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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK

JOB NO.
\ (See Instructions on reverse) /\/ ]- §7 4\. £9— /
TO" GENERAN SERVICES ADMINISTRATION DATE RECEIVED 7.8
NATIONADARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 . r4 - ?
1. FROM (Agency orXgstablishment) NOTIFICATION TO AGENCY
Def N A
ense ucgear agency In accordance with the provisions of 44 U.S.C 3303a
2. MAJOR SUBDIVISION the disposa! request, including amendments, is approved
except for items that may be marked “‘disposition not
Command Servicks Directorste/Asst for Log & Engr rovet o it i o 10 T e e
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist 1s
Support Services Rivision - not required.
3. NAME OF PERSON WITH WHOMYO CONFER 5. TELEPHONE EXT. [DATE ARCHIVIST OF THE UNITED STATES
Pauline E. Korpanty 325-1162

| hereby certify that | am authorized\to act for this agency ingnatters pertaining to the disposal of the agency’s records;
\ __~ __ page(s) are not now needed for the business of this

B. DATE C.SIGN RE Ol AGENCY RBRRESENTATIVE D. TITLE
%2 ‘? !' 2 DNA Records Management Officer
13 Jan 89 ([ !
7 . 9.GRSOR | 10. ACTION
ITEM SUPERSEDED | TAKEN
NO JoB (NARS USE
: CITATION ONLY)
1 201 Common Mission Files NCY-374-78-1
Pages 2 - 5 of the subject schedule (revised)\ and 1 copy of the
DNA Form 553 (Records Management Inventory) are attached.
JoB Wi Th a/reu.m
é)u//t(o'fe Z /1'//-'374*87‘3
)
|
115-108 . NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)

\ Prescribed by GSA
FPMR (41 CFR) 101-11.4
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COMMON MISSION FILES (Agencywide Records) encompass administrative
files related specifically to the office migsion rather than general
administrative matters described in the 101,102, and 103 sections. (See

\_Converaion Tables.) (NC1-374-78-1, 201)

N ‘
ADMINISTRATIVE FILES. (NC1-374-78-1, 201.01) Documents relating to the

overall routine administration of office migssion activities, but
excluslve of specific mission files. These files include, but are not
limited to --

a. Rout}ne comments/coordination on regulations, directives, or other
publicatiohs prepared by another office with primary responsibility. 1If
comments result in additional action affecting the mission of the office,
documents sho Lg be filed with the appropriate migsion files.

DESTROY 'HKI\{ YEAR OLD OR WHEN APPLICABLE INSTRUCTION IS RESCINDED
OR IS SUPEBRSEDED, WHICHEVER IS SOONER.

b. Messages used for ‘expeditious interim changes to instructions.

DESTROY WHEN APPLIC INSTRUCTION IS BESCINDED OR IS SUPERSEDED.
EABRLIER DISPOSAL IS AUTHORIZED.

c. Evaluation by office of suggestions that do not result in issuing an
instruction or establishing a phpject.

DESTROY WHEN 2 YEARS OLD.
d. Program and budget documents, cos?® reduction reports, copies of
historical feeder reports, and comparable management reports prepared to
submit data to offices responsible for these management functions.

DESTROY WHER 2 YEARS OLD.

e. Documents relating generally to the application of ADPS and PCM
operations within the office functional area.

DESTROY WHEN 2 YEARS OLD.

f. Annual historical summaries (Directorate submissiongy) (deleted - see
item 201.01d above).

f. General administrative matters not identified elsewhere \n common
miggion files.

DESTROY WHEN SUPERSEDED OR OBSOLETE. (GRS 23, #1)
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NOTE:

201.03

€. Directorate responses to Command Group inquiries.

Proposed Disposgition
DESTROY WHEN 1! YEAR OLD.

