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OVERVIEW OF CUTOFF CATEGORIES 

The following provides an explanation of the cutoff categories referred to in this document 

The amount of time a record 1s kept 1s called its retention period A d1spos1t1on rule 1s the defin1t1on of 
when a file begins its retention period, what that retention period 1s based on and the final d1spos1t1on 
action for a record once its retention period 1s over D1spos1t1on rules are made up of cutoff and 
d1spos1t1on phases Cutoff (an event or date trigger) determines when a record enters its retention 
period. Final d1spos1t1on 1s what 1s done with the records once its retention period 1s over such as 
destruction by shredding, d1g1t1zing or transferring to another location 

When converting from a trad1t1onal retention schedule to a "Big Bucket" retention schedule the cutoff 
of a spec1f1c series of records do not always apply to all the records series types within the "Big Bucket" 
schedule In response, the following cutoff categories were fashioned W1th1n the body of DCMA's 
records retention schedule several cutoff categories may be listed under a given record type, the 
records owner (or those with records management respons1b1ht1es) should determine which cutoff 1s 
appropriate based on their understanding of how information 1s organized within the proJect, act1v1ty or 
m1ss1on 

Category A) 

Category B) 

Category C) 

Category D) 

Category E) 

Cut off 1s when record 1s superseded or obsolete, applies to pubhcat1ons, 
issuances or like documents 

Cut off 1s when proJect or event 1s ended, or after final payment or final action, 
or after settlement of d1sputes/1nc1dents, court order lifted or ht1gat1on 
concluded, whichever 1s applicable Applies to act1v1t1es whose records are 
organized or grouped and maintained by a given task, Job, assignment, 
agreement or s1tuat1on and has clearly defined start and end dates 

Cut off 1s when employee transfers, separates or retires from federal service or 
where applicable, an employee or dependent spouse's ehg1b1hty 1s terminated 
or denied Applies to certain Human Resource records 

Cut off 1s after period covered by account, cert1f1cate of settlement 1s received, 
or when period for claims for which DCMA has right to collect 1s ended, or when 
DCMA determines collection 1s no longer required or terminated , whichever 1s 
later Applies to certain Accounting records in GRS 3, 6, 7and 8 

Cut off 1s annually Applies to records whose retention trigger 1s not based on a 
s1gnif1cant event such as the release of a new issuance, completed task, 
separation of personnel or settlement of dispute 
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100.00 

100.0la 

Common Office and Administrative Management Records 

Common Office and Administrative Management Records; Communications Records, 
Printing, Binding, Duplication and Distribution Records (excludes Corporate and Core 
Mission Program Management) 

Related to routine, day-to-day records created or accumulated by DCMA HQ and 
ind1v1dual offices with respect to the internal admin1strat1on or housekeeping functions 
earned out across the agency 

Note 1: Refer to 100.02a for Transitory Files 

Note 2: Refer to 120.02a for guidance regarding retention of official copies of DCMA 
publications. 

Note 3: Refer to 100.03 for records related to Records Program Management 

Note 4: Refer to 400.02a for the records disposition of high level planning and 
management decisions. 

Note 5: Refer to 400.07a for records related to the development and Implementation 
of policy, instruction, guidance or regulation; organization, mission and 
functions manual. 

Includes records such as, 

1 General Admin1strat1ve and Housekeeping Records 

a Finding Aid (For Office Records File Plans with retentions refer to 100 03b) 
b Staff V1s1ts 
c Schedule of daily act1v1t1es not of director or deputy director 
d Tracking and control files includes logs, registers and other records to control or 

document the status of correspondence, reports or other records that are 
authorized for destruction by a NARA-approved schedule 

e Reading File, Extra copies of outgoing communications, including Joint message 
forms, arranged chronolog1cally, and maintained for reference Refer to 400 02a 
for Director's Reading Files 

f Office studies and analysis not related to m1ss1on 

2 Communication Records 

a Messenger Service Files to include daily logs, assignment records and 
instructions, dispatch records 

b Communication General Files to include correspondence pertaining to internal 
admin1strat1on and operation 

c Telecommunications general files, including plans, reports and other records 
pertaining to equipment requests, telephone service and hke matters 
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100 0lal 

CD 

100 0la2 

d Post Office and Private Mail Company Records 
e Mall and Delivery Service Control Files 

3 Printing, Binding, Duplication, and D1stribut1on Records 

a ProJect Files to include Job or proJect records containing 1nformat1on related to 
planning and execution of printing, binding, duplication, and d1stribut1on Jobs 
Refer to 120 02a for guidance regarding off1c1al release of DCMA publications 

b Control Files pertaining to requIsItIons and work orders 

Records maintained by originating office This includes any records maintained on a 
DCMA website 

