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TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408 1---2 ;t - ;Zoe; ~ 
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Defense Commissary Agency (DeCA)
 
In accordancewith theprovrsions of 44 USC 3303a,the
 2 MAJOR SUB DIVISION 
drsposmon request,mcludmgamendmentsISapproved
 

Director, Headquaters Operations exceptfor Itemsthatmaybemarked"drsposrnon not
 
approved"or "withdrawn" In column 10
 3 MINOR SUBDIVISION 

Operations
 

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

Carol Chambliss	 (804) 734-8841 I/-Ol~-o~ L1dP~;-H61) ct./. - ) 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for thrs agency In matters pertammg to the disposmon of Its records and that the 
records proposed for disposal on the attached~age(s) are not needed now for the business of this agency or will not be 

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

provisions of Title 8 of the GAO Manual for GUidanceof Federal Agencies, 

l&IlS not required o IS attached, or o has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 I TITLE 

Records Officer, DeCA - East
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OPERATIONS FILES 
Series ~O 

Media Neutral 
(DR<\FT PENDING COORDINATION) 

40 OPER <\ TIONS Records concern the pohcy and procedui es on the day to day functional 
aspects of commissary grocery, me.it, pi oduce and front-end department operations to include 
Central Distribution Center s and Central Meat PI ocessmg Plant activities Records apply to the 
management and accountabihty of gove: nment owned 01 contractor managed merchandise 
Includes correspondence relating to safety, sarut.mon, and security conn ols, change fund 
management, equipment/operatmg supply accountabihty and financial liability Addresses the 
Identification of authouzed commissar y patrons and the trauung of government employees 

GENERAL OPERATIONS CORRESPONDENCE 

CORRESPONDENCE COil espondence relatmg to commissary operations 
that cannot logically 1 Iled with the detailed records to include plant, cost, and stores 
accounting operations 

Disposition: 
GRS 8, Item I 
COFF: end of FY 
DESTIDELETE: J yeai-, attei (OFF 

40-lb INFORMATIONAl DOCUMENT...,. Documents relanng 
t eceived fOI mformauon only, on \\11Ich 110 .icnon is iequu ed 

Disposition: 
Non-Record 
DEST/DELETE: when 110 longer needed 101 current operations 

40-2 SUPPLY INVENTORY MAN4GEMENT. Concerns control of items of suppls and equipment 
wtthtn the DeCi suppls sv-tetn a/ ea 0/ Iesponsibilitv. matntanung 1111 entory data all quantity and 

condttton. 10UItlOII, due-in. on-hand and due-out and (0 [actluate dtstrtbutton and managenten t of 
matet tal 

40-2a PROPERTY OFFIC ER DESIGN -\TIONS Documents/cou espondence ieflectmg designanon 

of property officers, hand receipt holders and then responsibihnes Included are letters, memorandums, 
and other media reflecting appointments. Ie\ ocatron-, and drsposirion of account discrepancies 

Disposition: 
GRS 11, Item 4a 
COFF: Upon temunanon of appointment 
DESTIDELETE: 3 months after COFF 

(2) Letters and other con espondence related to ievocanons and drsposiuon of account discrepancies 

Disposition: i 



U!).J~CIIEBULE1) (evception to GRS 11, Item 4a lor longer retention) 
COFF: Upon termination of appointment or revocauon, correcnve/adjustrnent actions, whichever IS later 
DEST/DELETE: 2 years attei COFF cou ecnve/adju-tment actions 

40-2b PROPERTY BOOK AND SUPPORTING DOCUMENTS Documents/correspondence 

ieflectmg description, Ieccipt, 111\ entoi y .md tUIn-ll1 ofaccounrable propel ty for which the PBO IS 

accountable and/or other designated mdiv iduals are Iesponsible Included ar e property books, receipts, 
tum-in slips. lateral transfers, inventot V adjustment reports. and other documents supporting entnes to the 

property book 

Disposition: 
(	 GRS 3, Item 9cje\.ception ~ GRS for longer retention) 

COFF: Upon completion of tull physical mspection 
DEST/DELETE: 3 years after COFF evcept that open document numbers In the supporting document 
file Will be transferred to the current fiscal/calendar yeai document file 

-to-2c PROPERTY ReCORDS INSPECTIONS AND INVENTORY REPORTING FILES. 
lnformanon on mspecnon-, and mventoues (mcluduig .mnual, special. change of PBO, cyclic) of pioperty 

and property records Included ale reports, iephes, inqumes, and related mfoi manon 

(I) HQ, REGION, FOA 

Disposition:
 
UNSCIIEBULEB (evception to GRS 3. hem 9c for longer retention)
 
COFF: Upon completion of full physical mspecnon
 
DEST/DELETE: 3 ye.u-, attei (OFF
 

11 9c
 

COFF: at en FY
 
DEST/DELETE: _ ear-, afie: COFF unle-s needed a-. suppoi rmg document for detemunanon of
 
possible adverse peisonn
 

40-2d DOCUMENT R[GIST FILES. Register- lisnng the document number and type of supply 

action taken on documents that sup It entnes to the pI opel ty book Inc luded at e Iegister s fOI 
nonexpendable and evpendable/dut able equi lent 01 supplies .md ~1I11t1at mfoi manon 

Disposition: 
GRS 23, Item 8 

COFF: at end ofFY 
DEST/DELETE: 2 years after COFF, evcept that open document III bers will be extracted into cunent 
fiscal/calendar year document Iegister (f 1Sten tiles 0 f new Iegistet ) m orig: 
sequence 

NOTE: At the end of the ~ear, the Iegister becomes inactive and a new register is st ed. The old 

register is held in the CUIrent file'S al ea for 2 yean. During that 2 years, any open transa . ns 

which are completed are closed out (posted) on the old inactive register. At the end of the 2 ye 

retention period, the open numbers (if any still evist) are transferred to the new document register, 
and the old inactive register is then destroyed.) 



Disposition:
 
GRS 18, Item 12
 
COFF: upon turn-in 01 when superseded
 
DESTIDELETE: 3 months after turn-In (COFF) 01 other complete untlt1g for the property, or 3
 
months after revocation lndividuals may, at then discretion, request and receive
 
receipt for their own t etennon, 111 such cases, the cancelled hand receipt becomes the II1dlVI
 
property and ceases to be ,111 officral iecoi d
 

.to-2f ACCESS CONTROLS Info: illation L1sed to mamtain accountability fOI keys, to inventory keys 
and locks, and to record entry IIltO containers 01 vaults Included are key Issue log, key and lock 
inventory recor ds, and fOIms used to I(::COId enu y into container s 01 vaults 

Disposition:
 
GRS 18. Item 16b
 

2) Key and lock. inventor v records 

Disposition: 
GRS 3, Item 9a 
DESTIDELETE: :2 years from date oflist 

3) F0l111S used to record entry IIltO contameis 01 vaults 

Disposition: 
-HNSCIIEDUtlD (exception to GRS 18, Item 7b lor longer retention) 
COFF: at end of FY 
DESTIDELETE: I yea: after COFF 

Information used to record financial 
transactio n accounting system general ledge: accounts, appropnation allotments, and/or the 
supporting subsi . pi operty accountabrhty recoi ds and/or systems pertaining to current, 
expired, and closed acco for PP&E transactions included are 

•	 Final bid documents 
•	 SIgned acceptance document by the goven 
•	 Contract/Other Legal Instrument (I e , lease) 
•	 Contract Modifications or Change Orders 
•	 Invoices to support the amount accumulated 111 the CIP account 

Indirect Costs mcun ed mtei nall y by the gammg acn vity that relate to t 1 

acqutsrtion or capital uuprovement 
•	 "FY _ Mihtary Construction PI oject Data" (DD Form 1391) and work orders to 

include the design cost dunng the pl.mnmg phase 
•	 Appraisal results for the donated assets 
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Transfer documents fOI n ansfei red assets 
. I Inspection and Recetx II1g Report" (DD Form 250) 

"Interim an iansfei .ind Acceptance of MIl ttat y Real Pt opel ty" (DD Form 
1354) document, and 
Collection voucher 6-13 DoD Ftnanc 

Disposition:
 
GRS 7, Items 2 & 3 and NI-330-07-2
 
DESTIDELETE: 6 yea: sand 3 months after the closure of the appropriate accoun
 
of all obligauons til the closed accounts, whichevei IS later .
 

