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6 CFATIFICATE ©F AGENTY REPRESENTATIVE
[ hereby certif
~that the records proposed for disposal in this Request of _
this agency or will not be needed after the retention periods specified.

(] A Request for immediate disposal.

X]

y that | am authorized to act for.this agency in matters partaining to the disposa: of the agency’s recard
(‘

page(s) are not now readed for the busire

'f

8 Request for disposal after a specified period of time or request for permanent
retention.

C. DATE

D. SIGNATURE Y REP achT TIVE
SEP 2 4 1980 /m ;

E. TITLE
L—

Records Administrator

7.
iITEM NO

EES IPTION ITEM
(With !r.c! ive Lates or Ratention Pencds)

9.
SAMPLE OR
JOB NO.

10,
ACTION TAKEN

1401

.PROCUREMENT POLICY AND INDIVIDUAL PROCUREMENT TRANSACTION

(1402 &
1403)

..ttion of DNA procurement of supplies, equipmenﬁh and

ES salN . X

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

FILES. (The files accumulate almost exclusively in the
HQ Acquisition Management Directorate, the AFRRI Logistics
Department, and the FCDNA Acquisition Management Office.
1. These files relate to the superbiéioh and administra-

services.

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

B N N A

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 command
headquarters as essential to’completion.of the individual
transaction files. These files may accumulate in various
operating elements of a procurement office. The element

particular file will be designated as the office of record
and will be respon51ble for complete documentation of that
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1. 8. DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With inclusive Dates or Retention Pernods) JOB NO ACTION TAXEN

(1401 - cdntinued)

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 centerswithout 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-centers,--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 contracts described in other sections of
this Instruction for which differing disposition instruc-
tions are prescribed.

1401.01 | TONFRACT STATUTORY RESTRICTION FILES. Documents uses»Th W , J‘L men

(1402~01) | develbming standard contract forms and clauses apé# in

authorizing~deyiations from them. Included :v*‘copies of

statutory requirelentls, coordination docypé€nts; studies;

requests, approvals, and~djsapprovals.#f devjatjons; and )
similar :ioc ents. a.Docume &S 18)cFiaey to Jte JWQ"P""'A‘F S*‘th’J forms
and clauses : Vermanat.Obfer NBRE (y 1074ear blocks when |30-30 4 arsold.

o < - e e A - Ry orr, :
widewepieis b+ Other £,]0 3/7 auwinepmammsiisireneromes weme—e |Cut 0F€

b yci)siei e on o oy <o oN approval or dlsgpproval

of deviation. Destroy 10 yéea
PO . after cutoff. . e

1401.02 DETERMINATION AND FINDINGS FILES. Documents related to
(1402-02) | determinations and findings required prior to negotiation
of contracts. Included are determinations and findings
and directly related correspondence.

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

Destroy when 6 years old.

115-203 Faur coples, including orlginal, to be submitted to the Nationa! Archives STANDARD FORM 1i5-A
) Revised July 1974

Dreanrmrerrod ry Moancaeal Sarvieroe
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With tnclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

1401.03

COMPANY PRICING FILES. Documents related to negotiating

(1402-09)

1401.04

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 escalation
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 ,,
prospective source of supply’ “Il"

BUY AMERICAN ACT FILES. Documents relating to implementa-

(1402-11)

1401.05

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.
' Cut o€ Grana //l’.
Retire to WNRC 3 years after
cutoff if volume warrants (more
than 1 cubic foot) ;destroy 10
years after cutoff.

CONTRACT REVIEW‘?ILES. Documents used by supervisory head-

(1402-12)

1401.06

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. .
i accordance ""“ dis'Pﬂ!
Destroy,
oeng&e;;urqdie!wéeWJBr 4he relaq

BID AND AWARD EEgEEST FILES. Documents relating to actionﬁ

(1402-13)

taken with respect to correcting misfakes in bids and in
settling protests of award. Included are copies of bids,
contracts, and notices of awards; decisions; copies of sta-
tutes; and related papers..
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115-203

Four copies, including originel, to be submitted to the National Archives

STANDARD FORM 115-A

Rewvised July 1574
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7 8. DESCAIPTION OF ITEM SAMPLE OR 10.

ITEM NO

(With inclusive Dates or Retention Periods) JOB NO AGTION TAKEN
1401.07 CONTRACT APPEAL FILES (documents compiled by contracting
(1402-14) |officers and transmitted through changels to the Armed

1401.08

neeel:
€ o e -
- i Bt O
Nl!!!!!!l!555========!Iﬂllll==St
oueest
iy, : TRl a ke ey
SR RGeS pit et T T
el e O L L G Geadloriiyr? |
AT el fuisewsgmgsiiiereemrer? £
Jb—-mmm-ﬁﬁee-ef Cut off on final decision of the
reireeRoed : Board; destroy 10 years after
cutoff.

Services Board of Contract Appeals). These files relate td
appeals by contractors from decisions on disputed questions
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 the
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 the
matter in dispute prior to filing the notice of appeal with
the Board; and such additional documents as the contracting
officer may consider essential or as may be designated by
the Board.

DEBARRED BIDDER LIST FILES. Documents relating to the sus-

(1402-19)

pension of bidders that prohibits contractual relationship
with DOD. Included are lists of debarred, ineligible or
lsuspended bidders; status reports and recommendations
relating to bidders appearing on the lists; modifications,
deletions, and additions to the lists; and similar
documents.

. Documents used in DCS"“'O when no ""56"

lacing a bidder on needec‘ .‘w cu"en+ orem‘d‘fﬂis,
uch a list:

. Lists and Destroy when superseded or
emaining documents: obsolete.

