
I LEAVE BLANK (NARA use only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER /I- S- 6-
I- D -tJ7-S-

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 
WASHINGTON, DC 20408 1- ,.2 ;t- ;ZocJ t:, 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Defense Commissary Agency (DeCA) 
2 MAJOR SUB DIVISION In accordance with the prov1s10ns of 44 U SC 3303a, the 

d1spos1t1on request, mcludmg amendments 1s approved 
Director, Headquaters Operations except for items that may be marked "d1spos1t1on not 

3 MINOR SUBDIVISION approved" or "withdrawn" m column I 0 

Operations 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Carol Chambliss (804) 734-8841 J-J.1,--o'? /l.J,..: .. -·) !"'11-- ... ) 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency m matters pertaming to the d1spos1t1on of !ls records and that the 
records proposed for disposal on the attached_!L_page(s) are not needed now for the business ofth1s agency or will not be 

needed after the retent10n periods specified, and that written concurrence from the General Accounting Office, under the 

prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

t&11s not required D 1s attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

0/>rJ~ ~ ilN~ 
~ 

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

Operations Files 

(Series 40) 

"Recordkeepmg Copy Media Neutral" 

. 

115-109 PREVIOUS EDITION NOT USABLE 
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D has been requested 

I TITLE 

Records Officer, DeCA - East 
9 GRS OR 

SUPERSEDED JOB 
10 ACTION TAKEN 

CITATION 
(NARA USE ONLY) 

STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 

0 
LO 

cii 
C 
C) 

iii 
Q) 

0 

"E 
!!! u 
E 
0 
LL 
Q) 
.0 
0 

~ 
>, 
.0 
"O 
Q) 
C 
C) 

iii 
Q) 

0 

E 
ci 

LL 



i 

OPERATJONS FILES 
Series -rn 

Media Neutral 
(DRi\FT PENDING COORDINATION) 

40 OPER<\TIONS Records concern the policy and procedrnes on the day to day functional 
aspects of commissary grocery, me,1t, produce and front-end department operations to mclude 
Central D1stnbut1on Centers and Central Meat P1 ocessmg Pbnt act1v1t1cs Records apply to the 
management and accountab1hty of gove1 nment owned 01 contractor managed merchandise 
Includes con-espondence relatmg to safety, sa111t1t1on, and secunty cont, ols, change fund 
management, equ1pment/operat111g supply account1b1l1ty zmd financial l1ab11Ity Addresses the 
1dent1ficat1011 of au tho, ,zed comm1ssa1 y pat, ons ,111d the tra111111g of government employees 

4 - GENERAL OPERATIONS CORRESPONDENCE 

CORRESPONDENCE Con espondence relatmg to comm,ssary operations 
that cannot logically 1 ~1ed with the detailed reco1ds to mclude plant, cost, and stores 
accountmg operations 

Disposition: 
GRS 8, Item I 
COFF: end of FY 
DEST/DELETE: J yea,~ atte, COFF 

40-lb INFORMATIONAi DOCUMENT",. D0Lu111ents 1elat1ng 
1ece1ved for 111forrnat1on only, on \\h1ch 110 .1ct10111::i 1equ11ed 

Disposition: 
Non-Record 
DEST/DELETE: when 110 longer needed 101 cunent ope1at1ons 

40-2 SUPPLY INVENTORY MAN4GEMENT. Concerm control of 1te111s of supp/\ and eqwp111e11t 
1v1t/1111 tile DeCA supp/\ sv,te111 c11 eu of , espo11s1hi/1rv. 111a111ta111111g 1111 e11ro1~1, data 011 q11a11t1ty and 
co11d1t1011. lowt,011. d11e-111. 011-lwnd and due-out a11d ro /acil,tate d1sl/"IIJ11t1011 and 11w11age111ent o/ 
mate, ,al 

40-2a PROPERTY OFF JC ER DESIGN-\ TIONS Docu111enb/co11esponclence 1etlect111g des1gnat1011 
of property officers, hand receipt holders and the11 re::ipons1b1ht1es Included are letters, memorandums, 
and other media reflecting appointments. 1 e1 ocat101h, and d1spos1t1on of account d1screpanc1es 

Disposition: 
GRS 11, Item 4a 
COFF: Upon te1111111at1on of ,1ppo111tme111 
DEST/DELETE: 3 months ,1fte1 COFF 

(2) Letters and othe1 co11e::ipondence ,elated to 1evocat1011s and d1spo::i1t1011 of account d1screpanc1e::i 

Disposition: 



UN~CIIEBULED (e"ception to GRS 11, Item 4a tor longer retention) 
COFF: Upon ten111nat1on of appo111tment or 1evocat1on, correct1ve/ad_1ustrnent actions, whichever 1s later 
DEST/DELETE: 2 yea,s atter COFF co11ect1ve/ad1u-..tment actrons 

40-2b PROPERTY BOOK AND SUPPORTING DOCUMENTS Documents/cotTespondence 
reflecting descnptron, recc1pt, ttnento1y ,111d turn-rn 0L1ccountable prope1ty for which the PBO ts 
accountable and/or other designated 111d1\ ,duals are respo11~1ble Included are p1operty books, ,ecerpts, 
turn-rn slips, lateral tr,rn~fer s, 111ve11to1 v ad_1 ustment r epnrts, and other documents supportrng entries to the 
p1operty book 