.to-3 REOUISITION ·INI) ISSUE OF L~UPPLIES -I.ND EOUfPMENT Polin and procedures 
pertauung to t equtsutonrng ancl r.s uc (1/ "CIIIS o] suppls and equipment 

EQUISITlON SUSPENSE AND STATUS FlLES. Documents maintained by the requisrnoner 
wlucli ct the supply status of subsistence Ieqursiuons and supplies and equipment Included are 
copies of requi 1S, supply status cal ds, follow-up data, and Ieconcrlianon 0 f open requisinons 

(I) Stockroom Copy 

Disposition:
 
GRS 3, Item 8a
 
DEST/DELETE: 2 ye.us alter completion 01 cancellation of Ie
 

(2) All other copies 

Disposition:
 
GRS 3, Item 8b
 
DESTIDELETE: Desn ov \\ hen 6 months old
 

40-3b RECEIPTING AUTHORITY FILES. Notice of Delegation of Authonty-Receipt fOI Supplies 
01 comparable forms 01 documents idenntymg mdividu.ils authonzed to draw or sign for supphes from a 
Supply Center (SSSC), a QUIck Supplv Stole (QSS). 01 smula: acnvity 

Disposition:
 
U!>iSCIIEBULED (Exception to GRS II, Hem 4)
 
COFF: Upon exprranon/cancellanon of delegation
 5 
DESTIDELETE: 3 months after COFF 

.to-3c EQUIPMENT MAINTENt\NCE Documents submitted to contractmg officials to obtam 
maintenance on equipmenr Included 111 tlus file are copies of conn acts awarded for this service 

Disposition:
 
U~~CIl60UL(i;Q (Evception to GRS 11, Hem 5 for longer retention)
 
DEST/DELETE: I yea I after WOIk IScompleted 01 cancelled
 

40-4 PROPERTY 4CCOUNTA.BIUTY Relates fO autlioruv, policies, and procedures governing 

accounting /01 DeC...J pi OpCI'lI III tc) illS ol both inoncuu y \ alue and quantttv 

.to-4a SUBSISTENCE t\CCOUNT ABILITY APPOINTMENT/TRANSFER FILES Documents 
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pertaining to the appomtrnent/n.m-fei to <ubsistence property accountability from one 

accountable/responsible officer to another Included ale cei uficanon of appomtrnent/n ansfei, inventory 
lists, and related documents 

Disposition: 
BNSCU~DULIiJ.I) (Evception to GRS ] 1/4a for longer retention) 
COFF: Upon ternunanon ot designanon 
DESTIDELETE: 2 years after COFF 

40-4b PROPERTY RECORD .\CCOlJNTS Documents coveung DeC A owned ,1I1d 

MOU/ISSA/contiact property usage and drspositron lnclude-. requests purchasing documents, slnppmg, 
"ecetpt, evaluations and turn-Ill receipts and records Include" un-erviceable property documentation and 

These I ecor ds a: e III a mrained by ,111 accountable 01 I esponsible officer 

COFF: after 1rt1-IIl, n ansfei. cancell.inon, or drspo-.al 
DESTIDELET 2 years after COFF 

NOTE: No records i "II be destroyed before final approval is authenticated on appropriate 

adjustment documents' d correspondence, such as equipment inventory adjustment reports and 

equipment reports of surv , . Documents relating to equipment being tested within DeCA activ ities 

pertaining to CDC/commis,a , level usage \\ ill be destroyed 2 years after disposition of equipment 
being tested.) 

40-5 CUll cspondcnc C COIICClIlIllg the poltcv and procedui es all the 
tuncttonal aspects at opel ation» oj the CUll III sartes and ccnu al dtstt tbutton centet 5 Arl'w COl ered ([I e 
dav-to-dav opel attng procedures tor the gt oc 0\ 0 produce and fJ oop "UPPOIt deput til/em" CUI CI edII/l'([{ 

IJI DeC-/. 40 SCI ICS dtrecttv e.., 

40-5a COMMISSARY .\CTI\,ITIES ST.\ TISTlC DA T A Documents that pel tam to all lustoncal 
and current data for each cornnussary CDC These t eco s, either 111 hard copy 01 computenzed fo 1111at, 
include data on cornnussary set vices pi 0\ ided to auihouz I customers Data IS used to evaluate and 

report on comnussar y/Cl.X' opemnon-, and make m.m.igement ecisions NOTE: Includes, but is not 
limited to each department/sub-department operanons, accoi it 'Status, hours of service, location, 
name and grade of conunlssary personnel and management dicators, etc., and may include 

financial data used to prepare reports under the financial mal uement requirements that is 

necessary to evaluate daily operations. Data is normally used to pro 'de all levels of commissary 

management with current and historical operating data. Specific Oat: includes: PDED Input 
Error Report, Inventory Results, PDED Error Listing and Inventory Workl t. 

1) Inventory PI Ice Labels -(WitIHlnlwn) 

Disposition:
 
~Qi DepaFtttlCll t 0 FA iI FtH H~'. Jl'H <\oJ 1I 89 6 GR S 3/ Q "
 

DEST/DELETE: ;( yea: after the physical 111\ ento: y process I ...
 
~ 

2) PDED Enor Report and Listmg 

Disposition:
 
GRS 23, Item 7
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ST/DELETE: after COllections ale made or when no longer needed, whichever IS appropnate 

3) entory Reports ,1I1dsupporting documentation 

Disposition:
 
CRS 6, Item la
 
COFF: at end of FY
 
DESTIDELETE: after 6 ye IS and 3 months after COFF
 

4) Pnce Adjustment lnventoiy 

Disposition:
 
CRS 6, Item la
 
COFF: at end of FY
 
DESTIDELETE: 6 years and 3 months afie: COFF
 

5) Puce Verificanon Report 

Disposition:
 
CRS 23, Item 7
 
DESTIDELETE: when no longer needed
 

6) Supplemental PI Ice List 

Disposition: 
CRS 6, Item 1a 
COFF: at end of FY 
DESTIDELETE: 6 years and 3 months alter COFf 

"O-5b COMMISSARY OPERATIONAL <\'NDFUNCTIONAL REPORTS Documents and 
correspondence suppor tmg repoi tmg Icquu ernents of HQ, Ieglon and that IS used to review and evaluate 
comrmssary/Cl'X' opei anons such as 1.1Clllt) u-age and condition, -tock lev els. Item availability and 
installation commander comments, etc NOTE: This will include reports from personnel providing 
on-site functional guidance and evaluation of comnussary/Clj C operations and replies thereto. 

1) CDC working copv ofreports to include Call Register/Summary, else and Tonnage, Slupping 
LI~t, Container Status, Dr-ue-sed/Reduced Items, Exce-s Items Listmg Accountable copy filed under 
DeC A Job Number N 1-5CJ6-07--L Item 7U-6,1 (GRS 6, Item l a) 

Disposition:
UNSCIIEBULEtr 
DEST/DELETE: 1 ye.u after al\ actions have been completed 

'evs/MIs~lng Status Reports & NSN Roll-Over Reports 

Disposition: 
CRS 23, Item 7 
DESTIDELETE: when no longer needed 

3) Older Confn manon Reports (Withdrawn, accountable covered under Job Number Nl-506-
07-", Item 70-6a (CRS 6, Item] a». 
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Disposition: 
LJ~~CIIEDULEf)
COFF: at the end of the F\
 
DESTIDELETE: when no longer needed
 

4) OSD Vendor/Reject/Order Lisung (Withdrawn, non-record) 

when no longer needed 

mended Item LIst (Withcl'3"n. non-record) 

Disposition:
 
Non-Record
 

DESTIDELETE:
 

6) AnalYSIS Repoi ts 

Disposition:
 
GRS 23, Item 5b
 
DEST/DELETE:
 

7) ReqUISItIon Analy-ts Reports 

Disposition:
 
DESTIDELETE: after nevt ieporting cycle
 

8) Master FIle Repo: t 

Disposition:
 
GRS 20, Item 12 & GRS 20, Item 16
 

DESTIDELETE: when replaced by new report
 

9) Warehouse Repoi ts 

Disposition: 
COFF: GRS 3, Item 9 

DESTIDELETE: after 2 ye.u S WIth the e\.ception of "16 Slock LlStliig .... d-Price Evtende 

ft.,. e-IJW L 
10) Warehollse/PlIllISlllpPlllg/Label Repoi t 

C. Clwnhfi''5 
Disposition: 1).../ B JOB 
GRS 23, Item 7
 

DEST/DELETE: when no longer needed
 

40-5c DAILY COMl\ITSSARY/CDC OPERATIONS. Documents relating to the day-to-day operation 
of the comnussary t:1CllIt1CSsuch ,1" grocery meat, produce. dell, bakery, customer assistance, etc 

NOTE: 'Viii include documents on "or" .issignments, work schedule and local directions on 

operation of each department/sub-department or CDC as required by DeCA directives and policy 

7
 



/0 

I J 

I ~ 

I~ 

letters. Documents that establish policj and procedures are not included. Copies of records kept for 
information only. 

