 years after the end of
Budgets" .1 (301.07)" ¥ubmitted and approved by OSD and documents fiscal year involved."
authorizing the Agency to incur obligations necessary to :
permit operation while Congress and OMB complete
. ’ appropriations and apportionment of funds." :
"301.03a" | "Congression "Documents accumulated by HQDTRA in defending "Permanent. Cutoff at close of
al Budget DTRA budget estimates before Congress and each fiscal year. Retire to RHA
- Justification'glff” Congressional Committees. Includes copies of revised or FRC. Transfer to the National
7 budget submissions, special program funding justification, | Archives in 5-year blocks when
. and related supporting documentation.” 20-25 years old."
"301.03b" "N1-374-89-6" "Documents accumulated by FCDTRA and submitted to | "Cutoff at end of FY. Destroy
HQDTRA for defending budget estimates." when 2 years old."
"N1-374-89-6 "Budget mid-year review and projected program plans. "Cutoff each FY. Destroy when
Progamming | (301.06)" Includes Agency 5-year program plans." 2 years old."
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o

and Planning"
"303.01" "GAO "NC1-374-81-14 | "Documents related to reports of audit made by GAO. ,/'Cutoff annually. Retain locally.
Audits" (304.01)" Includes notices of intent to audit, copies of docurgsf®s”” | Destroy when 10 years old."
furnished to GAO representatives, reports of %f
findings, follow-up progress reports, and _ efable
documents." &7
"304.01a" | "Non- "NC1-374-95-2 "Cashier Services: Cash receipts, gifes ooks cancelled | "Cutoff annually. Destroy when
. Appropriated | (308.01)" checks, deposit slips, bank sta /- grits, vouchers, invoices, | 3 years old."
Fund authorization control, and g 1al statements and
. Accounts reports." 55
(Cashier
Services)" . ;
"304.01b" | "Non- "N1-374-95-2 "Morale, i’f'( ¢ and Recreation Services: Internal "Destroy 3 years after
Appropriated | (308.01)" control stration, and financial reporting (See completion of next comparable
Fund 101 /./ / inventory reporting)." audit. Destroy bound books,
Accounts g ledgers, and journals 3 years
(MWR ' after date of last entry therein.
Services)" (See 308.01 series for Johnston
& Atoll.)"
"401.01" "Legal "NC1-374#1-16" | "Legal opinions concerned with interpretation of statutes, | "Permanent. Cutoff annually.
Opinions" laws, regulations, investigations, and similar matters, but | Retain in Agency custody.
. exclusive of documents related to a specific claim, Transfer to the National
investigation, or case listed under 402.03." Archives when 50 years old,
upon the Agency Director's
g determination that Agency
retention is no longer required."
. |"401.03" f "NC1-374-81-17 | "Actual or potential legal proceedings. Reports include "Permanent. Cutoff upon
g Se Files" (402.03)" advisory, investigative, litigation, processes and . completion. Retain in Agency
pleadings; and DTRA communciations with Dept of custody. Transfer to the
g Justice, US attorneys and other organizations and National Archives 50 years after
g individuals withn/without the Federal Government." cutoff, upon the Agency
7 Director's determination that
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"401.04" "Patent and "NC1-374-81-18 "Documents related to certain general patent, proprietary g /ﬁroy when no longer needed
Proprietary (403.01)" data, and intellectual property activities; and the licensing#fy fof reference."
Data" and assignment of such right by or for the Gove
"401.05" "Equal "GRS 1, #25" "Complaints with related correspondence, repo . "Destroy cases resolved within
Employment exhibits, withdrawl notices, copies of decigiafis, the Agency 4 years after
Opportunity acceptance statements, and records of hedpngs and resolution of case. Destroy
Complaint meetings." copies of case files sent to the
Case Files" US Office of Perssonnel
" Management for resolution when
no longer needed for reference
purposes.”
"403.01" "News Media | "NC1-374-81-20 o0 preparation, coordination "Permanent. Cutoff annually.
and Release" | (405.01)" ease of information to the public through | Retain in Agency custody.
periodicals, radio, television, motion pictures, | Transfer to the National
peAppearances, and other media of dissemination Archives when 10 years old."
,/..)
"403.02" "Contractor "NC1-374-81-2Q##A7Documents relating to procedures governing release of "Cutoff annually. Destroy when
Information (405.02)" *"| information by manufacturers, colleges, universities, 6 years old."
Releases” advertising agencies, and similar commercial entities
relative to DTRA contracts or activities accomplished by
g the contract."
"403.03" /,/" 1-374 81-20 "Documents relating to the maintenance and improvement | "Cutoff annually. Destroy when
g7(405.05)" of relations between DTRA and the civilian community." | 5 years old."
"403.04" "NC1-374-81-20 "Biographies, photographs, newspaper clippings and "Destroy 2 years after
(405.06)" related documents pertaining to civilian and military retirement, transfer, separation,
personalities."” or death of the individual

concerned, or on discontinuance,
whichever is earlier."

"Official periodic newsletter publications of interest to

"Permanent. Cutoff annually.
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News Agency employees (e.g., DTRA Today and FCDTRA #’Retain in Agency custody.
Publications” Informer, created in 1995)." o >4 Transfer to the National
P 5 > Archives when 10 years old."
"404.01" "Protocol" "Official staff visits for VIPs and foreign Ggu#girient and | "Destroy when 5 years old or
international dignitaries. Includes agen g €raries, when no longer needed,
protocol lists, seating charts, and re pdocumentation. | whichever is later."
(See also 201.03 for briefings/prad tlons '201.04
' conferences/committees.)" /
"404.02" "Congression | "NC1-374-81-19" | "Documents accumulategh Zgd result of a visit to the "Cutoff annually. Destroy when
al Visits and Agency, its facilities / #stallations by a member of 5 years old."
Inquiries Congress or a copg@#Sional staff member. Includes
(NC1-374-81- documents a ""- ated as a result of congressional
19" 1nqu1r1es )t ;/ diters related to DTRA."
"501.01" "Escort/Non- | "N1-374-89-13" "Doc S which 1dent1fy approvals and disapprovals "Cutoff annually. Registers or
Escort /4 / scort badging, waivers for uncleared personnel; | listings: Destroy 6 years after
Identification ¢ing for contractors; and related procedural matters." | date of last entry."
and Badging" '
"501.03" "Protective "N1-374-89-1 / "Files related to guard personnel assigned and required "Destroy personnel-related
Services" & clearances; procedural requirements for day-to-day material upon departure of
/ operation of guard desk(s) by either Federal protective individual(s) concerned and
officers or commercial guards; and routine procedures when superseded or
P correspondence.” obsolete."
"501.06" "Facility Logs / ?" -374-89-13" "Guard logs and registers used to record routine checks or | "Destroy 2 years after final
and Reglst g reporting initial incidents." entry."
"501.07" "Visit R o t "N1-374-89-13" "Files related to visits by personnel from other Federal "Destroy upon obsolescence."
Avpif g sns" | Departments, such as DoD, DOE, and non-DTRA
V. contractors to the Agency."
"501.08" WIE Facility | "N1-374-89-13" "Files such as DOE Forms 5031.20, Request for Visit or | "Destroy upon obsolescence."
Kequest Access Approval, which document the visit of DTRA
Applications" personnel and DTRA contractor personnel to DOE
facilities."
"Installation "Record of approved clearance requests and related "Cutoff annually. Destroy when
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Clearance documentation for controlling entry/exit to and from the #5<ars old. (Records are
Program" installation during installation environmental clean-up #Z#€Migible for retirement to an
projects in the Pacific area, other than Johnston Atq##”” | FRC.)"
"502.01" "Facility "N1-374-89-14" "Documents related to the control and operatiopedisic "Destroy 3 years after
Control" facilities protection program. Includes diagrag@géTayouts, | supersession of control
and photos of restricted and exclusion aref##Key and lock | procedures, completion of area
controls; conduct of physical security eys, and related | modification or turn-in of keys
! documents."” and/or locking devices."
"502.02" "Physical "N1-374-89-14" "Documents determining po rocedures for control of | "Documents related to
Security DoD information; speci rols required for sensitive investigations of security
Control and compartmentalized i ation; destruction and removal | incidents: Destroy when 2 years
Policy" of classified and 1ve waste materials; and old. Destroy other documents
investigationg curity incidents." when superseded or no longer
/4 needed for reference."
"502.03" "Security "N1-374-89-14" "Docyy s relating to internal security operating "Destroy property passes 3
Responsibiliti pro es to include appointment of security officials, months after expiration or
es and y and procedures for handcarrying classified revocation. Destroy other
Procedures” aterials and removal of government property." documents when superseded or
no longer needed for reference."
"502.04" "Facility "N1-374- "Documents related to the policy and procedures used to | "Destroy when superseded or no
Access facilitate access control and badging for personnel longer needed for reference."
Control" assigned to HQDTRA."
"502.05" "Facility ’ 74-89-14" "Documents governing policy for control of employee "Destroy when superseded or
Parking parking spaces at HQDTRA. Includes diagrams, photos, obsolete. (Records contain
Control" identification of special designated areas; registration of | information subject to the
: personal vehicles; and related documents." Privacy Act)"
"503.02" "Seg "NC1-374-81-22 | "Documents related to security briefing and debriefing of | "Destroy briefing documents
ngand | (503.04)" personnel authorized access to classified material. upon termination of
ebriefing Includes statements, certificates, and related papers." assignment/employment with the
Files" Agency. Destroy termination

statements 2 years after
termination of employment with
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"504.01" "COMSEC "N1-374-89-16" "Documents related to routine supply of COMSEC ) %f /-' f annually. Destroy when
Supply material, such as requests for advice of the status of A year old. (HQDTRA is Agency
Corresponden shipment of COMSEC Aids, requests for reductio /;,// Office of Record.)"
ce" copy count or cancellation in distribution of C y’ $EC
Aids and requests for disposition of COM / ids."
"504.02" "COMSEC "N1-374-89-16" "Inventories verifying the contmued pr ggetion and "Destroy on receipt of the
. Inventories" control of COMSEC material." certification of verification for
/ the previous report period."
: "504.03" "COMSEC "NC1-374-81-23" | "Documents reflecting rge a d possessmn inventory, "Change of custodian transfer
Accounting transfer, destruction s"’f/ ief from accountability for reports and possession reports:
Reporting" accountable COMSEL material and documents Includes | Destroy when 1 year old.
vouchers, ¢ s of verification, and relief from Destroy other documents when 2
accountaltigp ' years old."
"504.04" "Crypto-Area | "N1-374-89-16" "Re ey used for recording pertinent information on "Cutoff annually. Destroy when
Registers" pe s enterlng the crypto facility. Sheets of a register 1 year old. (HQDTRA is Agency
i olved in security report or an investigation will become | Office of Record.)"
7 an integral part of the report or investigation."
"504.05" "Signal "N1-374-894,6%" "Requests for approval to establish, alter, expand, or "Destroy 1 year after receipt of
Security relocate a facility and requests for exceptions to AR 530- | related superseding approval or
Approvals" 4. Includes questionaires, reports of approval, and related | after closing of account or
. papers." facility. (HQDTRA is Agency
Office of Record.)"
"504.06" "NC1-374-81-23". | "Inspection reports and related correspondence, such as “Destroy 1 year after receipt of
" cryptofacility inspection, Red/Black wiring inspection, related superseded inspection or
TEMPEST test report, periodic command inspection, and | after closing of account or
. similar inspections." facility, whichever is earlier. .
(HQDTRA is Agency Office of
Record.)"
"COMSEC "NC1-374-81-23" | "Documents reflecting allocation of COMSEC material "Allocation cards: Destroy 1
Material held for distribution.” year after final distribution of all
Allocation" material to which the form
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=i ADP printouts
_zﬁtlon of allocation

"Documents submitted to the DTRA COMSEC Central A2 L0t

"504.08" "COMSEC "NC1-374-81-23" atoff annually. Destroy when
Material Office of Record to report allocation, assets, and holde#Z2A1"1 year old. (Earlier disposal
Distribution information for specified items of COMSEC mat 718 authorized if records have served
Reporting” (equipment and associated material)." their intended purpose.)”
"504.09" "System "NCJ1-374-81-23" | "Documents maintained by the Comm giprls Security | "Cutoff semi-annually. Records
Status (COMSEC) National Inventory Contrp related to COMSEC: Destroy 6
(COMSEQ)" (b months after obsolescence of the
" related system. Documents
related to COMSEC Aids:
Destroy when 2 years old or
when material involved is
superseded or removed from the
system, whichever is first."
"505.01" "Security "NC1-374-81-24" "Permanent. Cutoff and transfer
Classification to the National Archives with
" related program records."
pelease, access or downgrading cases that establish policy
or are otherwise significant."
"505.02" "Routine "Documents related to the review of specific classified "Cutoff annually. Destroy when
Security documents or equipment for the purpose of regrading the | 5 years old. (Earlier dlsposal is
Regrading documents or equipment, exclusive of those filed under authorized.)"
Case Files" 505.01."
"505.03" "Classified "Documents related to individual authorization to have "Destroy on transfer,

Matenal 4 y

access to classified files. Includes forms containing
individual's name, signature, classification of files
concerned, information desired, and signature of official
authorizing access."

reassignment, or separation of
the individual."

