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Defense Commissary Agency (DeCA)

General Correspondence Files

Purpose/Scope:

General Correspondence Files. This schedule is designed to cover the retention of all General
Correspondence records made or received by the Defense Commissary Agency (DeCA) Corporate
Communications office and the Corporate Planning office.

a. General Corporate Communication Correspondence Files . General correspondence
relating to Corporate Communications that cannot be logically filed with the detailed records.

Disposition:
Cutoff end of FY
Destroy: 3 years after Cutoff

b. Informational Documents. Documents relating to corporate communications that are
received for information only, on which no action is required.

Dispesition:
Destroy: when no longer needed for current operations.

a. General Corporate Planning Correspondence Files. General correspondence relating to
corporate planning that cannot be logically filed with the detailed records.

Disposition:
Cutoff end of FY
Destroy: 3 years after Cutoff
Planning
b. Informational Documents. Documents relating to corporatc-eemsmuntesttons that are
received for information only, on which no action is required.

Disposition;
Destroy: when no longer needed for current operations.