-
r

However, if the communications (201.01g) result in establishment of
ew project or additional misgion functionsg, these records will be
thdrawn and placed in the appropriate new miggion records sgeries,

ES. Documents relating to agreements between elements of
DNA, between \DNA and other Military Services or Federal agencies, or
between DNA and other non-federal organizations or agencies; but not
with foreign countries. These agreements are negotiated to provide for
continued understinding between recognized organizations and DNA for the
purpose of providing or obtaining various types of support services. The
gervices include logigtic, medical, administrative, fire protection,
facilities, payroll, apd similar support on a one-time or continuing
basis; and on reimbursakle or nonreimbursable basigs. Included are
agreements, agreement checklists, amendments, review comments, and
related correspondence. NC1-374-78-1, 201.02)

a. Office requesting support\and

ANSFER OF PERSONNEL SPACES AND MATERIEL
SUPERSESSION, CANCELLATION, OR

(1) AGBEEMENTS INVOLVING TH
WILL BE DESTBOYED 6 YEARS AFTKR
TERMINATION OF AGREEMENT.

(2) AGREEMENTS NOT INVOLVED IN TRANSFER OF PERSONNEL SPACES AND
MATERIEL WILL BE DESTROYED 3 YEARS AFTER SUPERSESSION, CANCELLATION,
OR TERMINATION OF THE AGREEMENT. EARLIER DISPOSAL IS AUTHORIZED.

b. Reviewing offices.

DESTROY 1 YEAR AFTER SUPERSESSION, CANCELLATION, OR TERMINATION OF
THE AGREEMENT. EARLIER DISPOSAL IS AUTHORIZKD.

BRIEFINGS/PRESENTATIONS FILES. Documents used by DNA personnel for
participation in symposiums/presentations at outside \agencies and
non-Federal institutions, ags well as inhouse briefings Included is
documentation on the general agency misgion and gpecifid\ projects in
which DNA takes part, in the form of specially prepared hiyndouts,
vu-graphs, 35mm slides, and similar documents. (NC1-374-78cl, 201.03)

DESTROY ON SUPERSESSION OR OBSOLESCENCE.
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201.04 COMMITTEE AND CONFERENCE FILES (GRS 16, #8)

a. Records relating to establishment, organization, membership,
participation and policy.

(1) Interagency, advisory, or international# commj ttees,
conferences and/or working groups. ((#NOTE: international
(i.e. NATO), intergovernmental (i.e., Great Britain) )

Proposed Disposgition
ERMANENT. RETIRE WHEN COMMITTEE/GROUP IS ABOLISHED. OFFER

TO\NATIONAL ARCHIVES 30 YEARS LATER.
(2) Internal DNA committees.

(a) irman or sponsor of committee.

(b) Commi ttee\members.

DESTROY 1 AFTER PARTICIPATION CEASES, OR WHEN EO
LONGER NEEDED,\WHICHEVER IS SOONER.

b. Records created by committees\or conferences.

(1) Agenda, minutes, final repdrts, and related records
documenting the accomplishmehts of participation on official
boards and committees.

(a) DNA record copy of the DNA
Secretariat:

ommand sponsor or

Proposged Dispogition
PERMANENT. BETIRE AFTER TERMINATIQN OF COMMITTEE.

OFFER TO NATIONAL ARCHIVES 30 YEARS\LATER.
(b) All other copies:

DESTROY WHEN 3 YEARS OLD OR WHER NO LON ED FOR
REFERENCE, WHICHEVER IS SOONER.

(2) All other committee records.

DESTROY WHEN 3 YEARS OLD OR WHEN BO LONGER NEEDED FOR
REFERENCE, WHICHEVER IS SOONER.
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201.05 REFERENCE
office missgi

Information copieg of periodic reports received by DNA members of
committees, working groups, etc. (members other than DNA
representative, chairman, or recording secretary):

STROY WHEN SUPERSEDED, OBSOLETE, OR NO LONGER WEEDEIr FOR
CE, OR TRANSFERRED TO REPLACEMENT ON COMMITTEE, OR DESTROY ON
NATION OF COMMITTEE.

LES. Documents used to FACILITATE the performéhce of the
as distinguished from those official records necessary to

DOCUMENT performance of the mission. (NC1-374-78-1, 201.05)

not

Cards, listingg, indices, and similar documents used to facilitate
or control work\:

DESTROY WHEN NO LONGER NEEDED. (GRS 23, #8)

Copies of mission-related and similar reproduced materials that do
fall within the description for reference publications:

DESTROY WHEN SUPERSEDED, OBSOLETE, OB NO LONGER NEEDED FOR
REFERENCE.
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