Disposition: 
( GRS 3, Item 9c)'hception l'6 6RS for longer retention) 

COFF: Upon completion of tull physical 111~pect1on 
DEST/DELETE: 3 yea,~ after COFF eu·ept that open document numbers 111 the supporting document 
file will be transferred to the current fiscal/c,1lendar yea1 document file 

..J0-2c PROPERTY R[CORDS INSPECTIONS AND INVENTORY REPORTING FILES. 
lnfo1111at1on on rnspect1on.., and 111\entorres (rnclud1ng c1111rnal, ~pecral, change of PBO, cyclrc) of property 
and property reco1ds Included a,e reports, 1eplies, 111qu1rtes, and 1elated 1nformat1011 

(I) HO, REGION, FOA 

Disposition: 
UNSCIIEBULEB (e"ception to GRS 3. ltem 9c for longer retention) 
COFF: Upon completion of full phy~1cal 1nspect1on 
DEST/DELETE: 3 ye,m atte, COFF 

n 9c 
COFF: at en FY 
DEST/DELETE: _ ear" after COFF unle-..s needed a" supportrng document for dete11111nat1on of 
possible adverse pe1sonn 

40-2d DOCUMENT R[GIST FILES. Register-.. lrst1ng the dornment number and type of supply 
action taken on docurncnb th,lt sup rt entries to the p1ope1ty book fncluded are registers for 
none,pendable and e,pendable/du1able equ1 1ent 01 supplies cine! ~11111lar 111fo1111,1t1on 

Disposition: 
GRS 23, Item 8 
COFF: at end of FY 
DEST/DELETE: 2 yea1s afte1 COFF, e"cept that open document m be1s will be extracted rnto cunent 
facal/calendar year document r eg1ster (fi1 st entr ,es of new r eg1ster) rn ong1 
sequence 

NOTE: At the end of the) ear, the I egiskr becomes inactive and a new register is st 
register is held in the cu1 rent file-s a1 ea for 2 year~. During that 2 years, any open transa · ns 
which are completed are clo~ed out (po ... ttd) on the old inactive register. At the end of the 2 ye 
retention period, the open numbers (if an~' still e"ist) are transferred to the ne" document register, 
and the old inactive register is then clestro)ecl.) 



AND RECEI Pl Fl LES Receipts 1ef-lect1ng accept,rnce of respons1b11Ity for items of prope1ty 
listed thereon ded ,11e 111d1v1dual 1eceq1t and list111gs 

Disposition: 
GRS 18, Item 12 
COFF: upon tum-111 01 when supe1sedecl 
DEST/DELETE: 3 months after turn-in (COFF) 01 othe, complete unt,ng for the property, or 3 
months after revocation lnd1v1duals m,1y, at the11 d1scret1on, request and receive 
receipt for their own 1etent1on, 111 such ca--e:,, the cancelled hand receipt becomes the md1v1 
p1ope11y and ceases to be ,111 official 1eco1d 

40-2f ACCESS CONTROLS Info, mc1t1011 used to 111amtam accountabil,ty fo, k.eys, to 111ventory keys 
and lock.s, and to 1eco1d ent1y mto co11t,11ne1s 01 vaults Included are key Issue log, key and lock 
111ventory reco1ds, and fo,ms used to 1eco1d ent1y 111to conta111e1s 01 vaults 

Disposition: 
GRS 18, Item 16b 

2) Key and lock. 1nve11to1v 1eco1ds 

Disposition: 
GRS 3, Item 9a 
DEST/DELETE: 1 yea,s fiom date ofl1st 

3) Forn1s used to reco,d entry 111to co11ta111e1s 01 ,aults 

Disposition: 
¼:f-NSCHEDUtlD (e\.ception to GRS 18, Item 7b tor longer retention) 
COFF: at end of FY 
DEST/DELETE: I yeai ,1fter COFF 

Information used to record financial 
transact10 n account111g ::-ystem general ledge, aLcounts, appropnat1011 allotments, and/or the 
suppoiimg subsi · p, operty accountabtl 1ty reco1 ds and/or systems pertammg to cmTent, 
expired, and closed acco for PP&E transactions mcluded are 

• Fmal bid documenb 
• Signed acceptance document by the goven 
• Contract/Other Legal Instrument ( 1 e, lease) 
• Contract Mod1ficat1ons or Change Orders 
• Invoices to support the amount accumulated m the CIP account 
• Indirect Costs mrnned rnte111ally by the gamrng act1v1ty that relate to t1 

acqmsit1on or capital improvement 
• '"FY_ Military Con::itruct1on P1 0Ject Data" (DD Form 1391) ,rnd work orders to 

mclude the design cost drn 111g the pLm11111g phase 
• Appraisal results fo, the donated assets 
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· I Inspection and Recet\ 111g Repo1i" (DD Form 250) 
"Interim an 1a11sfe1 ,111cl Acceptance of Mtl1t,11y Real P1ope1 ty'' (DD Form 
1354) document, and 

• Collect,on voucher 6-13 DoD F111anc 

Disposition: 
G RS 7, Items 2 & 3 and N 1-330-07-2 
DEST/DELETE: 6 yea, sand 3 months atter the closure of the appropnate accoun 
of all obhgat,ons 111 the closed accounts, wh1cheve1 1s later . 

