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NGA RECORDS SCHEDULE
 

803 Series - COLLECTION/ACQUISITION FILES. These files relate to the collection and/or acquisition 
of geospatial source materials, library functions, captured data, and similar records. 

~ 
Series	 Type of File 

.803-01	 GEOSPATIAL COLLECTION GUIDANCE AND 
REQUIREMENTS
Data created or acquired to assure the 
availability of current source materials for 
existing and anticipated geospatial 
programs. Included are manuals,
instructions, guidance letters,
correspondence, and data pertaining to 
assessment and collection actions. 

a. Office assigned functional 
responsibility of acquiring and maintaining 
source materials: Recordkeeping copies
(paper, electronic or both) • 

b.	 Other offices: Recordkeeping copies
(paper, electronic, or both) . • 
c •. Paper records maintained separately from 
the recordkeeping system.

,f 
d. Electronic copies of records created 
using word processing systems and electronic 
mail and used solely to generate
recordkeeping copies. 

Disposition 

a. PERMANENT
 
Cutoff when superseded or obsolete.
 
Retire 2 years after cutoff to a records
 
storage facility. Transfer to NARA 25
 
years after cutoff.
 

b. TEMPORARY
 
Destroy/delete when superseded or
 
obsolete.
 

c. TEMPORARY
 
Destroy when 180 days old.
 

d. TEMPORARY
 
Destroy/delete within 180 days after
 
recordkeeping copy has been produced.
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803-02 

. 803-03 

GEOSPATIAL REPORTING FILES 
Data acc~mulated in reporting geospatial 
evaluations and findings. Included are 
feeder, consolidated, and special reports, 
and related information. 

a. Office assigned functional program
responsibility: 

(1) Consolidated and special reports: 
Recordkeeping copies (paper, electronic or 
both). 

(2) Feeder reports and related 
information. Recordkeeping copies (paper,
electronic or both). 

b.	 Other offices: Recordkeeping copies
(paper,_electronic, or both). 

c. Paper records ~aintained separately from 
the recordkeeping system. 

d. Electronic copies of records created 
using wdrd processing systems and electronic 
mail and used solely to generate
recordkeeping copies • 

CAPTURED GEOSPATIAL DOCUMENTS 
Documents captured or confiscated in 
conflict or war time under the provisions of 
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...
 

a. 

(1) PERMANENT 
Cutoff when no longer needed for current 
operations. Retire to a records storage
facility 2 years after cutoff. Transfer 
to NARA 25 years after cutoff. 

(2) TEMPORARY 
Destroy/delete when no longer needed. 

b. TEMPORARY
 
Destroy/delete when 1 year old.
 

c. TEMPORARY
 
Destroy when 180 days old.
 

d. TEMPORARY
 
Destroy/delete within 180 days after
 
recordkeeping copy has been produced.
 

not approved. Notify NARA 
collections exist so that an 
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international law, including records of appraisal may be conducted. 
foreign governmental, military, private, and 
other institutions. Maintain as separate
entity to preserve administrative origin and 
arrangement to the fullest extent 
practicalle. This description does not 
include captured cryptologic records. 

o 
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Redactions have been made to this record control schedule pursuant to 5 USC 552(b)(3) 
with the correspondmg statute 10 U.SC 424, which protects from disclosure the 
"orgamzation or any function of, and certam information pertammg to, employees of the 
National Geospatial- Intelligence Agency (formerly National Imagery and Mappmg Service)." 
You will need to submit a Freedom of Information Act (FOIA) request to the Office of the 
General Counsel for the withheld mforrnanon. 
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