DISPOSITION Temporary Destroy 2 years after applicable cut off category 

Category B) Cut off Is when proJect or event Is ended, or after final payment or final 
action, or after settlement of d1sputes/1nc1dents, court order lifted or 
lit1gat1on concluded, whichever Is applicable Applies to actIvItIes whose 
records are organized or grouped and maintained by a given task, Job, 
assignment, agreement or sItuatIon and has clearly defined start and 
end dates 

Category E) Cut off Is annually Applies to records whose retention trigger Is not 
based on a s1gnif1cant event such as the release of a new issuance, 
completed task, separation of personnel or settlement of dispute 

Other office's records This includes any records maintained on a DCMA website 

DISPOSITION Temporary Destroy when superseded, obsolete, or no longer needed 
fpr business 

Transitory Files 

Includes documents having minimal or no ev1dent1al value such as 

me requests for information or publications 
b Suspe and tickler files or "to do" task lists 
c Quas1-off1c1a tIces including memoranda and other records that do not serve 

as the basis of offlc1 ctIons, such as notices of holidays, or charity and welfare 
fund appeals, bond campa and s1m1lar records 

d Records documenting routine ac Ies containing no substantive 1nformat1on, 
such as routine not1f1cat1ons of meetin , cheduling of work-related trips and 
vIsIts, and other scheduling related actIvItIes 

e Originating office copies of letters of transmittal tha not add any 
information (e g routing slips) to that contained In the tran 1tted material, 
and receiving office copy 1f filed separately from transmitted mat 
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100 03a 

100 03al 

&Rs lb /2 o.(r) 

G,RS J(,/20c{2) 

G-RS IG/26 
100.03b 

100 03bl 

DISPOSITON I empura, y Dest, 09 when no longgr req111ced 

Records Management 

Descriptive inventories, osal authonzat,on, schedules and reports to include basic 
documentation of records desc n and d1spos1t1on programs, including SF 115s that 
have been approved by NARA, SF 135, ds Transmittal and Receipt, SF 258, 
Agreement to Transfer Records to National Arc of the United States, and related 
documentation 

SF 115s approved by NARA 

DISPOSITION Temporary Destroy 2 years after supersess,on 

Other records 

DISPOSITION Temporary Destroy y ated records are destroyed or 
after the related records are transferred to the Nat,ona e 
United States, whichever ,s applicable 

Routine correspondence and memoranda 

DISPOSITION Temporary Cut off annually Destroy 

Management of Agency Records 

Correspondence, reports, authonzat,ons, and other records that relate to the 
management of agency records, including such matters as forms, correspondence, 
reports, mail, and files management to include, the use of m,croforms, ADP systems, 
and word processing, records management surveys, vital records programs, and all 
other aspects of records management not covered elsewhere in this schedule 

Records maintained by originating office This includes any records maintained on a 
DCMA website 

DISPOSITION Temporary Destroy 6 years after applicable cut off category 

Category B) Cut off ,s when proJect or event ,s ended, or after final payment or final 
act,on, or after settlement of d1sputes/inc1dents, court order lifted or 
lit1gat1on concluded, whichever ,s applicable Applies to act1v1t1es whose 
records are organized or grouped and maintained by a given task, Job, 
assignment, agreement or s1tuat1on and has clearly defined start and 
end dates 
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100 03b2 

Category E) Cut off 1s annually Applies to records whose retention trigger 1s not 
based on a s1gnif1cant event such as the release of a new issuance, 
completed task, separation of personnel or settlement of dispute 

Other office's records This includes any records maintained on a DCMA website 

DISPOSITION Temporary Destroy when superseded, obsolete, or no longer needed 
for business 
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C D H K N 

Current DLA 
Current DLA=DCMA or GRS 

Bucket Section -
Record Type 

DCMA Records 

Combined 
{Temp, Perm, 

Senes-
GRS- combined Cutoff Retention 

Temp system} 
Combined 

lnstruct1on 

1 

100 0lal T 110 10 A GRS 23 Item 6a Destroy after action 1s taken 

2 

100 0lal T 11010B 
W1thdraw documents when 

N/A-N/A 
reply 1s received 

3 

If suspense copy 1s an extra 
100 0lal T 11010 B(l) GRS 23 Item Gb(l) 