.t0-3 RE OU/SIT/ON -IND ISSUE OF .~UPPLIES -I.ND EOUf PM ENT Polin and pI ocedures 
perta111111g to I eqIwItw1111Ig u11d I1.111c u/ 11e111s of s11pph u11C/ e1111Ip111e111 

EQUISITION SUSPENSE AND STATUS FlLES. Documents 111a111ta111ed by the requ1s1t1oner 
which ct the supply status of subsistence 1equ1s111ons and ~upphes and equipment Included are 
copies of requ1 1s, supply status ca1 ds, follow-up data, .ind I econc11Iat1011 of open requ1s1t1ons 

(I) Stockroom Copy 

Disposition: 
GRS 3, Item 8a 
DEST/DELETE: 2 ye,11~ al1e1 co111plet1011 01 cancella11on of 1e 

(2) All other copies 

Disposition: 
GRS 3, Item 8b 
DEST/DELETE: Dest1oy \\ hen 6 months old 

40-3b RECEIPTING AUTHORITY FILES. Notice of Delegation of Autho11ty-Rece1pt fo1 Supplies 
or comparable forms 01 clocu111e111s 1de11tity111g 111d1v1du,1ls authorized to draw or sign for supplies from a 
Supply Center (SSSC), a Quick Supplv Sto1e (QSS), or s11111la1 act1v1ty 

Disposition: 
UNSCIIEBULEO (EHeption to GRS 11, ltem 4) 
COFF: Upon exp1rat1on/cancellat1on of deleg,1t1011 
DEST/DELETE: 3 months ,1fter COFF 

.t0-3c EQUIPMENT MAINTENt\NCE Documents submitted to contract111g officials to obta111 
111a111tenance on equipment Included 111 th1:, file are copies of cont1,1cts awarded fo, this service 

Disposition: 
UN~CIIEiOUL~Q (E\Ception to GRS 11, hem 5 for longer retention) 
DEST/DELETE: I yea1 after wo1k rs completed 01 c,111celled 

40-4 PROPERTY 4CCOUNTA.BILITY Relates to 0111ftont1, po/1c1es, and procedures goi·er11111g 
acco1111t111g /01 DeC.--1p1011er11 111 li:111,s of both 1Iw11ctaI y I a/11e and q11a111u1 1 

.t0-4a SUBSISTENCE t\CCOUNT ABILITY APPOINTMENT/TRANSFER FILES Documents 

4 



pe11am111g to the appo111t111ent/t1.111-..fe1 to -.,ubs,stence p1ope11) accountability from one 
accountable/resporn,1ble officer to anothe, Included a,e ce111ficat1on of appo111t111ent/t1ansfe1, mventory 
lists, and related documents 

Disposition: 
1:,NSCUl!;DULE-0 (E\ception to GRS 1 J/.fa for longer retention) 
COFF: Upon te11111nat1on ot des1gnat1on 
DEST/DELETE: 2 years afte1 COFF 

40-4b PROPERTY RECORD .\CCOUNTS Documents cove11ng DeCA owned ,rnd 
MOU/ISSA/contiact p1ope11) usage and d1:,po:,1t1011 Include-., 1equesb. purchasing documents. :,l11pp111g, 
·ece1pt. evaluations and turn-m receipts and records Include-., un-..erv,ceable p1operty documentat1011 and 

These I eco, ds a1 e mamta,ned by ,111 accountable 01 1 espons1ble officer 

COFF: after 1rn-111, t1ansfe1. cancell.it,on, or d1spo-.,al 
DEST/DELET 2 yea1s after COFF 

NOTE: No records, ·11 be destroyed before linal appro,al is authenticated on appropriate 
adjustment documents· d correspondence, such as equipment imentor~ adjustment reports and 
equipment report~ of surv .. Documents relating to equipment being tested "ithin DeCA acth ities 
pertaining to CDC/commis,a . level u~age "ill be destroyed 2 years after disposition of equipment 
being tested.) 

40-5 ~--"--''-'--~~----''-"---'---.c....._-=-'- Cui I Cc,,pn11dc•11cc cu11ccI11111g the• po/in and proced/11 es 011 the 
fu11ct1011al aspccts of ope1 ut10111 of tht cu11 1111une:, and cc11rI al d1"t11b11no11 c'e1/lc1 5 A rem CO\ t?red en e 
dm·-to-dm· ope, at111g procedures fur the g1 O( ·1. 11/c'llf produce and 11 oop c,,llfJJHJJ t dcpa1 t111e11t" cm c1 cd 
111 DeC-1. 40 se11es d1rcctn e:, 

40-Sa COMI\IISSARY .\CTl\'ITIES ST.\ TIS TIC DAT A Documenb that pe1 tam to all h1sto11cal 
and cunent data fo, each comm1:,:,ary CDC These ,eco s. e1the1 111 hard copy 01 computerized fonnat, 
mclude data on co1111111s:,ary se, vice:, p1 o, 1ded to ,mtho11z I cw,to111e1:, D,1ta 1s used to evaluate and 
repo1t on comnw,sa,y/CDC ope1at1011-, and make m,111,1ge111ent ec,s1011s NOTE: Includes, but is not 
limited to each department/sub-department operations, acco1 1t <status, hours of service, location, 
name and grade of commissar~ per~onnel and management clicators, etc., and may include 
financial data used to prepare reports under the financial ma, 0 ement requirements that is 
necessary to e,aluate clail) operations. Data is normally used to pro ·c1e all levels of commissary 
management with current and historical operating data. Specific Oat: includes: PDED Input 
Error Report, Inventor~ Results, PDED Error Lb.ting and Imentory Workl t. 

