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206 Series - POLICY DOCUMENTS AND FORMS MANAGEMENT FILES
These records concern the development, administration and evaluation of policy documents
and forms. They include the initiation, preparation, and coordination of these programs.

Series Type of File Disposition

206-01 INTERNAL POLICY RECORD SETS )
This file contains one copy of all policy
documents or similar data issued by NIMA.
Also included is the signed staff summary
sheet indicating approval and coordination
correspondence recording significant
decisions affecting the policy. Each folder
of the collection will be distinctly marked
RECORD SET.

a. Recordkeeping copies (paper, electronic a. PERMANENT

or both). Cut off annually or when superseded or
obsolete. Retire to a records storage
facility. Transfer to NARA 25 years
after cutoff.

b. Paper records maintained separately from b. TEMPORARY
the recordkeeping system. Destroy when 180 days old.

c. TEMPORARY

c.. igs of records created . (GRS 16/15)
using word processing SyS ronic

mail and used solely to generate
recordkeeping copies.




206-02

206-03

ORMS POLICY, PROCEDURE AND GUIDANCE FILES
Thi ile contains copies of internal and
external ai tives, correspondence,
comprehensive p and similar actions
outlining policy and p ures to ensure
compliance and prevent waste,
mismanagement.

a. Recordkeeping copies (paper, electronic a. ORARY
or both). (GRS 16/1Zavdb)

+b—FBlectronic copies of records created b. TEMPORARY

using word processing systems and electronic (GRS 1671i5)—
mail and used solely to generate
recordkeeping copies.

RMS TRACKING AND EVALUATION FILES
The iles are used to ensure the
completi and timeliness of submission of
feeder reports-including schedules of
evaluation, interil eporting, lists of
offices required to rep , records that
identify program internal c¢
weaknesses, corrective actions t
resolve weaknesses, and correspondenc
relating to program performance.

a. Recordkeeping copies (paper, electronic a. TEMBORARY
or both). (GRS 16/14

b——F3}eetronic-copies of records created b. TEMPORARY

Y

using word processing systems and electronic (GRS 16/15)
mail and used solely to generate



recordkeeping copies.

206-04 FORMS SURVEY FILES
includes notification of visits,

reports of visdits, corrective actions taken,
copies of surveys S to offices, survey
responses, consolidated r t of survey
results, and related data.
a. Recordkeeping copies (paper, electronic, EMPORARY
or both). (GRS de)
b—EY}eetronic copies of records created b. TEMPORARY
using word processing systems and electrontc—{6RS—316/415)}—
mail and used solely to generate
recordkeeping copies.

206-05 NUMBER ASSIGNMENT REGISTER
This file™i des data used to record and
control the assignm form numbers.
a. Recordkeeping copies (paper, electronic, . Y Destroy when no longer
or both). required for ent control

purposes.

b—=Flectranic copies of records created b. TEMPORARY
using word processing systems amd—eleetronic (GRS 16/15)
mail and used solely to generate
recordkeeping copies.

206-06 ISTORICAL INTERNAL FORMS
This file i approvals for creation,
revision, consolidation o




206-07

206-08

‘a. Recordkeeping copies (paper,

information regulating its control
istence; one copy of each edition
of the form; original artwork and
negatives used for oduction purposes;
print requisitions and ré
correspondence.

electronic, TEMPORARY
or both). (GRS

b—Blectronic copies of records created b. TEMPORARY
using word processing systems and electronic (GRS 16715}
mail and used solely to generate

recordkeeping copies.

IONAL FORMS FILE
Included a ies of internal and external
forms, arranged by ca of function.

a. Recordkeeping copies (paper, electronic, TEMPORARY
or both). (GRS 16

b—Eleectronic _caopnies of records created b. TEMPORARY
using word processing systems and electronic¢ (GRS 16715}
mail and used solely to generate

recordkeeping copies.

EXTERNAL FORMS FILE
ig_file contains documents relating to
forms cre other agencies and used
within the jurisdicti of the Agency forms
management office. Include opies of
forms, authority to use and/or print




206-09

instructions for use, and
coordination D

a.
or bot

cordkeeping copies (paper, electronic,
h).

tronic copies of records created
using word processi d electronic
mail and used solely to generate
recordkeeping copies.

ACCOUNTABLE FORMS

a. Included are documents reflecting the
receipt or issue of accountable blank forms;
e.g., receipt forms, listings, and
registers.

b. Signature cards or other identification
of individuals authorized to receive
accountable forms.

e~—Electronic copies of records created

a. TEMPORARY
(GRS 16/3Db)

> RARY
(GRS 16/15)

a. TEMPORARY

Destroy when forms are accounted for, or
one year after issue, whichever is
first.

b. TEMPORARY
Destroy when authorization is withdrawn.

c. TEMPORARY

using word processing systems and electronic
recordkeeping copies.

(GRS 16/15)



Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3)
with the corresponding statute 10 U.S.C. 424, which protects from disclosure the
"organization or any function of, and certain information pertaining to, employees of the
National Geospatial- Intelligence Agency (formerly National Imagery and Mapping Service)."
You will need to submit a Freedom of Information Act (FOIA) request to the Office of the

General Counsel for the withheld information.

http://www.archives.gov/foia/


http://www.archives.gov/foia



