
HEOUESl 

I, hereby c8rtify that I am (lU!r,ori~ed to act for.this df,8ncy i~ maiers pertaining to the dispose: of the agency's r(l':(lrris: 
. that the records proposed tor disposal In this Request (Ii _ page(s) are not ;lOW needed for the business of 

this agency or will not be needed after tile retention periods specified. 
o A Request for immediate disposal. 

period of time or request for permanent 

Records Administrator 

9. 10.SAMPLE OR ACTiON TAKENJOB NO. 

-=1~40~1~ 1 ,PROCUREMENT POLICY AND INDIVIDUAL PROCUREMENT TRANSACTION 
.(-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-
1 of and
~~".,'" ~t.tOI;l of DNA procurement supplies, equipment"
 

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 ~iles, contract appeal files, 
and other documents as sp'ec~fiedby the appropriate comma . __1 
headquarters as -essential to'-completion. of the individual t 
transaction files. The~e files may accum~late in various! . tIoperating eiements of a procurement office •. The el-ement Ii'
 

{responsible for a function which,results in,creation of a ! ;

{particular file will be designated as the office of record it. 1__


'. t and will be responSib:e for ~;:~c:umentation of thatJ ..~-..'~J~~._.~_<~~ 

"U' ~ 'fj.'1-:J;'I/: ~-Q.+Jn'J:r"""".~",,,,,,,,,,,, .'"."'-'C /bj - 7#./1_ ,.~. ""/"'/4 Revo-."d"o,,1 Ii" 

ri: ~ ~ ''!t~ pr~~~'I~~~r~i;~nF,e'J' ~'''(V'CC~ 

....", 7 ---.:/ F-PMR ('.\ eFH) 101-1'-1 
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f d A h' C ~	 j JOB NO o~li2PMO;,Ef-Request ,or Recor s Disposition ut only - ontin ua_:t_io_n -I- '--.- .-+- o _ 

I	 9. I 
7. 8. DESCRIPTION OF ITEM SAMPLE O:} 10. 

ITEM NO I (WIth Inclusive Oates or Retention Penoos) JOB NO AC110N TAIo(EN--_._.... ---------- .. ------.--------.-------- - _.----_. _._---- --.. ----- .. ----
(1401 - c ntinued)	 I 

1401.01 
(1402-01) 

1401.02 
(1402-02) 

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-I 
priate records centelSwithout consolidation with files of.· 
other elements relating to the same contract. No consolida+ 
tion or paper-by-paper screening of files will be accom-
plished in RHAs or records -¢ente:rs.··--Files arethat 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. 

~ o. approval or 
of deviation. Destroy
aft.er cutoff. 

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. 

___	 ---<---_1
L______ 
115-203 fa,·, ccples, IncludIng original. to be submi~ed to the National Archilles	 STANDARD FORM 1\5-A 

Revrsed July 1974 
O ..o. ..... "r.o.rl r,\J r,OrhH:l1 ~tHvlrpc;. 
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ITEM NO (WIth Inclusive Dates Of Retentoon Penods) JOB NO ACTION 1AI(EN 
7.	 8. DESCRIPTION OF ITEM SAMPLEL OR 10. 

..,.;;1401.03	 t~-ne~~~-ia-t-J..-'I COMPANY PRICING FILES. Documents related n-g----t-------f-·------
(1402-09) 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. 

I 
Destroy 4 years after establish-
ment of a revised pricing agree-I	 ment or when the commercial con-
cern is no longer considered a • J 
prospective source of supply, 1AJ4,,,,,-tt/~r 

1401.04 BUY AMERICAN ACT	 FILES. Documents relating to implementa--(1402-ll)	 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.
 

C",f .~~ Q"""", 11.,-I .	 Retire to WNRC 3 years after 
cutoff if volume warrants (more
than 1 cubic foot)idestroy 10 
years after cutoff. 

--=1401.05	 CONTRACT REVIEW·~~LES. Documents used by supervisory head-
(1402-l2)	 quarters reviewing contracts for such aspects as legal suf> 

ficiency, appropriateness of award, reasonableness of price 
and cost, and similar matters. Included are copies of con-
tracts, worksheets, and related correspondence. -II, c/' 'J., · 11' S J '1...I-/-JIi, tlCf:f),.J""Ce ..., ,~pfl.1 PI .,. ..".,~ 

Destroy: -,.,. .~ .., ~" 
UI "'lS~S22	 sf !!;eicld/or./J,e rc 14 "ftc! cMr4.ci lilt. 