I) Invento1y P, ice L1beb -(WithElrawn) 

Disposition: 
Se@DeparttttrntoFAi, Ftutt:~'. Nl <\Jll896 G-Rs 3/Q,, 
DEST/DELETE: ;( yea, aftc1 the physical 111\ ento, y p1oces:, I -. 

~ 

2) PDED Enor Repo1t and L1st111g 

Disposition: 
GRS 23, Item 7 
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ST/DELETE: afte1 conect1ons a1e made or when no longer needed, whichever 1s appropnate 

entory Reports ,111d supporting docurnentat1011 

Disposition: 
CRS 6, Item la 
COFF: at end of FY 
DEST/DELETE: afte1 6 yt: 

4) Pnce Adjustment lnvento1y 

Disposition: 
CRS 6, Item la 
COFF: at end of FY 
DEST/DELETE: 6 yea1s and 3 months ,1fte1 COFF 

5) P11ce Venficat1on Report 

Disposition: 
CRS 23, Item 7 
DEST/DELETE: when no longe1 needed 

6) Supplemental P1 ice List 

Disposition: 
CRS 6, Item 1 a 
COFF: at end of FY 
DEST/DELETE: 6 yea1::. anJ 3 months ,1t1e1 COFr 

..JO-Sb COMMISSARY OPERATIONAL <\ND FUNCTIONAL REPORTS Document:, and 
co1Tespondence suppo1 t111g repo1 ting 1cqu11 ements of HQ, 1 eg1on and that 1s used to review and evaluate 
commissary/CDC ope1at1ons <;uch as L1c1l1t) u"age and cond1t1on, "loch. le,els, item availabil1ty and 
11btallat1on co111111ande1 comment:,, etc NOTE: This will include reporb from personnel providing 
on-site functional guidance and evaluation of comnmsary/CDC operations and replies thereto. 

I) CDC w01k111g copv or1epo1ts to lllclude Call RL'g1ster/Summa1y, C1se ,rnd Tonnage, Sh1ppmg 
Lbt, Conta111e1 Status, D1,t1e-,::.ed/Reduced Items. E,ce-,s Item~ Listing Accountable copy filed under 
DeCA Job Numbe1 Nl-506-07--L Item 7U-6.i (GRS 6, Item la) 

Disposition: 
UNSCHEf>ULEU 
DEST/DELETE: I yea, after all action.;; h,1ve been completed 

1evs/M 1s:,111g Status Repo1 ts & NSN Roll-Ove1 Repo1 ts 

Disposition: 
CRS 23, Item 7 
DEST/DELETE: when no longe1 needed 

3) O1der Confiimat1on Repo1ts (Withdrawn, accountable covered under Job Number Nl-506-
07-..J, Item 70-6a (CRS 6, Item J a)). 

6 



Disposition: 
LJN~CIIEDULEf> 
COFF: at the end of the F\ 
DEST/DELETE: when no longe1 needeJ 

4) OSD Vendoi/ReJect/01de1 L1st111g (Witlaln1wH, non-record) 

osition: 
No ecord 
DEST ELETE: when no longer needed 

mended Item List (Witbcflirnn. non-record) 

Disposition: 
Non-Record 
DEST/DELETE: 

6) Analysis Reports 

Disposition: 
GRS 23, Item Sb 
DEST/DELETE: 

7) Requrs1tron Analy"rs Repo,ts 

Disposition: 
DEST/DELETE: afte, ne\t 1epo1t1ng cycle 

8) Master File Repo1 t 

Disposition: 
GRS 20, Item 12 & GRS 20, Item 16 
DEST/DELETE: when replaced by new 1eport 

9) Warehouse Repo, ts 

Disposition: 
COFF: GRS 3, Item 9 
DEST/DELETE: after 2 ye,11 s with the e\ception of ~6 Stock LIStliig ,md-orrice E\tende 

pe.r e-ltW l 
C . CJwnh I.-, '5 

10) Warehouse/Pull/Shrpp1ng/Label Repo1t 

Disposition: 1"'-/ B /01 
GRS 23, Item 7 
DEST/DELETE: when no longer needed 

40-Sc DAILY COMl\lTSSARY/CDC OPERATIONS. Documents relating to the clay-to-day operatron 
of the com1111ssary facli 1t1cs ~uch a" g, occ, y meat, p, ocluce, deli, bake, y, customer assistance, etc 
NOTE: \Viii include documents on" orl-. ,1ssrgnments, "ork schedule and local directions on 
operation of each department/sub-department or CDC as required by DeCA directives and policy 

7 
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letters. Documents that establi~h polic~ and procedures are not included. Copies of records kept for 
information only. 