"NCI-374-81-24"

"Documents related to the review of specific requests for
access to classified files or equipment for purposes of

"Destroy 15 years after
completion of action."
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Information research and study, exclusive of records filed un
Access Case 505.01."
Files"
"505.05" "Routine "NC1-374-81-24" | "Documents arranged by case number, rela "Cutoff annually. Destroy when
Security review of classified or potentially class 5 years old. (Earlier disposal is
Information materials for dissemination or releage authorized.)"
Release Files" DTRA, such as manuscnpts p 7S
' television scripts." 7
"505.06" "Security "NC1-374-81-24" | "Documents related to tpexchange of security classified | "Destroy when 20 years old, or
Information information with off ¢f G6vernment agencies, industry, when no longer needed for
Exchange" and foreign govegfnients. Includes correspondence related | reference, whichever is later."
to exchange ation, exchange agreements, and
"505.07a" | "Top Secret "NC1-374-81-24" s reﬂectmg the identity, receipt, dispatch, or "Destroy 5 years after all items
Material fftion of all Top Secret material for which the Top on individual pages have been
Accountabilit t Control Officer is responsible." destroyed, downgraded,
y" dispatched or entries are
transferred to a new page."
"505.07b" | "Top Secret "NC1-374, "Forms accompanying documents to ensure continuing "Destroy when related document
Material control, showing name of persons handling the is downgraded, transferred, or
Accountabilit documents, intra-office routing, and comparable data." destroyed."
yll
"505.09" l -374-81-24" | "Documents related to staff assistance visits, inspections, | "Destroy after next comparable
or surveys conducted by security officers. Includes inspection or survey."
reports, recommendations, and similar documents."
“505.10" "NC1-374-81-24" | "Formal classification guidance published by DOE, DoD, | "Destroy when superseded,

and military services, related to specific programs and
projects under their jurisdiction, which are required by
DTRA or its contractors to properly classify reports
prepared for use and distribution."

obsolete, or no longer needed for
reference."”

Education”

"N1-374-89-14"

"Documents related to training, education, and briefings
given to Agency personnel on various security-related

"Destroy when 2 years old, or
when no longer needed for
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topics." refercp#® whichever is later."
"506.01a" | "Threat "General threat information and DTRA-generated threat | "( annually. Destroy when
Assessments assessments related to operations security." g ars old."
(OPSEC)" o
"506.01b" | “Threat "Message threat traffic related to operations secug "Cutoff monthly. Destroy when
Assessments / I month old."
(OPSEQC)" z
. "506.02" "Essential "Correspondence, reports, and guid gelated to "Cutoff annually. Retain locally.
Elements of Essential Elements of Friendly Ip#Gg#ation." Destroy when 10 years old, or
: Friendly ' when no longer needed for
Information reference, whichever is later."
(OPSEC)" .
"601.01a" | "Defense "N1-374-95-1" "Record of contr d approving the establishment, "Permanent. Cutoff annually.
Nuclear content, and ¢ t of individual courses. Includes Retain in Agency custody.
Weapons published programs listing course schedules, length | Transfer to the National
School of cou d course description." Archives when 75 years old,
Curriculum upon the Agency Director's
Approvals" ’ determination that Agency
retention is no longer required.”
"601.01b" | "Defense "N1-374-95- 1 "Consolidated course schedules, lengths of courses, and "Permanent. Cutoff annually.
Nuclear course descriptions." Retain in Agency custody.
' Weapons Transfer to the National
School Archives when 75 years old,
Curriculum upon the Agency Director's
) Approvals" determination that Agency
: retention is no longer required."
. | "601.02" "Defc "N1-374-95-1" "Records related to services accreditation and approval "Destroy 3 years after
N and DNWS adhering to standards set by service discontinuance of an accredited
pons accreditation boards." course."
chool
Course
Accrediations
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"601.03" "Defense "N1-374-95-1" "Electronic records which include consolidated class lists | "Cutoff F [aily and print hard
Nuclear (includes by-name listing of individuals attending DNWS | cop % ual consolidated
Weapons courses), generated by the School Registrar." ; sts. Retire to FCDTRA
School #KA when 5 years old. Destroy
Consoldiated when 75 years old. (Records are
Class Lists" eligible for retirement to an

! FRC.) (Records contain
, information subject to the
y Privacy Act)"

"601.04a" | "Defense "N1-374-95-1" "School quota reports receiv services for purposes | "Reports of service quotas
Nuclear . of scheduling courses, as g€#4s statistics reported back to | received: Destroy when 2 years
Weapons the services concerniy Z bers of enrollment, course old." .
School length, and cours letion notices."
Reports" Z

"601.04b" | "Defense "N1-374-95-1" "DNWS (»’f”" enrollments and completion statistics "Retire to FCDTRA RA when 5
Nuclear reportgfits the services." years old. Destroy when 20 years
Weapons /7 old. (Records are eligible for
School /i retirement to an FRC.)"
Enrollment 11
Statistics" // :

"601.05" "Defense "N1-374,85-1" "DNWS course supplementary materials/handouts." "Destroy when superseded or
Nuclear obsolete."
Weapons
School

Course /,/
Public s s
S pficmenta

P Materials)"

7 Safety and
Health Plans"

"602

s

"Occupational, Safety and Health Plans. Includes
contractor medical plans, Respitory, Hearing and Noise
Abatement, Personal Protective Equipment, Sight

"Permanent. Cutoff upon
publication or revision. Retain
in Agency custody. Transfer to

./‘( 2
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’74/‘./
A
i

Conservation, Asbestos, Lead, Radiation Safety, and
Safety and Industrial Hygiene Plans."

the Natx #T Archives 75 years
offioff, pending the Agency
2for's determination that

ncy retention is no longer

required."

"602.02a" | "Safety "Noise hazard survey reports; senu-annual outs "Retire to FCDTRA RA 1 year
Surveys and DoD risk assessment code deficiency TepOriyL after publication or receipt of
Inspections" OSH staff assistance visits; OSHA inspeefi#s and final inspections or surveys.
industrial hygiene Inspections; and safety summary | Destroy when 75 years old.
reports." (Records are eligible for
retirement to an FRC.)"
"602.02b" | "Safety "Final reports of public and safety surveys for "Permanent. Cutoff annually.
Surveys and current or former Dg trolled installations where Retain in Agency custody.
Assessments" nuclear weapon oused or tested. Includes pre-post | Transfer to the National
event dose es and assessments and public health Archives when 75 years old,
surveys genous populations.” upon the Agency Director's
determination that Agency
: retention is no longer required."
"602.03a" | "Safety WS and NTS/WSMR training materials related to "Permanent. Cutoff upon
Awareness occupational exposure for safe handling, storage and supersession or obsolesence.
Protective movement of chemical, biological, radiological Retain in Agency custody.
Training contaminants, explosives or other hazardous materials. Transfer to the National
Materials" (See 1104.06a for audiovisual training materials.)" Archives 75 years after cutoff,
upon the Agency Director's
determination that Agency
retention is no longer required.”
"602.03b" "Agency OSH training materials other than "Destroy when superseded or

Materials"

DNWS/NTS/WSMR course materials. Includes OSH
course material/lesson plans created by safety offices for
supervisor training, CPR, first aid, hazardous
communications, construction safety fire extinguisher
training."

obsolete. (See 1104.06¢ for
audiovisual training materials.)"
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"602.04b" | "Safety "Individual completion of training courses or sessions ; / % oy hard copy of individual
Training, related to OSHA standards for dealing with hazardous / / rraining records upon retirement,
Qualification, materials directly applicable to employee's job or p transfer, or separation. Destroy
and (maintained in hard copy, alphabetically by Last pRHC, electronic record when 5 years
Verification" First Name, MI)." / 2 old."

"602.04c" | "Safety "Attendance rosters maintained for each it completed "Cutoff annually. Destroy when
Training, with original signatures.” AL 5 years old."

Qualification, /
and 7
Verification" 7z

"602.05" "Accident "NC1-374-81-26" | "Accident Reports; Annual Occupational, Safety, | "Cutoff annually. Destroy when
Experience . and Health S 4 eports; and OSHA 200 Logs. (See | S years old."
and Statistical 602.06 for accj involving harmful exposure to
Reporting" personnel /4

"602.06" "Accidents "NC1-374-81-26" "Acc1d / g sulting in harmful chemical, biological or "Permanent. Cutoff upon
and Incidents” 517 al exposure or other physical hazards or completion of final report or

1ves or incidents involving contamination to the investigation. Retain in Agency
#tvironment. Includes history of nuclear accidents." custody. Transfer to the
National Archives 75 years after
cutoff, upon the Agency
Director's determination that
Agency retention is no longer
required.”
"602.07" "Material "Information maintained by facility and posted in work "Destroy individual sheets when
areas where hazardous materials or substances are used. related substance or hazardous
(See 101.23 for annual printed inventories.)" material is no longer used."
"603.01" "NC1-374-88-6 "Consolidated lists reflecting individual training, "Cutoff annually. Destroy when
ﬁ' ftection (606.01)" experience, and certification of individuals authorized to | 75 years old. (Records are

ser Listings"

handle sources of ionizing radiation. Records are
maintained by Radiation Safety Officers, separate from
602.04."

eligible for retirement to an
FRC.)"
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"Transfe A5 <opy to FCDTRA

"603.02" "Personnel "Documents related to recording and reporting external
Dosimetry exposures of individuals to ionizing radiation (Post 1962). | RSQ months for
Records" Includes calibration control dosimeters, dosimeters c tracking. Destroy
processed for evaluation, dosimeter logs, and consohdat g peper records when 75 years old.
reports of dosimeter readings." 7| (Records are eligible for
retirement to an FRC.) DEST
electronic records when NLN.
(Records contain information
subject to the Privacy Act)”
"603.03" "Dosimetry "NC1-374-88-6 "Documents reflecting the issu 7 ontrol of dosimeters | "Cutoff annually. Destroy when
Control (606.03)" (Post 1962). Includes req /y ssue and turn-in, and 1 year old."
Records" . similar documents." ¢
"603.04" "Personnel "Documents relatedeffs eeordlng and reporting internal "Transfer hard copy to FCDTRA
Bioassay exposures of i { #duils to radioactive materials (Post RSO after 3 months for
Records" 1962). IncLaffes Taboratory data results of biological electronic tracking. Destroy
img# hole-body counts, and similar documents." paper records when 75 years old.
(Records are eligible for
retirement to an FRC.) DEST
electronic records when NLN.
/ (Records contain information
G subject to the Privacy Act)"
"603.05" "Nuclear Test A "History of all personnel who participated in the "Cutoff annually. Retain in
Personnel ‘ . Atmospheric Nuclear Test Program thru 1962. Includes Agency custody. Destroy when
Review £ investigations of possible and/or alleged exposure to 75 years old. (Records contain
(NTPR) A radiation, statistical data, and exposure assessments." information subjcct to the
Pro gram g Privacy Act)"
"603.06" "Nuclegf "N1-374-98-1" "Documents that could be used to develop dose "Cutoff annually. Destroy when

/

W

" S

- n51c

gor adiation
(INRAD)

Records"

reconstructions for DoD personnel involved in storage,
maintenance, handling, transportation, and security
activities associated with nuclear weapons. (Records
contain information subject to the Privacy Act.)"