copy destroy 1mmed1ately 

4 

If suspense copy 1s the file 

100 0lal T 11010 8(2) GRS 23- Item 6 copy mcorporate 1t mto the 

official file (GRS 23 Item 6 

5 

100 0lal T 11013 B N/A N/A Destroy after 1 year 

6 

Destroy or delete when 2 

100 0lal T 11022 GRS 23- Item 8 
years old or 2 years after 

the date of the latest entry 

whichever 1s apphcable 

7 

Destroy when superseded 

100 0lal T 11025 N/A-N/A obsolete or no longer 

needed for reference 

8 

100 Olal T 110 36.A GRS 23- Item Sa 
Destroy or delete when 2 

years old 

9 

Schedule 100 

Records Senes Crosswalk fl/- 558- lo -f 
0 p Q R 

Current DLA-DCMA General Serfes Current DLA DCMA Record 
NARA/ DCMA Authority 

Information Title 
Current DLA-DCMA Descrlptlon/lnformat1on 

Records arranged chronolog1cally as a Suspense Files - Manual or Suspense Files - Manual or electronic control system 

reminder that an actron 1s required on a electronic control system 

given date or that a reply to action ts 
expected and 1f not received should be 

traced on a given date 

Records arranged chronolog1cally as a Suspense Files The file copy or an extra copy of an outgomg commun1cat1on 

remmder that an action ,s required on a 

given date or that a reply to action 1s 

expected and 1f not received should be 

traced on a given date 

Records arranged chronolog1cally as a Suspense Files The file copy or an extra copy of an outgoing commun1cat1on filed 

remmder that an action 1s required on a by date on which as reply 1s expected If suspense copy rs an extra 

given date or that a reply to action 1s copy destroy 1mmed1ately 

expected and 1f not received should be 

traced on a given date 

Records arranged chronologically as a Suspense Files The file copy or an extra copy of an outgoing communication, filed 

remmder that an action 1s required on a by date on which as reply 1s expected If suspense copy 1s the file 

given date or that a reply to action 1s copy incorporate 1t into the official file (GRS 23 Item 6 

expected and 1f not received should be 

traced on a given date 

Nl-361-91 2 Extra copies of outgoing commun1cat1ons Readmg Files Reading Files - Other act1v1t1es 

mclud1ng Jomt message forms arranged 

chronologically and mamtamed for 

reference 

Records are generally found w1thm each Tracking and Control Files logs registers and other records used to control or document the 

office and are retamed to and m the status of correspondence reports or other records that are 

conduct of the internal management and authorized for destruction by the GRS or a NARA-approved SF 115 

other non m1ss1on functions of the office 

Files do not contain program records and 

generally only require adm1mstrat1Ve action 

M1ss1on and Program Records are covered m 

other series 

Nl-361-91 2 Records are generally found w1thm each Publ1cat1on Reference Copies of DCMA and departmental pubhcat1ons mamta1ned 1n 

office and are retained to and m the Libraries organized collections for general reference Includes all DCMA 

conduct of the internal management and regulations, PLFA supplements Standard Operating Procedures 

other non mission functions of the office and s1m1lar published materials Excludes 1ssumg office record sets 

Files do not contam program records and of publ1cat1ons 

generally only require adm1mstrat1ve act1on 

M1ss1on and Program Records are covered m 

other series 

Calendars appointment books schedules Schedules of Daily Act1v1t1es Records containing substantive mformat1on relatmg to offic1al 

logs, diaries and other records documenting (Teams) act1v1t1es, the substance of which has not been incorporated mto 

meetmgs appointments telephone calls official files EXCLUDING records relatmg to the off1c1al act1v1t1es of 

trips v1S1ts, and other act1v1t1es by DCMA high Government officials 

employees while serving m an official 

capacity EXCLUDING materials determined 

to be personnel 
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C D H K N 

Record Type 
Current DLA-

Current DLA=DCMA or GRS 
Bucket Section - DCMA Records 

Combined 
{Temp, Perm, 

Senes 
GRS - combined cutoff Retention 

Temp system} 
Combined 

Instruction 

1 

Destroy or delete when no 

100 Ola! T 110 36 B GRS 23- Item Sb longer needed for 

convenience of reference 

10 

100 Ola! T 110 37 GRS 23- Item 1 Destroy when 2 years old 

11 

Destroy after 2 years, or 
100 0lal T 110 40 N/A N/A when no longer needed 

whichever 1s sooner 

12 

Destroy after 1 year or 

100 0lal T 110 43 N/A-N/A when no longer needed 
whichever 1s sooner 

13 

Destroy on complet1on of 

100 Ola! T 110 46 N/A-N/A 
next comparable v1s1t or 
when no longer needed 
whichever 1s sooner 

14 
Cut off when no further 

100 Ola! T 110 66 GRS 16- Item 141(2) 
corrective action 1s 

necessary Destroy 1 year 

15 after cutoff 

Schedule 100 
Records Series Crosswalk 

0 p 

Current DLA-OCMA General Series 
NARA/ DCMA Authority 

lnformat10n 

Calendars appointment books schedules, 

logs, diaries and other records documentmg 

meetings, appointments telephone calls 

trips VISlts and other act1v1t1es by DCMA 
employees while serving 1n an off1c1al 
capacity EXCLUDING materials determined 

