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TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NlR) DATE RECEIVED ~ I Ie
WASHINGTON, DC 20408 J7 cto, 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 
NATIONAL IMAGERY AND MAPPING AGENCY (NlMA)

2 MAJOR SUBDIVISION	 In accordance with the prOYISlon. of 44 
usc 3303a the dlsposlhon request,CORPORATE AFFAIRS Including amendments. as aPKroved except

3 MINOR SUBDIVISION for Items that mal be marke "das/:SlhOI\
MISSION SUPPORT (MSAR) not approved" or Wlthdrawn" DICOumn to 

4 NAME OF PERSON WITH WHOM TO CONFER T~I C:P'-'t"'IlI.Ji== DATE,	 A~ 
'vlSTtJ,E6l'"D STATES 

.r-,	 If) ...')..'l...Jt t; ltd ,:/£ l ..; 
8 AGENCYCERTIFlCATION	 :~ ~ -h~1hereby certify that I am authorized to act for this agen matte pertaining to tn disposmon of Its records
 
and that the records Kroposed for disposal on the attached __ p e(s) are not now needed for the busmess
 
of this agener or WI not be needed after the retention re:%FOIA (b I'(li' - i:o usc 4? 4-' , orA

the General ccountmg Office, under the provrsions 0 Tule 8 t .. o; '->rl.'-' ............. ""' .;•• '........... 

NIMA
 
u. ..............
 

Agencies, 

[i) IS not required, c:l is attached; or has been reouested 
IO"A"TE TITLE AGENCY RECORDS OFFICER 

DECLASSIFICATION PROGRAM MANAGER
I ia Sf P qCi	 I 

r 
7.	 9.GRS_qR 10 ~9TI_QN 

ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN~~
NO.	 JOB CITATION USEO L 

The National Imagery and Mapping Agency (NIMA) IS
 

developing Its Records Schedule and resubmits Serres 1000,
 
Training Files, for approval by the Archivrst of the United
 
States
 

Disposmon mstrucnons In the General Records Schedule
 
(GRS) have been apphed to NIMA records where possible
 

The attached 1000 Senes (Enclosure I) has been 
coordinated With NIMA College, General Counsel, and 
major program offices of the Agency Enclosure 2 IS a 
conversion table of Defense Mapping Agency approved file 
numbers and CIA DDS&T classifled Schedule file numbers 
to the proposed NIMA file numbers 

NSN 76040-00-834-040604 STANDARD FORM 116 (REV. 3.;:911 
PREVIOUS EDITION NOT USABLE prescn~d'.r~f2~116-109 

Uf1~: "1""""11tJW!l/G 11/3/''1 a.6c. 
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NlMA Records Schedule 

1000 Series - TRAINING FILES 

These flIes relate to plannlng, conductlng, supervlslng, and admlnlsterlng tralnlng programs 
provlded by NlMA. Offlces responslble for tralning and educatlon wlll use these flIes to ldentlfy,
malntain, and dlspose of records accumulated In documentlng tralnlng courses and programs, student 
evaluatlons, requests for tralnlng alds, and other supportlng materlal. 

1001 Series - COLLEGE CURRICULUM FILES 
These flIes pertaln to the admlnlstratlon and academlC currlculum of the Tralnlng College. 

Series Type of File	 Disposition 

1001-01	 COLLEGE REQUIREMENTS TEMPORARY 
Data related to determlnlng requlrements for 
NIMA tralnlng college or school. Included 
are requlrements for acqulsltlon, actlva-
tlon, promotlon, retentlon, utlllzatlon, 
expanslon, consolldatlon, lnactlvatlon, or 
dlSposltlon; studles; Justlflcatlons; 
walvers; maps; and related lnformatlon. 

a. Recordkeeplng coples (paper, electronlc, a. Destroy/delete when 5 years old.
 
or both) .
 

b. Paper records malntalned separately from b. Destroy when 2 years old.
 
the recordkeeplng system.
 

c. Electronlc coples of records created c. Destroy/delete wlthln 180 days after
 
uSlng word processlng systems and electronlC recordkeeplng copy has been produced.

mall and used solely to generate

recordkeeplng coples.
 

1001-02	 OPERATING FILES TEMPORARY 
Records related to plannlng and conductlng
resldent and nonresldent tralnlng for NlMA 
geospatlal	 and lmagery program areas. 

a. Recordkeeplng coples (paper, electronlc,	 a. Cutoff when superseded or obsolete 
or	 both) . and retlre to a records storage faclllty 

Destroy/delete 10 years after cutoff. 



