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I. hereby ctrtify that I am <1u!hori~ed to ?c_t for._this ar,8ncy i~ rnaiers pertaining to the dispos<:l: of the agency'::; re,:(lrris: 
. that the records proposed ror disposal ,n this Request Oi _ page(s) are not :iow r:eeded for the business of 

th:s ?.gency or will not be needed after tile retentio;-i periods specified. 

D A Request for imrnediate disposal. 

~ B Request for disposal after a specified period of time or request for permane:1t 
retention. 

C. DAT!: 0. SIGNATURE 

SEP 2 198fl Records Administrator 

1401 ,PROCUREMENT POLICY AND INDIVIDUAL PROCUREMENT TRANSACTION -----1 _(·1402 & FILES. (The files accumulate almost exclusively in the 
1403) HQ Acquisition Management Directorate, the AFRRI Logistics 

Department, and the FCDNA Acquisition Management Office~ 

1. These files relate to the supervision and administra­
~~--.. , ... =t.toi;i. of DNA procurement of supplies, equipment,. and 

services. 

2. They ~lso relate to the administration of individual 
procurement transactions which include documents relating 
,to the negotiation, commitment, and placement of contracts, 
purchase orders, and comparable instruments. 

3. Files required for documentation of individual procure 
ment transactions are listed and identified in the DAR. 
Also included, when applicable, are contract termination 
files, contract renegotiation "files, contract appeal files, 
and other documents as specified by the appropriate comma 
headquarters as ·essential to·· completi9n. of the individual 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTiON TAKEN 

transaction files. The~e files may accum~late in various 1 _ t 

J operating eiements of a procurement office._ The element I i · 
iresponsible for a function which.results in.creation of a 1 ; 
{particular file will be designated as the office of record i 1, / __ 

_______ t and will be responsib:e for Aomp;:~~umentation of thatJ ~. ~ .... ~J~~-- -~ _ ,~-~ 
·••-ro, ~ 'M.•'1--·3;.1/: ~71T:""""0M"'.,_,m ·•-."'-.(!/b,S, - 7,-_p. ,-~••-7rr/4 Rmsod"o"I 1,,, 

f'l.-J rJ ~ •it~ Pr~~~•,~~~tr~i;~nF,e1J, ~.»rv-cc~ 
....,,, ] -___:/ f-PMR ('<I Cm) 101-1' 4 
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Request ~or Records Disposition Authority- Continuation JO13 "10 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With lnclus:ve Dates or Reterit,on Periods) 

(1401 - c ntinued) 

1401.01 
(1402-01) 

1401.02 
(1402-02) 

115-203 

function in order that duplicate material maintained by 
other elements can be destroyed without extensive checking 
to determine the extent of duplication. Files of each 
operating element will be transferred to the RHA or appro­
priate records cente:rswithout consolidation with.files of-­
other elements relating to the same contract. No consolidat 
tion or paper-by-paper screening of files will be accom­
plished in RHAs or records-~enters.----Files that are known 
to be pertinent to an unsettled claim, incomplete investi­
gation, or pending litigation will not be destroyed until 
settlement of the claim or completion of the investigation 
or litigation. In addition, records relating to contracts 
involved in appeals handled by a Board of Contract Appeals 
will be retained for a period of 7 years from the date of 
the decision of the Board. 

4. The disposition instructions below do not apply to spe 
cific types of co~tracts described in other sections of 
this Instruction for which differing disposition instruc­
tions are prescribed. 

FILES. 
· g standard contract forms and clauses 

statutory 
requests, appro 
similar dOCUillents 
Q,,d e,1014 St S : V~""'" 

ii!l:!dc staff I>, o.f't,r 
I @Spb1191l5!11 L.§ • 

Included es of 
· · tudies; 

011 approval or 
of deviation. Destroy 
aft.er cutoff. 

ns; and e1.,, .. ,,,. 
'S' Cc>/,~.., 

DETERMINATION AND FINDINGS FILES. Documents related to 
determinations and findings required prior to negotiation 
of contracts. Included are determinations and findings 
and directly related correspondence. 

