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SERIES 100 

AGENCY MANAGEMENT AND POLICY 
DEVELOPMENT RECORDS 
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100. Agency Management and Pohcy Development Records 
These records document MDA-w1de management dec1s10ns and act1v1t1es regardmg orga111zat1onal 
structure, staffing, functtonal respons1btl1t1es, regulatory compliance, resource allocat1011, and policy 
development Records may mclude executive correspondence, plans, studies, and recommendations, 
draft policies with review comments, mmutes of meetmgs, transcripts of public hearmgs, public 
comments, Federal Register not1ficat10ns, MDA annual and other activity reports, and reports of 
mternal and external audits 

a. Agency Management and Pohcy Development Reference Records 

Data and documents recordmg agency management-related reports, analyses, plannmg, 
reference, and supportmg records used for reference and 111fom1at10n 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer applicable 

b. Agency Management and Policy Development Routme Records 

Data and documents recordmg agency management-related functions mcludmg mternal, ad hoc, 
and mformal com1111ttee formation and management, program-level management nnprovement 
analyses, studies and reviews, MDA relations with professional orga111zat1ons, and s1mrlar 
management and policy development functions These data and documents do not record 
financial, contractual, or other enforceable obltgat10ns and commitments 

TEMPORARY: Destroy no sooner than 1 year and no later than 6 years after the records are 
closed 

c. Agency Management and Policy Development Administrative Records 

Data and documents recordmg management, program, background research for high level 
111vest1gat1ons and audits, external and formal committee formatton and management, program­
level policy, practices, and procedures development, and product1v1ty measurement and 
reportmg 

TEMPORARY: Destroy no sooner than 7 years and no later than 10 years after the records 
are closed 

d. Agency Management and Policy Development Permanent Records 

These records document, at the agency level, substantive pohcy and procedural dec1s1ons, the 
development and 1mplementat1on of policies and procedures issued under the authority of the 
Director of MDA and congressional budget requests with supportmg documents, substantial 
changes to MDA's orga111zat10nal structure or leadership, staffing, agency-level orga111zatronal 
analyses, and reorga111zat10n activities These records can mclude, but are not l11111ted to policies 
and procedures, general audits and mvest1gat1ons, executive correspondence,and annual reports 
These records provide umque 111format1on and have long-tenn research and mfonnat1onal value 
after MDA no longer has a busmess purpose for the records 

PERMANENT: Transfer textual records to NARA 20 to 25 years after the records are 
closed If the recordkeepmg copy 1s m electromc form, transfer to NARA m 
5 year blocks when the most recent record m the block has been closed for 
5 years Transfer electromc records m accordance with NARA regulations 
and procedures 111 place at the time of transfer, and destroy MDA program 
copy when no longer needed 
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SERIES 200 

LAW AND LITIGATION RECORDS 
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200. Law and Litigation Records 

These records document act1v1t1es that mo111tor and manage law and lit1gat1on functions These 
act1v1t1es mclude legal issues about personnel matters, litigation, leg1slat1on, methodology, labor 
issues, environment, hearings, tort claims, and contractmg These records also document mternal 
legal consultat10n, advice, and policy and rule development case files and notices 

a. Law and Litigation Reference Records 

Data and documents recordmg law-related manuals, research and request-related reports, 
analyses, forecastmg, and supportmg records used for reference and mformat1on 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer applicable 

b. Law and Litigation Routme Records 

Data and documents recordmg analyses, studies, reviews, comments, and mformat1on on legal 
issues about employee claims mcludmg appeals and grievances These also mclude settlement 
of cla11ns These data and documents do not record or document financial, contractual, or other 
enforceable obligations and commitments 

TEMPORARY: Destroy no sooner than 3 years and no later than 5 years after the records 
are closed 

c. Law and Litigation Minor Legal Issue Records 
Data and documents recordmg lit1gat1on, mcludmg securities fraud, patents, copyrights, and 
trademarks, and personal mJury and property damage 

TEMPORARY: Destroy no sooner than 7 years and no later than 10 years after the records 
are closed 

d. Law and Litigation Major Legal Issue Records 
Data and documents are used to report upon legal issues and questions about missile defense 
contracts, procurement, and other services These records also document mternal management 
issues such as conflict of mterest, msurance and bankruptcies, and financial issues 