to be personnel 

Records are generally found within each 
office and are retained to and 1n the 
conduct of the internal management and 
other non mtss1on functions of the office 
Files do not contain program records and 
generally only require admin1strat1ve action 

M1ss1on and Program Records are covered 1n 

other series 

Nl-361-91 2 Records are generally found within each 
office and are retained to and 1n the 
conduct of the internal management and 
other non m1SS1on functions of the office 
Files do not contain program records and 
generally only require admin1strat1ve action 
M1ss1on and Program Records are covered m 
other series 

Nl-361-91 2 

Nl-361-91 2 
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Q R 

Current DLA-DCMA Record 

Title 
Current DLA OCMA Oescnpt1on/lnformat1on 

Schedules of Daily Act1v1t1es Records documenting routine act1v1t1es contammg no substantive 

mformat1on and records contammg substantive mformat1on the 

substance of wh1ch has been incorporated mto organized files 

Office Adm1n1strat1ve Files Records accumulated by ind1v1dual offices that relate to the internal 
admin1strat10n or housekeeping act1v1ues of the office rather than 
the functions for which the office exists In general these records 
related to the office organization staffing procedures and 
commumcatmns including facs1m1le machine logs the e'<pend1ture 
of funds 1nclud1ng budget records dav-to day adm1n1strnt1on of 
office personnel including traming and travel supplies and office 
services and equipment requests and receipts and the use of office 
space and ut1lit1es They may also mclude copies ofmternal act1v1ty 
and workload reports (mcludmg work progress stat1st1cal and 
narrative reports prepared in the office and forwarded to higher 
levels) and other materials that do not serve as unique 
documentation of the programs of the office NOTE This does not 
include record copies of organizational charts func11onal 
statements and related records that document the essential 
orgamz.at1on staffing and procedures of the oflice 

Office Studies and Analyses Records created as a result of studies and analyses conducted 
within an office that pertam to organ1zat1on workload manpower 
space requrrements office layouts costing data budgets and 
s1m1lar records not directly related to m1ss1on 

Office Meetings Files Records accumulated by part1c1pants m working groups, process 

action teams ad hoc committees and s1m11ar groups for work on 
assigned proJects and tasks excludes cop1es retained by office of 
pnmary interest 

StaffVISltS Correspondence, reports wntten after v1s1ts with findings and 
recommendations and other s1m1lar records relatmg to staff or 

techntcal assistance v1s1ts to an act1v1ty 

Internal Control Files Copies of correspondence reports management control review 
findings and related responses and backup matenals 



16 

17 

19 

20 

C 

Bucket Section -

Combined 

100 0lal 

100 0lal 

100 0lal 

100 0lal 

D H 

CurrentDLA­
Recor<I Type DCMA Records 
(Temp, Penn, Series- GRS- combined 

Temp system} Combined 

T 115 02 GRS 23-ltem 1 

284 89 GRS 12 Item 4 

510 01 N/A N/A 

510 02 A N/A-N/A 

N 

Current OLA=DCMA or GRS 

Cutoff Retention 

Instruct.ton 

Destroy when 2 years old 

Destroy when 3 years old 

ln1t1al reports may be 

destroyed earlier 1f the 

mformat1on needed to 

1dent1fy abuse has been 

captured m other records 

Destroy 2 years after 

term1nat1on of program 

effort or when no longer 

required, whichever 1s 

sooner 

Destroy after 2 years 

Schedule 100 
Records Senes Crosswalk 

0 

NARA/ DCMA Authority 

Nl-361-90 01 

Current DLA-OCMA General Series 

Information 

Relates to common centralized 

admm1strat1ve services 1nclud1ng mail, 

message publ1cat1ons, reproduction, 

adm1n1strat1ve procedures, records 

management correspondence 

management, travel Freedom of 

Information Act Privacy Act graphic arts, 

library adm1n1strat1on, and aud1ov1sual 

support services 

Q 

Current OLA-DCMA Record 

Title 
Current DLA-DCMA Oesalpt1on/lnformat1on 

Command Adm1mstrat1on 115 02 Command Admm1strat1on Records accumulated by 

md1v1dual offices that relate to the internal admm1sU-at1on or 

houseL..eepmg act1v111es of the office rather than the functions for 

which the office exists In general these records related to the office 
orgamzat1on staffing procedures and commun1cat1ons mcludmg 