Disposition: 
UN~CIlEDULED 
COFF: end of FY
 
DESTIDELETE: 3 years after COFF
 

40-5d COMMISSARY LOCATION STORES. Docurnentanon and reports pertanung to the operation 
of commissary type support a~ part ofthe N,lVY Exchange System Included ale iequu ed ieporting data 
lAW DeC A du ectives .uul MOU/ISSA (~ ithdnm H, accountable covered under Job Number N1-
506-07 -4, Item 70-6a (G RS 

Disposition: 
-¥f'I"fIlDR:t\:'WN -
DEST/DELETE: when superseded 01 obsolete 

40-5e BEST COMMISSt\RY AWARDS Requued reports and evaluation conespondence on 
cornrmssary operatrons recommended ,1I1d awarded iecogmtron fOI best cornnussary operation 

Disposition: 
UNSCHEf>ULED 

COFF: end of FY 

DESTIDELETE: .3 ye.u- alter COFF 

Includes documents pert.umng to the proposals, t ephes and 
methods 0 11 fOI the Frequent Dehv cry System, Tr.msport.inon/au hft Program, Management of 
Vehicles, Grocery, Meat a duce Departments and Sub-departments and Central Distnbunon Centers 
and other aspects of cornnuss.iry opera I 

Disposition: 
GRS 16, Item 14a 

DEST/DELETE: desu o , \\ hen supei -eded 

40-5g COMMISSARY CUSTOl\IER SERVICE SURVEY Customer satisfaction -ur vey of stole 
services completed by customer s at each 10c.1t]On 

(1) HQ 

Disposition: 
UNSCIIEOULEt> 
COFF: at end of FY
 
DESTIDELETE: 3 ye.u s after COFF
 

Disposition:
 
Non-Record
 

COFF: at end of FY
 

DESTIDELETE: copies .ifte: 1 yea]
 

s 
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"'0-6 REPORT OF SUR\,EY FILES Reports that descr ibe the cucumstances, and recommended 
action, concernmg the los", damage, 01 dcstiucuon ofGovernment property Included ale iepoits of 
survey and supportmg dOLurnent-

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

Disposition:
 
UN5CIIE9UL~Q ( exception to GRS 3, Item 9c for longer retention period for pecuniary files)
 
COFF: upon final action
 

DESTIDELETE: 3 year-, after COFF
 

Disposition: 
G RS 3, Ite m 9c (wt.~~m"i"Mt-:-+t~~rf"t'mi1MI-+tt~n+1ftTr-nt"MJ1Tfmn-t' -p.er c. c..h",,,,bl.-s.s 
COFF: at end ofFY 

DEST/DELETE: 2 years after COFF e-~l " I--/K(C'I 

(3) ALL OTHER OFFICES: 

Disposition:
 
GRS 3, Item 9c
 

COFF: at end of FY
 
DEST/DELETE: copies .ifte: ~ ve.us
 

"'0-7 REPORT OF SURVE\ CONTROL REGISTERS Regrster s .md Ielated documents
 
mamtained to contiol ieports of Slll vey (manual or automated)
 

Disposition:
 
UNSCIIEDULED (Exception to GRS 3, Item 9c tor longer retention)
 
COFF: at end of FY
 

DESTIDELETE: 3 year-, atier COFF
 

"'0-8 MERCH~NDISltVG/PROIl/0T10,V.--lL Ilf--lTDRI--lL ..J.NDBUYING 

",0-8a MERCHANDISING/PROMOTIONAL \VI .\TERIAL AND BUYrNG Documents mamtamed
 
for planning and contiol of Item stockage to Include mfoun.inon on Item presentanons and
 

proposed/planned promonon- tOI special sales In the comnussaiy Also includes mfoi mation on Item
 

piesentanon, such forms as DeCA FOII1l 40-33, Item movement data and analysis and similar
 
mformanon
 

Disposition:
 
UNSCHEDULED
 
COFF: at end of F\
 
DESTIDELETE: 3 years alter COFF
 

",0-8b PROMOTION <\L l\'I <\TERI <\L. Documents rel.inng to promouon.il activity for rnerchandrse 
buying by regions and comnussaues to include correspondence from HQ DeC A 

Disposition: 
l:J-NSCItEDUt:ED 

9 
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COFF: at end of FY 
DESTIDELETE: 3 ye,1IS alter COFF 

Documents and iepous pei i.umng to pncmg to include price quotes of Items provided 
manufacturer iepiesentauves (vendors) fOI sale In cornnussnues, contract lisnngs, Electronic Data 

Inte hange price, manual puce ch.mgcs, monthly vendor puce quotes, BPA price list. reports and s111111al 
mforn ition generated by the Mai kcnng BU~lI1e,>~Unit (MBU) 

DESTIDELETE: 6 ye.u s and 3 months afte: COFF 

40-8d PRODUCE P ICII\G S\ STEI\I System used 
Item maintenance actr, I es, Oi deung/Curalog Intel face, 
and conduct pi oduce mven I v 

by Commi
mamtam 

ssary em
summary 

ployees 
general 

to perform produce 
ledger information 

1) Inputs 

Disposition: 
N 1-506-08-1 
COFF: at end of FY 
DESTIDELETE: 6 years and 3 months a 

2) Mastel data file Stored data In Pro.luc Pricing system relational datnba-es 

Disposition: 
N 1-506-08-1 

DELETE: when super se ded, obsolete 01 no longer nee 

3) Outputs 

a) lnventoi y Reports and Suppoitmg Documentation 
generated by EDI 01 m.muallv generated on 
each Cornnuss.u y 

hard cop 
40-5a(3) 
forms at 

Reports of inventory 

Disposition: 
N 1-506-08-1 
DEST/DELETE: after enteied mto DeC A Electronic Records Management ,11 :l Archives System 
(DERMAS) and veufied 01 when 6 ye.us and 3 months old, whichever IS sooner 

b)	 Cornnussary Opel anonal .1I1dFunctional Repoi ts FN 40-5b( 1) Reports 
COliespondence SUppOInng Iequirernent-, of HQ and regions [01 reVleW111 and evaluating 
cornnuss.u y/C DC opel .rtion-, such as facihty usage and condition, stock lev s, Item 
availabihtv and II1S(,111.1tloncommander comments. etc NOTE This includes epoi ts 
from pel sonncl pi ovidmg Oil-Site functional guidance and eval nation of C01111111S5Iy/CDC 
operations ,1I1diephes the Iell) Reports Include call iegistei s/summary, case and to rage, 
charge sale shipping list, recommended order list, Conti act Master FIle (CMF) comp: -e, 
cont.u ner status, contract he.ide: s, disn essed/reduced Items. evcess Items II-ungs, exces 
transfers high dollm/qu.inuty Older list, diverted shipment, and diverted shipment enor 
report 

10 



r Supplemental PIICC Changes and PIIClng provided to scannmg operations 

Disposition:
 
N 1-506-08-1
 
COFF: at end of FY
 
DESTIDELETE: I ye,n after COFF
 

40-8e SUPPLEMENTAL PRICING C H "\NGES Supple nt.il documents and reports pertauung to 
pncmg to Include puce quote-, of Item'> pi 0\ ided by manufactui er Iesentati ves (vendors) for sale 111 

cornrmssanes, contract IIStlll1:!S, Elecn omc Dat.i lnter ch.inge puce, man rnce changes, monthly vendor 
pnce quotes, BPA price 11<;\, Ieports and surulru mfot m.uron generated by th arkenng Business Unit 
(MBU) for all store dep.u trnents In CONUS and OCONUS, to include meat, dell, e- ocery, and produce 