TEMPORARY: Destroy no sooner than 10 years and no later than 20 years after the records 
are closed 

e. Law and Litigation Strategic Records 

Data and documents recordmg the legal and regulatory act1v1ties associated with substantive 
lit1gat1on, rights and obligations, opm1ons, and resource acqu1s1t1ons 

(1) Law and Litigation Long Term Records 

Data and documents record mg legal issues processes of acqu1s1t1on and management of 
land for MD A's use, legal mterpretat1ons of MDA fiscal and accountmg practices and 
financial issues mvolvmg proJect amort1zat10n, revenue requirements, separate 
accountmg, and other financial goals 

TEMPORARY: Destroy no sooner than 20 years and no later than 55 years after the 
records are closed 
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(2) Law and Litigation Permanent Records 

These records document, at the agency level, mterpretat1on of law, leg1slat1on, related 
act1v1t1es issued under the authority of the Director for MDA for complymg with legal 
laws and regulations, and ht1gatJon that established a precedent for changing policy, 
received extensive media coverage, or resulted from a significant controversy These 
records have long-tenn research and mfonnat1on value 

PERMANENT: Transfer textual records to NARA 20 to 30 years after the records 
are closed If the recordkeepmg copy 1s 111 electronic form, transfer 
to NARA 111 5 year blocks when the most recent record 111 the block 
has been closed for 5 years Transfer electronic records m 
accordance with NARA regulations and procedures m place at the 
tune of transfer, and destroy MDA program copy when no longer 
needed 
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SERIES 300 

RESERVED 

- 8 -



300. RESERVED 
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SERIES 400 

RESERVED 
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400. RESERVED 
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SERIES 500 

RESERVED 
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500. RESERVED 
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SERIES 600 

FACILITY AND EQUIPMENT ENGINEERING RECORDS 
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600. Facility and Eqmpment Engineering Records 

These are records related to the design and construct10n of MDA fact ltttes, engmeermg, 
construction and design and equipment design and construction Records may mclude usage 
statistics, fac1ltty and equipment management status reports, construction case files, engmeermg 
drawmgs, specifications, change requests, and test results 

a. Facility and Equipment Engineering Reference Records 

Data and documents cons1stmg of construction-related manuals, engmeenng standards and 
practices, research and request-related reports, analyses and design, and supportmg records used 
for reference and 111format1011 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer applicable 

b. Facility and Eqmpment Engineermg Administrative Records 
Data and documents recordmg preltmmary analyses, studies, reviews, comments, and 
111format1011 on the plannmg, design, and construction 

TEMPORARY: Destroy no sooner than 3 years and no later than 5 years after the records 
are closed 

c. Facility and Equipment Engineering Project Records 

Records that record the final plans, design, and construction of MDA related mfrastructures and 
other MDA fac1ltt1es 

(1) Facility and Equipment Engineering Minor ProJect Records 

Construction Project Case files and mmor design specifications and drawmgs related to 
mmor engmeenng projects such as field sites, fiber-optics mfrastructure, structures and 
towers, and high-voltage equipment These records mclude fac1ltt1es management, system 
plannmg, lab test reports, geotech111cal, and nght-of-way mamtenance 

TEMPORARY: Destroy no sooner than IO years and no later than 25 years after the 
records are closed 

(2) Facility and Equipment Engineering Quality Assurance Records 

Data and documents record mg momtonng and control of quality assurance act1v1t1es 
mcludmg poltcy program guides and related regulatory requirements 

TEMPORARY: Destroy no sooner than 20 years and no later than 60 years after the 
records are closed 
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(3) Facility and Equipment Engineering Major Project Records 

Engmeenng records related to the final design spec1ficat1ons and drawmgs for maJor 
construct10n and engmeenng proJects 

PERMANENT: Transfer textual records to NARA 20 to 25 years after the records 
are closed If the recordkeepmg copy 1s 111 electronic form, transfer 
to NARA 111 5 year blocks when the most recent record 111 the block 
has been closed for 5 years Transfer electro111c records 111 

accordance with NARA regulations and procedures 111 place at the 
time of transfer, and destroy MDA program copy when no longer 
needed 
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SERIES 700 

ENVIRONMENTAL COMPLIANCE RECORDS 
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700 Environmental Compliance Records 