Disposition: 
UN6CIIEDULED 
COFF: end of FY 
DEST/DELETE: 3 yea,~ afte1 COFF 

40-Sd COMMISSARY LOCATION STORES. Documentation and reports perta1n1ng to the operation 
of commissary type ~upport a~ pa1t ofrhe N,1vy Exchange System Included a,e 1equ11ed 1eport1ng data 
IA W DeCA d11ect1ves ,111d MOU/ISSA (~ ithclnrn H, accountable covered under Job Number Nl-
506-07-4, Item 70-6a (GRS 

Disposition: 
--¥f'l'f'IIDR:z\:'WN -

/ J DEST/DELETE: when supe,seded 01 obsolete 

40-Se BEST COMMISS<\RY AWARDS Requ11ed 1epo1ts and evaluation conespondence on 
commissary operations 1eco111mended ,111d awa,ded 1ecogn1t1on fo, best commissary opeiat1011 

Disposition: 
UNSCHEfiULED 
COFF: end of FY 

I~ DEST/DELETE: 3 ye,11-, atrer COFF 

Includes docu111e11ts pert1111111g to the p1oposals, 1eplies and 
methods o 0lJ1~.Ll.Qn fo, the F1equent Deli, ery System, T1.1n~portat1011/a1111ft: P1og1a111, M,magement of 
Vehicles, G,ocery, Meat a duce Depa1tmenb and Sub-depallments and Cent1al D1st11but1on Centers 
and other aspects of comm1ss,iry ope1a 1 , 

Disposition: 
GRS 16, Item 14a 
DEST/DELETE: dest1 0\ ,, hen supe1 "eded 

40-Sg COMMISSARY CUSTOl\IER SERVICE SURVEY Customer sat1~fact1011 -.Lllvey of store 
services completed by cu~tome1 s at each loc1tron 

( 1) HQ 

Disposition: 
HNSCIIEOULet> 
COFF: at end of FY 
DEST/DELETE: 3 ye,11s after COFF 

Disposition: 
Non-Record 
COFF: at end of FY 
DEST/DELETE: copies ,1fte1 I year 

s 
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-W-6 REPORT OF SUR\'EY FILES Repo1ts that desc11be the c11cumstances, and 1ecornmended 
action, conce111111g the los-.,, d,1111age, 01 dLst1uct1on of Government property Included a1e 1epo1ts of 
survey and support111g doL umenh 

(1) HQ, REGIONS PECUNI..\.R, FILES: 

Disposition: 
UNSCIIE9UL~Q ( e\.ception to GRS 3, Item 9c for longer retention period for pecuniary files) 
COFF: upon final action 
DEST/DELETE: 3 yea1.., afte1 COFF 

EGIONS NON-PECUNIARY FILES: 

Disposition: 
G RS 3, Item 9c (wi-~~m'i-Mi:-.:-+tttt!:'n-Tt"t''1'11m1-+N~ttt-lftrr"Dt"MJ1rtmn-t 
COFF: at end of FY 
DEST/DELETE: 2 yeais after COFF 

(3) ALL OTHER OFFICES: 

Disposition: 
GRS 3, Item 9c 
COFF: at end of FY 
DEST/DELETE: copies ,1fte1 ~ ve,m 

-p.er C.. c..h"'~bli".s.s 

e,~ l ,, 1---/K(c2 

-i0-7 REPORT OF SURVE\ CONTROL REGISTERS Reg1ste1 s ,rnd 1elated document:, 
mamtamed to cont1ol 1epo11s of su1 vey (m,rnual or automated) 

Disposition: 
YNSCIIEDULED (E\.ception to GRS 3, Item 9c for longer retention) 
COFF: at end of FY 
DEST/DELETE: 3 yea1-., at1er COFF 

.i0-8 MERCH~NDISJNG/PR0 1\IOTJO,V...Jl /ll..JTDRI..Jl --1.ND BUYING 

-'0-8a MERCHANDISING/PROMOTIONAL M ..\.TERIAL AND BUYrNG Documents mamta1ned 
for plannmg and cont1 ol of item stockage to lllclude 1nfo1 m,1t1on on item p1ese11tat1ons an<l 
proposed/planned promot101i-, fo1 special s.iles 111 the comm1ssa1 y Also mcludes 111fo1 mat1on on item 
p1esentat1on, such forms as DeCA Fo1 m 40-33, item movement data and analysis and s11111lar 
111format1on 

Disposition: 
UNSCHEDULED 
COFF: at end of F\ 
DEST/DELETE: 3 yea,s alte1 COFF 

-i0-8b PROMOTION <\L M <\ TERI <\L. Documents 1eL1t1ng to promonon.il act1v1ty for merchandise 
buymg by regions an<l con11111ssa11es to mclude corre-;pondcnce from HQ DeCA 

Disposition: 
1:J-NSCHEDUC'ED 
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COFF: at end of FY 
DEST/DELETE: 3 years alter COFF 

Documents and 1epo1 t" per t,11111ng lo p11c111g to 111clude pnce quotes of items provided 
manufactu1er 1ep1e~e11tat1ves (vendors) for ~ale Ill conm11ss~111es. contract l1st1ngs, Electromc Data 

lnte hange pnce, manual p11ce ch,lllgcs. monthly vendor p11ce quote~, BPA pnce list. reports and s11rnla1 
1nforn it1on gene1c1ted by the Ma1l-.ct111g Bu~1ne-,~ Unit (MBUJ 

