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I hereby catify Ihat I am audlorizcd to let fOltItiIlFIC)' Ia mat~pert.laill'to Ihe dlspoeitloa 
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Is not required o has been requested. 
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RECORDS OFFICER 
II. ORS OR 10. ACTION TAKEN 

7.rrEMHO. • DESCRlPTlON OF ITEM SUPERSEDED JOB (NARA USE ONLY) CITATION 

See attached aheeta 

PREVIOUS EDITION NOT USABLE STANDARD FORll11S (REV. 3-81) 
PRESCRIBED BY HAM 36 CFR 1228 

115-109 



206 Series - POLZCY DOCUMENTS AND FORMS MANAGEMENT FZLES 
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 ZNTERNAL POLZCY 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 Cut off annually or when superseded or 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 ~torage
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. ies of records created (GRS 16/15) using word processing sys
mail and used solely to generate
recordkeeping copies. 

..-

.-



206-02
 

206-03
 

ORMS POLXCY, PROCEDURE AND GOXDANCE FXLES 
'Ie contains copies of internal and 

external tives, correspondence, 
comprehensive p and similar actions 
outlining policy and ures 
compliance and prevent waste,
mismanagement. 

a. Recordkeeping copies (paper, electronic 
or both) . 

of records created b. 
using word processing systems and electron~c 
mail and used solely to generate
recordkeeping copies. 

FXLES 
iles are used to ensure the 

complet~ and timeliness of submission of 
feeder report 'ncluding schedules of 
evaluation, inter~ eporting, lists of 
offices required to rep ,records that 
identify program internal c rol 
weaknesses, corrective actions t n to 
resolve weaknesses, and correspondenc
relating to program performance. 

a. Recordkeeping copies (paper, electronic a. 
or both) • 

cords created b. 
using word processing systems and electronic 
mail and used solely to generate 

'l'EMPORARY 

TEMPORARY 

..
 



recordkeeping copies. 

:Z06-04 
of visits, 

reports of v~ . s, corrective actions taken,
copies of surveys s to offices, survey
responses, consolidated r t of survey
results, and related data. 

a. Recordkeeping copies (paper, 
or both) . 

of records created 
using word processing systems and 
mail and used solely to generate
recordkeeping copies. 

b. TEMPORARY 

206-05 NUMBER 
file . 

ASS~GNMENT REG~STER 
used to record and 

form numbers. 

a. 
or 

Recordkeeping
both) . 

copies (paper, electronic, 

purposes. 

Destroy when no longer
ll~no~ill,entcontrol 

using word processing sys ern 
mail and used solely to generate
recordkeeping copies. 

b. TEMPORARY 
GRS 16/15) 

206-06 
creation,

tion of a 



206-07 

206-08 

; information regulating its control 
durin 'stence; one copy of each edition 
of the form; original artwork and 
negatives used for oduction purposes;
print requisitions and re d 
correspondence. 

a. Recordkeeping copies 
or both). 

f records created 
using word processing systems and electron~c 
mail and used solely to generate
recordkeeping copies. 

internal and external 
~~~~ of function. 

a. Recordkeeping copies 
or both). 

of records created 
using word processing systems and electron~c 
mail and used solely to generate
recordkeeping copies. 

EXTERNAL FORMS FILE 
file contains documents relating to 

forms cre other agencies and used 
within the jurisd~ , of the Agency forms 
management office. of 
forms, authority to 

b. TEMPORARY 

b. TEMPORARY 

4 · 



for use, and 

a. cordkeeping copies (paper, electronic, 

or bo~th~):.::::~~::~::::::~~;;~~
~ ronic copies of records created 

using word proceSS1 electronic 
mail and used solely to generate
recordkeeping copies. 

206-09 ACCOUNTABLE FORMS 

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

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

. s of records created 
using word processing systems and electron1c 
recordkeeping copies . 

a. TEMPORARY 

~(~G:R:Sz:l6:/~3:b~)~
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 

..
 



Redactions have been made to this record control schedule pursuant to 5 u.s C SS2(b)(3) 
with the correspondmg statute 10 USC 424, WhIChprotects from disclosure the 
"organization or any function of, and certam mformation pertammg to, employees of the 
National Geospatial- lntelhgence Agency (formerly National Imagery and Mappmg Service] " 
You WIllneed to subrrut a Freedom of Information Act (FOIA) request to the Office of the 
General Counsel for the withheld mformatron 

http IIwww archIves gov IfOlal 