facs1m1le machme logs the expenditure of funds mcludmg budget 
records day to day adm1mstrauon of office personnel mcludmg 

trammg and travel supplies and office services and equipment 

requests and receipts and the use of office space and ut1lit1es They 

may also include copies ofmtemal act1v1ty and workload reports 

(mcludmg worl progress stat1st1cal and narrative reports prepared 

m the office and forwarded to higher levels) and other materials that 
do not serve as unique documentation of the programs of the office 

NOTE This does not include record copies of orga111zat1onal charts 
functional statements and related records that document the 

essential orgamzat1on staffing and procedures of the office 

Telephone Use (Call Detail) Records lmtial reports of use of telephone Imes (e g telephone 

Records calls facsimile transm1ss1ons and electronic mail) during a 
specified period provided bv a telephone company the General 
Services Admm1strat1on the Defense Information Systems Agency 

or a private sector e"<.change on an agency's premises as \\ell as 

records generated from mmal reports from admm1strat1ve technical 

or mvesugallve follow up Included 1s such mfom1at1on as the 

ongmatmg number destination number destmat1on city and state 

date and lime of use duration of the use and the estimated or actual 

cost of the use EXCLUDED are records accumulated m connection 
with substantive mvest1gat1ons and audits 

Adm1n1strat1ve Services 

Program/ProJect Files 

Documents related to the formulation management 

admm1strat1on and execution of md1v1dual Adm1mstrat1ve Services 

programs/proJects such as program plans studies and analyses 

reports letter guidance and d1rect1on and related documents 

Nl 361 90-01 Documents prov1d1ng general d1rect1on staff Admmtstrat1ve Services 

guidance and reporting m the management Correspondence Files 

DCMAHQ 

and adm1n1strat1on of Adm1n1strat1ve 

Services 1nclud1ng mterpretat1ons and 

dee1s1ons on appl1cab1hty requests for 

waivers and exceptions, data calls and 

periodic reporting, and s1m1lar documents 

not covered elsewhere 
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C D H K N 