75 years old. (Records are
eligible for retirement to an
FRC.) (HQDTRA is the Agency
Office of Record.)"
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Fofmanent, Cutoft annually.

"604.01" "Radiation "NC1-374-81-62 | "Documents/minutes of DTRA committees concerned
Committees" | (605.01)" with radiological protection including the review, etain in Agency custody.
evaluation, approval/disapproval of the use of ion; Transfer to the National
radiation; procedures and conditions controll Archives when 75 years old,
users; and qualifications of 1nd1v1dual us upon the Agency Director's
determination that Agency
retention is no longer required.”
"604.02" "Radioactive | "NC1-374-81-62 | "Documents related to obtaxm.n’ : "Retire to FCDTRA RA upon
Material (605.06)" license to procure and usgsdirCes of ionizing radiation decommission. Destroy 75 years
Licensing" Included are license gpfjedtions, coordinating actions, after decommissioning. (Records
authorizations or P fnts, licenses and amendments are eligible for retirement to an
thereto, and si i - FRC.)"
"604.03" "Instrument "NC1-374-81-62 by petd to record repair, maintenance, or "Destroy 5 years after
and Source (605.08)" of calibration and tools used to measure supersession or disposal of
Calibration" Included are calibration logs and related sources of radiation."”
acturer s and locally developed calibration
andards."
"604.04" "Radiation "NC1-374-8 "Plans and specifications of the location, design, layout, "Permanent. Cutoff upon
Facilities" (605.11)" construction, or modification of facilities in which sources | completion of decommissioning.
of radiation are received, stored, used, or produced. Retain in Agency custody.
Includes design analysis, drawings, sketches, calculations, | Transfer to the National
and studies." Archives 75 years after cutoff,
upon the Agency Director's .
determination that Agency
retention is no longer required."
"701.01" "NC1-374-81-25 "Documents reflecting the recommendation and review of | "Cutoff annually. Destroy when

(601.01)"

awards to units. Includes approved/disapproved requests,
certificates, and related documents."”

1 year old."

Ceremonies"

"NC1-374-81-25
(601.02)"

"Documents relating to ceremonies arranged for the _
presentation of awards. Includes requests for photographic
support, citations and related documents."

"Cutoff annually. Destroy when
2 years old."

"Special

"NC1-374-81-25

"Documents reflecting the recommendation, review, and

"Cutoff annually. Destroy when
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2 years old."

Achievement _{ (601.03)" approval/dlsapproval of awards to individuals yi
Awards" attended service schools, and to individuals
achlevements such as part1c1pat10n ing
i exercises." .
"701.04" "Incentive "NC1-374-81-25" | "Dotuments related to submittipgZ s "Destroy 2 years after final
Award Case approving or disapproving /ﬁ ficentive awards case action."
and Includes approved and rgpesed suggestions and award
Committee nominations; and relg ,‘f nutes of committee meetings."
Files"
"702.01" "Approved "Documents rgffgging approval by board members for "Cutoff annually. Destroy when
Military awards to Agency military personnel. | 1 year old. (Records may contain
Award Case ermanent Order Records Set for JSAM Privacy Act Information)"
Files" SM, and other Joint Service Awards.)"
"702.02" "Disapproved Edrinents reflecting review and disapproval by board "Cutoff annually. Destroy when
Military bers for issuance of individual military awards 6 years old. (Records may
Award Case contain Privacy Act
Files" Information)”
"702.03" "Informationa "Individual Military Personnel Files maintained by the "Destroy 1 year after transfer or
1 Personnel Agency, other than Official Military Personnel Files ° separation of personnel.
Files maintained by the Services, for personnel assigned to (Records may contain Privacy
(Military)" DTRA." Act information)"
"702.04" "Leave of "Copies of service forms (DA 31, AF Form 988, and Navy | "Cutoff semi-annually. Destroy
Absence Form 3065)" when 6 months old."
"702.05" "Control log for tracking leave of military personnel, "Backup electronic record
maintained electronically and in hard copy.” monthly. Cutoff annually.
Destroy electronic and hard copy
g records when 1 year old."
"702.06a4%7 "Personnel "Certificates on individual military personnel assigned to | "Destroy when individual is no
% | Reliability PRP duties." longer assigned to PRP duties."
Program
(Certificates)"
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"702.06b" | "Personnel "Suspension actions on individual military personnel "oy 45 days after last
' Reliability assigned PRP duties." 2 5ctTication.”
Program ¥
(Suspensions) > /
n
"702.06c" | "Personnel "Correspondence and decertification ’ related to the | "Destroy when individual status
Reliability Personnel Reliability Program." g%~ is reported.”
Program ) A
(Decertificatio v
ns)" y
"702.07" "Military "Agency military pghnel requisitions with related "Cutoff annually. Destroy when
Personnel background cory grondence. Includes PCS orders issued | 3 years old."
Assignments" by the Ageng#Pfor departing military personnel."
"702.08" "Organization "Worldvw#e Locater (microfiche), Alpha Rosters, Military | "Destroy when 2 years old or
Rosters" Persgaffic] Evaluation Suspense Rosters, ASCAS Rosters, | when superseded or obsolete,
PR Rosters, Appointment Rosters, Physical Fitness whichever comes first."
ff1cst Rosters, and Personnel Strength Rosters, maintained
> | electronically or in hard copy."
"702.09" "Military p. "Services Promotion Boards/Selection Lists (Army, Air "Cutoff annually. Destroy when
Selection ‘ Force, Navy). Includes 0-6 Command Selection Lists; 2 years old."
Board Joint Service Officer Selections; and Senior NCO
Reporting" Academy, NCO Academy, NCO Leadership, Senior
Service, and Squadron Officer School Selections/Lists." ¢
"702.10" "Dependen "Correspondence and other documentation related to "Destroy when superseded,

Care Prog military personnel dependent care program requirements.” | obsolete, or upon transfer or
Milj )" separation of personnel,
: whichever comes first."
"702.11" "Physical Fitness Test forms and related reports "Destroy after completion

g

P 4 eight

Management
Program
(Military)"

maintained on individual military personnel."

probation period, after separation
or retirement of personnel, or
when a new form is required,
whichever is sooner."
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"Records created in planning, coordinating, and directing

biological systems."

"Alcohol and L1317, ally Destroy when
Drug Abuse an alcohol and drug abuse program.”
Program P
(Military)" 2
"Training "Correspondence memoranda, authorizations, rep, "Destroy when 5 years old or 5
Records requirement reviews, plans, and objectives rela the years after completion of a
(Agency- establishment and operation of training cow§e#%r other training program."
Sponsored)" conferences. Includes professional de éfent and Total

Quality Management training."
"Training "Correspondence, memorand tts, and other records | "Destroy when 5 years old or
Records related to the availability ing and employee when superseded or obsolete,
(Employee participation in trainin rams sponsored by other whichever is sooner."
Training government agenci on-government institutions.
Records)" Includes copie mpleted DD Form 1556."

*803.01(1) | Policy, Plans, | AI-1572? Formulatedd Security Assistance programs, including | Permanent. Retire to WNRC 5
and Program policies , and priorities. years after policy or directive is
Formulation — b 7/ canceled or superseded.

1994 74

International | AI-15772? cument on foreign economic implications of currently | Permanent. Retire to the WNRC
Economic ¢ /[ approved, new or alternative programs of force structures, | 5 years after supersession.
Affairs weapons systems, and other military capabilities.

"Radiobiologi | "NC1-3# "Documents which reflect the development of medical "Permanent. Cutoff on

cal Effects /a research programs relating to nuclear weapons effects; completion. Retain in Agency
Research // protection of friendly personnel from harmful nuclear custody. Transfer to the
Program" effects and safety of nuclear sites from harmful effects on | National Archives 75 years after

cutoff, upon the Agency

=z
Z

s
¥

7 d Director's determination that
Agency retention is no longer
4 required."
istorical "NC1-374-81-35" | "Studies and related correspondence, memoranda, notes of | "Permanent. Cutoff on

Studies
Concerning

interviews and other records accumulated in connection
with the preparation of histories relating to the

completion. Retain in Agency
custody. Transfer to the
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National A I""f ears after
e Avons

Service Work
Orders"

Radiobiologic atmospheric test of nuclear weapons and its effects."
al Effects"” . cutofjefrion the Agency
» : 's determination that
: Zency retention is no longer
required.”

"901.03" "Personnel "NC1-374-81-35" [ "Case files relating to individual participants ip#€gfeand | "Destroy 50 years after close of

Case Files" exercises in which nuclear weapons were g8 ncludes | case."
records from the Military Services a %’la/
Administration, from adjudicatiop#f#efaims from real or
alleged exposure to radiation 4% ~
"901.04" "Human "NCI1-374-81-35" | "Documents wich reflec %f fch programs relating to the | "Destroy 5 years after
Response effects of nuclear w on persons or groups of completion of project.”
Files" persons (does noj#{de information related to the
Nuclear Test J¥ el Review Program)."
"1001.01" | "Library "NCI1-374-81-52 "lerary 2 *f“ ers, supporting papers, and voucher "Cutoff annually. Destroy when
, Vouchers" (1409.01)" regisigs / d inventory balance record of books." 2 years old."

"1101.01" | "Non-Tactical | "NC1-374-81-39" | " '/ fhents related to the perparation, validation, and "Destroy 3 years after
Telecommuni ylapproval of non-tactical telecommunication requirements; | disapproval of projects or 5
cations #and the design, engineering, construction, and installation | years after completion of
Projects" 77" | of services, equipment, facilities, networks, and systems." | approved projects.”

"1101.02" | "Communicat | "NC1-320%8#-39" | "Documents related to requests for providing, rearranging, | "Destroy 2 years after
ions Facility 7 and removing communications circuits, equipment, and termination of lease."

Lease g services leased from commercial companies to support ‘
Requests" / approved non-tactical telecommunications requirements."

"1101.03" | "Radio "NC1-374-81-39" | "Documents related to the authorization, allocation, "Destroy upon supersession,

Frequep#ies" assignment, correlation, and use of radio frequencies and | cancellation, or discontinuance
g ez call signs." of assignment or use, whichever
is earlier."

"1102.01"#1 "Telephone "NC1-374-81-40" | "Work Orders, priority telephone repair lists." "Destroy 1 year after completlon

of wor!