··NOTE: Officers administering contracts which result·from 
the determinations and findings will file the documents 
with the resulting contract. 

Destroy when 6 years old. 

fo,•r copies, lnclud!ng or!glnal, to be subml~ed to the National Archives 

9. I 
SAMPLE OR 

JOB NO 

10. 
AC110~, TAl(E"I 

STANDARD FORM 115-A 
Revised July 1974 
o .. .,. ..... ,.r.ari r,v r,a..-..~H:tl ~ rvllPCi. 



I . 

Request for Records Disposition Authority-Continuation I JOB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates 01 Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

3 of o 
10. 

ACTION TAKEN 

---------------------------------·----------+-----+---------
1401.03 -{1402-09} 

COMPANY PRICING FILES. Documents related to negotiating 
with commercial concerns as to future pricing methods for 
improving pricing on contracts and negotiating price adjust­
ment required by contract clauses, such as price escalatior. 
and price redeterminations. Included are reports, pricing 
agreements, financial statements, production records, and 
similar documents. Files relating to a specific contract 
will be filed therewith. 

Destroy 4 years after establish-
ment of a revised pricing agree-
ment or when the commercial con-
cern is no longer considered a • J 
prospective source of supply, w4,c.,,-,t1~r is eo,l,ir. 

1401.04 -{1402-11} 

1401.05 -{1402-12} 

BUY AMERICAN ACT FILES. Documents relating to implementa­
tion of the Buy American Act. Included are determinations, 
requests for exceptions with related approvals or disap­
provals, lists of excepted items and materials,reports of 
violations, similar documents, and related correspondence. 
Files relating to specific contracts will be destroyed 
therewith. 

Cc.f •~~ Q,,,,,,.1/'f. 
Retire to WNRC 3 years after 
cutoff if volume warrants {more 
than 1 cubic foot};destroy 10 
years after cutoff. 

CONTRACT REVIEW 'f:'J:LES. Documents used by supervisory head­
quarters reviewing contracts for such aspects as legal s'uf­
ficiency, appropriateness of award, reasonableness of price 
and cost, and similar matters. Included are copies of con-
tracts, worksheets, and related correspondence. ·JI, d. ·/., • 

,;, 4cc ,,,.J,,,,,c e. a.., ,~ p11J, Pl ,~ s /. ,,. c 1-l 1111, 

1401.06 BID AND AWARD PRO.tt'EST FILES. Documents relating to actions 
-(1402-13} taken with res;ct to correcting mistakes in bids and in 

settling protests of award. Included are copies of bids, 
contracts, and notices of awards; decisions; copies of sta-

.. _ , --·· tµtes; and related p1:q:1ers •. ". . , .. ~- _ -~ ---··· 

115-203 

BEPMDAWNT Gut off ea f'i.l.l!e.l 
iiatcrmi ••tl!iie1 Foti rs :lia Wl'!iRe 3 
years •itcz cutoff, offs!! ee 
Ni1oiiiee1t!1!l ittchio@S 20 yea£§ aftb.: 

t)~~'J.£!~ 10 'tears ~fk_r_ +1~4 / 
Qc../-11J11,,J fN decis /Q'J!1. 

Four copies, 1,.c,udlng ortgtnel, to !:le submltle;j to the National Archives STANDARD FOfiM 115-A 
Revised July 1974 
Cr,cu:.ruh.a.rl hv r...~n&Jir:il r::....-=-rv1r:t·•s 
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ftcquesi fc-~ Records Disposition Authority- Continu:::tlon PAGE OF 

----i-1 of L_ 
7. 6. DESCRIPTION OF ITEM 

ITEM NO. (\'V,th l11c.lus,ve Da!es t" nctont,on Periods} 

9. 
SAMPLE on 

JOB NO 

,o. 
ACTION TAKEN 

-----4-----------------------------------+-
1401.07 -

(1402-14) 

