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NlMA Records Schedule 

1300 Series - SYSTEMS/TECHNOLOGY FILES 

These records document research and development (R&D); technology; analytlcal tests and evaluations 
of varlOUS systems; the deslgn and englneerlng for sUltable, produclble, rellable, and malntalnable 
systems, as well as the modlflcatlon of eXlstlng systems. These records accumulate at varlOUS 

. agency organlzational levels. 

1301 Series - PLANNING AND PROGRAM MANAGEMENT 
~These records are accumulated by offlces responslble for the development of long-range plannlng for 

3ystems/technology (S&T) They lnclude gUldance, development of procedures and rules, control over 
R&D proJects, and the dlrection and supervlslon of the overall S&T program. 

Series Type of File D~sposition 

1301-01 R&D PROGRAM MANAGEMENT DISPOSITION NOT AUTHORIZED 
Records that deflne, acqulre, lmplement and 
sustaln the means to dellver lmagery, lmagery 
lntelllgence and geospatlal lnformatlon In 
support of customer needs and technology
capabilitles. 

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

b. Paper records malntalned separately

from the recordkeeplng system.
 

c. Electronlc coples of records created
 
uSlng word processlng systems and
 
electronic mall and used solely to
 
generate recordkeeplng coples.
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NIMA Records Schedule 

1301-0 TEMPORARY 
rds relat~ng to NIMA part~c~pat~on ~n GRS 16/8 (a & b)

or re ~lonsh~p wlth the varlOUS S&T GRS 16/15
coord~natiih~~ steer~ng committees. 
Included are· ag~a, m~nutes of 
meetlngs, reports and-s~m~lar documents 
pe rt.ai.ni nq to pro]ect, tcrs,ks,subtasks, 
ope ret i ona of the comnu---t t ee C5r:-board, 
br~eflngs, advlce and guidance, ~ffiB~sh~p 
11St, attendee l~sts, nomlnatlons of NIMA~--members ae ek i nq to serve on the comrru ttee -_ 
or panel, and NIMA's pos i t i on on matters ~~<; _ 

consldered by the comm~ttees. Also ~-
lncluded are brlef~ng lnv~tatlons, ~-''''' 
announcements, and reg~strat~on documents. -,_ 

1301-03 TEMPORARY 
relating to preparat~on of draft S&T GRS 5/2

est~mates a 0 erat~ng budgets, br~eflngs, GRS 5/5
slldes, and prese ~~ons on the budget
estlmates, proposed ana-a~p~ved programs,
def~c~enc~es, spreadsheets anQ-da~ases, cost 
data, and ~ndependent government cosE____ 
e s t i rnat.e s , ----__... ~-------
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NIMA Records Schedule 

1301-04	 PROJECT REGISTER 
Registers, llstlngs, and related documents 
used to record lnformatlon on proJects and 
tasks, such as proJects or task numbers and 
tltle, proJect or task office, and contract 
number. 

a. Recordkeeping 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. 

1301-05	 PROJECT CONTROL 
Documents accumulatlng from the supervlslon,
management, and admlnlstratlon of research,
development, test, and evaluatlon projects.
Included are documents relatlng to 
recommendatlons for proJect lnltlatlon, 
termlnatlon, or cancellatlon. 

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

b. Paper records maintalned separately
from the recordkeeping system 

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

a. Destroy 10 years after reglster
or IlSt lS fllled or closed. 

b. Destroy when 2 years old. 

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

TEMPORARY 

a. Destroy upon completion or 
cancellatlon of proJect. 

b. Destroy when 2 years old. 

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



NlMA Records Schedule 

1301-06	 PROJECT REPORTING FILES DISPOSITION NOT AUTHORIZED 
Reports contalnlng lnformatlon about 
lndlvldual research, development, test, and 
evaluatlon proJects and proJect tasks. 
Research and technology resumes, development
plans, proJect ldentlflcatlon, tlme phaslng,
requlrements, obJectlve, pertlnent data about 
the proJect, and Slmllar or related reports
are also lncluded. 

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.
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NIMA Records Schedule 

1302 Series - RESEARCH AND DEVELOPMENT (R&D), AND 
- These records support the research and evaluation of new 
hardware 

Series 

1302-01 

and software serVlces. 

