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The National Imagery and Mapping Agency (NIMA) is
 
developing its Records Schedule and submits Series 100,
 
Office Administrative Files. for approval by the Archivist of
 
the United States.
 

Disposition instructions in the General Records Schedule
 
(GRS) have been applied to NIMA records where possible.
 

The attached 100 Series (Enclosure 1) has been coordinated 
with NIMA General Counsel and major program offices of
 
the Agency. Enclosure 2 is a list of abbreviations used in
 
Series 100. Enclosure 3 is a conversion table of Defense
 
Mapping Agency (DMA) approved file numbers to the 
proposed NlMA file numbers, An. outline of the proposed 
NIMA Records Schedule is Enclosure 4. 

NlMA records (formerly Defense Mapping Agency and 
others) will continue to be transferred to the Washington 
National Records Center (WNRC). Suitland, MD, and the 
National Personnel Records Center (NPRC), St. Louis, MO. 
for storage as appropriate. 
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NIMA RECORDS CONTROL SCHEDULE
 

100 Series - Office Administrative Files
 
These files relate to the performance of internal or housekeeping act1vities with1n an office. 

101 Series - GENERAL ADMINISTRATION 
These files are for rout1ne administrative operations or procedures that do not pertain to the 
direct miss10n of the off1ce. 

Series Type of File Disposition 

101-01 OFFICE FILE PLAN (RECORDS MANAGEMENT FILES) TEMPORARY 
Off1ce file plan used to ident1fy records 
created, received, and mainta1ned in an 
off1ce. 

a. Recordkeep1ng cop1es (paper, electron1c, a. Destroy when superseded, obsolete, or 
or both) no longer needed for reference. 

b. Electron1c cop1es of records created b. Destroy/delete w1thin 180 days after 
using word processing systems and electronic recordkeeping copy has been produced.
mail and used solely to generate
recordkeeping cop1es 

101-02 ECORDS TRANSMITTAL AND RECEIPT (RECORDS
gr~~~ILES)

Bas1c documentat1o 
to a records holding area, r~~as 
another office or organizat1on (SF
Records Transmittal and Receipt or 

TEMPORARY 
GRS 16/2(a) (2) & 
GRS 16/15 

101-03 SUSPENSE FILE TEMPORARY 
rmation arranged in chronological order 

as a re' r that an action is required on 
a g1ven date or a reply or action 1S 
expected and, 1f not re . d, should be 
traced on a given date. 

a. A note or other rem1nder to take 

1 



NlMA RECORDS CONTROL 

~~%'~~l~_le copy or extra copy of an 
outgolng comm n, filed by the date on 
which a reply is expecte 

(1) If suspense copy 

(2) If suspense copy is the file copy 

101-04 SCHEDULES OF DAILY ACTIVITIES 
Calendars, appolntment books, schedules,
logs, diaries, and other records documentlng
meetings, appointments, telephone calls,
trips, vlsits, and other actlvities whl1e 
servlng in an offlclal capaclty, EXCLUDING 
materials determined to be personal. 

a.	 NlMA Director 
(1) Recordkeeping copies (paper,

electronic, or both) 

(2) Electronlc copies of records 
created uSlng word processing systems and 
electronlc mall and used solely to generate
recordkeeping copies 

containing substantive 
information relatln 'al activities, 
the substance of which has not been 
incorporated into offlclal files. 

documentlng routine activitles 
contalning no su lnformation and 
records containing substantlve 1 

the substance of WhlCh has been lncorporated
lnto organized fl1es. 
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SCHEDULE 

b.	 GRS 23/6b A. 

TEMPORARY 

a. 
(1) Destroy when 2 years old. 

(2) Destroy/delete withln 180 days 
after recordkeeplng copy has been 
produced. 

b.	 GRS 23/5a & 
GRS 23/10 

c.	 GRS 23/5b & 
GRS 23/10 



101-05 

NlMA RECORDS CONTROL SCHEDULE 

Reco relating to the lnternal 
admlnistr . n or housekeeping activities of 
an office. Fl may include: organization,
staffing, procedures, tices, issuances, 
communlcations, expendltu budget,
safety, mail, supplies, receipt, orms and 
publications requests, meetlng minute 
office equipment, offlce space and 
utilltles, lnternal actlvlty reports, 
reference files, and other non-mlssion 
actlvities. 

101-06 PURCHASES (ROUTINE PROCUREMENT)
credlt card purchase

correspondence, account 
statement, and relate ers. (This
applies only to transactions 
after July 3, 1995, at or below the 
slmplified acqulsition threshold and all 
constructlon contracts at or below $2000.) 

101-07 INSPECTION AND SURVEY 
Reports/findings on lnspections, assistance 
visits, or surveys of your office. 

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

b. Electronic copies of records created 
uSlng word processlng systems and electronlc 
mail and used solely to generate
recordkeeping coples 

101-08 READING FILE 
Copies of data of short term interest having
no documentary or evidential value. 

3 

TEMPORARY 

GRS 23/1 & 
GRS 23/10 

TEMPORARY 
GRS 3/3 & 
GRS 3/18 

TEMPORARY 

a. Destroy after next comparable
inspectlon. 

b. Destroy/delete withln 180 days after 
recordkeeplng copy has been produced. 

• 
TEMPORARY 



NlMA RECORDS CONTROL SCHEDULE 

a. Recordkeeping copies (paper, electronlc, a. Destroy when 1 year old. Earlier 
or both) destruction is authorized. 

b. Electronic copies of records created b. Destroy/delete within 180 days after 
using word processing systems and electronic recordkeeping copy has been produced.
mail and used solely to generate
recordkeeping copies 

4
 



NIMA RECORDS CONTROL SCHEDULE
 

..102 Series - OFFICE PERSONNEL 
These files are used in the administration of personnel ln all organizatlonal segments 

Series Type of File Disposition 

102-01 FILE TEMPORARY 

GRS 1/18a &
 
Correspondence, form other GRS 1/43

relating to authorizations, pons,

pending actions, requests for personn
 
actlon, and records on lndlv1dual employees

duplicated 1n or not appropriate for the
 
Offlclal Personnel F1le.
 