Disposition:
 
GRS 6. Item 1a
 

COFF: at end of FY
 
DESTIDELETE: 6 years and 3 months after COFF
 

40-9 TRANSPORT..j TrON. DISTRIBUTION AND VEHICLE MANAGEMENT 

-to-9a DISTRIBUTION. Documents m.untained for plannmg and adnunistenng all drstnbution centers 
(CDC) to IIlC lude \\ ar ehousmg, 01 deung and IIansport.iuon pi ocedures Includes stot age/product layout 
plans, operating plans and space Iequn ernents, freight routes, ,1I1d tl anspor tanon cost analysis mformanon 

Disposition: 
8N8CIIEDU~ 
COFF: at end of FY
 
DESTIDELETE: 3 ye.u s alter COFF
 

40-9b VEHICLE Mt\NAGCMENT Documents mamtauie.l fOI planning and adnurnstenng all vehicle 
requirements (DeCA owned and bou owed/lensed) Includes i equu ement-, for analysis of expenses 
associated with use of vehicles suppoi ung DeCA opcranons 

Disposition: 
I 'J	 lJ.NSCIIEf)UL~" 

COFF: at end of FY 
DESTIDELETE: 3 years alter COFF 

...:....:.=..:..:....:..:::...:..::::::....:::;:::o..:.A...;,T-==::IO.:=..N.:..!'.documents rna II1tained In support of nansportation movement ofRoutine 
commissar y goods OVCIseas eluded ,\I C copies of transportation control and movement documents 
(TCMD), copies ofDIBS orders fi om oveiset 

Disposition:
 
GRS 9. Item 4b
 
COFF: at end of FY
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DESTIDELE ,,' needed fOI litigation then transfer the records to file number 
80-11, Litigation Case Files 

40-10 QUALITl'ASS[JRA.NCE 

40-10a PREVENTIVE MEDICINE INQUIRIES Documents related to funuslung routme technical 
I11f01111atlOnon prev entivc medrcine matters to tndix iduals and activities Included IS correspondence on 
such matters as handling, storage, and di-povmon of hazardous matenals, safe levels of microwave 

radianon, tovrcity of chenuc.il substances .lIlt! mateu.ils III nuhtary use, control of insects and rodents, 
waste disposal, and other prev ennv e medicine matters 

Disposition:
 
Nl-506-02-4
 
COFF end of FY
 Ol.O DESTIDELETE: 5 ye.u s after COFF 

40-10b QUALITY ASSURANCE RECORDS Documents reflecting the contractor's ability to 
perform, which forms a basi-, for detemn nmg the degr ee and type of veteunai y subsistence mspection to 
be pe: formed, and the actual pel founance ove: a peuod of time Includes Iepo: ts of non-conformance and 
coriecuve actions to be taken ,1Ilel/OItaken. <amphng m-pections and records of tests that were conducteel 

Disposition:
 
N1-506-02-4
 
COFF end ofFY
 
DESTIDELETE: 2 ye.u-, after (OFF
 

40-lOe MILITARY FOOD REPORT~ Documents relating to the sanitary mspections of military and 
commercial facilines engaged III pi ocessmg. handluig. storage, and sale of subsistence Items Included 
are sarutary mspecnon I epo I b, COli e-pond, nee wrth t.icrhty manage: s, and supervisors or commanders, 
relating to inspection I epoi h .ind ~1I11ti.1I documents 

Disposition:
 
N1-506-02-4
 
COFF end ofC\'
 

;t.~ DESTIDELETE: I yea I after COFF 

40-10d ALFOODACTS AND RELATED CORRESPONDENCE Inspection reports, laboratory 
testing reports, iecornmendauons I'm dr-posinon of substandard lots of food products, ALFOODACT 
messages and smular 01 related dOCUIllt'11l~ 

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

~ ~ DESTIDELETE: I yea: after (OFF 

40-10e REGULATOR' AND SAFE n FOOD REQUIREMENTS FDA, USDA. USDC, and 
Military Standards pert.umng to food safety and quality assurance 

~4 
Disposition:
 
Nl-506-02-4
DEST/DELETE: \\ hen superseded. obsolete, 01 when no longer needed for reference, whichever IS later
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40-10g PEST MANAGCM [NT Morutonng, evalu.inon and coot dinanon of pest related mspections 
conducted 1ll the cornnnss.u y by ,111 agencre-, concerned With pest conn ol 

Disposition: 
N 1-506-02-~ 

,........COFF end of FY 
,;I.t::J DESTIDELETE::2 years after COFF 

40-10h HAZARDOUS ANALYSIS Documents 
(HACCP). An opel atoi duven progr.im having 
commissanes which IS ,1 maJI)1 III tel est ot FDA 

related 
favor able 

to the 
Impact 

Cntical 
on the 

Control 
sanitary 

Point Program 
conditions at 

Disposition: 
N 1-506-02-4 
COFF end of FY 
DESTIDELETE: :2years after COFF 

~O-JOi TEMPERATURE LOGS Temperature logs ieflecnng 
meat, dairy, and other rempei.itui e controlled food items 

the daily iecoidmg of temperature for 

Disposition: 
UNSCHEDULED 
COFF: at the end of the month 
DEST/DELETE: 1 yea I after COFF 

~0-16 ENVIRONMENTAL MANA GE 'lIEN T SJ'STEM (EMS)JWithdra\\n items to be submitted 
separately) 

40-17 Base RealigllmellT and 00 ..111 e Fill's (BRAe). Relates to DeCA facihnes and operational 
closures due to BRAC 

40-17a BRAC CASE FILES. Case file" peit.umng to the closure of DeC A facihues affected by BRAC 
Included are DoD guidance and Agency guidance, plans, reports, and non-disclosure statements 

Disposition: 
UNSCHEDULEB 

COFF end of FY 
TRANSFER: to FRC afre: 4 ye.u-
DESTIDELETE: 10 years after (OFF 

~0-17b BRAe Data Call Files, St.rnsuc.il files bv cornnussary locations pertaining to services, 
personnel, and other vrtal mfounanon 

Disposition: 
t1NSCMEt>ULED"" 
COFF end of FY 
DESTIDELETE: 3 ye.u s attet COFF 
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40-18 EMERGENc}' PL..JNi\lNG RECORD.S Records .iccumulanng from the formulation and 
mplementation of plans, such as e\ acuation plans, for pi otecnon of lrfe and property dunng 

e ergency condinons 

EMERGENCY PL.\NNINC ADMINISTRATIVE CORRESPONDENCE FILES 

Corresp idence files relating to admuustranon and operation of the emergency plannmg 
program, n t covered elsewhere 1Il this schedule 

Disposition: 
GRS 18, Item 2 
COFF: end of FY 
niE~T /DIE .. [l;:~:2 

[NOTE" ThIS Item does n t CO\ er records documenting pohcies and procedures accumulated m 
offices having agency WIde r sponsibrhues for emergency programs ] 

40-18b EMERGENCY PLANNI C CASE FILES [See notes after this Item] Case files 
accumulated by offices responsi ble ' I the preparation and Issuance of plans and direcnves, 
consisting of a copy of each plan 01 dl ective Issued, With related background documents, 
EXCLUDING one record copy of each I an or drrcctrve Issued, If not included 1I1 the agency's 
permanent set of mas tel du ecnv es files 

Disposition: 
GRS 18, Item 27 
COFF: end of FY 
DEST/DELETE: 3 ye.u s after Issuance of a new pia 

40-18c EMERGENCY OPERAnON';; TESTS FILES. FI s accumulating from tests conducted 
under agency emergency plans, such ,IS msnuctions to mcm rs parucipanng III test, staffing 
assignments, messages, tests of commumcanons and facrhties, nd reports EXCLUDING 
consolidated and comprehensive repoi ts 

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

40-19 HURRICANE K'\ TRINA FI L[S Humc.uic Katrina files pertauung to th mpact of 
Agency operations Recoi Lis Include Iesponses 110111 all departments as a result of I 
actions taken to protect pel sonnel and recover opel ations ~litIHlra" 11).... 