1401.06 BID AND AWARD PROTEST FILES.	 Documents relating to actions 
--={1402-l3)taken with resp;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-

,.,,', 0'.' t'\ltesi	 •."", »r- and related p'~p'ers	 _ .~__.'.' 

BFpMD'ttWNT Gut aff eli: fizl.'!al 
Peting Ii. WiiRe 3 

lraars .f~!C!! caloff, C1ffc!! ee 
NiIoii:i:eusi fucItives 26 yeats	 after()~;'.f:~10 '14!Qrs c.~hr+/~Q I 

«« ./-,,,,,,IN dec; S 1Q)1. 
-11-5-_2-0-3----~---------------F~o-ur-c-o-p~ie-s,~I-~e-lu-a~·In~g~O~r~lg~tn~e·~I.~IO-b~e-s-u~b-m~ltt~e~d-to~th-e~N~8~tI-on-a~17A-rc~h~,v-e.----L--=ST~A~N~O·AROFO-R-~11~:A---

ReVised July 1974 
CrA:c:rur..c.ri "r 
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9. 
7. 6. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO, (Wllh Inctusive Oa!es or RetentIon relOads) JOB NO ACTION TAKEN 

1401.07 
(1402-14) 

1401.08 
(1402-19) 

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 ques 
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 
decision from which the appeal is taken;the contract and 
pertinent plans, specifications, amendments,and change
orders; correspondence between the parties; transcripts 
testimony taken during the course of the proceedings on 
matter in dispute prior to filing the notice of appeal 
the Board; and such additional documents as the 
officer may consider essential or as may be designated by 
the Board. 

e 

FE • ££ 3 maw 3 

ri' Ii dI a 55ft to 
N&3&6IIZ£ Ibel. n j II: 
caLef£. 

2.(iii I	 TLWiS!E£ eo MIA iii 1 arc 9 'iflu!:' 
ceceEE au@ to "tiM.! fi 1'••• u¥eer 
cntoff Offer to Dl tioIl'ft1 
AICn1: a .0 ] &28 sEta eaMff • 

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

F=~~~~~~~~~~F~I=LE~S. Documents relating to the 
ension of bidders that prohibits contractual relationship
ith DOD. Included are lists of debarred, ineligible or 
uspended bidders; status reports and recommendations 
elating to bidders appearing on the lists; modifications, 
e1etions, and additions to the lists; and similar 

Documents used in D(ts"'ro~ w4~~ "'0 '''''~ef' 
lacing a bidder on '1ftded ~*" c."rre ..+ tI,e~+;AS.uch a list: 

Lists and Destroy when superseded or 
documents: obsolete. 

-------~~;:_;;op;e__;:l;;ludI1\9	 original, I:>hl: ~:Jbmll!cdto the NationalArchives STANDARD FORM 11S-A115-203 
ReVised July iS14 
Prescnbert by Goner~l f..;rvICPS 

Aorrurusu auon 
FPMR (41 CFR) 101-11 4 



__ 

,"---,-____~-L .	 .---._ 
Request for Records Dis'posltion ,_A_U_lh_o_r_it_~:,~c_o_n_t_in_u_a_ti_o,_r: ~ L:108.NO._" I P~G~~F g 

9. 
7. I 8. DESCRIPTION OF ITEt\A SAMPl.E OR 10. 

ITE~ (Wllh Inch.lSlvo Oatas Of Retention penOd,_S_) +_ JOB NO_-+-A_C_T._'O_"_TI_~"_E_N_ 

l40l.~~-ITECHNICAL DATA PACKAGE FILES. Copies of documents or 
(1402-21)	 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-

:c,	 . c- _ ,turer' s option. 

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 drawing ,
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 operation • 

1401.10 ADVANCE PLANNING PROCUREMENT FILES. Documents relating to 
(1402-22)	 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. 

1401.11 TRANSACTIONS FOR $10,000 OR LESS. Contracts, purchase 
.(1403-01) . orders, delivery orders or comparable instruments for 

$10,000 or less. 

.,	 .\"' 

-.---
115-203 

-----------_._ .._._----------_ .. ---
FOUl copies, Includlng original. to be submitted to tho National Archives STANDARD FORM 115-1. 