D 
C 
COFF: ate ' 
DEST/DELETE: 6 ye,m and 3 months ,1fte1 COFF 

40-Sd PRODUCE P ICII\G S\ STEI\I System used by Com,rnssary employees to perfom1 produce 
item mamtenance actl\ 1 es. O1cle1 mg/C1t<1log lnte1 face. rnamta1n summary gene,al ledger 1nfom1at1on 
and conduct p1 oduce mven Iv 

I) Inputs 

Disposition: 
N 1-506-08-1 
COFF: at end of FY 
DEST/DELETE: 6 yea1s and 3 months a 

2) Maste1 data file Stored data 111 r,oduc P11c1ng system relational databa-,es 

Disposition: 
NI -506-08-1 
DELETE: when supe1 seclecl, obsolete 01 no longer nee 

3) Outputs 

a) lnvento, y Reports and Suppo1 tmg Documentation 40-5a(3) Repons of mventory 
gene1ated by EDI 01 rn.111ually gene1atecl on hard cop form~ at 
each Conrn11ss.11y 

Disposition: 
N 1-506-08-1 
DEST/DELETE: afte, entered 11110 DeCA Electronic Records Management .11 :l A1ch1ves System 
(DERMAS) and ve11fied 01 when 6 ye.us am! 3 months old, wh1cheve1 1s sooner 

b) Commissary Ope, at1onc1l ,llld Functional Repo, ts FN 40-Sb( 1 ) Repo1ts 
co11 esponclence suppo, tmg I eq u 1remenh of HQ and I eg,ons fo, rev1ew1n and evaluatmg 
commissary/CDC ope, c1t1n1h such as facility usage and cond1t1on, stock lev s, item 
availabil1tv and mstalL1t1on cornmande, comments. etc NOTE This mcludes epo1ts 
fiom per sonncl p1 ov1d1ng on-site functional guidance and evaluation of comm1ss 1y/CDC 
ope1at1ons and 1eplies the1e1L1 Reports include call 1eg1ste1s/summary, case and to 1age, 
charge sale sh1pp1ng list, 1ecommended orde1 11st, Cont1act Mm,te1 File (CMF) comp, ·e, 
container '>tatus. contract heade1 s, cl 1st, essed/reduced items. e,ces,;, items Ii -,tmgs, exces 
transfe,s high dolla1/quant1ty 01der li~t. d1ve11ed shipment, and d1ve11ed shipment enor 
1epo1t 



• Supple111e11tal P11cc Cha11gL'S and P11c111g p1ov1ded to :c.ca1111111g operat1011s 

Disposition: 
N 1-506-08-1 
COFF: at end of FY 
DEST/DELETE: I yea1 afte1 COFF 

40-Se SUPPLEMENTAL PRICING C H-\NGES Supple ntal document:,, and 1epo1ts pe11a111111g to 
pncmg to mclude p1 ice quote-, of 1tenh p1 O\ 1ded by 111a11ufactu1 er 1esentat1ves (vendors) for sale 111 

comm,ssanes, cont1 act list1n/::'.s, E lect10111c Dat,1 I 11te1 ch,mge p, ice, man 1nce changes, monthly vendor 
pnce quotes, BPA price 1,-;r, , i:po1 t-, and s1mila1 1nfo1 m.111011 gene1 ,1ted by th ai ketmg Bus mess Unit 
(MBU) for all store dep,11tme11ts 111 CONUS and OCON US, to mclude meat, dd1, c- ocery, and produce 

Disposition: 
GRS 6, Item I a 
COFF: at end of FY 
DEST/DELETE: 6 yea1s and 3 months afte1 COFF 

40-9 TRANSPORT cl TlON, DISTRIBUTION AND VEHICLE MANAGEMENT 

40-9a DISTRIBUTION. Documcnb m.1111ta1ned for pla1111mg and ad1rn111stenng all d1st11but1on centers 
(CDC) to include \\ a1 ehou:,,111g, 01de1111g and 11 ansportat1011 p1 ocedures Includes sto1 age/pi oduct layout 
plans, operatmg plans and space 1 equ11 ements, freight , outes, and t1 anspo1 tat1on cost analysis mfonnat1011 

Disposition: 
8N8CIIEDU~ 
COFF: at end of FY 
DEST/DELETE: 3 yea1s alter COFF 

40-9b VEHICLE Mt\NAG[MENT Documents mamta,ned fo1 plannmg and admm1stenng all vehicle 
requirements (DeCA ownecl and bo11owed/kased) Includes 1equ11emenh for an,1lys1s of expen:c.es 
associated with use of vehicles :c.uppoll1ng DeCA opcrat1011s 

Disposition: 
l 'J UNSCIIEDUt~i, 

COFF: at end of FY 
DEST/DELETE: 3 yea1s alte1 COFF 

...:....:.=-=..:....:..:::...:..:=:::o..:.A...;,T-====10.:=..N.:..!'. Routine documents 111a111ta1necl Ill :c.upport of t1ansportat1on movement of 
comm1ssa1 y goods ovc1 si=as ' dcd ,11 c copies of transportation cont1 ol and movement documents 
(TCMD), copies of DIBS 01de1s fiom ove1se, 