Disposition:
 
'n'lTIIDRAWN (copies of all documents pertaining to Hurricane Katrina were forwa ed
 

to OSD for lessons learned and rnaintenance.) &2j.(~ refa,.·"u(.. OLt- De.CA ar
 
¥UH18R@Ht of ;1\ Gltcort!.Anc<. w,1'k 'flu..... cL:,sF,h"bA5 6r ~
 
COFF: end ("JfF¥ wh~ +he.j art,; .Q{~ . ~~kUc.+iOf\
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res of t ecor cis that ale created on electronic mall and word pIOCeSSl11gsystems and 
used solely to Cl nerate a iecordkeepmg copy of the records covered by the other Items 111 this 
schedule Also 111' udes eJectIOl11Ccopies of records created on e lecn 0111C mall and word 
processing systems t tare maintamed for updating, revrsion, or dissenunanon 

a. Copies that have further .idmnustranve \ alue after the recoi dkeepmg copy IS made 
Includes copies mamrained by idr, iduals 111 personal files, personal electronic mad drrectones. 
or other personal dn ectories on h, d disk or netwoi k dnv es, and copies on shared network dnves 
that are used only to produce the rec dkeepll1g copy DEST/delete within 180 days after the 
recordkeeping copy 11[1sbeen produced 

Disposition:
 
GRS 20, Items 13 & 1...
 
DEST/DELETE: within 1:'\0 days after the recordkes )mg copy has been produced
 

b. Copies used for dissenunanon, revision, or upda 19 that are maintamed 111 addition to 
the recordkeepmg copy 

Disposition:
 
GRS 20, Items 13 & 1...
 
DEST/DELETE: when drssenunation. Ievision, or updanng IS complete .
 

.J<UNSCHEDULED cannot be' approved 101 destruction until National Arcluves approval is ann unced 
Records can be transfen ed to the Record- Holding Are.i until desnucnon authonzation ISannounc 
Expected Watt time for National Aicluve-, appiov al r-, 3-6 months 
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Series 40
 

40 OPERA TIONS Records concern the policy and procedures on functtonal aspects of operation of 
comn ssary/CliC activities tnvolvtng public health and quality assurance, occupattonal safety and 
securt nd other procedures addresstng the functional operations of each department of the 
C011l1111SSa(CDC system Correspondence addressing program testing. equipment controls, 
merchandtsi of subsistence stocks and their receipt, control and dtsposttton This includes reports of 
survey on com issary equtpment and facilities (NOTE Report of survey for subsistence Will befiled 
fA Wfinancial re irements ) Also tncluded IScorrespondence pertamtng to mobtltzatton use of 

1I11ems 111 this schedule are considered "Media Neutral" 

ule with a disposition of "Unscheduled" call not be destroyed until approval is 
annottn ced. 

40-1 GENERAL OPERATIO 

40-la GENERAL CORRESPO ENCE Correspondence relating to commissary operanons that 
cannot logically be filed with the detatl records. 

Disposition: 
GRS 23, Item 1 
COFF: end ofFY 
DEST: In CFA after 2 years 

40-1b INFORMATIONAL DOCUMENTS. nts relating to commissary operations that are 
received for mformation only, on which no action is requi d. 

Disposition: 
GRS 23, Item 7 
DEST: when no longer needed for current operations 

40-2 SUPPLY INVENTORY MANAGEMENT. Concerns contro items of supply and equipment 
wtthtn the DeCA supply system area of responstbtlity, matntatntng If entory data on quantity and 
conditton. location. due-in, on-hand and due-out and to facilitate dist utton and management of 
material. 

40-2a PROPERTY OFFICER DESIGNA nONS. Documents/correspondence eflectmg designation 
of property officers, hand receipt holders and their responsibilities. Included are Ie rs, memorandums, 
and other media reflecting appointments, revocations and disposition of account discrep 

Disposition: 
UNSCHEDULED 
COFF: at end ofFY 
DEST: after 2 years after termination of appointment and dIspOSItIOnof any type of 
corrective/adjustment actions 

40-2b PROPERTY BOOK AND SUPPORTING DOCUMENTS Documents/correspondence 
reflecting descnption, receipt, Inventory and tum-in of accountable property for which the PBO IS 
accountable and/or other designated individuals are responsible Included are property books, receipts, 
tum-In slips, lateral transfers, Inventory adjustment reports, and other documents supporting entries to the 
property book 



OPERATIONS FILES
 
Series 40
 

Dis 0 'tion: 
GRS 4, tern 1 
COFF: at nd of FY 
DEST: afte years except that open document numbers in the support 109 document file will be 

e current fiscal/calendar year document file 

40-2c PROPER Y RECORDS INSPECTIONS AND INVENTORY REPORTING FILES. 
Information on msp ctions and mventories (mcludmg annual, special, change ofPBO, cyclic) of property 
and property records ncluded are reports, replies, inquines, and related information. 

Disposition: 
UNSCHEDULED 
COFF: at end of FY 
DEST: 3 years after terminanon 0 ppomtment and disposition of any type of corrective/adjustment 
actions 

(2) CDC, COMMISSARIES: 

Disposition:
 
UNSCHEDULED
 
DEST: after I year unless needed as supporting cument for determination of possible adverse
 
personnel action.
 

40-2d DOCUMENT REGISTER FILES. Register listmg the document number and type of supply
 
action taken on documents that support entnes to t e property book. Included are registers for
 
non expendable and expendable/durable equipment or suppl s and similar information.
 

Disposition:
 
UNSCHEDULED
 
COFF: at end of FY
 
DEST: 2 years, except that open document numbers will be extracte mto current fiscal/calendar year
 
document register (first entries of new register) in ongmal document nu ber sequence
 

NOTE: At the end of the year, the register becomes inactive and a ne egister is started. The old
 
register is held in the current files area for 2 years. During that 2 years, y open transactions
 
which are completed are closed out (posted) on the old inactive register. A the end of the 2 year
 
retention period, the open numbers (if any still exist) are transferred to the n w document register,
 
and the old inactive register is then destroyed.)
 

40-2e HAND RECEIPT FILES Receipts reflectmg acceptance of responsibility fo
 
lrsted thereon Included are individual receipt and hstmgs
 

Disposition:
 
UNSCHEDULED
 
COFF: at end of FY
 
DEST: on turn-1I1or other completed accountmg for the property, or when superseded by a new rec
 
or hstmg Individuals may, at their discretion, request and receive the cancelled hand receipt for their 0 n
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Series 40
 

retent n; 111 such cases, the cancelled hand receipt becomes the individual's personal property and ceases 
to be an fficial record 

Information used to maintain accountability for keys, to inventory keys 
and locks, an to record entry mto containers or vaults, Included are key Issue log, key and lock 
inventory record and forms used to record entry into containers or vaults 

Disposition:
 
UNSCHEDULED
 
DEST: 90 days after return
 

(2) KEY AND LOCK 

Disposition:
 
DEST: after I year
 

NTRY INTO CONTAINERS OR VAULTS 

Disposition:
 
COFF: at end of FY
 
DEST: I year following last entry
 

40-3 RE UISIT/ON AND ISSUE OF SUPPLIES A Policy and procedures 
pertatntng to requtstuontng and Issue of Items of supply an 

Disposition:
 
UNSCHEDULED
 
COFF: at end of FY
 
DEST: 2 years, except that open document numbers will be extracte into current fiscal/calendar year
 
document register (first entnes of new register) m original document nu ber sequence
 

40-3a REQUISITION SUSPENSE AND STATUS FILES. Documents mtamed by the requisitioner
 
which reflect the supply status of subsistence requisrtions and supplies an equipment Included are
 
copies of requisrnons, supply status cards, follow-up data, and reconcihation of
 

Disposition:
 
GRS 3, Item 9b
 
COFF: at end of FY
 
DEST: 3 months after completion of supply action or on cancellation of requisition,
 

40-3b RECEIPTING AUTHORITY FILES. Notice of Delegation of Authonty-Receipt f Supplies
 
or comparable forms or documents identifymg mdividuals authorized to draw or sign for supphe
 
Supply Center (SSSC), a QUIck Supply Store (QSS), or similar activity
 

Disposition:
 
UNSCHEDULED
 
DEST: on preparation of new authonzations.
 