Type of File 

PROPOSALS 
Records relatlng to the recelpt and 
admlnlstration of the evaluatlon of 
unsollclted dlsclosures, data suggestlons,
ldeas, plans, sketches, drawlngs, lnformatlon,
dlscoverles, models, samples, or comparable
lnventlve proposals, but not proposals
respondlng to requests for quotatlon or 
requests for blds for baslc research, or 
submltted by NIMA personnel In llne of duty or 
under the awards program. Included are 
proposals from prlvate lndlvlduals, problem 
statements, memorandum of understandlng,
communlcat~ons wlth submltters, evaluat~ons,
and related papers 

a. Recordkeep~ng coples (paper, electron~c, 
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.
 

EVALUATION FILES 
technology and the lntegratlon of 

Disposition 

TEMPORARY 

a. Destroy 5 years after completlon

of evaluatlon or proposal.
 

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 

1302-02	 STUDIES 
Documents accumulated on studIes conducted and 
funded by CIVIlIan concerns as a part of theIr 
defense-orIented research and development
programs. Included are study aSSIstance 
requests or applIcatIons, coordInatIng
actIons, copIes of studIes and evaluatIons 
thereto, and related papers. 

a. Recordkeeplng copIes (paper, electronIC, 
or both) 

b. Paper	 records maIntaIned separately from 
the recordkeeplng system. 

c. ElectronIC copIes of records created 
USIng word proceSSIng systems and 
electronIC mall and used solely to 
generate recordkeeplng copIes. 

1302-03	 PROGRAM REVIEW FILES 
Documents relating to the reVIew of 
IndustrIal research and development
programs, supported In part by funds for 
S&T allowed for general overhead to assure 
that NIMA does not conduct, contract for, 
or IndIcate a potentIal need for duplIcate 
research. Included are company brochures 
summarIZIng the results of research 
efforts, copIes of technIcal evaluatIons,
coordInatIng actIons, fInal evaluatIons,
and related papers 

a. Recordkeeplng cop1es (paper, electronIC, 
or both) . 

b. Paper records maIntaIned separately
from	 the recordkeep1ng system 

6 

TEMPORARY
 

a. Destroy 10 years after completIon
of study. 

b. Destroy 2 years on complet1on or 
cancellatIon of the study 

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

TEMPORARY 

a. Destroy when 6 years old. 

b Destroy when 2 years old. 



NIMA Records Schedule 

c. Electronlc copies of records 
created using word processlng systems and 
electronlC mall and used solely to 
generate recordkeeplng coples. 

1302-04 SYSTEMS ENGINEERING FILES 
Records relating to system englneerlng, 
development, speclflcatlons, standards,
serVlces, computlng requlrements and 
enVlronment assessment, the development
of malntenance support plan or malntenance 
package for S&T ltem, malnframe, draft 
malntenance allocatlon charts, lubrlcatlon 
orders, technlcal manuals, spare part lists, 
cable software appllcatlons, test and 
evaluatl0n program schedule, productl0n 
englnes, external support, hlstory of 
Clrcults, lnternal lab envlronment, 
lnfrastructure deslgn of system engineerlng, 
and lnteroperablllty profiles governlng the 
lnfrastructure. 

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

b. Paper records malntalned separately
from the recordkeep1ng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and 
electron1C mail and used solely to 
generate recordkeeplng coples. 

c. Destroy/delete w1thln 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 

a. Destroy when equlpment 1S obsolete 
or no longer needed. 

b. Destroy when 2 years old. 

c. Destroy/delete wlthln 180 days after 
recordkeep1ng copy has been produced. 

7
 



NlMA Records Schedule 

1302-05	 TECHNICAL FILES 
These records relate to new methods and 
technlques, developments by others,
requlrement verlficatlon traceablllty matrlx,
whlte papers, and concept papers. 

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. 

1302-06	 TECHNICAL DATABASE FILES 
These records relate to methods of storage,
retrleval, lntegratlon and fuslon, tape and 
flle transmlttals, of selected lntelllgence
databases. 

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 

TEMPORARY 

a. Destroy when 6 years old. 

b Destroy when 2 years old. 

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

TEMPORARY 

a. Destroy when 6 years old. 

b. Destroy when 2 years old. 