21102.02"

"Communicat

"NC1-374-81-40"

"Billing services, vouchers, vender inventories and

"Cutoff annually. Destroy when
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ions correspondence on communications accounts." 2 year >
Accounts" s
"1102.03" { "Communicat | "NC1-374-81-40" | "Maintenance, repair, calibration, testing, meteorolog1 al 4;3 troy on disposal of related
ions equipment utilization and reports for operational spar / equipment.”
Equipment ADP system documentation, code books, user g Cst
Maintenance" plans, analytical design and research." / v
"1102.04a" | "Administrati "Internal operations of administration of p#fggtione "Cutoff annually. Destroy when
ve services." 1 year old."
Communicati
ons Services"
"1102.04b" | "Administrati "Tele-communications "Destroy on deactivation of
ve circuit.”
Communicati
ons Services" g
"1102.05" | "Electronic "Radar ggstems and submarine cable terminal operations, | "Destroy on discontinuance of
Communicati inspa#gtions, deficiency status reports, system outages, installation."
ons Systems" e d communications directory, signal operatlon
mstructlons radio frequenc1es, cable and wire forecasts
7 original plans and drawings."
"1102.06" ° [ "Tracer "Records pertaining to tracing messages." "Cutoff annually. Destroy when
Actions" 1 year old."
"1102.07" | "Overnight "Record of receipt and pick-up of classified messages "Cutoff annually. Destroy when
Storage from Telecommunications Center." 2 years old."
) Control" .
"1102.08" | "Address ## "AIG Listings" "Destroy when recapped or
Indicadt” cancelled."
ords"
"1102.0971 "General "Messages designed to meet recurring requirements for "Cutoff annually. Destroy when
Message dissemination of information to a predetermined wide 2 years old."
V. Distribution standard distribution (TCC and Customer Agency general
Instructions" messages)."
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"1102.12" | "Originated "Messages transmitted from TCC." "Cupe 1'-monthly Destroy
Messages" 2 months old."
"1102.13" | "Received "Messages (hard page copies) recéived by TCC." 5 /‘Cutoff bi-monthly. Destroy
Messages" : when 2 months old."”
"1102.14" | "Meterologica "Meterological observations data log book, av1 "Destroy special weather
1 weather observation reports and special weg observation reports on
Observations” observation reports." o discontinuance of the
. _ installation. Destroy daily
e meterological observation data
. ; and daily aviation weather
s observation reports when 1 year
A old."
“1103.01" | "Postal "NC1-374-81-41" | "Locator cards y##dah maintaining a locator system to "Destroy cards 1 year after
Directory" facilite the ¢ /,,/ of mail to individuals." departure of personnel."
"1103.02" | "Mailroom "NC1-374-81-41" | "Documys$Avhich relate to the control of incoming and | "Cutoff annually. Destroy when
Accountable outgg / ail by postal activities. Included are 1 year old.”
Mail /n table mail receipts: registered, certified, and
Receipts" Mutbered insured mail, and similar documents."
"1103.03" | "Mail Control | "NC1-374-81- ""Documents related to the control of incoming and "Cutoff quarterly. Destroy when
Files" outgoing mail. Includes routing and suspense slips, 3 months old."
delivery receipts, records of messenger trips, and similar
. papers."
"1104.04" | "Historical "Motion pictures, still pictures, and videos that document | "Permanent. Cutoff annually.
Photographic 47 US and foreign nuclear test events. Includes related Retain in Agency custody.
. Media (Tegff z nuclear effects, test engineering and construction, Transfer to the National
Events)g __--,-. scientific experiments, documentaries, factfinding and Archives when 75 years old,
. g ’ recorded incidents." IAW 36 CFR 1228.184. (A
g sample of the collection will be
selected by NARA at the time of
r transfer.)"
"110#%5" | "Non- "Photographic media and formats to document routine "Destroy when no longer
y Historical mission-related activities, not important to mission needed.”
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Photographic research or training activities or historical value. Includes o
Media" films, film strips, slide sets, videotapes, etc." //
"1104.06a" | "Agency "Motion pictures, still pictures, and videos developed org Permanent. Cutoff upon
Audiovisual acquired for DNWS courses for presentation by D W supersession or obsolesence.
Training instructors to students, field sites and other org; /é' 6ns. | Transfer to the National
Materials See 208.16d for course publications in har 261 or CD- | Archives IAW 36 CFR 1228.184
(Master ROM media." when 75 years old, upon the
. Copy)" Agency Director's determination
that Agency retention is no
' 7 longer required.”
"1104.06b" { "Agency "Duplicate copies of g /, aphlc training media "Destroy when no longer
Audiovisual maintained by the o Tralmng Library for supportto | needed.”
Training computer traipg brary. Includes stock of extra film
Materials prints or gy s 4 disks, maintained for distribution and
(Duplicate refere 7z frposes only."
Copy)" i
"1104.06¢c" | "Agency g fCrnal Agency traJmng media associated with "Destroy when superseded,
Audiovisual " anagement and administration. Included are TQ films, obsolete, no longer needed.”
Training role-playing, safety program (general procedures) or other
Materials management or supervisory instruction tapes or film."
(Management
. and
Admxmstratxo .
: "1104.07b" “Grapl ) /7 " "Line and halftone negatives, screened paper prints and "Destroy when no longer needed
offset lithpgraphic plates used for photo-mechanic_:al for publication or reprinting."
. Vi reproduction. Includes computer-generated graphic."
"1104.083,4% "Briefings and "Motion pictures, still pictures, and videos used for "Permanent. Cutoff annually.
# | Presentations official DTRA briefings, presentations, lectures, or Retain in Agency custody.
(Audiovisual) seminars of historical value. (See 201.03 for textual Transfer to the National
" records.)" Archives with related program

records, IAW 36 CFR
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"1104.08b" | "Briefings and "Non-historical motion pictures, still pictures, and en longer needed for
Presentations videos."

(Audiovisual)

"1104.09" | "Environment "Motion pictures, still pictures, and videos whig "Permanent. Cutoff upon
al document installation clean-up activities op4EgcCts. completion of project. Retain in
(Audiovisual) Records supplement or replace hard cgpfZs#Cords Agency custody. Transfer to the
" categorized under 1504.04a." P National Archives 75 after

‘ cutoff, IAW 36 CFR 1228.184,
7 pending the Agency Director's
o approval that Agency retention is
/ no longer required."

"1104.10" | "News Media "Motion pic / 111 pictures, and videos released by "Permanent. Cutoff annually.
and Release fefablic through various media sources." Retain in Agency custody.
(Audiovisual) ; Transfer to the National
" Archives when 75 years old,

JIAW 36 CFR 1228.184, upon
the Agency Director's
determination that Agency
retention is no longer required.”

"1104.11" | "Audiovisual "Index of audiovisual record material maintained by "Cutoff and dispose of indices
Records designated Offices of Record, for identification, retrieval, | with related audiovisual
Index" or.use of audiovisual records. Index of film, videotapes, material."

still photos or any other photographic media of temporary
g or permanent value."
"1201.01" | "Ry btirsabl | "GRS 9, #3" "Records related to reimbursing individuals, such as travel | "Cutoff annually. Destroy when
V& avel orders, per diem vouchers, and other supporting 6 years old."
g riles” documents related to official Government travel,
//"‘ ” generated and maintained by administrative travel
7 offices."

o102

"Transportatio

"Documents appointing Agency Transportation Officers."”

"Destroy 1 year after termination
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=

n Officer of pefgifitment."
Appointment
Files" y/
"1202.01" | "Administrati | "GRS 10, #4" "Correspondence maintained by Agency Transporatjegg® | "Cutoff annually. Destroy when
ve Motor Officers, responsible for maintaining record of /2% 2 years old."
Vehicle maintenance and operation of motor vehicleyZg®
Authorization 7
s" /5 ~
"1202.02" | "Administrati giglor vehicles." "Destroy 4 years after vehicle
ve Motor leaves Agency custody."”
Vehicle ‘
Requisitions"
"1301.01a" | "R&D "Permanent. Cutoff annually.
Program Retain in Agency custody.
Planning" new concepts. Included are project cost Transfer to the National
, , objectives, technical analysis, tasks, status, Archives when 75 years old,
asing and actual funds required." upon the Agency Director's
determination that Agency
retention is no longer required.”
"1301.01b" | "Joint Nuclear "Safeguard C Program planning documentation. Includes | "Permanent. Cutoff annually.
Atmospheric scientific needs and objectives reports, OPLANS, Retain in Agency custody.
Test supporting technical requirement plans, readiness Transfer to the National
Readiness capabilities and forecasting, and readiness facilities & site { Archives when 75 years old,
(JNATDR) »- plans for each location." upon the Agency Director's
Program" determination that Agency
/ retention is no longer required.”
"1301.01c" | "Joiggfduclear "Safeguard Program planning documentation. Includes "Permanent. Cutoff annually.
Vi erground scientific readiness plans and supporting test Retain in Agency custody.
Piest requirements, readiness capabilities and forecasting, and | Transfer to the National
Readiness readiness site plans for each location." - Archives when 75 years old,
(JNUTR) upon the Agency Director's
Program" determination that Agency




Defense Threat Reduction Agency Records Management Program

(Records Series and Disposition Instructions)

E7. Enclosure 7

5015.2

ZZA

i
i

retention is no et equired."

"1301.02" [ "R&D DoD "Documents relating to DTRA participation in, or "Permane pefantott annually.
Committees" relationship with various research coordinating Retaig / g ency custody.
committees or working groups of DoD. Included are to the National
agenda and minutes of meetings, memoranda reflecting 2 #Chives when 75 years old,
DTRA's position and nomination of committee membg 7% {"upon the Agency Director's
: determination that Agency
P retention is no longer required.”
"1301.04a" | "Weapons "Documents created in the developmen glebordinated, "Permanent. Cutoff annually.
Effects Test integrated, command-wide test sche . aintained Retain in Agency custody.
Schedules" electronically or in hard copy. Igs reports or minutes | Transfer to the National
of test scheduling conferen /’ d symposmms (pre-post | Archives when 75 years old,
shot) and weekly activity#eports." upon the Agency Director's
2 determination that Agency
7 retention is no longer required."
"1301.04b" | "Weapons "Complete hyeffasy of US and foreign nuclear weapons "Permanent. Cutoff annually.
Effects Tests effects tg m 4 from initiation thru research, development, | Retain in Agency custody.
Executed" des gmeenng, construction, instrumentation and Transfer to the National
oy mentatlon to completlon Includes pre-post shot Archives when 75 years old,
rds & lists of participants.” upon the Agency Director's
determination that Agency
retention is no longer required."
"1301.04c" | "Weapons "Preliminary and final scientific, technical, and "Permanent. Cutoff annually.

Effects Test

intelligence reports related to US and foreign nuclear
weapons test programs. Reports include program
documents, test execution reports, preliminary results,
summaries, and project officer reports."

Retain in Agency custody.
Transfer to the National
Archives when 75 years old,
upon the Agency Director's
determination that Agency
retention is no longer required."