40-3c EQUIPMENT MAINTENANCE. Documents submitted to contracting officials to obtain
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Included in this file are copies of contracts awarded for this service 

at 
DEST: after year 

40-4 Relates to authority, policies, and procedures govermng 
property In terms of both monetary value and quantity 

ACCOUNTABILITY APPOINTMENTITRANSFER FILES. Documents 
pertammg to the a omtment/transfer to subsistence property accountability from one 
accountable/responsible of er to another. Included are certification of appomtment/transfer, inventory 
lists, and related documents. 

Disposition: 
UNSCHEDULED 
COFF: at end of FY 
DEST: 2 years after termmation of de . nation and after appointment of new accountable or responsible 
officer If no investigative action is pendin .) 

40-4b PROPERTY RECORD Documents covermg DeCA owned and 
MOU/ISSA/contract property usage and dispos IOn. Includes requests, purchasing documents, shipping, 
receipt, evaluations and tum-m receipts and reco s. Includes unserviceable property documentation and 
dIspOSItIOnguidance These records are maintaine y an accountable or responsible officer 

Disposition: 
UNSCHEDULED 
COFF: at end of FY 
DEST: after 2 years. 

NOTE: No records will be destroyed before final approval is uthenticated on appropriate 
adjustment documents and correspondence, such as equipment' ventory adjustment reports and 
equipment reports of survey. Documents relating to equipment b 'ng tested within DeCA activities 
pertaining to CDC/commissary level usage will be destroyed 2 year after disposition of equipment 
being tested.) 

40-5 COMMISSARY OPERATIONS Correspondence concerntng the p ltcy and procedures on the 
functional aspects of operattons and central dtstrtbutton iters coveredof the COl1ll111SSarieS c Areas are 
day-to-day operating procedures for the grocery, meat, produce and troop supp t departments covered 
tn DeCA 40 series directives 

40-5a COMMISSARY ACTIVITIES STATISTICAL DATA. Documents that pert in to alI historical 
and current data for each commissary/CDC These records, either m hard copy or com terized format, 
mclude data on commissary services provided to authorized customers Data is used t evaluate and 
report on comrmssary/CflC operations and make management decisions. NOTE: Include but is not 
limited to each department/sub-department operations, account status, hours of service location, 
name and grade of commissary personnel and management indicators, etc., and may include 
financial data used to prepare reports under the financial management requirements at is 
necessary to evaluate daily operations. Data is normally used to provide all levels of commis 
management with current and historical operating data. Specific Data includes: PDED In 
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r Report, Inventory Price Labels, Inventory Recount List, Inventory Results, Inventory to 
Sales atio, PDED Error Listing and Inventory Worklist. 

Disposition: 
See Departme of Air Forces': NI-AFU-89-6 
DEST: 1 year a er the physical inventory process 

Disposition: 
GRS 23, Item 6a 
DEST: after corrections are ade or after week, whichever IS appropriate 

Disposition: 
GRS 6, Item fa 
COFF: at end of FY 
DEST: after 6 years and 3 months 

(4) PRICE ADJUSTMENT INVENTO 

Disposition: 
GRS 23, Item 6a 
DEST: when no longer needed 

(5) PRICE VERIFICATION REPORT: 

Disposition: 
See Department of Air Forces': NI-AFU-88-23 
DEST: after 1 month 

(6) SUPPLEMENTAL PRICE LIST: 

Disposition: 
GRS 6, Item la 
DEST: after 6 years and 3 months 

40-5b COMMISSARY OPERATIONAL AND FUNCTIONAL REPORTS. 
correspondence supporting reporting requirements ofHQ, region and that IS used to r iew and evaluate 
comrrussary/CllC operations such as facility usage and condrtion, stock levels, item ava bilrty and 
Installation commander comments, etc NOTE: This will include reports from person Iproviding 
on-site functional guidance and evaluation of commissary/CDC operations and replies ereto. 

(1) REPORTS TO INCLUDE CALL REGISTER/SUMMARY, CASE AND TONNA 
CHARGE SALE SHIPPING LIST, RECOMMENDED ORDER LIST, CMF COMPARE, 
CONTAINER STATUS CONTRACT HEADERS DISTRESSEDIREDUCED ITEMS EXC 
ITEMS LISTING, EXCESS TRANSFERS, HIGH DOLLAR/QUANTITY ORDER LIST, 
DIVERTED SHIPMENT, AND DIVERTED SHIPMENT ERROR REPORT: 
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Dis sition: 
GRS 6, Item 14d 
DEST: 1 year after all actions have been completed 

(2) LO ATION SURVEYSfMISSING STATUS REPORTS & NSN ROLL-OVER REPORTS: 

Disposition: 
GRS 23, Item 5b 
DEST: when no I 

Disposition: 
GRS 23, Item 1 
COFF: at the end of the FY 
DEST: after 2 years 

(4) OSD VENDORIREJECTI ER LISTING: 

Disposition: 
GRS 23, Item 5b 
DEST: when no longer needed 

(5) RECOMMENDED ITEM LIST: 

Disposition: 
GRS 23, Item 5b 
DEST: when no longer needed 

(6) ANALYSIS REPORTS: 

Disposition: 
GRS 23, Item 5b 
Commissaries DEST: when no longer needed with the e~ception 
Report (DEST after 1 year) 

Requisition Analysis 

(7) REQUISITION ANALYSIS REPORTS: 

Disposition: 
GRS 16, Item 14c 
DEST: after next reportmg cycle. 

(8) MASTER FILE REPORT: 

Disposition: 
UNSCHEDULED 
DEST: when replaced by new report 

(9) WAREHOUSE REPORTS: 
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OPERATIONS FILES 
Series 40 

after 2 years with the exception of Not-Stock Listing and Price Extended Listing. 

AREHOUSEIPULLISHIPPINGILABEL REPORT: 

Disposition:
 
See Departmen
 
DEST: when no onger needed.
 

SSARY /CDC OPERATIONS. Documents relatmg to the day-to-day operation 
of the commissary faciht s such as grocery, meat, produce, deli, bakery, customer assistance, etc. 
NOTE: Will include docu ents on work assignments, work schedule and local directions on 
operation of each departme tlsub-department or CDC as required by DeCA directives and policy 
letters. Documents that 
information only. 

estab . h policy and procedures are not included. Copies of records kept for 

Disposition: 
GRS 23, Item Sa 
DEST: after 2 years 

40-Sd COMMISSARY LOCATION STO S. Documentation and reports pertaming to the operation 
of commissary type support as part of the Navy xchange System. Included are required reporting data 
IAW DeCA directives and MOUIISSA. 

Disposition: 
GRS 23, Item Sb 
Stores DEST: when superseded or obsolete 

40-Se BEST COMMISSARY AWARDS. Required r orts and evaluation correspondence on 
commissary operations recommended and awarded recognition r best commissary operation. 

Disposition: 
UNSCHEDULED 
DEST: after 1 year 

40-Sf OPERATIONAL GUIDANCE Includes documents pertaining to til proposals, replies and 
methods of operation for the Frequent Dehvery System, Troop Support, Trans rtation/airhft Program, 
Management of Vehicles, Grocery, Meat and Produce Departments and Sub-dep ments and Central 
Distribution Centers and other aspects of cornrrussary operations. 

Disposition: 
GRS 16, Item 14a 
DEST: destroy when superseded 

40-Sg COMMISSARY CUSTOMER SERVICE SURVEY. Customer sansfaction s 
store services completed by customers at each location. 