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

8 



NIMA Records Schedule 

1302-07	 R&D ITEM CASE FILES 
Records created, leadlng up to and lncludlng
the authorizatlon ln connection wlth a speclfic
project, task, or subtask. ThlS standard and 
flle number may be used when lt lS lmpractical
or deslrable to 
flle the segments of the ltem case flle 
separately. Included are project proposals; 
copies of DoD/NIMA requlrements and technical 
characterlstlcsi technlcal committee mlnutesi 
related correspondence, and other records as 
determined by the proJect, task, or subtask. 

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

b. Paper records maintalned 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. 

DISPOSITION NOT AUTHORIZED
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NlMA Records Schedule 

1302-08	 R&D ITEM CROSS-REFERENCE FILES 
Cross-reference or notations as to the 
eXlstence and locatlon of scale models motlon 
plcture fllms and comparable ltems, whlch are 
not flIed with the project, task, or subtask 
flle. 

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

b. Paper records maintalned separately
from the recordkeeplng system. 

c. Electronic copies of records created 
uSlng word processlng systems and 
electronic mall and used solely to 
generate recordkeeping coples. 

1302-09	 R&D PHOTOGRAPHIC AND FILM FILES 
Coples of photographs and color 
transparencles, films exposed and prlnted 
durlng research, development, test, and 
evaluation relatlng to a project, task, or 
subtask whlch are routine In value or In whlch 
the orlglnal or permanent negatlves have been 
forwarded to the Director for Defense 
Informatlon. 

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

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 copies. 

10 

TEMPORARY 

a. Destroy 6 years after report lS 
publlshed. 

b. Destroy when two years old. 

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

DISPOSITION NOT AUTHORIZED 



NIMA Records Schedule 

. 1303 Series - SYSTEMS AND TECHNOLOGY CASE FILES 
These records relate to IndIvidual system and technology proJects, tasks, and subtasks, in which the 
proJected end Item IS a technIcal paper, study, physIcal process, or article of materIel desIgned to 

~	 satIsfy specIal requIrements approved by NIMA. Basic research may be defIned as that effort 
directed toward Increased knowledge of the subJect under study. These case flIes are accumulated 
only by offIces wIth systems and technology mISSIons whIch use S&T funds for research on engIneering
design of or fabrIcation of new Items or processes. 

Series Type of File	 Disposition 

1303-01 CONTRACT FILES	 TEMPORARY 
Records relat~ng R&D contract and related 
data. Included are past, current, 
proposed, and support contracts, proposals,
Statements of Work (SOW), Engineer~ng Change
Proposals (ECP), cost data, deliverables, 
Government	 Furn~shed EquIpment (GFE), 
Government	 FurnIshed InformatIon (GFI),
status reports, fInancial reports, monthly
reports, procurement and licensing of software 
and hardware for NIMA, procurement of vendor 
maintenance and agreement contracts for 
hardware, network support contracts, )	 consolIdation and monltor~ng of ex~sting

hardware ma~ntenance contracts, software and
 
hardware requirements, preferred products
 
lists and admInIstrative contract support.

Other records ~nclude lOg~Stlcs plann~ng,

requisitIon, purchase order, lease, bond and
 
surety records, ~ncludlng correspondence and
 
related papers perta~ning to award,

adm~nistrat~on, rece~pt, inspection and
 
payment, ma~ntenance analys~s, support for
 
NlMA hardware and software acquis~t~on

contracts, resource ident~ty, budget
 
requIrements, and ~nternal and external
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NlMA Records Schedule 

customers for NlMA hardware and software 
malntenance, proposals for new systems,
contract support for consolldated repair and 
maintenance facility for deployed systems, 
technlcal asslstance teams, and engineering
support. 

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

b. Paper records maintalned separately
from the recordkeeping system. 

c. Electronlc coples of records created 
uSlng word processing systems and 
electronic mall and used solely to 
generate recordkeeping coples. 

1303-02	 R&D ITEM TRAINING FILES 
Records relating to an offlce's participatlon
In the preparatlon of technlcal lnstructions 
or tralning for a project, task, or subtask. 

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

b. Paper records malntained separately
from the recordkeeping system. 

c. Electronic copies of records created 
uSlng word processing systems and 
electronic mall and used solely to 
generate recordkeeplng copies. 