Record Type 
Current DLA-

Current DLA:DCMA or GRS 
Bucket Section - OCMA Records 

Combined 
{Temp, Penn, 

Series-
GRS - combined Cutoff Retention 

Temp system} 
Combined 

Instruction 

I 

100 Ola! T 510 02 B N/A N/A Destroy after 1 year 

21 

Destroy when related form 

100 0lal T 510 10 GRS 16- Item 3(b) Is d1scont1nued 

22 
superseded or cancelled 

Destroy S years after related 

100 Ola! T 510 12 GRS 16- Item 3(a) form ts discontinued, 

superseded or canceled 

23 

Destroy when superseded 

100 Ola! T 510 50 N/A-N/A 
obsolete or no longer 

needed whichever Is 

24 sooner 

100 0lal T 510 SB GRS 12- Item 6a Destroy when 1 year old 

25 

100 Ola! T 510 59 GRS 12 Item 7 Destroy when 6 years old 

26 

l000lal T 510 62 GRS 12-ltem 1 Destroy after 2 months 

27 

100 Dial T GRS 12- Item 6b Destroy when 6 months old 

28 

GRS 12 Item 6c Destroy when 1 year old, 
100 Ola! T 

through 6g destroy when 6 months old 
29 

Destroy 5 months afar 

separation or transfer of 
100 Ola! T GRS 12 Item 6h 

ind1v1dual or when obsolete 

30 
w whichever Is applicable 

100 Ola! T GRS 12-ltem 2a Destroy when 2 years old 

31 

100 Ola! T GRS 12 Item 2b Destroy when 3 years old 

32 

100 Ola! T GRS 12-ltem 2c Destroy when 1 year old 

33 

Schedule 100 

Records Senes Crosswalk 

0 p 

Current DLA-OCMA General Series 
NARA/ DCMA Authority 

Information 

NI 361 90 01 Documents prov1d1ng general d1rect1on, staff 

guidance and reporting 1n the management 

and adm1n1strat1on of Admm1strat1ve 

Services mclud1ng mterpretat1ons and 

dec1s1ons on appl1cab1hty requests for 

waivers and exceptions data calls and 
periodic reporting and s1m1lar documents 

not covered elsewhere 

Nl-361-90-01 
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Q 

Current OLA·DCMA Record 

Title 

Adm1n1strat1ve Services 

Correspondence Files -

Other act1v1t1es 

Forms Management 

Program 

Forms Master Record Sets 

Library Control 

Mail and Delivery Service 

Control Files- Records of 

receipt 

Metered Mail Records 

Messenger Services 

Mail and Delivery Service 

Control Files- Stat1st1cal 

reports 

Mail and Dehvery Service 

Control Files-

Mail and Delivery Service 

Control Files Locator cards 

d1rectones 

CommunIcat1on General 

Files- Internal 

Adm1n1strat1on 

CommunIcatIon General 

Files- Telecommunications 

general files 

Communication General 

F1les-Telecommun1cat1ons 

stat1st1cal reports 

R 

Current DLA-DCMA Descnpt1on/lnformation 

Other Act1v1t1es 

Background materials requ1sItIons, spec1ficat1ons processing data 

and control records 

One record copy of each form created by an agency with related 

InstructIons and documentation showing InceptIon, scope, and 

purpose of the form 

General reference books technical manuals card indexes 

temporary charge out records video recordings, and library related 

references 

Records of receipt and routing of incoming and outgoing mail and 

items handled by private delivery companies such as United Parcel 

Service EXCLUDING both those covered by item Sand those used 

as indexes to correspondence files 

Official metered mail reports and all related information 

Daily logs assignment records and instructions dispatch records 

delivery receipts route schedules and related messenger services 

documentation 

Stat1st1cal reports of postage used on outgoing mail and fees paid 

for private dehvenes (special delivery, foreign registered, certified, 

and parcel post or packages over 4 pounds)> 

Locator cards directories, indexes and other records relating to 

mail delivery to ind1v1duals 

Correspondence and related records pertaining to internal 

admin1strat1on and operation 

Telecommun1cat1ons general files including plans reports and 

other records pertaining to equipment requests, telephone service 

and hke matters 

Telecommunications stat1st1cal reports including cost and volume 

data 



C D H K N 

Record Type 
Current DLA-

Current DLA=DCMA or GRS 
Bucket Section - DCMA Records 

{Temp, Perm, GRS - combined Cutoff Retention 
Combined Series-

Temp system} 
Combined 

Instruction 

1 

Destroy when 1 fiscal year 
100 Olal T GRS 12-ltem 2d (1) 