Sc1ent1ﬁc

Raw Data"

"Laboratory logs, notebooks or other recorded
information, maintained in hard copy or electronically,

used to record R&D engineering and scientific procedural

"Destroy when Agency retention
is no longer required."
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"1301.06" | "Disapproved, "Documentation and related media generated for planning | "Re Agency custody.
Cancelled, or specific projects, disapproved, cancelled, or terminated." | #f&s# oy 20 years after
Terminated ’ ZpUisapproval, cancellation, or
R&D termination of project.”
Projects" Z
"1401.01" | "FAR/DFAR | "N1-374-89-5" "Letters and policy guidance related to irpefgf#€ntation of | "Cutoff annually. Retire to
Guidance" FAR and Defense FAR Supplement % HQDTRA RA or FCDTRA RA
3 years after cutoff if volume
exceeds more than 1 cu ft.
Destroy when 10 years old."
"1401.02" | "Specific "N1-374-89-5" "Memoranda and pgl#gZ#uidance related to DoD "Cutoff annually. Retire to
Procurement Directives/OSD Jfftranda, year-end spending, studies | HQDTRA RA or FCDTRA RA
Policy" and analysis gllting services, and Contract Advisor 3 years after cutoff if volume
and Assigifi#ec Services."” exceeds more than 1 cu ft.
/// Destroy when 10 years old."
"1401.03" | "DTRA "N1-374-89-5" "gsespondence, coordination and back up for DTRA "Cutoff annually. Retire to
: Procurement urement instructions issued by AM (other than those HQDTRA RA 3 years after
Instructions" published under 208.16 series)." cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
years old."
"1401.04" | "Procurement | "Nl "Correspondence and back up supporting the issuance of | "Cutoff annually. Retire to
SOP changes as they become necessary." HQDTRA RA 3 years after
cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
years old."
"1401.05" "N1-374-89-5" "Correspondence, back up, and guidance related to "Cutoff annually. Retire to
specific policies applicable to FCDTRA." FCDTRA RA if volume exceeds
more than 1 cu ft. Destroy when
Policies" 10 years old."
"New Policy | "N1-374-89-5" "Background and concept papers supporting potential shift | "Cutoff annually. Retire to
Directions" in AM policy." HQDTRA RA or FCDTRA RA
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T if volume

3 years cpeais
exce an lcuft
CRE 4:;' hen 10 years old."
"1401.07" | "DTRA "N1-374-89-5" "Back up and coordination related to development of AM 2250 off annually. Retire to
Contracting policy in the following listed procurement initiatives; 21 HQDTRA RA 3 years after
Initiatives/Iss Options and source task ordering, source selecn cutoff if volume exceeds more
ues" PRDA/Broad Agency Announcements, FA /i than 1 cu ft. Destroy when 10
. and uncompensated overtime." years old."
"1401.08" | "Executive "N1-374-89-8" "Back up, policy guidance, and su ated to AM "Cutoff annually. Retire to
Order 12352" 1mplementatlon of subject pro nt executive order, HQDTRA RA 3 years after
cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
years old."
"1401.09" | "Technical "N1-374-89-5 d operational reports related to "Cutoff annually. Retire to
Report (1401.15)" o of an effective Agency technical report HQDTRA RA 3 years after
Policy" cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
: % years old."
"1401.10" | "Imprest "N1-374-89-5" #”Information related to policy and operation of DTRA "Cutoff annually. Retire to
Funds" 27" | imprest fund(s)." HQDTRA RA 3 years after
cutoff if volume exceeds more
than 1 cu f. Destroy when 10
years old.".
"1401.11" &) 74 §9-5" "Policy guidance and operational reports related to AM "Cutoff annually. Retire to
w implementation of DoD profit policy." HQDTRA RA 3 years after
cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
v i years old."
"1401.12" A "NC1-374-81-44" | "Contracts, delivery orders, purchase orders or "Destroy 3 years after final
#| Purchases comparable instruments for $100,000.00 or less." payment, except records relating
Under to contracts involved in appeals
$100,000.00" shall be destroyed 7 years after
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b5t board decision.”

"1401.13" | "Ratification | "N1-374-89-5 "Policy, reports, and copies of pertinent ‘Cutoff annually. Retire to
Approvals (1401.16)" approval/disapproval of ratification actions by DTRZ¢ HQDTRA RA 3 years after
and Policy" AM." : . g cutoff if volume exceeds more
than 1 cu ft. Destroy when 10
. years old."
"1401.14" | "Individual "NC1-374-81-44" | "Contracts, delivery orders, purck // ders or "Cutoff ea FY. Retire to
Contracts comparable instruments for anpe#s#S more than HQDTRA RA or FCDTRA RA
Over $100,000.00." 2 years after final payment.
$100,000.00" Destroy 6 years and 3 months
after final payment, except
contracts involved in appeals
shall be destroyed 7 years after
final decision. (Records are
4 eligible for ret to an FRC.)"
"1402.01" | "Contractor "NC1-374-81-44" | "Béuments reflecting designation and recession of "Destroy 6 years after recession
Officer ' ritractmg officers, contract technical managers or or termination."
Designations" contract officer representatives and related procu:ement
d authority delegated."
"1402.02" | "Contract "N1-374 44" "Documents reflecting appointments of CTMs within the | "Destroy 6.years after recession
Technical > DTRA system. Includes backup and status information or termination."
Managers related to appointments."
Designations" g ‘
“1402.03" "Contractor il "Contract administration records and financial data such "Retire to HQDTRA RA 2 years
General as balance sheets, profit/loss statements, cash forecasts, after final payment or to
Inforg n" current and past production reports, personnel data, FCDTRA RA 5 years after final
y operational control plans, and similar documents." payment. Destroy 6 years and 3
é months (or 7 years) after final

payment, except contracts
involved with appeals shall be
destroyed 7 years after final
board decision.”
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"1402.04" | "Cost/Pricing | "NC1-374-81-44" | "Documents related to negotiating with commercial "Destroy after
(General)" concerns as to future pricing methods for improving establ#g#nt of a revised
pricing on contracts and negotiating price adjustment #3% agreement or when the
required by contract clauses, such as price escalation an 92 gdmmercial concern is no longer
price redeterminations." S considered a source of supply,
e whichever is earlier. (Records
related to a specific contract will
be filed therewith.)"

"1402.05" | "Debarred, "N1-374-89-4" "Record of suspension of bidders t ibits contractual | "Cutoff annually. Retire to
Suspended, relationship with DoD. Include of debarred, HQDTRA RA or FCDTRA RA
and Ineligible ineligible or suspended bid. tatus reports and when 3 years old, if volume
Contractors" recommendations relat 1dders; modifications, warrants more that 1 cu ft.

deletions, and additj lists.” Destroy when 10 years old."

"1402.06" | "Advanced "NC1-374-81-44" | "Documents re 0 the release of advanced planning "Cutoff annually. Destroy when
Procurement inormation strial firms or their use in future 6 years old."

Planning" plannin 0 aid in submitting bids for required
mat ncludes synopses of advanced procurement
fhg, lists of bidders, and inquiries."

"1402.07" | "Inter- "NC1-374-81-44" #ZPocuments accumulated by staff offices and National "Cutoff annually. Destroy when
Departmental # A Inventory Control Points related to procurement of supply | 5 years old."

Purchase / items by DTRA for other departments or procurement by
Requests" 4 other elements of the Agency. Includes copies of purchase
2 requests and amendments thereto."” .

"1402.08" | "Determinatio | #%£%-374-81-44" | "Documents related to determinations and findings "Cutoff annually. Destroy when
ns and required prior to negotiation of contracts. Includes 6 years old."
Fm&n% determinations, findings, and directly related

: 7 correspondence.”
"1402.09" | "gfitract "NC1-374-81-44" | "Documents related to reviewing contracts for legal "Cutoff annually. Retire to
eview sufficiency, appropriateness of award, reasonableness of | HQDTRA RA or FCDTRA RA
Board" price and cost, and similar matters. Includes appointment | when 3 years old, if volume

of review board members, copies of contracts, worksheets,
and related correspondence.”

warrants more than 1 cu fi.
Destroy when 10 years old."
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"1402.10" | "Source "N1-374-89-4" "Copies of supporting documentation reflecting the "Cutoff annualjpeletire to
Selection conduct of the Source Selection Board chaired by the HQDT RA ’4, “or FCDTRA RA
Evaluation Director, AM." whengeférs old, if volume
Board" s .-s"é'i' $ more that 1 cu fi.
; ,oy when 10 years old.
(Official copies of source
selection memoranda will be
@ maintained with individual
o contracts.)"
. "1402.11" | "Synopsis "N1-374-89-4" "Record copy of all synopsis statemefitstssued by DTRA | "Cutoff annually. Retire to
Transmittals" AM to the Commerce BusinessJB%y." HQDTRA RA when 3 years old,
4 if volume warrants more that 1
cu ft. Destroy when 10 years
old."
"1402.12" | "Workload "N1-374-89-4" "Weekly PR R o5 -follow-up reports issued by DTRA | "Cutoff annually. Retire to
Reports" AMto assy cycle time is adhered to; contracts HQDTRA RA when 3 years old,
draﬁed 1 y reﬂectlng progress of contract drafter if volume warrants more than 1
effogls nd-of-Year correspondence and management cu ft. Destroy when 10 years
g data used in closing out ea FY." old."
"1402.13" | "Protest and "NC1-374-81-44" g% 2Documents related to actions taken regarding correcting | "Destroy 10 years after final
Claims" P 7| mistakes in bids and in settling protests of award. Includes | action or decision.”
' copies of bids, contracts, and notices of awards; decisions;
copies of statutes; and related papers." .
"1402.14" | "Contracts "Backup coordination and procedural guidance supporting | "Cutoff annually. Retire to
: Completed : individual contract close-out work accomplished." HQDTRA RA or FCDTRA RA
and Closed ‘f"" when 3 years old, if volume
. Out" warrants more than 1 cu ft.
: ,/’/ : Destroy when 10 years old."
"1402.15" | J&¢ view of "N1-374-89-4" "Policy and procedural direction related to HQ DTRA AM | "Cutoff annually. Retire to
? feld staff surveillance of Field Command Contracting. Includes | HQDTRA RA when 3 years old,
/' Command delegations of general procurement authority." if volume warrants more than 1
i Procurement cu ft. Destroy when 10 years
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Actions" ;

"1402.16" | "Johnston "N1-374-89-4 "Correspondence and back up related to the Agency Cutoff annually. Retire to
Atoll (Former | (1402.26)" DOE contracting and support of the Atoll. (DO #0ut | HQDTRA RA or FCDTRA RA
DOE Contract of JA contract support was completed CY9 - when 3 years old, if volume
Support)" S warrants more than 1 cu ft.

S Destroy when 10 years old."

"1402.17" | "SDIO "N1-374-81-44" "Policy and procedural guid getated to handling SDIO | "Cutoff annually. Retire to

‘ (Procurement) procurements as an SDIQ) acting agent. Includes AM | HQDTRA RA when 3 years old,
" Director's duties as 1 r of the SDIO Contract Policy | if volume warrants more than 1
. Steering Group. g2 : cu ft. Destroy when 10 years
old."

"1402.18" | "Procurement | "N1-374-81-44" "Report tistics concerning placement, status, "Destroy 2 years after the end of
Action deli d settlement of procurement actions. Includes | the FY of preparation."
Reporting" dated reports and summaries. (Reports related to

1vidual contracts will be disposed of with related
contracts.)"

"1402.19" | "Government | "N1-374-894# "Policy and procedural guidance and backup "Cutoff annually. Retire to
Property/Facil correspondence related to Government property in the HQDTRA RA or FCDTRA RA
ities possession of DTRA contractors (or the acquisition when 3 years old, if volume
(Maintained thereof)." warrants more than 1 cu ft.
by Destroy when 10 years old. (See

. Contractors)y? 1408.02 for Property Book
Officer Appointments and
// 1408.06 for Property Book
- Inventories/Listings.)"
"1402.20" |4 "NC1-374-81-44" | "Documents related to the issue of tax exemption "Destroy 3 years after period
. xemption certificates which indicates proof of exemption of taxes covered by related account.”
| Certificates" excluded from the contract price under procurement
regulations. Includes US Government tax exemption
, certificates and identification cards."
2.21" | "Rochester "N1-374-89-4" "Material related to FY86 Congressionally mandated grant | "Cutoff annually. Retire to

Institute of

to RIT."