Revised July 1q74 
Prescribed by Genr" al 1'>;;'''1<:'''5 

Adrmntstrauon 
GPO: 1975 0 ~ 570 .. 367 fPMR (41 eFR) 101-11 4 

http:L:108.NO
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---------,--e~-·-·---~--'-.~~leT:i;.::ifl AU~:O~:::~~:"II~:U::~~n	 __
R.C_or_~s D_i5._POSitiOIl -J.'_J_O:.NU~::t~~-::.;o,t-'
,,> I'll • (WIth Inctus.ve O;;\(!S 0' Retention Penod',)	 JOe NO • ACTION., AKEN 

---t------_.-
(14:01:1~ :}o~~;~(~,.,~t /0,0 'O ....Ttss------~	 -------

4 dtransacd.ons dated f',.r4ouestroy 3 yffarsafter final pay-
~ 26 July 1974 ment, except that records
 
involving amounts of relating to contracts involved i
 
~ than $2,500: appeals handled by a Board of
 

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

b.	 Transactions pre- Destroy 6 years after final
 
dating 26 July 1974 payment.

involving amounts of
 
more than $2,500:
 

1401.12 UNSUCCESSFUL BID FILES. Documents relating to unsuc-
(1403-02) 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 cl ./.,:.. 'ar .L - , ('


,;, 4('~bt'~"'Ce Celt", ;~JMr rrt ,-*. IfC n"'f t4 
Destroy 8n ii••l palFiR. sf 
relate~contract.OL 1 j6UL uietz 

1401.13 TqANSACTI ONS FOR MORE THAN $10, 000. -, Contracts , delivery 
(1403-03) 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.
 

11!;-203 FOUl copiea, Including original. 10 be submitted to the National Archives STMJO_'<.RD FORM 11S-A
 

R~vl5ed JUly 1974
 
Prescnbon b)' General Servrces
 

Admlnls!rfltIO:l
 
G1'O' 1'315 (). 579 ..:iB7 FPMR (41 erR) 101-114
 

http:STMJO_'<.RD
http:relate~contract.OL
http:Inctus.ve


9.
7.	 e. OESCF,IPTION OF ITEM SAMPLE OR 10. 

rrEM NO (WIth Inclusive Dates or Retention PenOC$) JOB NO A:;liON lAKEN 

---------------------------- .--.---i----
(1401.13 continued) 

" b.	 FCDNA: 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. 

1401.14 PROCUREMENT DIRECTIVE FILES. Documents used in initiating 
(1403-10)	 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- Destroy when 2 years old.
 
celed prior to award
 
of contract or pur-

..",chase order: 

b.	 Other files: 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-

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

..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	 Destroy 2 years after the end of 
and summaries:	 the FY of preparation. 

1401.16 _ INTERDEPARTMENTAL PURCHASE REQUEST FILES. Documents accumu-
(1403-16) 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. 

- - -----'---------------------------_. 
115-20) Four copies, Including orlylnal, to t.e submttted \0 the National Archlves	 STANDARD FORM 115--1'. 

Revised .Iuly 1<)74 
Prcscnbcd by General Servrces 

Adnnrustrauon 
GPo. If,.75o· 579-387 FPMR (41 CFR) 101-11.4 
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'':il':~ll(:i;l fur Records iJi:.>positiu" ,':..uthority - Continuation 

--.-~7. 6. DESCRIPTION Of ITEM

d2~~~-;,;~;;;;;~:."':::::"relatin~ to-the . 
(1403-17)
 

1401.18 
(1403-18) 

1401.19 
(14Q3-20) 

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 indicatin 
corrective action taken; and related correspondence. 

Destroy whEin 6 Yr¥s Q1dD" ~ '1M 
P4-l"", ..1' eft ,tl",.ft.tJ ~'At+; t.M'it 

I 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 0 

termination. 

TAX EXEMPTION CERTIFICATE FILES. Documents relating to 
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 WhCI;~~ years ~. tf.f../er 

per/del C ~f'(d '1 refllo-kJ 
QrctJlf'ff. 

,,;./
/q-/er. 

6~s:3 t-le;'I'J 13 

--_._---------
STAl>iUARO FORM 11:'-A 

ReVised July 1974 
Frescnbed by General SI"VICo.lS 

Adnumstrauon 
FPMii (41 CFR) 101-11,) 
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http:SI"VICo.lS
http:tl",.ft.tJ