Disposition: 
GRS 9, Item 4b 
COFF: at end of FY 
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DEST/DELE "· needed fen ltt1gat1on then tiansfe1 the records to file number 
80-11, L1t1gat1on Case FI les 

40-10 QUALITYASSVRANCE 

40-lOa PREVENTIVE I\IEDICINE INQUIRIES Docurnenb related to furmshmg routme techmcal 
rnfonnat1011 on pte\ ent1vc 111ed1cme matter~ to 111dl\ 1duals and act1v1t1es Included 1s co11espondence on 
such matte1s as handling. sto1age, and d1..,po ... 1t1on of h,1za1dous m,1te11als. safe levels of microwave 
rnd1at1on, to'\1c1ty of chemic.ii sub~t,rncec; ,rnd mate11,ils 111 military use. con11ol of msects and rodents, 
waste disposal, and othe1 p1e,ent1\e med1c111e 111.itte,s 

Disposition: 
N 1-506-02-4 
COFF end of FY 

ol,_0 DEST/DELETE: 5 ye,11~ aft:e1 COFF 

40-lOb QUALITY ASSURANCE RECORDS Documents reflecting the contractor's ability to 
perfonn, which form~ a bash fo1 dete1m1n111g the deg1ee and type of vete1ma1y subsistence 111spect1011 to 
be pe1 formed. and the actual pe1 fo, mance ove1 a pe110d of t11ne Includes I epo1 ts of non-confonnance and 
con ect1ve actions to be taken ,111cl/01 taken, ... amp I mg m ... pect1ons and I eco1 ds o t· tesb that \\ e1 e conducted 

Disposition: 
N 1-506-02-4 
COFF end of FY 
DEST/DELETE: 2 ye,11 ... ,1fte1 COFF 

40-lOc MILITARY FOOD REPORT~ Documenb relatmg to the "lan1tat) m~pect1om, of military and 
commercial fac1lit1es eng.1ged 111 p1oces~111g. h,rndling. sto1age, and s,1le of ~ub~1stence Items Included 
are samtary 111-,pect1on 1c:po1 b, co11e ... po11du1ce ,, 1th L1cil1ty 1rnrn,1ge1 "· and supervisors or commandet~. 
relatmg to 111spect1on 1epo1 h ,111d "' 1rn 1,n doL urnenb 

Disposition: 
N 1-506-02-4 
COFF end of CY 

;l.~ DEST/DELETE: 1 yea1 after COFF 

40-lOd ALFOODACTS AND RELATED CORRESPONDENCE In~pect1on 1epo11s. laboratory 
testing reports. 1ecomme11dat1011~ fo, d1 ... po~1t1011 ot· ~ubstand,ud lots of food products, ALFOODACT 
messages and ~11rnla1 01 related documelll~ 

Disposition: 
Nl-506-02-4 
COFF· end of CY 

~~ DEST/DELETE: I yea1 ,1ft:e1 COFF 

40-l0e REGULATOR\ AND SAFE n FOOD REQUIREI\IENTS FDA, USDA. USDC, and 
Military Standa1ds pe1t,11rnng to food ~.1frty and qu,1l1t) as~urnnce 

Disposition: 
Nl-506-02-4 

~ 4 DEST/DELETE: \\hen ~upe1seded, obsolete, 01 when no longe1 needed for refe1ence, whichever 1s later 
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40-IOg PEST MANAG[M[NT l'vlo111tonng, evalu,1t1011 and co01d111at1on of pest related 111spect1ons 
conducted 111 the co1111111s~,11y by ,111 age11c1e, conce1 nee! wllh pest cont,ol 

Disposition: 
N 1-506-02-4 

,......co FF end of FY 
,;J..t::, DEST/DELETE: 2 yea1:i afte1 COFF 

40-l0h HAZARDOUS ANALYSIS Documents related to the Cnt1ec1l Cont1ol Point P1ogram 
(HACCP). An ope1ato1 d11ven p1og1,1111 havmg favo1c1ble impact on the sarnta1y cond1t1ons at 
comm1ssanes which 1s ,1 rnaJ111 mte1 est ot FDA 

Disposition: 
N 1-506-02-4 
COFF end of FY 
DEST/DELETE: 2 yea,~ afte1 COFF 

40-J0i TEMPERATURE LOGS Temperature logs 1etlect1ng the daily 1eco1d111g of temperature for 
meat, dairy, and othe1 tempe1.1tu1e controlled food 1kmc; 

Disposition: 
UNSCHEDULED 
COFF: at the end of the month 
DEST/DELETE: I yea1 aft:e1 COFF 

40-16 ENVIRONMENTAL MANA.GE 1\IENT SJ'STEM (E!l/S)_(Withdra"n items to be submitted 
separately) 

40-17 Base Realig11111e11r and C/o<i111 e Files (BRAC). Relates to DeCA factl1t1es and operational 
closu1es due to BRAC 

40-J7a BRAC CASE FILES. Case file-, pe1t,111rn1g to the closu1e of DeCA facil1t1es affected by BRAC 
Included are DoD guidance and Agency guidance, plan~, 1eports, and non-cl1sclosu1e statements 