34 
old 

Destroy 1 year after audit or 

100 Olal T GRS 12-ltem 2d (2) when 3 years old 

35 whichever 1s sooner 

Destroy 2 years after 

100 Olal T GRS 12-1tem 2e e,cp1ratIon of cancellation of 

36 
agreement 

100 Olal T GRS 12-ltem 3a Destroy when 6 months old 

37 

GRS 12 Item Sa 
100 Olal T Destroy when 1 year old 

38 
through Sc 

100 Olal T GRS 12-ltem 8 
Destroy 3 years after 

completion of mvestIgat1on 

39 

100 Olal T GRS 12 Item 3b Destroy when 2 years old 

40 

100 Olal T G RS 13 Item Sa Destroy when 3 years old 

41 

lOOOlal T GRS 13-ltem Sb 
Destroy 1 year after date of 

report 

42 

100 Olal T GRS 13-ltem 6 Destroy when 2 years old 

43 

100 Olal T GRS 13-ltem 1 Destroy when 2 years old 

44 

100 Olal T 
GRS 13 Item 2a 

Destroy when 3 years old 
through 2b 

45 

Destroy 1 year after close 

of fiscal year m which 

100 Ola! T GRS 13 Item 3 compiled or 1 year after 

f11lmg of register, whichever 

46 ts applicable 

Destroy after appropriate 

100 Olal T GRS 13 Item 4a 
rev151on of ma1lmg hst or 

after 3 months whichever Is 

47 
later 

Schedule 100 
Records Series Crosswalk 

0 p 

Current DLA-OCMA General Serles 
NARA/ DCMA Authoroty 

Information 
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Q 

Current DLA-DCMA Record 

Tltle 

Telecommun1cat1ons 

voucher files - reference 

copies 

Telecommun1cat1ons 

voucher files records 

relating to mstallat1on 

Telecommumcat1ons 

voucher files copies of 

agreements 

Telecommun1cat1ons 

Operational Files Message 

registers 

Post Office and Private Mail 

Company Records 

Postal Irregularities 

Telecommun1cat1ons 

Operational F1les copies of 

Incommg and ongmal 

messages 

Jomt committee on Printing 

(JCP) Reports Files 

Joint committee on Pnnt1ng 

(JCP) Reports Files copies 

m subordinate reporting 

units 

Internal Management Files 

Prmt1ng B1ndmg 

Dupl1cat1on and D1stnbut1on 

ProJect F1les-Admm1strat1ve 

Correspondence Files 

Prmtmg Bmdmg 

Duphcat1on and D1str1but1on 

- ProJect Files 

Control Files 

Marling Ltsts -

Correspondence 

R 

Current DLA-DCMA Descnptlon/lnformat10n 

Reference copies of vouchers bills mvoices and related records 

Records relating to mstallat1on, change, removal and serv1c1ng of 

equipment 

Copies of agreement with background data and other records 

relating to agreement 

Message registers logs performance reports daily load reports and 

related and s1m1lar records 

Post Office and private mail company forms and supporting papers 

e,cclusIve of records held by United States Postal Office 

Memoranda correspondence reports and other records relating to 

1rregulant1es m the handling of mail such as loss or shortage of 

postage stamps or money orders or loss or destruction of mail 

Copies of mcom1ng and ongmal copies of outgoing messages 

mclud1ng Standard Forms SF 14, Telegraphic Message mamtamed 

by communications offices or centers and e,ccludmg the copies 

mamtamed by the ongmatmg program office 

Agency report to JCP regarding operation of Class A and Class B 

Plants and mventones of prmtIng binding and related equipment 

In Class A and B Plants or m storage 

copies m subordmate reporting units 

Records relating to internal management and operation of the unit 

Correspondence files pertammg to the admIn1strat1on and 

operation of the unit responsible for printing bindmg duphcatIon 

and d1stnbut1on matters, and related documents 

Job or project records contamIng information relatmg to planning 

and e,cecutIon of printing b1nd1ng, duplication and d1stnbut1on Jobs 

Control registers pertammg to reqursItIons and work orders 

correspondence request forms and other records relating to 

changes m ma1hng hsts 



48 

49 

so 

51 

52 

53 

54 

55 

58 

C 

Bucket Section -

Combined 

100 0lal 

100 Olal 

100 0lal 

100 0lal 

100 Olal 

100 0lal 

100 0lal 

100 01•2 

100 02a 

100 03a1 

D H 

Current DLA­
Recorct Type OCMA Records 
{Temp, Penn, Series_ GRS- combined 

Temp system} Combined 

GRS 13 Item 4b 

GRS 16-ltem la 

GRS 16 Item lb 

GRS 16-\tem 4a 

GRS 16-ltem 5 

GRS 16 Item 6 

GRS 23 Item 9 

T GRS 16-ltem 4b 

11019 GRS 23 Item 7 

T 110 61 A(l) GRS 16- Item 2a(1) 

N 

Current DLA=DCMA or GRS 

Cutoff Retention 
Instruction 

Destroy 1nd1v1dual cards 

when cancelled or revised 

Destroy when superseded 

Destroy when issuance 1s 

destroyed 

Destroy when 3 years old 

Destroy 1 year after the 

year m which the proJect 1s 

closed 

Destroy 2 years after the 

report Is d1scontmued 

Destroy or Delete with the 

related records 

Destroy when 1 year old 

Destroy after 3 months 

Destroy 2 years after 

supersessIon 

Schedule 100 
Records Series Crosswalk 

0 

NARA/ DCMA Authority 
Current DLA-OCMA General Series 

lnformat1on 

Records are generally found w1th1n each 

office and are retained to aid In the conduct 

of the internal management and other non­

mIssIon functions of the office Files do not 

contain program records and generally only 

require admmIstrat1ve action MIssIon and 

Program Records are covered In other 

series 

Q 

Current DLA DCMA Record 

Title 

Ma1hng Lists - Card lists 

Adm1mstrat1ve Issuances 

Adm1n1strat1ve Issuance 

Case files 

Records Holdmg Files -

ProJect Control Files 

Report Control files 

F1nd1ng Aids (indexes) 