115-203

Fous copley, inciuding original, to he submiiied to the National Archlves

GPO ;475 0 - 579«387

STANDARD FORRM 115-A

Revised July 1574

Prescnbed by Goneral Sarvices
Aumiruslration

FPMRA (41 CFR) 101~11 4

§
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With inclusive Dates or Retention Periods)

9.
SAMPLE OR

10.
JOB NO ACTION TAKEN

1401.09

TECHNICAL DATA PACKAGE FILES.

(1402-21)

1401.10

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-
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 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 operationsg.

ADVANCE PLANNING PROCUREMENT FILES. Documents relating to

(1402-22)

1401.11

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

-(1403-01) .

orders, delivery orders or comparable instruments for
$10,000 or less.

Copies of documents or micrd-

L

3

¢crs 3BnYy

115~203

&

Four copies, including origlnal, {0 be submitied to the Nalional Archlves
Fets 4
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7. . 8. DESCRIPTION OF ITEM 10.
ITEM KO, {(With Inciusive D;:es or Retention Penods) Sﬁggl.SOOR * ACTION JTAKEN
(1401.11¢- contlnuesz' ; #/0,000 avless
QAdtransactions dated f"ﬂ"h)estroy 3 yé¢ars after final pay- ‘A M4 )
ofeew 26 July 1974 ment, except that records
involving amounts of relating to contracts involved in
[€SS mewe than $2,500: appeals handled by a Board of

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

b. Transactions pre- Destroy 6 years after final GRS 30 ?‘ﬂ’m ‘/ﬂ(_?)
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 GRS 3/ I'k"' 6‘\

proposals or quotations for contracts of $10,000 or less. _

NOTE: Unsuccessful bids filed with the contract files ‘

will be destroyed with the contract. . . ’ ‘ r

1 accordance wh dispos) ’l"’ mefruc has 1o

Destroy, onmiibnGlpaiseiises T
relatedncontract.e!-&-yeu!-uitér
B L o T i
L

1401.13 | TRANSACTIONS FOR MORE THAN $10,0004+« Contracts, delivery

(1403-03) | orders, or comparable instruments for amounts of more than '(’
$10,000. GRS B ;I’i’ﬂl’/q /

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 years

wl after date of decision of the

Board. Earlier shipment of

closed out contracts to WNRC may

be authorized if it precludes the
acquisition of new filing equip-
ment in CFA,

115-.203 Four copies, Including original, to be submitied to the National Archives STANDARD FORM 115~A
Revised July 1974
Prascrived by General Services
Adminisiration
GPO - 1975 O - 579-387 FPMR (41 CFR) 101-11 4
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7.
ITEM NO

8. DESCRIPTION OF ITEM
With Inclusive Dates or Retention Periocs)

9.
SAMPLE OR
JOB NO

10.
ACTiON TAKEN

(1401.13 <+ continued)

1401.14

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

b.

dled by a Board of Contract
Appeals will be destroyed 7 years
after date of decision of the
Board.

PROCUREMENT DIRECTIVE FILES. Documents used in initiating

(1403-10)

1401.15

.|dated bidders lists, written bids, summaries of proposals,

.Ichase order: S s ~

procurement or production action.
directives, purchase orders, purchase authorizations, requi
sitions (when used as a direct basis for purchase), consoli

abstracts of bids, cost analyses reports, and related
papers.

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

Destroy when 2 years old.

b. Other files: Destroy when 6 years old. Dd

not retire.

PROCUREMENT ACTION REPORTING FILES. Documents relating to

(1403-11)

1401.16

.jcurement actions.

the reporting system designed to provide statistics con-
cerning placement, status, delivery,and settlement of pro-
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.

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

Consolidated reports
and summaries:

INTERDEPARTMENTAL PURCHASE REQUEST FILES. Documents accumu

(1403-16)

latilng 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.

contracts involved in appeals han-

Included are procurement]

115-203

Four copies, Includln;;_r]g;}nal. to t.o submitted (o tho Nationa! Archives

GPO L1575 O - 579-387

STANDARD FORM 115--A

Revised July 1874

Prescrnibed by Gengrat Services
Adnunistration

FPMR {41 CFR) 101-11.4
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7.
ITEM KO

8. DESCRIFTION OF ITEM
(With Inclusive Dates or Hetention Periods)

.
SAMPLE OR
JOoB NC

1c,
ACTION TAKEN

1401.17

' PROCUREMENT INSPECTION FILES.

Documents relating to the

(1403-17)

1401.18

inspection and audit of procurement matters and contracts.
Included are copies or extracts of reports made by inspec-
tors general, (the 0OSD counterpart to the Army Audit

Agency), GRO, and supervisory offices; documents indicating
corrective action taken; and related correspondence.

Destroy wh

Payment

CONTRACTING OFFICER DESIGNATION FILES. Documents

(1403-18)

1401.19

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 orx
termination.

TAX EXEMPTION CERTIFICATE FILES. Documents relating to

(1403-20)

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.

3 te
Destroy weee=2 years edd. 4¥TCr

. A
period c overed ‘7 related
Gecot,

3 GW 4""’"’/

n s oldpr Gyears
ldqﬁcodnd‘ Ov‘ldprvef Is

/ater,

6Rs 3, THm (3

115203

Four copies, including original, to be submilied to the Nationat Archives

STANDARO FORM 115-A

Revised July 1974

Fresciibed by General Servicas
Adnnnistration

FP#AR (41 CFR) 101-11 43

GHO 11975 O - 579-387
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