12 

a. Destroy 6 years after expiration of the 
contract. 

b. Destroy when 2 years old. 

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

TEMPORARY 

a. Destroy 6 years after report is 
publlshed. 

b. Delete	 when 2 years old. 

c. Destroy/delete wlthin 180 days 
after recordkeeping copy has been 
produced. 



NIMA Records Schedule 

· 1303-03 PROJECT ITEMS FILES	 TEMPORARY
 
Case or ltem files consisting of records 
relatlng to the establlshment, reVlSlon, or 
termination of proJects; the asslgnment of 
type deslgnators (model number); type 
classlflcationi and comparable matters,
arranged by proJect or ltem number, or 
chronologlcally. 

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

b. Paper records malntalned separately
from the recordkeeping system. 

c. Electronlc coples of records created 
using word processing systems and 
electronlC mail and used solely to 
generate recordkeeping coples. 

1303-04	 SCHEDULING, REVIEW, AND TESTING FILES 
Records reflecting scheduled proJects, design, 
NIMA-wlde operatlonal testlng, verlflcatlon, 
and reVlew of plans, field lnstallation,
basellne control of test envlronment,
lntegratlon testlng of developed appllcatlons, 
demonstratlon support, test plans for 
lntegratlon, and test coordination wlth 
operatlons. Included are test reports or 
minutes of test schedullng conferences, test 
program records, plans, prellminary and flnal 
reports, correspondence, comparable test data,
coordlnatlng actlons, and related papers. 

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

b. Paper records malntalned separately
from	 the recordkeeplng system. 

13 

a. Destroy 10 years after completlon of 
proJect. 

b. Destroy when 2 years old. 

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

TEMPORARY 

a. Destroy 10 years after completlon. 

b. Destroy when 2 years old. 



NlMA Records Schedule 

c. Electronic copies of records created 
uSlng word processing systems and 
electronic mail and used solely to 
generate recordkeeplng coples. 

1303-05 R&D COMPLETION NOTICE FILES 
Records reflecting notices of, or 
authorlty for, completion or termlnation 
of a proJect, task, or subtask, such as 
notification of type classlflcation, technlcal 
commlttee action, termination notice, or 
comparable local record lndlcatlng that all 
research and development on the particular 
item has ceased. 

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

b. Paper records maintained separately
from the recordkeeping system. 

c. Electronic coples of records created 
uSlng word processlng systems and 
electronlC mail and used solely to 
generate recordkeeplng coples. 

c. Destroy/delete wlthin 180 days 
after recordkeeping copy has been 
produced. 

TEMPORARY 

a. Destroy 6 years after report is 
published. 

b. Destroy when 2 years old. 

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

1304 Series - SOFTWARE AND HARDWARE MANAGEMENT, TELECOMMUNICATIONS SYSTEM AND 
COMPUTER SUPPORT FILES. 
These records relate to the maintenance, testlng, reVlew of software and hardware, providlng 
computer-related support for NIMA employees, providing telecommunlcatlon serVlce, and varlOUS types
of phones installed wlthln NIMA. 

Series Type of File	 Disposition 

1304-01	 COMPUTER SUPPORT FILES TEMPORARY 
Records relatlng to request for trouble-
shooters In the admlnlstration and malntenance 
of desktop, server hardware and software 
asslstance, malntenance and support for legacy
systems, and lnformatlon relating to 
lnstallatlon and malntenance, trouble call 
reports, and customer feedback forms. 
Included are desktop workstatlons, servers,
prlnters, perlpherals, network hardware, add, 
move, relocate user flles or network portions,
database used for logglng, tracking, and 
analysis for R&D, securlty maintenance, 
basellne control documentation, and server 
hardware and software conflguratlons. 

a. Recordkeeplng copies (paper, electronic, a. Destroy when 3 years old 
or both) . 

b. Paper records malntained separately b. Destroy when 1 year old. 
from the recordkeeplng system. 

c. ElectronlC coples of records created USlng c. Destroy/delete wlthin 180 days 
word processlng systems and electronic mail and after recordkeeplng copy has been 
used solely to generate recordkeeplng coples. produced. 