1401.08 -(1402-19) 

HS-:!03 

CONTRACT APPEAL FILES (documents compiled by contracting 
officers and transmitted through channels to the Armed , 
Services Board of Contract Appeals). These files relate 
appeals by contractors from decisions on disputed question 
by contracting officers or their authorized representative 
pursuant to Appendix A, DAR. Included are all documents 
pertinent to the appeal, such as findings of facts; and th 
decision from which the appeal is taken;the contract and 
pertinent plans, specifications, amendments,and change 
orders; correspondence between the parties; transcripts of 
testimony taken during the course of the proceedings on th 
matter in dispute prior to filing the notice of appeal wit 
the Board; and such additional documents as the contractin 
officer may consider essential or as may be designated by 
the Board. 

e 
,_ -

(!I!) ew, 

EiH LI : 

-·-
"J 

~~-_!!""'!1!1911!11!9lli ~ : 

PII I II 3 macs 3 
llliZ I~ l!l!I i ilii• to 
NI 1!111!!11111! Ii 291 I TS j re 
cabeff. 

TZWIS!CL t!O Nfflt iii 1 arc aial!!'.' 
C&COff &lit!! l!C li'Hfl@ fi 1 HH aft!~r 
mztoff Offer ta u bi01f!l 
AICH:I.: ca iilO ] &LO &ibcz cutoff. 

Cut off on final decision of the 
Board; destroy 10 years after 
cutoff. 

DEBARRED BIDDER LIST FILES. Documents relating to the sus­
pension of bidders that prohibits contractual relationship 
with DOD. Included are lists of debarred, ineligible or 
suspended bidders; status reports and recoimnendations 
relating to bidders appearing on the lists; modifications, 
~eletions, and additions to the lists; and similar 
klocuments. 

a. Documents used in 
placing a bidder on 
~mch a list: 

b. Lists and 
remaining documents: 

D(ts,l.ro:, w4~~ ..,o l1tt~e" 
'1eeded ~0,- C.llrre .. + ore~+.-1>1s. 

Destroy when superseded or 
obsolete. 

____________ _J._ ____ __._ __ _ 

Fou; copios, lncludlng original, I:> he f~bmll!od to the National Archives STANDARD FORM 115-A 
Revised July iS14 
Prescribed by Gonernl $~rv,cPs 

Admm1st1at1on 
FPMR (41 CFR) 101-11 4 
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7. 
ITEM NO 

1401.09 
(1402-21) 

11. 
8. DESCRIPTION OF ITEr,,A 

(With lnch.1s1vo O~!e~ or Retention Periods) 
SAMPLE OR 

JOB NO 

TECHNICAL DATA PACKAGE FILES. Copies of documents or micrc­
film images assembled for the purpose~of providing prospec 
tive bidders complete information relative to materiel 
required. 

a. The performance-type technical data package includes 
documents that establish performance requirements supple­
mented by quality assurance provisions and form and fit 
limits. These documents express in narrative form, the 
output, function, or operation and leave the detailed 
design, fabrication, and internal working to the manufac-

10. 
ACT10r,. TAKEN 

"' turer' s option. . .- . , 

1401.10 
(1402-22) 

1401.11 
· (1403-01). 

115-203 

b. The design-type technical data package includes data 
necessary to manufacture a product conforming to estab­
lished design. These packages contain data essential to 
insure proper performance and to permit manufacture of the 
item by a competent manufacturer. Included are lists of 
contents, lists of drawing numbers, lists of parts, lists 
of parts lists, lists of GFE, lists of package data sheets, 
lists of supplementary quality assurance provisions, lists 
of gauge numbers, lists of gauge lists,engineering drawings, 
lists of specifications and standards, lists of specifica­
tions and standards lists, gauge drawings, package data 
sheets, specifications and standards,purchase descriptions, 
and similar data. 

Destroy when superseded, obsolete, 
or no longer needed for operationf. 