(I) HO, REGIONS: 
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Disposition: 
UNSCHEDULED 
COFF: at end ofFY 

DEST: copres after 1 year 

40-6 FILES Reports that describe the circumstances, and recommended 

action, concernmg the loss, dama e, or destruction of Government property Included are reports of 
survey and supportmg documents 

(1) HO, REGIONS: 

Disposition: 
UNSCHEDULED 
COFF: at end of FY 

DEST: files mvolving pecuniary liabilrty 5 years er completion of final action; other files after 3 
years 

(2) ALL OTHERS: 

Disposition: 
UNSCHEDULED 
COFF: at end ofFY 

DEST: copies after 2 years 

40-7 REPORT OF SURVEY CONTROL REGISTERS and related documents 
maintained to control reports of survey (manual or automated) 

Disposition: 
UNSCHEDULED 
COFF: at end of FY 

DEST: after 5 years 

40-8 MERCHANDISING/PROMOTIONAL MATERIAL AND BUYING 

40-8a MERCHANDISINGIPROMOTIONAL MATERIAL AND BUYING Docu ents mamtained 
for plannmg and control of Item stockage to include mformation on Item pr entations and 

proposed/planned promotions for special sales in the commissary Also includes inform tion on item 

presentation, such forms as DeCA Form 40-33, item movement data and analysis 
information 

Disposition: 
UNSCHEDULED 
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at end ofFY
 
after 2 years
 

Disposition: 
UNSCHEDULE 
COFF: 

40-8c PRICING. Docu nts and reports pertammg to pricing to include price quotes of Items provided 
by manufacturer representa ves (vendors) for sale in comrmssanes, contract listings, Electronic Data 
Interchange pnce, manual pnc changes, monthly vendor price quotes, BPA pnce list, reports and similar 
information generated by the Ma etmg Business Umt (MBU) 

Disposition: 
GRS 6, Item la 
COFF: at end of FY 
DEST: after 6 years and 3 months Supp mental changes: DEST after 1 year 

40-9 TRANSPORTATION. DISTRIBUTI AND VEHICLE MANAGEMENT. 

40-9a DISTRIBUTION. Documents maintained or planning and admmistering all distribution centers 
(CDC) to include warehousmg, ordering and transp anon procedures Includes storage/product layout 
plans, operatmg plans and space requirements, freight utes, and transportation cost analysis information 

Disposition: 
GRS 9, Item 4 
COFF: at end of FY 
DEST: after 2 years 

40-9b VEIDCLE MANAGEMENT Documents mamtained for p ning and administermg all vehicle 
requirements (DeCA owned and borrowed/leased). Includes requi ments for analysis of expenses 
associated with use of vehicles supportmg DeCA operations. 

Disposition: 
GRS 10, Item 1 
COFF: at end of FY 
DEST: after 2 years 

40-9c TRANSPORTATION. Documents maintained 111 support of transportati n movement of 
commissary goods overseas. Included are copies of transportation control and move ent documents 
(TCMD), copies of DIBS orders from overseas. 

Disposition: 
GRS 9, Item 4b 
COFF: at end ofFY 
DEST: after 1 year unless needed for htrgatron then transfer the records to file number 80-11, Litiga .on 
Case Files 
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QUALITY ASSURANCE 

PREVENTIVE MEDICINE INQUIRIES. Documents related to furnishmg routine techmcal 
mformat n on preventive medicme matters to individuals and activities. Included is correspondence on 
such matt as handling, storage, and disposition of hazardous materials, safe levels of microwave 
radration; to, CIty of chemical substances and materials in military use, control of insects and rodents, 
waste disposal, nd other preventive medicine matters. 

Disposition: 
NI-506-02-4 

Transfer: after 2 years 
DEST: after 5 years. COFF nd of each FY, mamtain in CFA for 2 years, TRF to RHA for remaining 
retention and DEST 

40-10b Documents reflecting the contractor's ability to 
ming the degree and type of veterinary subsistence mspection to 

be performed, and the actual performan over a period of time. Includes reports of non-conformance and 
corrective actions to be taken and/or taken, sampling Inspections and records of tests that were conducted. 

Disposition: 
NI-506-02-4 
COFF end of each FY 
DEST: after 2 years 

40-10c MILITARY FOOD REPORTS. Documents re ting to the sanitary mspections of military and 
commercial facihties engaged In processing, handling, sto e, and sale of subsistence Items. Included 
are samtary mspection reports, correspondence with facility anagers, and supervisors or commanders, 
relating to mspection reports and similar documents 

Disposition: 
NI-506-02-4 
COFF: end of each FY 
DEST: after 1 year 

40-10d ALFOODACTS AND RELATED CORRESPONDENCE. Insp tion reports, laboratory 
testing reports, recommendations for disposition of substandard lots of food p ducts, ALFOODACT 
messages and similar or related documents 

Disposition: 
NI-506-02-4 
COFF' end of each FY 
DEST: after 1 year 

40-10e REGULATORY AND SAFETY FOOD REQUIREMENTS. 
Mihtary Standards pertaining to food safety and quahty assurance. 

Disposition: 
N 1-506-02-4 
DEST: when superseded, obsolete, or when no longer needed for reference, whichever is later 
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0-10g PEST MANAGEMENT. Morutonng, evaluation and coordination of pest related inspections 
co ducted In the commissary by all agencies concerned with pest control 

==~~~~...:A~N~A:;:L~Y~SI=S Documents related to the Critical Control Point Program 
o erator driven program having favorable Impact on the sanitary conditions at 

commissaries which a major Interest of FDA 

Disposition: 
NI-506-02-4 
COFF. end of each FY 
DEST: in CF A after 2 years 

40-10i TEMPERATURE LOGS. Temperature logs reflectmg the dally recording of temperature for 
meat, dairy, and other temperature co oiled food items. 

Disposition: 
UNSCHEDULED 
COFF: at the end of the month 
DEST: after 1 year 

40-16 ENVIRONMENTAL MANAGEMENT SY. 

40-16a IDENTIFIED ENVIRONMENTAL ACTIVI ES PRODUCTS AND SERVICES. List of
 
DeCA's Identified environmental actrvities, products and s
 

Disposition:
 
UNSCHEDULED
 
COFF: end of each FY
 
TRANSFER: to RHA after 2 years
 
DEST: after 5 years.
 

40-16b IDENTIFIED ENVIRONMENTAL ASPECTS AND IMPACT List of DeC A's identified
 
environmental aspects and impacts.
 

Disposition:
 
UNSCHEDULED
 
COFF' end of each FY
 
TRANSFER: to RHA after 2 years
 
DEST: after 5 years.
 

40-16c ENVIRONMENTAL ASPECTS SIGNIFICANCE RANKING.
 
environmental aspects and significance rating of each (i e Solid Waste Reduction & Recychng
 
Enhancement; Sustainable Construction, Energy and Water Conservation etc.)
 

Disposition:
 
UNSCHEDULED
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CO F. end of each FY 
TRA SFER: to RHA after 2 years 
DEST: fter 5 years 

=~=~o..:..:::;-=-=-:.=:..:....::..::=.;:......:;;;U~IRE=~M~E::;:;N~T..::<.:S. and other environmental List of Legal authonties 
ther mandatory procedures pertammg to EMS 

Disposition: 
UNSCHEDULED 
COFF. end of eac 
TRANSFER: to 

40-16e ENVIRONMENT TASK LIST. Report that idennfies the environmental tasks that are 
ental management. 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16f IDENTIFIED ENVIRONMENTA OBJECTIVE AND TARGETS. List of Identified 
environmental targets and objectives 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16g ENVIRONMENTAL PROGRAM DEVELOPME T NEEDS. Report that identifies the 
procedures necessary to comply with environmental training ne s for each task by job functions 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16k EMS TRAINING REQUIREMENTS Trammg matrix that identifie he environmental 
traming needs for each task by job function. 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 
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Training lesson plan that documents the course objectives and training 
c tent. Attendance roster and scope of training. 

Dis 0 'tion:
 
UNSC DULED
 
COFF e d of each FY
 
TRANS FE :
 

ON EXTERNAL COMMUNICATION. Documented decision on 
ificant environmental aspects to external parnes. 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 
DEST: after 5 years 

40-16n EMS EXTERNAL COM UNICATION LOG. Documentation of relevant communication 
from external parties 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-160 EXTERNAL CORRESPONDENCES. DeC's documented response to external parties 
Inquiry. 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16p DOCUMENT CONTROL MATRIX. List of Identified docume t which must be controlled 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16r DOCUMENT CONTROL LIST. LIst of controlled documents which exrst outs I 
electronic storage/Intranet that are stamped "Controlled." 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
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NSFER: to RHA after 2 years 
DES . after 5 years. 

Disposition: 
UNSCHEDULE 

....:...:.....:==~:o..::..::=.:...;=....:o::~E::..:.N..:....T:...;I::..:F'-"'I:..;:;C:..:..A""'T::...:I"""O::;..:N~.List of Identified waste streams and other Important 
Information 

Disposition: 
UNSCHEDULED 
COFF· end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16u WASTE PROFILES. Waste profile in rmation for each identified waste stream. 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16v POTENTIAL 
emergency situations 

EMERGENCY RESPONSE 
and response measures. 