These are records related to MDA's compliance with environmental laws and regulat10ns These 
act1v1t1es may facilitate, document, and track MDA environmental plannmg, reportmg, perm1tt111g, 
analysts, and compliance actions, mcludmg NEPA-driven (Nat10nal Environmental Policy Act) 
environmental assessments and m1t1gat1011, solid and hazardous waste management policies and 
procedures, water and air pollut1011, and fish and wildlife programs 

a. Environmental Compliance Reference Records 

Data and documents recordmg env1ronmental compliance-related reports, analyses, plannmg, 
reference, and supportmg records used for reference and 111format1011 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer applicable 

b. Environmental Compliance Routme Records 

Data and documents recordmg coordmat1011, reference, workmg materials, and fac1htat1ve 
commu111cat1ons and comments upon environmental assessments, protection, m1t1gat1011, and 
enhancements of fac1lit1es, environmental compliance policies, resource requirements, 
procedures, and other act1v1t1es 

TEMPORARY: Destroy 5 years after the records are closed 

c. Environmental Compliance Administrative Records 

Data and documents used to record environmental reviews, analyses, m1t1gat1011, projects, 
wildlife m1t1gat1011 and rights, mterests, disputes, regulatory compliance, or other missile 
request-related busmess act1v1t1es that create rights and obligations that are still enforceable 
after the records are closed These mclude contracts, agreements, btllmg materials, standards, 
policies, forecasts, transactions, customer relations records, and associated development files, 
correspondence, and other records produced by related act1v1t1es 

TEMPORARY: Destroy no sooner than IO years and no later than 20 years after the records 
are closed 

d. Environmental Compliance Monitoring Records 

Data and documents used to record env1ronmental reviews, assessments, reports, analyses, 
studies, and aggregations of data concern mg compliance with env1ronmental laws, and 
regulations as they relate to protection, m1t1gat1011, and enhancement of wildlife affected by 
hydroelectnc act1v1t1es, pollut1011 prevention and abatement mcludmg hazardous waste 
management, aquatic nmsance species, and other plans and cooperative agreements used to 
ensure MDA's env1ronmental compliance or document cooperation with other agencies and 
orga111zat10ns havmg a long-term mo111toring, analysts, or busmess purpose after the records are 
closed 

TEMPORARY: Destroy no sooner than 30 years and no later than 50 years after the 
records are closed 
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e. Environmental Comphance Strategically Substantive Records 

Data and documents recording the establtshment and 11nplementat1on of long-tenn poltc1es and 
procedures relat111g to MDA's compltance with environmental laws and regulations needing 
long-term retention because they document s1g111ficant dec1s1ons, policies, and environmental 
response act1v1tles and procedures that may be in effect for many years These records 
document environmental planning, analyses, compltance actions, m1t1gat1on act1v1t1es, pollution 
prevention and abatement, hazardous waste management policies and procedures, and other 
related act1v1t1es having a long-term reference, regulatory, or research and 111format1on value 
long after the records are closed 

(1) Environmental Comphance Long Term Records 
Data and documents record111g environmental plann111g, analyses, compltance actions, 
m1t1gat1on achv1t1es, pollution prevention and abatement, hazardous waste management 
poltc1es and procedures, and other actlv1t1es hav111g long-term reference, regulatory, or 
research and 111format1onal value long after the records are closed 

TEMPORARY: Destroy no sooner than 50 years and no later than 75 years after the 
records are closed 

(2) Environmental Compliance Permanent Records 
These records document, at the agency level, environmental planning, analyses, 
environmental impact analysis and plann111g, compliance actions, m1t1gat1on actlv1tles, 
pollut10n prevention and abatement, hazardous waste management policies and 
procedures, and other act1v1tles providing information on MDA's effects on the 
environment These records document the MDA actlv1t1es that established a precedent for 
changing policy, received extensive media coverage, resulted in s1g111ficant controversy, 
were the subject of extensive ltt1gat1on, and/or provided u111que and s1g111ficant 
information on the environment These records have long-term research and infomrnt1onal 
value after MDA no longer has a bus111ess purpose for the records 

PERMANENT: Transfer textual records to NARA 30 years after the records are 
closed If the recordkeep111g copy 1s in electro111c fonn, transfer to 
NARA 111 5 year blocks when the most recent record in the block 
has been closed for 5 years Transfer electro111c records in 
accordance with NARA regulations and procedures 111 place at the 
tune of transfer, and destroy MDA program copy when no longer 
needed 