ADVANCE PLANNING PROCUREMENT FILES. Documents relating to 
the release of advance planning information to industrial 
firms for their use in future planning and to aid in sub­
mitting bids for required material. Included are synopses 
of advance procurement planning information, lists of bid­
ders, inquiries from industrial firms and answers thereto, 
reports, and related papers. 

Destroy when 6 years old. 

TRANSACTIONS FOR $10,000 OR LESS. Contracts, purchase 
orders, delivery orders or comparable instruments for 
$10,000 or less. 

CR5 

Fout copies, lncludlng original, to be submitted lo tho National Archlveo 

GPO: J'J75 O ~ 579 .. 357 

STANDARD FORM 115-A 
Revised July 1q74 
Pcescrib,;d b~ General !',e:vfct>s 

Adrnin1strat1on 
FPMH (41 CFR) 101-11 4 

http:L:108.NO
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7 •• 

IT!:i-.1 NO. 

(1401.11 

1401.12 
(1403-02) 

1401.13 
(1403-03) 

11!>-203 

8. OESCntPTION OF ITEM 
(With lncltos,ve 0;;\es o, Retentmn Peroo<,•;l 

9. 
SAMPLE OR 10, 

JOB NO ' ACTION ,1 AKEN 

- continueq) d..1/lo ooo«ltss ------+------4---------

a.rra,st:cf"111fS u ' 
dtransactions dated f'l•r./-t>uestroy 3 y~ars after final pay-
~ 26 July 1974 ment, except that records 
involving amounts of relating to contracts involved i 
!!19!!1'8 than $2,500: appeals handled by a Board of 

Contract Appeals will be 
4estroyed 7 years after date of 
decision of the Board. 

b. Transactions pre­
dating 26 July 1974 
involving amounts of 
100re than $2,500: 

Destroy 6 years after final 
payment. 

UNSUCCESSFUL BID FILES. Documents relating to unsuc­
cessful bids (including the bids), and all unsuccessful 
proposals or quotations for _contracts of $10,000 or less. 

NOTE: Unsuccessful bids filed with the contract files 
will be destroyed with the contract. .,1 J .J.,;,. ••t .L · I ., ,;, ""~o,~"ce ec,.rr, i~JNr • .., ,.* uc n1ttr t,, 

Destroy H. iii••l paraaik •"= 
relateif'contract

0
02 1 JC&£ afedz 

e e■ :i.s laecz. 

TqANSACTIONS FOR MORE THAN $10,000,-, Contracts, delivery 
orders, or comparable instruments for amounts of more tha 
$10,000. 

a. HQ DNA and AFRRI: Hold in CFA 2 years after cutoff; 
retire to WNRC; destroy 6 years 
and 3 months after final payment, 
except that records relating to 
contracts involved in appeals 
handled by a Board of Contract 
Appeals will be destroyed 7 year 
after date of decision of the 
Board. Earlier shipment of 
closed out contracts to WNRC may 
be authorized if it precludes th 
acquisition of new filing equip­
ment in CFA. 

Four copies, lncluc!lng original, ta be submitted to the Nallonnl Archlvea 

Gl'O • l'J75 O • 579--.:187 

-----
ST/,tJD.'<RD FORM 115-A 
R~v,sed July 1974 
P,ascriborl b)' General S~rv1ce~ 

Adm1n1s!rnt10:1 
FPMR (41 crR) 101-11,\ 

http:STMJO_'<.RD
http:relate~contract.OL
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7. 0. DESCF,IPTiON OF ITEM 
ITEM NO (With Inclusive D.:ite~ or Retent,on Ponocs) 

(1401. 13 · continued) 

b. FCDNA: 

1401.14 -

~ 

Hold in CFA 2 years after cutoff; 
transfer to RHA;destroy 6 years 
and 3 months after final payment, 
except that records relating to 
contracts involved in appeals han­
dled by a Board of Contract 
Appeals will be destroyed 7 years 
after date of decision of the 
Board. 