HQDTRA RA when 3 years old,
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Technology more than 1

(RIT) and #o7 when 10 years

Grant Policy" '

"1402.22" | "DARPA "N1-374-89-4" "Policy and procedural direction related to HQ DTRA : "-' off annually. Retire to
(Procurement) staff surveillance of DARPA contracting. Includes ZYHQDTRA RA when 3 years old,
" delegations of general procurement authority." if volume warrants more than 1
cu ft. Destroy when 10 years
old."
"1402.23" | "Contractor "N1-374-89-4" "Cutoff annually. Retire to
Handling of contractor handling of classified HQDTRA RA when 3 years old,
Classified if volume warrants more than 1
Material" cu ft. Destroy when 10 years
old."
"1402.24" | "Conflicts of | "N1-374-89-4" "Cutoff annually. Retire to
Interest and ﬂlCtS of interest and personal conflicts | HQDTRA RA when 3 years old,
Ethics if volume warrants more than 1
(Procurement) cu ft. Destroy when 10 years
L] v old."

"1402.25" | "Johnston "NC1-374-95-2" € orking copies of Base Operations Support Contract "Cutoff annually. Destroy when
Atoll %7 Deliverables maintained by FCDTRA (to include FCJ 5 years old. (Earlier disposal is
Deliverables Island staff). Excluded are contract procurement and authorized.)"
(Current DoD financial records maintained by the ROIC for retirement,
BOS IAW FAR guidance." ~ ‘
Contract)"

"1402.26" RS 23, #7" "Contractors' payrolls (construction contracts) submitted | "Destroy 3 years after date of
in accordance with Labor Department regulations, with completion of contract unless
related certifications, antikickback affidavits, and other contract performance is subject
related papers." of enforcement action on such

date."
"N1-374-89-11" "General procurement policy and procedural guidance. "Cutoff annually. Destroy when
Disadvantage Includes general information for small businesses, small | 3 years old."
d Business business qualification files, small business innovation
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Utilization research, and correspondence related to small
Program" disadvantaged business program."
"1403.02" | "Competition | "N1-374-89-11" "Competition program and policy correspondence and Z toff annually. Retire to
in background material. Includes competition advocate HQDTRA RA when 3 years old,
Contracting" goal-setting, and reports." 7 if volume warrants more than 1
cu ft. Destroy when 10 years
. o old."
' "1403.03" | "Historically | "N1-374-89-11" "General policy and procedural gujgéaserelated to the "Cutoff annually. Retire to
Black HBCU Program." e HQDTRA RA when 3 years old,
' Colleges and if volume warrants more than 1
Universities cu ft. Destroy when 10 years
(HBCU) old."
Program”
"1404.01" | "Controlled bution of controlled materials from DOD | "Cutoff annually. Destroy when
Materials des materiel requirements, allocation 5 years old."
Allocation tentatlve allocations, allocation requests,
and allotments, return of controlled materials and
Reporting" o .
"1404.02" | "Priority "Record of priority use of controlled materials by "Cutoff annually. Destroy when
Rating Cases" contractors and producers. Includes application requests 3 years old."
for priority ratings, delivery, production and construction
. materials and equipment, rating certificates and other
special requests." ‘
"1404.03" | "Material "Record of source of distribution, quantities, and "Destroy when superseded or
. Stockpile #71 comparable data on strategic and critical materials in, or to | obsolete."
s be included in the national stockpile. Includes data sheets,
. . changes thereto, and related information."
"1404.04" gin "Record of detection, prevention, and control of "Destroy 2 years after
ng Quality manufacturing defects. Includes in-process inspection completion of final product order
7 | Control" sheets, rework records, reports reflecting frequency for related component."
distribution of manufactunng defects and related
information."”
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"1404.05" | "Tool "Vellums, original drawings, and tracings used in "Destroy whegfrawings become
Drawings" manufacture of individual components with comparable supersedgdBr obsolete.”
documentation maintained as a record of tool design and ’
to facilitate reference to drawings." y g
"1404.06" | "Preservation "Record of preservation and packaging of materiel." g7 q "Destroy when superseded or
and Packing" > obsolete or upon incorporation
> 4 of data in procedural directives
. g or similar system."
"1404.07" | "Materiel "Record used for quality control of mg#ftiel related to "Destroy when superseded,
, Quality detection, prevention, and con ‘1‘_ Pdefects in materiel. obsolete, or upon publication of
Control" Includes inspection sheets, 758 fis, rework data, charts, data within standards or
graphs, statistical data sjg#Imilar information." guidelines, or upon completion
7 of procurement or production of
pertinent item, whichever is
first."
"1405.01" | "Materiel "Recopdg@evelopment of formal plans for "Cutoff annually. Destroy when
Standardizatio standgMization of FSC classes of materiel or broad 5 years old."
n Plans" “gffccring areas. Plans include methods of operation,
ne schedule, and pertinent supply and engineering -
considerations for individual projects.” .
"1405.02" | "Standardizati "Record of preparation, coordination, approval, revision, | "Destroy when 10 years old or 2
. on Document and cancellation of Federal and military standards, years after supersession,
Formulation" specifications, standardization handbooks and adoption of | revision, or.cancellation. (See
industry standardization and background material under 201 series for general
. DTRA responsibility." correspondence related to
administration and participation
. in committees or meetings.)"
"1405.03" | "ga "Record of preparation of military supply standards and "Destroy upon revision or
oply supplements for standard or nonstandard items. Includes | supersession of related military
' Standards" lists and tabulations of items, reports of simplification supply standard or supplement."
e studies, technical analyses and related information."
p ZP04" | "Standardizati "Record of standardization actions, such as indexing "Cutoff annually. Destroy when
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%57 ) years old."

on Reporting" changes, status of standardization plans and proj ects,,
significant accomplishments effected through 2
standardization. Includes consolidated and i
_ feeder reports." . oy
"1406.01" | "Supply "NC1-374-81-49" | "Record of DTRA participation on yad8a8dry groups or "Destroy when superseded,
Cataloging committees concerned with assj and advising in obsolete or NLN for reference.
Advisory development of cataloging :y/;;/ s, rules procedures, and | (See 201.04a for DTRA
Group" schedules. Included are S of agenda, minutes, and chairman or sponsor of
related information 4 committee.)"
"1406.02" | "Cataloging "NC1-374-81-49" | "Recurring recog##6ficial data on cataloging activities, | "Destroy consolidated or
Activity such asn "1item identifications processed and summarized reports when 5
Reporting" number o@%#pDly manuals in existence, under preparation, | years old. Destroy feeder reports
or regy / and other catologing information." when 2 years old."
"1406.03" | "Supply Item | "NC1-374-81-49" 9 ﬁ proposed ongmal item identification or "Cutoff at the close of each fiscal
Identification" Oposed changes, revisions, transfers, and cancellations | year. Destroy 4 years after
g7’y of basic names, definitions, descriptions, references and | cutoff."
”" | illustrations for inclusion in supply catalogs."
"1406.04" | "Item "NC1-37 ‘/’ [<49" | "Interim and approved supply item identification records | "Destroy when superseded,
identification g containing basic source of catalog data for each supply obsolete, or no longer needed."
Cards" 7 item, such as name, number, description; illustrating :
sketches; reference to applicable drawings, specifications
A and standards of manufacturer."
"1406.05" "Propert / "NC1-374-81-49" | "Record to maintain account for receipt and disposition of | "Cutoff annually. Destroy when

Acg ‘;'

property under responsibility of Property Officer. Includes
voucher registers, vouchers, and supporting documents,
inventory adjustment reports, stock record cards or related
information."

2 years old. (Description does
not include contract property
accounts or receipt, surplus,
salvage, or scrap property from
contractors.)"

"NC1-374-81-49"

"Record used to disseminate information concerning
availability of excess property. Included are reports of
excess personal property, listings, card forms, and similar
information."

"Cutoff annually. Destroy when
1 year old."
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"Destroy 1 ys8 hér