15 



NIMA Records Schedule 

1304-02 TELECOMMUNICATIONS SYSTEMS FILES	 TEMPORARY 
Records reflecting secure voice and facsimile
 
systems, vldeo and facsimlle machlnes, VTC
 
lnstallatlon support, capabillty upgrades,

video teleconferenclng, monitorlng

communlcations operatlons and problems,

lnstallation and malntenance of communlcations
 
lnfrastructure. Included are Request For
 
Change (RFC), Statement of Work (SOW), network
 
dlagrams, Telecommunlcatlons Servlce Requests


J (TSR), drawings of telephone and electrlc 
lines, cable plant layouts, sWltches,
technology mlgrations, new drops, new circuits, 
new local area networks, cryptographlc and 
encrypted lnformation, slgnal securlty
approval, inspection, reporting, and 
lnvestlgation reports, fault detectlon, repalr
In support of Systems Operatlons,
communlcatlons trafflc problems, security audlt 
lnformatlon on network devlces, secure 
gateways, other system logs, internet,
lntellnk, and other external connections. 

a. Recordkeeping copies (paper, electronic, a. Destroy when equlpment is obsolete. 
or both) . 

b. Destroy when equlpment is obsolete 
b. Paper	 records malntalned separately from or when 2 years old, whlchever is 

the recordkeeping system. sooner. 

c. Electronlc copies of records created c. Destroy/delete wlthln 180 days

uSlng word processing systems and after recordkeeplng copy has been
 
electronlc mall and used solely to generate produced.

recordkeeplng coples.
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NlMA Records Schedule 

1304-03	 SUPPORT EVALUATION FILES 
Technology sales, cooperative exchanges, 
standard for data, products and lnformatlon,
cooperative developments, communlcatlons 
evaluatlon support, lnfrastructure standards In 
support of lnstallation of software and 
hardware. 

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. 

1304-04	 SOFTWARE AND HARDWARE MANAGEMENT FILES 
Records relatlng to malntenance, analysls, and 
certlflcatlon of software and hardware. Also 
included are program manager's reVlew, test and 
readiness review, pre-shlpment reVlew,
archltecture compllance, network sUltablllty,
infrastructure standards, technology lnsertlons 
and product evaluatlon. 

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

b. Paper records malntalned separately
from the recordkeeplng system. 

c. Electronic coples of records created 
USlng word processlng systems and 
electronlc mall and used solely to generate
recordkeeplng coples. 
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TEMPORARY
 

a. Destroy when 3 years old. 

b. Destroy when 1 year old. 

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

TEMPORARY 

a. Destroy 5 years after completlon
of the proJect. 

b. Destroy when 2 years old. 

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



DMA FILE 

1301-01 
1301-02 
1301-03 
1301-04 
1301-05 
1301-06 
1301-07 
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NIMA RECORDS CONVERSION TABLE 

NEW NIMA FILE 

1301-01 

1301-02 

1302-03 

1301-03 

1302-01 
1301-02 
1301-02 
1303-03 
1301-05 
1301-05 
1301-04 
1303-02 
1303-02 

1301-06 
1303-01 

1302-07 
1302-07 
1303-01 
1303-04 

1302-08 
1302-07 
1302-07 
1301-02 
1302-09 
1302-09 
1303-02 
1303-01 
1303-05 
1302-07 
1302-04 
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7 

DDS&T FILE (SECRET) NEW NIMA FILE 

(60-77) Item 12, Page 12 1302-01, 1303-04
 
7b (60-77) Item 11, Page 13 1302-07
 
7c NEW, Page 13
 
7.d (60- 77) Item 13a, Page 14 1303-01
 
7 e (60-77) Item 10, Page 14 1301-06
 
7f NEW, Page 14 1303-04
 

DOD (AI 15) FILE NEW NIMA FILE 

1301-08 1301-01
 
1301-09 1302-07
 
1301-12 1302-05
 
1301-13 1302-05
 
1301-14 1302-09
 
1305-01 1302-02
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Redactions have been made to this record control schedule pursuant to 5 usc. 552(b)(3) 
with the corresponding statute 10 U.S.c.424, WhIChprotects from disclosure the 
"organization or any function of, and certain information pertaming 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 ofthe 
General Counsel for the withheld information. 
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