(1403-10) 
PROCUREMENT DIRECTIVE FILES. Documents used in initiating 
procurement or production action. Included are procurement· 
directives, purchase orders, purchase authorizations, requi­
sitions (when used as a direct basis for purchase), consoli-

-

, dated bidders lists, written bids, summaries.of proposals, 
abstracts of bids, cost analyses reports, and related 
papers. 

a. Directives can­
celed prior to award 
of contract or pur-

.. " chase order: 

b. Other files: 

Destroy when 2 years old. 

Destroy when 6 years old. Do 
not retire. 

1401.15 PROCUREMENT ACTION REPORTING FILES. Documents relating to 
(1403-11) the reporting system designed to provide statistics con-

1401.16 -

cerning placement, status, delivery,and settlement of pro­
,. curement actions. Included are special,quarterly, procure-

.. ment activity, status, monthly, contract settlement, semi­
annual, consolidated, and summary reports,and directly 
related correspondence. All the above reports, except con­
solidated reports and summaries, will be filed and disposed 
of with the related contracts. 

Consolidated reports 
and summaries: 

Destroy 2 years after the end of 
the FY of preparation. 

(1403-16) 
INTERDEPARTMENTAL PURCHASE REQUEST FILES. Documents accumi.:­
lat~g in DNA staff offices and National Inventory Control 
Points relating to procurement of supply items by DNA for 
other departments or procurement by other elements of DNA. 
Included are copies of purchase requests, amendments 
thereto, and related correspondence. 

Destroy when 5 years old. 

9. 
SAMPLE OR 

JOB NO 

10. 
A::liON 1 AKEN 

----......J.-----------------------·--------------~----~------------
115-20) Four copies, Including orlylnal, to t.e ~ubmltled lo lhe National Archives 

GPO. l!",,75 0 • 519•38? 

STANDARD FORM 115--P, 
Revised .luly 1974 
Prescribed by Ger1eral 5erv,ces 

Adm1n1strat1on 
FPMR {41 CFR) 101-11.4 
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7. G. DESCRIPTION 0~ ITEM SAMPLE OR 1Cl. 
ITEM NO (W,!h lnclus1ve Dates or fietent1on Periods) JOB NO A::Tl(IN 1 AKEN 

1401.17 -
(1403-17) 

1401.18 -(1403-18) 

1401.19 -(14Q3-20} 

115···2il3 

'P)OCUREMENT INSPECTION FILES. Documents relating to the 
inspection and audit of procurement matters and contracts. ., 
Included are copies or extracts of reports made by inspec-
tors general, (the OSD counterpart to the Army Audit 
Agency}, GAO, and supervisory offices; documents indicatin1J 
corrective action taken; and related correspondence. , • 

Destroy WhEjn 6 Yr¥S. gld ,, .. (. ~Ml .. Cl~ l"tt11t f 
P't-/,.,,,.,T ot ttlA.-lt.lJ. ~r•t+; t.Mlit fvt-r IS /q./er. 

CONTRACTING OFFICER DESIGNATION FILES. Documents 
reflecting the designation and recession of contracting 
officers and contracting officer's representatives which 
include the specific procurement authorities delegated. 

Destroy 6 years after recession o 
termination. 

TAX EXEMPTION CERTIFICATE FILES. Documents relating to 6"S 3 1,-/e /J 
the issue of tax exemption certificates which indicate ' .,,,,,, 
proof of exemption of taxes excluded from the contract 
price under procurement regulations. Included are US 
Government tax exemption certificates,US Government tax 
exemption or identification cards, and related documents. 

Destroy w!tu;~~ years~- t:1.f.-kr 
I\ 

pe,,;,J c tNe tt J '1 re lo.-lcJ 
Qrco";r/: 

----------- ----------
Four copies, Including original, to be submilled to the National Archive~ STAr-UARO FORM 11:,-A 

He~1sed July 1974 
Prescribed t,y General Se•"•c..is 

Adn,in1s tra1,on 
FPMii (41 CFR) 101-11 -I 
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