EVALUA 

Disposition: 
UNSCHEDULED 
COFF· end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16w EMERGENCY 
procedures. 

RESPONSE PROCEDURES TEST. ergency response 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16y EMERGENCY RESPONSE INCIDENTS. Report on emergency response situations 

Disposition: 
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F end of each FY 
TRA SFER: to RHA after 2 years 
DEST: fter 5 years 

40-16z CA BRA TION AND MAINTENANCE OF MONITORING E UIPMENT. Record of 
amtenance of measuring equipment. 

Disposition: 
UNSCHEDULED 
COFF end of each 
TRANSFER: to RHA a 
DEST: after 5 years 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16a(2) WASTE SHIPMENTS 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(3) DUE DILIGENCE REPORT. Report on site evaluation! e diltgence for construction 
projects. 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(4) PESTICIDEIRODENTICIDE CONTRACTS. Reports on the status of the 
pesticide/rodenticrde Environmental Management Program metrics. 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 
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40- 6a(S) ENERGY AND WATER CONSERVATION. Documentation pertammg to energy and 
sage information 

COFF end f each FY 
TRANSFER: RHA after 2 years 
DEST: after 5 y rs 

ENTAL COMPLIANCE Reports on environmental compliance assurance. 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 
DEST: after 5 years 

40-16a(7) POLLUTION PREVEN ON. Report on pollution prevention opportumties 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16a(8) ANNUAL SURVEY SUMMARY DeCA Annual Environmental Survey completed by 
Comnussaries, 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(9) NONCONFORMANCE AND CORRECTIVE ACTION 
nonconformance and corrective action 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16a(10) CORRECTIVE ACTION PROCEDURAL CHANGE. 
procedures identified through a nonconformance 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
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NSFER: to RHA after 2 years 
T: after 5 years. 

Disposition: 
UNSCHEDUL 
COFF. end of e ch FY 
TRANSFER: to after 2 years 

Disposition: 
UNSCHEDULED 
COFF end of each FY 
TRANSFER: to RHA after 2 year 
DEST: after 5 years. 

40-16a(13) Reserved, 

40-16a(14) MONTHLY HAZARDOUS W ~ TE INVENTORY. Monthly hazardous waste 
accumulation totals corrective action. 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(15) MASTER ENVIRONMENTAL RECORD LIST. mmary of all DeCA EMS records and 
other information. 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16a (16) EMS AUDIT RESULTS. Results of EMS audits. 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 
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0-16a(17) ENVIRONMENTAL AGENCY INSPECTIONS. Records received from applicable 
en ironmental agencies resulting from facility inspections. 

Dis 0 ·tion:
 
UNSC DULED
 
COFF. e d of each FY
 
TRANSFE :
 

40-16a(18) MON ORING AND MEASURING SUMMARY. Summary of mformation collected to
 
determme overall e ctiveness of DeCA's EMS
 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after ... 
DEST: after 5 years 

40-16a(19) EMS 
EMS performance 

PERFORMANC 
withm DeCA 

SUMMARY. Summary of information collected to determme 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(20) 
mforrnation 

CONFORMANCE WITH 
collected to determme if op

OPE RATIO 
erational control 

L CONTROLS SUMMARY. Summary of 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-16a(21) OBJECTIVE AND 
determine if objectives and targets ar

TARGET PROGRESS. 
e bemg met. 

Disposition: 
UNSCHEDULED 
COFF: end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years. 

40-16a(22) CONSTRUCTION DELAYS. Summary of construction delays identifymg c 
habrhties 

Disposition: 
UNSCHEDULED 
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ER: to RHA after 2 years
 
a er 5 years
 

NAGEMENT REVIEW MEETING MINUTES Reports, memos, briefings, action 
g mmutes from EMS. 

Disposition: 
UNSCHEDULED 
COFF end of each 
TRANSFER: to RHA 
DEST: after 5 years 

40-16b CONTINUOUS I ROVEMENTS Documentation pertaming to contmuous improvement 
opportunities 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
TRANSFER: to RHA after 2 years 
DEST: after 5 years 

40-17 BASE REALIGNMENT AND CLOS 
operational closures due to BRAC. 

40-17a BRAC CASE FILES. Case files pertamin to the closure of DeCA facrhties affected by BRAe. 
Included are DoD guidance and Agency guidance, pi s, reports, and non-disclosure statements 

Disposition: 
UNSCHEDULED 
COFF' end of each FY 
TRANSFER: to FRC after 4 years 
DEST: after 10 years 

40-17h BRAC Data Call Files. Stanstical files by commissary loc ions pertaining to services, 
personnel, and other VItal information 

Disposition: 
UNSCHEDULED 
COFF. end of each FY 
DEST: after 3 years 

40-18 EMERGENCY PLANNING RECORDS Records accumulating from the formulat nand 
implementation of plans, such as evacuation plans, for protection of life and property 
conditions. 

40-18a EMERGENCY PLANNING ADMINISTRATIVE CORRESPONDENCE FI 
[See note after this item.] Correspondence files relatmg to admirustration and operation oft 
emergency plannmg program, not covered elsewhere in this schedule 
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Dis osition:
 
GRS 8, Item 26
 
COFF: end ofFY
 
DEST:
 

[NOTE' Thi Item does not cover records documenting pohcies and procedures accumulated m offices
 
havmg agency ide responsibihtres for emergency programs]
 

40-18b EMERG CY PLANNING CASE FILES [See notes after this item.] Case files
 
accumulated by offic responsible for the preparation and issuance of plans and directives, consisting of
 
a copy of each plan or .rective issued, with related background documents, EXCLUDING one record
 
copy of each plan or dire ive Issued, If not included in the agency's permanent set of master directives
 

files
 

Disposition:
 
GRS 18, Item 27
 
COFF: end of FY
 
DEST: 3 years after Issuance of a n plan or direcnve
 

[NOTES (1) If the emergency plan is n included in the agency's master set of directives files, a record
 
set must be mamtamed and scheduled for e entual transfer to the National Archives of the United States
 
by submission of an SF 115 to NARA (2) ergency planning reports of operations tests, consisting of
 
consoltdated or comprehensive reports reflecti agency wide results of tests conducted under emergency
 
plans are also permanent and must be scheduled r transfer to the National Archives of the Umted States
 
by submission of an SF 115 ]
 

40-18c EMERGENCY OPERATIONS TESTS FIr; S. Ftles accumulanng from tests conducted
 
under agency emergency plans, such as instructions to m bers participanng in test, staffing assignments,
 
messages, tests of communications and facilities, and repo EXCLUDING consolidated and
 
comprehensive reports.
 

Disposition:
 
GRS 18, Item 28
 
COFF: end ofFY
 
DEST: when 2 years old Destroy when 3 years old.
 

40-19 HURRICANE KATRINA FILES Hurricane Katrina files pertai 'ng to the Impact of Agency
 
operations. Records include responses from all departments as a result ofne essary actions taken to
 
protect personnel and recover operanons.
 

Disposition:
 
UNSCHEDULED
 
Permanent
 
COFF: end of FY
 
Transfer: to FRC after 4 yrs
 

40-20 ELECTRONIC MAIL AND WORD PROCESSING SYSTEMS COPIES. Electr I1IC copies
 
of records that are created on electronic mail and word processing systems and used solely to ge erate a
 
record keeping copy of the records covered by the other Items in this schedule Also includes elec
 
copies of records created on electronic mati and word processmg systems that are maintained for
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, revision, or dissemination. 

(1) opies that have no further admirustrative value after the recordkeeping copy IS made 
Includes copi mamtained by individuals m personal files, personal electronic mati directories, or other 
personal director' s on hard disk or network drives, and copies on shared network drives that are used 
only to produce the 
been produced. 

cordkeeping copy DEST/delete within 180 days after the recordkeeping copy has 

Dis position: 
DEST/delete: within 180 day fter the recordkeeping copy has been produced. 

(2) Copies used for dissemi tion, revision, or updating that are maintained in addrnon to the 
recordkeepmg copy 

Disposition:
 
DEST: when dissemmation, revision, or upd
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