NIMA Records Schedule 

b. Paper records malntained separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

1001-03	 COURSE AND TRAINING DOCUMENTATION 
Data related to the establlshment,
malntenance, reV1Slon, and dlscontlnuance of 
courses of lnstructlon. Included are 
programs of lnstructlon, course content 
documents, syllabuses, accredltatlon 
documentatlon, coordlnatlon actlons, task 
llStS, recommendatlons or requlrements for 
course reV1Slon or dlscontlnuance, and 
Slmllar lnformatlon. Also, course catalogs,
self-paced lnstructlon, tralnlng llterature,
schedules of lnstructlon, lesson plans,
memos, and related data. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Paper records malntalned separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

b. Destroy when 2 years old. 

c. Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 

a. Cut off when superseded or obsolete. 
Destroy/delete 3 years after cut off. 

b. Destroy when 2 years old. 

c Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 
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NIMA Records Schedule 

1001-04 

1001-05 

1001-06 

COLLEGE PLANNED INPUT AND QUOTA FILES 
Relates to the plannlng, executlon, and 
reV1Slon of personnel lnputs for schoo)
courses. Included are planned lnputs, 
allocatlons of school quotas to lnput
agencles, coordlnatlng documents, requests
for quotas, estlmated quota requlrements, 
lnvltatlonal quotas, flnal approved quotas, 
and Slmllar data. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

CLASS SCHEDULES 
Reflects scheduled classes, startlng dates, 
and related data. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Electronlc coples of records created 
USlng word processlng systems and electronlc 
recordkeeplng coples. 

TRAINING AND TESTING REPORT FILES 
Includes data on tralnlng status of 
partlclpants, enrollment statlstlcs,
graduatlon, fallures, tralnlng evaluatlon 
reports, test data and attendance reports. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

3 

TEMPORARY
 

a. Destroy/delete 

b. Destroy/delete
recordkeeplng copy 

TEMPORARY 

a. Destroy/delete 

b. Destroy/delete
recordkeeplng copy 

TEMPORARY 

a. Destroy/delete
when superseded or 
sooner. 

when 3 years old. 

wlthln 180 days after 
has been produced. 

when 1 year old. 

wlthln 180 days after 
has been produced. 

when 5 years old or 
obsolete, whlchever lS 



NlMA Records Schedule 

b. Paper records maintalned separately
from the recordkeeping system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall used solely to generate recordkeeplng 
coples. 

1001-07	 FACULTY DEVELOPMENT PROGRAM 
Informatlon regardlng quallflcatlons, 
experlence, effectlveness, and comparable
lnformatlon on potentlal lnstructors,
asslgned lnstructors, and guest speakers. 
Included are lnstructor evaluatlon forms,
quallflcatlon data, blographles, and slmllar 
data. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Paper records malntalned separately
from the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall used solely to generate recordkeeplng 
coples. 

b. Destroy when 2 years old. 

c. Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 

a. Place In lnactlve flle on transfer or 
separatlon of lnstructor. Destroy/delete
3 years thereafter. 

b. Destroy when 2 years old. 

c. Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 

4
 



NlMA Records Schedule 

1001-08	 TRAINING AID REQUESTS 
Requests for constructlon or manufacture of 
tralnlng alds, lncludlng work orders, cost 
estlmates, sample lllustratl0ns,
photographs, cllppings, correspondence and 
related lnformatl0n. 

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

b. ElectronlC coples of records created 
uSlng word processlng systems and electronlC 
recordkeeplng coples. 

TEMPORARY 

a. Destroy/delete 1 year after 
completl0n or on dlscontlnuance,
whlchever lS flrst. 

b. Destroy/delete wlthln 180 days after 
the recordkeeplng copy has been 
produced. 
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NIMA Records Schedule 

1002 Series - STUDENT SELECTION AND ACADEMIC RECORDS 
These f1les cover the select1on, attendance, prof1c1ency, and evaluat10n of indiv1duals 
part1c1pat1ng in var10US types of tra1n1ng conducted by the College and tra1n1ng centers. 