Disposition: 
UNSClU:DULEB 
COFF end of FY 
TRANSFER: to FRC afte1 4 ye,11.., 
DEST/DELETE: IO yea1s afte1 COFF 

40-17b BRAC Data Call File'.!!. St.1t1~11c.1l files bv comnm~.iry locations pcrta1111ng to ~e1v1ces, 
pe1sonnel, and other vital 111fo1mat1on 

Disposition: 
t1NSCMEE>ULli.'.D'" 
COFF end of FY 
DEST/DELETE: 3 yea,~ atte1 COFF 
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40-18 EMERGENC}' PL--IN/\ING RECORD.5, Reco1cls .1ccumulatrng from the formulation and 
mplementat1on of plans, such as e\ acu,1t1on plans, for p1 otect1on of life and property durmg 

e ergency cond1t1ons 

EMERGENCY PL.\NNINC ADMINISTRATIVE CORRESPONDENCE FILES 
CoITesp 1dence files relat111g to adm1111strat1011 and operation of the emergency plannmg 
program, n t covered elsewhere Ill th1-; schedule 

Disposition: 
GRS 18, Item 2 
COFF: end of FY 
DE~lf'/Ul[:U[T'.~: 2 

[NOTE- This item does n t CO\ er records docu111ent111g pohc1es and procedures accumulated 111 

offices hav111g agency wider "POI1~1b1ht1es for emergency p1ograms] 

40-18b EMERGENCY PLANNI C CASE FILES [See notes after this item] Case files 
accumulated by offices responsible , 1 the preparation and issuance of plans and directives, 
cons1st111g ofa copy of each plan 01 d1 ect1ve issued, with related backg1ound documents, 
EXCLUDING one 1ecord Lopy of each I an or c!Ircct1ve issued, 1f not 111cluded 111 the agency's 
permanent set ofmaste1 d11ectl\es files 

Disposition: 
GRS 18, Item 27 
COFF: end of FY 
DEST/DELETE: 3 ye.11s Jfter issuance of a new pla 

40-18c EMERGENCY OPERATION5 TESTS FILES. F1 s accumulat111g from tests conducted 
under agency emergency plans, such ,is mst1 uct1ons to mcm rs part1c1pat111g 111 test, staffing 
assignments, messages, te~ts of co111111u111cat1ons and [1cil1t1es, nd repo11s EXCLUDING 
consolidated and comprehensive repo1 ts 

Disposition: 
GRS 18, Item 28 
COFF: end of FY 
DEST/DELETE: when 3 years old. 

40-19 HURRICANE K.\TRINA FIL[S Hurnc,mc Katnna files pertammg to th mpact of 
Agency operations Reco1ds 111clude 1esponses 1tom all departments as a result of1 
actions taken to protect pe1 sonnet and recover ope1 at1ons ~'ithclra,, •~).... 

Disposition: 
·w1TIIDRAWN (copies of all documents pertaining to Hurricane Katrina were forwa ed 
to OSD for lessons learned and maintenance.) &ej(~ refa..·,.u(. Ol~ De.CA a.r 
-PerH'laR@Ht of ii\ Q.tcortt..Anc<. w,tk 'flu..... cL:,s.FCh"bAs 6r 'ti.A. 
COFF: e1,d of F-¥ wh~ +he./ Ql"t, .Q{<J., • ~~kuc.fiof\ 
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IC l\lAIL AND WORD PROCESSING SYSTEMS COPIES 
1es of 1 ecorcls that ai e c1 e1ted on electromc mail and \\ 01 d p1 ocessmg systems and 

used solely to I::! nerate a 1ec01dkeepmg copy of the reco, els covered by the other items 111 this 
schedule Also 111' ude~ elect10111c copies of records created on elect10111c mail and word 
processmg systems t tare ma111ta111ed for updatmg, rev1s1011, or d1s~em111at1on 

a. Copies that have further ,1dn11111strat1ve \ alue atter the reco1dkeep111g copy 1s made 
Includes copies ma111ta111ed by 1d1\ 1duals 111 pe1 sonal files, personal electro me mad directories. 
or other personal cl11 ectones on h, d disk or netwo1 k drl\ es. and copies on shared network dnves 
that are used only to produce the rec dkeepmg copy DEST/delete w1thm 180 days after the 
recordkeepmg copy has bel'n produced 

Disposition: 
GRS 20, Items 13 & 1-l 
DEST/DELETE: w1th1n 1 :-;o days ,1fter the recordke • 1111g copy ha~ been produced 

b. Copies used for d1sse111111at1011, rev1s1on. or upda 1g that are mamtamed 111 add1t1on to 
the recordkeepmg copy 

Disposition: 
GRS 20, Items 13 & 1-l 
DEST/DELETE: when d1ssemmat1on. 1ev1s1on, or updatmg 1s complete. 

-l<LJNSCHEDULED c,rnnot be' app10\c'J 101 de~truct11)n until N,1t1onal Arclme" appro\al 1~ ann unced 
Records can be tran~fe11ed to the Record-, Holdmg Are,1 until de~t1uct1on authonz,1t1on 1s announc 
E;,,.pected wait time fo1 Ndt1onal At elm e-, ,1pp10\ al 1-, 3-6 months 
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