"1406.07" | "Surplus "NC1-374-81-49" | "Record submitted to selling activities surplus property for disposal of
Salable sale. Included are property lists, transmittals letters, and prope ﬁ‘
Property related information." 4 ‘
, Reporting" - 7
"1406.08" | "Due-In "Record of quantity and type of materiel due in for o estroy 2 years after receipt of
Documents" notification of shipment or for purpose of warehoys¢g#* | shipment."
space utilization planning. Includes requisitiop ;
purchase, shipping, and delivery orders; guefs#h
documents filed w/stock record accoy)
"1406.09" | "Requisition | "NC1-374-81-49" | "Register maintained to record rpefigéttions submltted for | "Cutoff annually. Destroy when
Register” supplles to be furnished DT, ‘,,"f, # other governmental 1 year old."
agencies." 7
"1406.10" | "Requisition | "NCI1-374-81-49" | "Extra copies of regfs5#f0ns that are maintained by the “Destroy when no longer
Register : activity responga 5 Aor initiating the requisitions." needed, but not later than 6
Reference 4 months after disapproval of
Files" requisition or completion of
& supply action."
"1406.11" | "Station "NC1-374-8149" #g#cord of supply status, excess stock, and redistribution | "Cutoff annually. Destroy when
Supply Z0f stock, including stock status report and report on status | 2 years old."
Reporting” . of equipment."
"1406.12" | "Material "NCI1-348¥7°49" | "Record containing data for use in establishing utilization | "Cutoff annually Destroy when
Handling % requirements for MHE. Includes daily records of MHE 2 years old."
Equipment operations, copies of utilization reports and similar v
: Utilization" information."
"1406.13" | "Warehoysz»T "NC1-374-81-49" | "Warehouse, shed, or open storage space planning and "Destroy when superseded or
layout diagrams or comparable information."” obsolete."
"1406.14" "NC1-374-81-49" | "Record of overall storage operations provided to higher | "Cutoff annually. Destroy when
headquarters. Includes depot space and operating reports, | 2 years old."
monthly materials handling reports and similar
& information."
ﬂ 06.15" | "National "NC1-374-81-49" | "Record of receipt, storage, and inventory of strategic and | "Destroy 2 years after out
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Stockpile critical materials stored by the DTRA for GSA, Defense | shipment gfzi# 1a1 "
Account" Materials Service. Includes inventory record cards ; ,—"
(location, name, type) and vouchers, receiving and 77
) shipment and adjustments." 7
"1406.16" | "National "NC1-374-81-49" | "Registers maintained to assign voucher numbers in %% | "Destroy 6 years after individual
Stockpile numerical sequence to vouchers relating to recejpg#® sheets or individually bound
Voucher storage, and shipment of strategic and critigag#fierials for | books are filled."
Register" account of GSA, Defense Materials Se . :
"1406.17" | "National "NC1-374-81-49" | "Record of storage space allocateg#g#Occupied by "Cutoff annually. Destroy when
Stockpile strategic and critical materialg,#%#d by DTRA for GSA, |3 years old."
Reporting" Defense Materials Servicg //’ des quantity of each
commodity stored, l €1ving report number and
outbound report b 2
"1407.01" | "Major Item | "N1-374-89-21" "Documents 7 possess continuing value for period of | "Destroy 1 year after
Files" time tha %M remains in the supply system. Included | obsolescence or removal of the
are a urnal sheets, identification cards, supply item."
nQ#Es ature descriptions, stock numbering actions,
o~ m and supply data."
"1407.02" | "Major Item | "N1-374-89-21" o Documents created in forecasting and computing gross "Destroy 3 years after
Forecasting" ' quantitative requirements for individual major and supersession of specific
selected items of material. Includes are material planning | documents or 1 year after
studies and other studies, analyses of replacement and obsolescence, discontinuance, or
v consumption rates, readiness status." removal of the item."
"1407.03" | "Secondary _#FN1-374-89-21" "Record of forecasting quantity of an individual secondary | "Destroy 1 year after
Item and item or repair part. Includes supply control forms, obsolescence, discontinuance, or
Repair gt procurement data, requisition, supply control analyses, removal of supply item.”
; consolidated requirements, stock level changes, shipping,
/A receiving, delivery and repair."
"1408.01" #7 "NC1-374-81-51" | "Documents related to assignment of authorized supply "Destroy 1 year after
codes to activities authorized to maintain installation cancellation of all supply codes
(contractor) property books. Included are registers and listed on sheets or in bound
related information." registers."”
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"1408.02" | "Property "NC1-374-81-51" | "Documents reflecting the designation of property /’ lpon new
Officer officers. Includes letters of appointment and revocation." | gpggfitment."
Designations" ///
"1408.03" | "Property "NCI1-374-81-51" | "Reporting loss, theft, and recovery of firearms, @ | "Destroy 1 year after recovery of
' Loss, Theft, ammunition, and related items." items. Destroy after 5 years for
and Recovery items unrecovered."
Reporting" s .
‘ "1408.04" | "Property "NC1-374-81-51" | "Documents related to deviations fro //’- erty "Destroy 2 years after expiration
Accounting accounting procedures. Includes rpg§#¥sts for deviation,. or disapproval of deviation."
. Deviations" justification for deviation, cog 10n, comments,
approvals, disapprovals, g ed correspondence."”
"1408.05" | "Supply or "NC1-374-81-51" | "Documents related tg#fggiests for authorization for "Destroy when incorporated in a
Equipment allowances or auths exceed or change existing numbered publication, or on
Authorization authorization ’ recission or discontinuance,
" 7z whichever is earlier."
"1408.06" | "Property "NCI1-374-81-51" | "Origi .,‘%’ aster property book listing and related recipt | "Transfer to Agency Property
Book and ang f-in of property for which contractor property book | Officer or Contract Officer
Supporting i) cial is responsible." Representative upon termination
Documents" 2 of contract with final close-out
and accountability of property.
/4 Destroy 2 years after property
' i account reflects a zero balance."
"1408.07" | "Document "N#i-374-81-51" | "Registers listing document number and type of supply "Cutoff annually. Destroy when
Registers" action taken on documents that support entries to property | 2 years old."
: book."
"1408.08" | "Hand "NC1-374-81-51" | "Receipts reflecting acceptance of responsibility for items | "Destroy on turn-in or other
> Recgyffts" of property listed thereon. Includes individual receipts and | complete accounting for the
/ listings." property, or when superseded by
a new receipt or listing,
whichever is earlier.”
"14Q#%9" | "Property "NC1-374-81-51" | "Reports of inspection of property records and related "Cutoff annually. Destroy when
7’ Record papers reflecting results of inspections, generated by 3 years old. (See 101.07 for
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Inspection offices conducting inspections." offices being ins D < D"
Reporting" A
"1408.10" | "Equipment "NC1-374-81-51" | "Perpetual inventory of selected major or end items of "Des #onths after transfer
Records" equipment, and record of maintenance and repair of 0 dlsposmon of related
related equipment. Includes inventories of real property ; .' pmen
installation equipment (RPIE) and spare parts."
"1408.11" | "Loss, "(1408.19)" "Record of the loss, destruction or expenditure o «/ "Destroy 1 year after ﬁnal
" Destruction or account materiel." // action."
Expenditure
. of Loan A
Account 7
Materiel" 4
"1408.12a" | "Government- | "NC1-374-81-51" | "Contractor custody r or hand receipts, orignal "Transfer to Agency Property
Furnished listing and final i in, % Officer or Contract Officer
Material and Representative upon termination
Equipment" / / of contract upon termination of
g contract with final close-out
/ report. Destroy upon turn-in or
,,// other satisfactory accounting for
items involved."
"1408.12b" | "Government- | "NC1-374-8£51" | "Record of perpetual inventory of materials and "Destroy upon transfer or
‘ Furnished ‘ equipment. Includes equipment manuals, preventive disposal of related equipment.
Material and maintenance plans and schedules, equipment inventory Destroy plans when superseded
Equipment" cards, record of maintenance, repair, overhaul, utilization | or obsolete. Destroy
. and spare parts reports." inspection/status reports and
schedules when 2 years old.
. Maintain current plans, manuals
s & other reference material in JA
i Technical Pubs Library."
"1408.13"| "Loan of "NC1-374-81-51" | "Documents related to loan of equipment, tools, or "Destroy 2 years after turn-in, or
¢ | Equipment” material to or from other Government agencies. Includes | other satisfactory accounting for
requests, approvals, reports, agreements, and related items involved."
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documents, maintained separately from items to be filed
with property accounts." _
"1408.14" | "Administrati | "NC1-374-81-51" | "Documents relating to the administration and #Putoff at the close of each fiscal
ve management of financial inventory accounting syste / year. Destroy 3 years after
Management Included are consolidated reports, supply managepzZgl cutoff."
Financial plans and reports, source material, posting meg 2
Inventory related documents."
.’ Accounting" 7 4
"1408.15" | "Financial "NC1-374-81-51" | "Documents created and maintaingeg# offices responsible | "Cutoff at the close of each fiscal
" Inventory for financial inventory accoury r equipment and year. Destroy 1 year after
Accounting" supplies in their custody. J#gified are category journals | cutoff."
& ledgers, inventory cpefgst, financial supply
management repoL#ies statements."
"1408.16a" | "Reports of "NC1-374-81-51" | "Reports descpifpg circumstances and recommended "Destroy 10 years after final
Survey" pecuniary LBty action. (Records are eligible for
/7 4 retirement to an FRC, if volume
7 warrants more than 1 cu ft over a
o 5-year period.)"
"1408.16b" | "Reportsof | "NC1-374-81-51#4” Reports describing circumstance and no recommended | "Cutoff annually. Destroy when
Survey" pecuniary liability." 3 years old."
| "1408.17" | "Report of "NCI1-3744%-51" | "Registers and related correspondence maintained to "Cutoff annually. Destroy when
.—’ Survey 2 control reports of survey." 10 years old."
Control ' ‘
Registers" 4
) "1411.01" | "Petroleum #Z71 "NC1-374-81-53" | "Petroleum supply program reports reflecting "Cutoff annually. Destroy when
Supply requirements, stock status, conservation data, and similar | 5 years old."
: Repgefing" information (Use 1503.06b for Petroleum Product
/ Analysis Testing Reports, fuel consumption and solid fuel
/ control for receipt and storage information)."
" 141 "Port Extract | "NC1-374-81-54" | "Requisition, notification of availability, release, shipment | "Cutoff annually. Destroy when
2 Requisitions" of supplies, shipping orders, purchase orders, vendor's 3 years old. (See 1504.05 for
/,/ shipping documents, shipping ration requests, stock Port Harbor services for
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control reports for port harbor operations of non-
hazardous cargo shipments."

"1501.01" [ "Installation | "NC1-374-81-55" | "Documents relating to selection of installations for P anent Cutoff annually.
Status activation, inactivation, designation as permanent, or othef##etain in Agency custody.
Evaluation" change in status of an installation Includes studi Transfer to the National
_ Archives when 75 years old,
upon the Agency Director's
determination that Agency
retention is no longer required."
"1501.02" | "Master "NC1-374-81-55" | "Installation Master Plans a "Permanent. Cutoff annually.
Plans" information maps and s; analysis of facilities Retain in Agency custody.
tabulatiqn of existing#fgfired facilities; preliminary land | Transfer to the National
@site plans, analytical reports and Archives when 75 years old,
upon the Agency Director's
determination that Agency
2 retention is no longer requir
"1502.01" | "Real "NC1-374-81-56" mu' ents related to the utilization and status of DoD "Destroy correspondence related
Property Vel property, under DTRA host management control or to the overall management of
Utilization property leased by DTRA. Includes related reports, property under DTRA control
and correspondence, and studies." when 6 years old. Destroy
Management" reports when superseded or on
transfer of related installation (or
building) from DTRA control,
V& whichever is earlier.”
"1502.02" 7" NC1-374-81-56" | "Correspondence related to supervision and performance | "Cutoff annually. Destroy when

of property maintenance, but exclusive of specific
categories of records described elsewhere in the 1502
series." '

6 years old."

"1502.052" 2 Bu
¥4 Grounds

Maintenance”

"NC1-374-81-56"

"Maintenance plans."

"Destroy 5 years after
supersession."

"Building and

"NC1-374-81-56"

"Maintenance and repair projects; related surveys,

"Cutoff annually. Destroy when
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Grounds progress, inspection, & expenditure reports; work requests | 5 years- g7
Maintenance" and summary of completed work orders. (See 1503.08 for ~Z
minor work orders and 1503.11 for alteration projects.)" ~
"1502.04a" | "Entomology" | "NC1-374-81-56" | "Pest Control Management Plans." // "Destroy when superseded."
"1502.04b" | "Entomology" | "NC1-374-81-56" | "Herbicide application reports, quarterly pest cop#s” "Cutoff annually. Destroy when
reports (DD Form 1532), inspection plans ' 5 years old."
schedules."
"1502.05" | "Sanitary "NC1-374-81-56" | "Information concerning disposal ap "Cutoff annually. Destroy when
Services" hazardous waste. Includes mo P #Psewage situation 5 years old."
monitoring reports and insg e / s (See 1504.03 for
sanitary surveys and 13§ / for disposal of hazardous
waste.)" L 4
"1502.06" | "Custodial "NC1-374-81-56" | "Initial Custodj ice Work Schedule, with "Cutoff annually. Destroy when
Services" modificatiggfaPorts of schedule changes. (See 201.01a 5 years old."
for Mop roject Work Schedules.)"
"1502.07" | "Installation | "NC1-374-81-56" @y Assurance reports related to the progress and "Destroy 2 years after project is
Maintenance tion of maintenance and repair activities, in completed, on discontinuance of
Progress and nnection with real and installed property. Includes installation, or when no longer
Inspections" progress, work and inspection reports." needed for reference."
"1502.08a" | "Energy "NC1-37 "Annual Energy Conservation Plans" "Destroy when superseded."”
Conservation"
"1502.08b" | "Energy "Ny / 714-89-9" "Energy Violation Reports" "Cutoff annually. Destroy when
Conservation" 7 ‘ 2 years old:"
"1502.09" | "Space ,{_ Z2PNC1-374-89-9" "Facilities space management control plans and utilization | "Cutoff annually. Destroy when
Manage 4 data, to include confined space entry plans." 5 years old."
Con o
"1503.01" | "L#& “es "Records related to the criteria, standards, practices, and | "Cutoff annually. Destroy when
/,» sineering applications of the maintenance, repair, operation, 5 years old. Maintain
# Corresponden conservation, and improvement of facilities at military engineering studies until no
// ce" installations, maintained by offices other than installation | longer needed for reference."
engineers."
"Projects "Index of mililitary construction projects, minor "Destroy on discontinuance of
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Control construction projects, and facilities engineering projects, a1
Register" maintained electronically or in hard copy, for purpose of p /
retrieval of information." Yo
"1503.03" | "Military "Planning, design, specification, and construction. 27 'Destroy installation copies of
Construction Includes authorizations, justifications, tests, original 'as built' drawings for
Projects” investigations, geological reports, cement & feffifid new or existing facilities upon
reports, drawings, logbooks, constructiopAigld Tayout discontinuance of installation.
books, computation & cross-sectio (See 604.04 for construction of
radiation facilities where nuclear
weapons were housed or
e tested.)"
"1503.04" | "Minor "Documents relatgg / or construction projects "Destroy 2 years after
Construction accomplished /5 p5or GOp units in overseas areas, other than | completion of project.”
Projects" those coveagtinder 1503.11 for facilities upgrades,
modi £ ghtbns, or alteration projects completed.”
"1503.05" | "Project /v fents describing work to be performed, cost "Cutoff annually. Destroy when
Authorization ;};}( tations, and authonzmg funds for obligation. (Records | 5 years old."
s" are often filed with project files--series applies to such
records if they are maintained separate from project
files.)" -
"1503.06a" | "Utility "Utility Plant operating logs." "Cutoff annually. Destroy when
Operations" 1 year old."
"1503.06b" | "Utility "Petroleum product analysis and test reports, solid fuel "Cutoff annually. Destroy when
Operationgg? control records (includes receipt, storage, and use of solid | 2 years old."
fuels) and utility meter readings. (See 1504.04a for solid
waste management plans.)"
"1503.06c" | gty "Operations and maintenance plans, water use "Cutoff annually. Destroy when
eratlons contingency plans, and scheduled outage reports.” 5 years old."
"1503.04 "History of major utility plants and systems. Includes "Destroy on discontinuance of
Operations” maps, tables, drawings and unscheduled outage reports for | installation. (See 1501.01 or
electrical power production, distribution and auxillary 1504.04a for utility studies and
systems; steam and hot water heating; potable and non- related environmental studies
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potable water; and sewer systems."

and ‘ ¢ for modification or
#on of utility plants.)"