102-02 TEMPORARY 
GRS 2/8 & 

Records 1n elther paper .~~~~~~~~a~b~1~e~~G~R:S~2~/~3~1~ _form used to input time an~ attendance data
 
into a payroll system, including overtime.
 

102-03 POSITION DESCRIPTIONS TEMPORARY 
Copies of pos1t1on descriptions that 1nclude
 
lnformatlon on t1tle, ser1es, grade, dutles,

responsibilities, and related data.
 

a. Recordkeeping coples (paper, electronic, a. Destroy after position lS abolished 
or both) or descript10n is superseded. 

b. Electronic copies of records created b. Destroy/delete within 180 days after 
using word processing systems and electronic the recordkeep1ng copy has been produced. . 
mail and used solely to generate
recordkeeping copies 

102-04 FILES) 

5 



NlMA RECORDS CONTROL SCHEDULE 

ertalning to commercial and noncommercial
 
trave transportatlon. (E.g., Requests
 
and authorlza or mllltary and civlllan
 
personnel temporary du pes travel
 
itineraries, travel
 ,
reports.) 

102-05 (Office Administrative Files) TEMPORARY 
lies) GRS 23/1 &
 

Correspondence, repor alning forms, and GRS 23/10

other records relatlng to the a . blllty

of training and employee partlcipatlon l
 
tralning programs.
 

102-06 PERSONNEL LOCATOR TEMPORARY 
(Pr~vacy Act Applies) 
Data reflectlng the name, address, telephone 
number, and slmllar information for each 
employee. 

a. Recordkeeplng copies (paper, electronlc, a. Destroy on separation or transfer of 
or both) the lndividual. 

b. Electronic coples of records created b. Destroy/delete within 180 days after 
using word processlng systems and electronic recordkeeplng copy has been produced. 
mail and used solely to generate
recordkeeping coples 

6
 



NIMA RECORDS CONTROL SCHEDULE 

103 Series - OFFICE SECURITY 
This series covers lnternal securlty and data	 control files common to most offlces. 

Series	 Type of File Disposition 

103-01	 CLASSIFIED MATERIAL ACCOUNTING AND ACCESS TEMPORARY 

CONTROL 
a. Forms or 11StS malntalned at control a.
 
pOlnts to lndicate accountablllty of data.
 
Also correspondence, receipts, destructlon
 
certificates, lnventories, and access files
 
pertaining to the admlnistration of security

classlflcatlon, control and accountlng for
 
classifled material, reflectlng the receipt,

dispatch, or destructlon of the materials.
 
Included are forms and similar documents
 
used for control:
 

(1) Accountable SCI documents (NIMA (1)
 
Form 5211-41 or simllar)
 

(a) Recordkeeplng copies (paper,	 (a) Retire to RHA 1 year after 
electronic,	 or both) destruction of document or 1 year after 

document is no longer retained by NIMA. 
Destroy 20 years after retirement to RHA. 

(b) Paper	 records maintained separately (b) Destroy 1 year after destructlon 
from	 the recordkeeplng system of document or 1 year after document is no 

longer retained by NIMA. 

(c) Electronic copies of records	 (c) Destroy/delete withln 180 days 
created uSlng word processlng systems and after recordkeeping copy has been produced.
electronic mail and used solely to generate
recordkeeplng copies 

(2) COSMIC Top Secret	 (2 ) 

(a) Recordkeeplng coples (paper,	 (a) Destroy when 10 years old. 
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NlMA RECORDS CONTROL 

electronic, or both) 

(b) Paper records maintained separately
from the recordkeeping system 

(c) ElectronlC coples of records 
created using word processlng systems and 
electronic mail and used solely to generate
recordkeeping copies 

(3) NATO Secret and all other 

(a) Recordkeeplng copies (paper,
electronlc, or both) 

(b) Electronic coples records created 
using word processlng systems and electronlc 
mall and used solely to generate
recordkeeping coples 

b. Materials authorizing the regrading of 
securlty classified documents; e.g., forms, 
clrculars, and other authorizing documents. 

(1) Recordkeeping copies (paper,
electronic, or both) 

(2) Electronic copies of records 
created using word processing systems and 
electronic mail and used solely to generate
recordkeeplng coples 

SCHEDULE 

(b) Destroy when 5 years old. 

(c) Destroy/delete within 180 days 
after recordkeeping copy has been produced. 

(3 ) 

(a) Destroy when 2 years old. 

(b) Destroy/delete withln 180 days 
after recordkeeplng copy has been produced. 

b. 

(1) Destroy in CFA 3 years after 
materials shown on forms have been 
annotated. 

(2) Destroy/delete within 180 days 
after recordkeeping copy has been produced. 
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NlMA RECORDS CONTROL SCHEDULE 

103-02 IFIED AREA/CONTAINER CONTROL 
a. Forms or 
combinat~ons, names of ~n ~ . now~ng
combinations, and comparable data used to 
control access into classif~ed areas or 
conta~ners. 

TEMPORARY 
a. GRS 18/7a

GRS 18/30 

b. GRS 18/7b
GRS 18/30 

& 

& 

.
• 

103-03 
Correspondenc other 
perta~n~ng to the adm~ 
classif~ed mater~als not 
in this schedule. 

TEMPORARY 
GRS 18/1 & 
GRS 18/30 

9 



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