Series Type of Files Disposition 

1002-01 COURSE EVALUATION AND FACULTY BOARD REVIEW TEMPORARY 
Evaluat10n of 1nd1v1dual students attend1ng
tra1n1ng courses 1nclud1ng report summary
sheets, rat1ng sheets, summary evaluat10n 
reports, react10n test observat1ons, and 
leadersh1p evaluat1on. Also, data on class 
stand1ng, rat1ng, class1f1cation,
prof1c1ency of students, m1nutes of school 
faculty board meet1ngs, and related 
1nformat1on. 

a. Recordkeep1ng cop1es (paper, electron1c, a. Destroy/delete when 1 year old.
 
or both) .
 

b. Electron1C cop1es of records created b. Destroy/delete w1th1n 180 days after
 
uS1ng word process1ng systems and electron1c recordkeep1ng copy has been produced.

ma11 and used solely to generate

recordkeep1ng cop1es.
 

1002-02 INTERNATIONAL TRAINING PROGRAM TEMPORARY 
(Pr1vacy Act Appl1es)

Informat1on on tra1n1ng of fore1gn

nat1onals, 1nternat1onal student records of
 
tra1n1ng, and reports such as select10n of
 
nat10nals to be tra1ned, and related data.
 

a. Recordkeep1ng cop1es (paper, electron1c, a. Destroy/delete when 3 years old.
 
or both) .
 

b. Electron1c cop1es of records created b. Destroy/delete w1th1n 180 days after
 
uS1ng word process1ng systems and electron1c recordkeep1ng copy has been produced.

ma11 and used solely to generate

recordkeep1ng cop1es.
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NIMA Records Schedule 

1002-03 STUDENT SELECTION	 TEMPORARY
 
Selectlon of personnel for attendance at 
NIMA college. Included are requests for and 
allocatlons of quotas; walvers of 
quallflcatlons and cholces for asslgnment,
prerequlsltes for attendance,
recommendatlons for tralnlng, avallablllty 
of funds, transfer or rellef of students,
and related data. 

a Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

1002-04	 INDIVIDUAL ACADEMIC RECORD 
Records lnclude courses of attendance,
length of each course, extent of completlon
of courses, and results thereof; aptltudes, 
personal qualltles, and data relatlng to 
extenslon courses. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

b. Paper records malntalned separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

a. Destroy/delete 2 years after transfer 
or separatlon of the lndlvldual. 

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

TEMPORARY 

a. Cut off annually. Retlre to a 
records storage faclllty when no longer
needed for current operatlons.
Destroy/delete 40 years after cut off. 

b. Destroy when 2 years old. 

c. Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 
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NlMA Records Schedule 

1002-05 COLLATERAL INDIVIDUAL TRAINING RECORD TEMPORARY
 
Data relat~ng to the tra~n~ng record of 
~nd~v~duals and posted to the bas~c 
~nd~v~dual academ~c tra~n~ng record f~les or 
other long-term records. Included are 
absentee reports, progress reports of 
~nd~v~duals, del~nquency reports,
reg~strat~on forms, exam~nat~on papers, and 
s~m~lar data. 

a. Recordkeep~ng cop~es (paper, electron~c, a. Destroy/delete after 1 year.
 
or both) .
 

b. Electron~c cop~es of records created b. Destroy/delete w~th~n 180 days after
 
us~ng word process~ng systems and electron~c recordkeep~ng copy has been produced.

mall and used solely to generate

recordkeep~ng cop~es.
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NIMA Records Schedule 

1003 Series - GENERAL TRAINING RECORDS 
These files cover trainlng of civllian employees of NIMA by varlOUS methods of on-the-Job and off-
the-job tralnlng. The General Tralnlng Records EXCLUDE the records of the NIMA college. 

Series Type of Files Disposition 

1003-01 AGENCY SPONSORED GENERAL TRAINING TEMPORARY 
Correspondence, memoranda, agreements, a. GRS 1/29a(1) and GRS 1/43

tlons, reports, requlrement

reVlews, p a , d obJectlves relatlng

to the establlshment eration of
 
tralnlng courses and conferene
 

b. Background and WOY]UBg f, J es. b. GRS 1/29a(2) and GRS 1/43 

1003-02 TEMPORARY 
Corr denee, memoranda, waivers, reports, GRS 1/29b and GRS 1/43
and other r ds relating to the 
avallablllty of tr and employee
partlclpation In tralnln rams sponsored
by other government agencles or 
government agencles or non-government
lnstltutlons. 
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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 USC 424, which protects from disclosure the 
"organization 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 information 

http IIwww archIves gov IfOlal 