"1503.07" | "Facilities "Documents relatmg to the review and approval for i P 1sapproved Projects: Destroy
Engineering maintenance, repair, or modification of buildings, 78" when 2 years old. See 1503.08
Project grounds, 1mproved areas, or other projects. Inc qe;~,/ ire | or 1503.11 for approved project
Estimates" individual project estimates and requests, 7 estimates."
approvals/disapprovals, and related infpefs#on."
"1503.08" | "Facilities "Minor work orders." / "Destroy 2 years after
Engineering / completion of work."
Work Orders" /
"1503.09" | "Facilities "Copies of work ord A7 for follow-up of authorized | "Destroy 1 month after
Engineering work by section fo W,,./ " completion of work."
Work Order
Control"
"1503.10" | "Facilities "Reg //’ mdex of work order numbers a531gned "Destroy 2 years after date of
Engineering ed electronically or in hard copy." last entry."
Work Order
Register" ‘
"1503.11" | "Facilities <7 | "Installation history of existing facilities. Includes "Destroy on discontinuance of
Engineering ’ modifications, upgrades, minor construction, structural installation. (See 1502.03 for
Projects" s repairs, and alteration projects; related work requests, building and grounds
surveys, maps, drawmgs photos, mspectlons completion | maintenance; 1503.03 for
notices and warranties." MILCON projects; 1503.06d for
maintenance and repair of utility
systems and 1503.08 for minor
o7 work orders.)"
"1503.12" | "C#ibration "Information used to record repair, maintenance, or "Documents used to plan, record
4 ipment modification of non-radiation calibration and test repair, maintenance or

/ ¥ Records"

equipment. (See 604.03 for radiation calibration and test
equipment.)"

modification of equipment:
Destroy when 20 years old.
Evaluation studies: Destroy
when 2 years old or upon
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disppsghtt related equipmen

"1504.01" | "Fire "NC1-374-81-58" | "Documents related to the criteria, standards, practices 2 PesStroy 2 years after

Prevention” and application of fire prevention and protection prac /.:»" supersession."
i and methods." .’ 7

"1504.02" | "Fire "NC1-374-81-58" [ "Fire report summaries, message trafﬁc, and jife 7 dlcent "Transfer to FCDTRA RA when

Reporting" reports." o 5 years old. Destroy when 25
years old. (Records are eligible
for retirement to an FRC.)"

"1504.03" | "Environment "Spill prevention control and'Ggrntermeasure plans, "Retire plans, sanitary surveys &
al Pollution ozone-depleting substap#k gfemical reports, sanitary chemical sampling/analysis to
Abatement" surveys, SPC, cherp##4nd bacteriological FCDTRA RA when § years old.

sampling/analyg e 1504.04a for coliform, water DEST when 10 years old. DEST
quality and y##afion reports; radionuclide analysis.)" bacteriological
sampling/analysis reports &
corrective actions when 5 years
old."

"1504.04a" | "Environment /HM management plans, permits, assessments, "Permanent. Cutoff annually or
al impact statements, investigations, summary reports, upon completion of project.
Investigations inspections, surveys, containment/release, monitoring, Retain in Agency custody.
and Reports" sampling, analysis, remediation/restoration. (Includes Transfer to - the National

Johnston Atoll Plutonium Cleanup)” Archives when 75 years old or
75 years after cutoff, upon the
Y Agency Director's determination
/,/ that Agency retention is no
longer required."
"1504.04b" | "Enge #nment | "NC1-374-95-2" "Johnston Atoll Plutonium Soil Clean-up Raw Data "Retire to FRC when 1 year old.
,/ (contractor generated). Information is summarized in Destroy 50 years after
/,,ﬁ estigations quarterly summary reports categorized under 1504.04a)." | completion of project.”
/ and Reports
/ (Raw Data)"
0 "Hazardous "Information accumulated in controlling receipt, use, "Retire to FCDTRA RA when 5
Waste/Materi transfer, storage (temporary), shipment and disposal of years old. Destroy when 50 years
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old. (Recogd®are eligible for

al hazardous waste/material. Includes instruction for
Management movement, registers, issue receipts, manifests, inventories, | retirepzefit to an FRC.)"
and Source disposal and exception reports." > 4
) Accounting" - >
"1504.06" | "Enewetak "Published plans, reports, studies and other reI 7 - "Permanent. Cutoff upon
Records information, as defined by the Director of the3 cy, completion of project. Retain in
Collection" related to the radiological cleanup and ya Agency Custody. Transfer to the
National Archives when 75 years
old, pending the Agency
Director's determination that
Agency retention is no longer
required.”
"1505.01" | "Conservation | "NC1-374-81-59" | "Special studigef; "Permanent. Cutoff upon
of Natural natural re s, power development, flood management, | completion. Retain in Agency
Resources” fish a S ife, forests, soil/beach erosion control, land | custody. Transfer to the National
: ffe protection, water hyacinths, aquatic plants and | Archives 30 years after cutoff.”
g#tCultural land use."
2301-01 Treaty NI-330-93-4 F#These files consist of inspection documents, reports, logs, | Original Signature copies:
Inspection treaty protocols, checklists, handbooks, site books, issue | Permanent. Transfer to the
and papers, and other documents pertaining to OSIA's National Archives on SF 258
Monitoring inspection and monitoring responsibilities. (See AI-15) when no longer needed for
Files. reference purposes, or when 10
/ % 7 years old, whenever is sooner.
2301-01 (1) | Treaty #N1-330-93-4 Signature copies of inspection documents consisting of Disposition: Original signature
Inspectigpz57 specifications of inspection sites, baseline reports, short- | copies: Permanent. Transfer to

and

notice inspection reports, and elimination and closeout
reports. Also includes monthly inspection reports and test
site activity logs recording on-site inspections;
hydrodynamic and seismic measurements; coordinated
schedule for testing; and inventories of hydrodynamic and
seismic equipment in use at test sites.

the National Archives on SF 258
when no longer needed for
reference purposes, or when 10
years old, whichever is sooner.
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Treaty

2301-01 (2) NI-330-93-4 Inspection reports consisting of weekly reports on isp##tlion: Destroy 1 year
Inspection activities at monitoring sites. i #Cr publication in monthly
and report.

Monitoring
Files

2301-01 (3) | Treaty NI-330-93-4 Disposition: Permanent. COFF
Inspection at upon expiration of treaty or
and termination of
Monitoring monitoring/inspection function
Files and retire to the WNRC.

Transfer to NARA 30 years after
o cut off.

2301-01 (4) | Treaty NI-330-93-4 Aty Logs. These are logs maintained on- | Disposition: Cut off at the end
Inspection entries cover every activity observed of each calendar year; retain in
and -hour period, including verification of vehicles | the current files 2 additional
Monitoring the site which are not required to be inspected years and destroy.

Files der the terms of a treaty.

2301-01 (5) | Treaty Intelligence report files. Copies of DIA/CIA intelligence | Disposition: Destroy when
Inspection reports on various weapons systems. weapon concerned is removed
and from the inventory or when no

Monitoring

o

longer needed for reference
purposes, whichever is later.

2301-02 (1)

7 NI-330-93-4

1. Duty Logs containing daily entries on all activities
recorded by the operations centers personnel during every
24-hour period (NI-330-93-4).

Disposition: Permanent. Cut off
after 90 days, hold in inactive
file until no longer needed for
reference, and retire to WNRC.

Operations

notification cables (ANC) and Soviet notification cables

Transfer to NARA 30 years after
cut off.
NI-330-93-4 2. State Department Notification Message Files. These Disposition: Cut off at the end
Command are maintained by treaty and consist of American of CY and destroy.
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Centers Files (SNC). 2
2301-02 (3) | HQ and NI-330-93-4 3. Inspection files. These files contain coordination Z#P0sition: Permanent. Cut off
Command sheets, notifications from the Risk Reduction Center _##4t conclusion of inspection and
Operations mfonmng the State Department when to transmit ¥ §%01d | retire to WNRC when no longer
Centers Files copies of actual cable transmissions. Also in »' needed for current business.
transcripts of telephone calls from inspectgeé®rthe field | Transfer to NARA 30 years after
and other pertinent data about the dep /./ﬁ inspection cut off.
teams. 22
2301-04 (1) | Training Files This file consists of: Recordgg€itaining to individual Disposition: Programs of
military training such asj ){ C, SAEDA, physical fitness | instruction: Use 202-48.1a.,
tests, language enhsz V% fent training, marksmanship, CPR | retire to WNRC when course is
training, and geng#t military subjects conducted by revised or discontinued; destroy
OSIA. 4 when 40 years old. All other
records: Use GRS 1, Item 29b.,
cut off at the end of the CY, hold
in current files 2 years and retire
Z to the WNRC; destroy when 5
years old.
2301-04 (2) | Training Files This file consists of: Records pertaining to ancillary Disposition: Programs of
training such as Space and Missile Orientation Course instruction: Use 202-48.1a.,
(SMOC), Rocket Motor Production Course (RMPC), retire to WNRC when course is
arctic cold weather course, liquid rocket course, which are | revised or discontinued; destroy
conducted by contractors. when 40 years old. All other
records: Use GRS 1, Item 29b.,
cut off at the end of the CY, hold
in current files 2 years and retire
s to the WNRC; destroy when 5
years old. .

/




E7.. Enclosure 7 5015.2
Defense Threat Reduction Agency Records Management Program
(Records Series and Disposition Instructions)
— : : : Py
2301-04 (3) | Training Files This file consists of: Records pertaining to treaty-specific | Dis osmo A rograms of
training conducted by OSIA such as the history of instryg#6n: Use 202-48.1a.,
individual treaties, inspection/escort requirements, ri ghts ##te to WNRC when course is
and privileges of inspectors, etc. @7 revised or discontinued; destroy
when 40 years old. All other
records: Use GRS 1, Item 29b.,
cut off at the end of the CY, hold
. in current files 2 years and retire
to the WNRC,; destroy when 5
Z, years old.
2401-01 Electronic GRS 8, #30 Electronic copies of reco t are created on electronic | Disposition: a. Copies that have
Mail and mail and word proc / stems and used solely to no further administrative value
Word generate a recordc / copy of the records covered by | after the recordkeeping copy is
Processing the other iterps5s 7 1s schedule. Also includes electronic | made. Includes copies
System copies of pfs %As created on electronic mail and word maintained by individuals in
Copies #systems that are maintained for updating, personal files, personal

/;7 , or dissemination.

electronic mail directories, or
other personal directories on
hard disk or network drives, and
copies on shared network drives
that are used only to produce the
recordkeeping copy.
Destroy/delete within 180 days
after the recordkeeping copy has
been produced. b. Copies used
for dissemination, revision, or
updating that are maintained in
addition to the recordkeeping
copy. Destroy/delete when
dissemination, revision, or
updating is completed.
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