Records Holdmg Files -

Transitory Files 

Current DLA-DCMA Descript1on/lnfonnat1on 

Card hsts 

Notices and other types of issuances related to routine 

admIn1strat1ve functions 

Case files related to Item GRS 16 Item al that document aspects of 

the development of the 1ssuance 

Records held by offices that prepare reports on agency wide 

records holdmg 

memoranda reports and other records documenting assignments 

progress and completion of proJects 

Case files mamtamed for each agency report created or proposed, 

mclud1ng pubhc use reports Included are clearance forms 

mclud1ng 0MB 83 (formerly SF 83), copies of pertinent forms or 

descriptions of format copies of authonzmg d1rect1ves, preparation 

InstructIons and documents relating to the evaluation, 

contInuat1on, revIston and d1scont1nuance of reporting 

requirements 

Indexes, lists registers and other fmd1ng aids used only to provide 

access to records authorized for destruction by the GRS or a NARA 

approved SF 115, excluding records that can be used as an 

mformat1on source apart from the related records 

Records Holding Files -

Records of short term (180 days or less) rnterest mcludmg m 

electronic form (e g e-mail messages), which have mm1mal or no 

documentary or ev1dent1al value Included are such records as 

-Routine requests for information or pubhcat1ons and copies 

Office Record D1sposIt1on Files Descriptive Record D1spos1t1on Files - SF 115s that have been approved by NARA (For SF 115 requests 

rnventories disposal authonzat1ons Approved SF 115s and submitted for approval refer to Record Series 110 61 A(2) 

schedules, and reports Basic related documentation 

documentation of records descnptton and 

d1spos1tIon programs 

6 of 7 
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Record Type 
Current DLA-

Current DLA=DCMA or GRS 
Bucket Section - OCMA Records 

Combined 
{Temp, Perm, 

Senes 
GRS • combined Cutoff Retention 

Temp system} 
Combined 

Instruction 

1 

Destroy 6 years after the 

related records are 

destroyed or after the 

100 03a2 T 110 61 A(2) 
related records are 

GR516 Item 2a(2) 
transferred to the National 

Archives of the United 

States whichever Is 

applicable 

S9 

Destroy 6 years after the 

related records are 

destroyed or after the 

100 03a2 T 510 16 GR5 16 Item 2a(2) 
related records are 

transferred to the National 

Archives of the United 

States whichever Is 

60 applicable 

100 03•3 T 11061 B GRS 16 Item 2b Destroy when 2 years old 

61 

100 03bl T 1100S GRS 16- Item 7 Destroy when 6 years old 

62 

100 03bl T 510 14 GRS 16-ltem 7 Destroy when 6 years old 

63 

Schedule 100 
Records Senes Crosswalk 

0 p 

Current DLA-DCMA General Senes 
NARA/ DCMA Authority 

Information 

Office Record D1spos1t1on Files Descriptive 

inventories disposal authonzat1ons 

schedules and reports 
Basic documentation of records descnptton 

and d1spos1t1on programs Includes SF 115 

Request for Records D1spos1t1on Authority 

SF 135 Records Transmittal and Receipt, SF 

258 Agreement to Transfer Records to 

National Archives of the United States and 

related documentation 

Offtce Record D1spos1t1on Files Descriptive 

inventories disposal authonzat1ons 

schedules and reports 

Baste documentatron of records description 

and d1spos1t1on programs, Includes SF 115 

Request for Records DIsposrt1on Authority 

SF 135 Records Transmittal and Receipt, SF 

258, Agreement to Transfer Records to 

National Archives of the United States and 

related documentation 

Records are generally found w1thm each 

offrce and are retained to and m the 

conduct of the internal management and 

other non-mIssIon functions of the office 

Files do not contam program records and 

generally only require adm1mstrat1ve action 

M1ssIon and Program Records are covered m 

other series 
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Q R 

Current DLA-DCMA Record 

Title 
Current DLA-DCMA Descnpt1on/lnformat1on 

Record D1sposn1on Files SF Other Records Includes SF 115 request for Records D1spos1t1on 

135 SF 258 and related Authority SF 135 Records Transmittal and Receipt SF 258 

documentation Agreement to Transfer Records to Nat1onal Archives of the United 

States and related documentation (For approved NARA SF 115s 

refer to Record Series 110 61 A(l)) 

Records D1spos1tIon Control Documents reflectmg the transfer of records to records holdmg 

areas and records centers such as records shipment hsts records 

transmittals and receipts, and related correspondence 

Office Record DIspos1t1on Routme correspondence and memoranda 

Files - Routine 

correspondence and 

memoranda 

Files Outlines [Records List off1le numbers muse w1thm an office to aid m f1hng and for 

Management Files) reference purposes 

Records Management Files Correspondence reports, authorizations and other records that 

relate to management of agency records mcludmg such matters as 

forms correspondence reports mail, and files management, the 

use of microfilm ADP systems and word processmg, records 

management surveys, vital records program and other aspects of 

records management not covered elsewhere 