- 19 -



SERIES 800 

SAFETY AND RISK MANAGEMENT RECORDS 
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800. Safety and Risk Management Records 

These are records related to safety regulations, policies, standards, emergency operations, workplace 
safety, and procedures These act1v1t1es also pertam to mspecttons, repo1ted safety v1olat1ons, 
accidents, and other 111c1dents issues such as mJunes, property damage or fatalities Records relate to 
MDA's mtemal safety and nsk management act1v1t1es, perfom1ance comphance, drug testmg 
records, and OSHA records 

a. Safety and Risk Management Reference Records 
Data and documents recordmg safety-related regulations, repo1ts, analyses, forecasts, 
assessments, and supportmg records used for reference and 111fon11at1on 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer apphcable 

b. Safety and Risk Management Routine Records 

Data and documents recordmg safety-related act1v1t1es perta111111g to employee drug and alcohol 
test procedures and results, safety and nsk management trackmg and accountab1hty, and day-to­
cay safety operations These data and documents do not record financial, contractual, or other 
enforceable obhgat1ons or commitments 

TEMPORARY: Destroy 3 years after the records are closed 

c. Safety and Risk Management Admmistrative Records 
Data and documents recordmg acttv1ttes associated with record 111spect1ons, appraisals, audits, 
performance comphance, studies, tests, analyses, reports, recommendations, models, 
methodologies, act1v1t1es of safety and nsk management committees, and t11Jury reports other 
111format1on mamtenance relatmg to safety and nsk management These records mclude 
technical, financial, pohcy, procedural, and other records produced by safety and nsk 
management act1v1t1es with enforceable rights and mterests after the records are closed 

TEMPORARY: Destroy no sooner than 7 years and no later than IO years after the records 
are closed 

d. Safety and Risk Management Long Term Records 

Data and documents recordmg 111c1dents resultmg 111 the death of a Federal employee or 
contractor performing duties for MDA or the death of a third party that occurs ma MDA 
vehicle, at a MDA fac1hty, or on a MDA nght-of-way 

TEMPORARY: Destroy no sooner than 75 years after the records are closed 
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SERIES 900 

ALREADY SCHEDULED 
See Nl-565-08-28 
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SERIES 1000 

RESERVED 
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1000. RESERVED 

- 24 -



SERIES 1100 

NEWS RELEASES AND PUBLICATION RECORDS 
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1100. News Releases and Publications Records 

These are records related to the fonnal and informal relat1onsh1ps established between MDA, 
employee publications, and outside interests These records may mclude MDA news releases, 
publtcat1ons, websites, briefing books, MDA histories, scrapbooks, audio/visual material, speeches, 
newspaper clippmgs, and other materials relating to MDA efforts to inform and mvolve public 
officials, private ind1v1duals, MDA employees, and other external entities 

a. News Releases and Publications Reference Records 

Data and documents recording the formal and informal relat10nsh1ps between MDA and outside 
interests, includmg the public and news media These include records documenting act1vit1es to 
keep the public mformed, manage news media contacts, plan and schedule publications, 
develop style guidelines, and manage publishing and prmtmg processes. These records are used 
for reference and support infonnat1on and have no further busmess purpose once superseded, 
updated, or replaced 

TEMPORARY: Destroy when superseded, updated, replaced, or no longer applicable 

b. News Releases and Publications Routine Records 

Data and documents recording the plannmg, 1mplementat1on, and management of external 
relattons with the public, the news media, governmental bodies and officials, and local energy 
councils Policy, procedures, processes, and systems regarding audiovisual and photographic 
materials are included, as are aud10v1sual and photographic materials that have no long-term 
value beyond the express purpose for which they were created These data and documents 
include requests for information that do not reference the Freedom of Information Act or the 
Privacy Act and MDA's responses, public education and outreach act1v1t1es, and materials 
documenting short-term act1v1ties and procedures meant to inform and mvolve the public These 
records also document requests submitted to MDA by the public for resources to promote 
understand mg of MDA policies, programs, and issues, mcluding requests for funding, 
sponsorships, and the creatton of working committees These records document policies, 
procedures, reports, evaluations, memorandums of agreement or understanding, and 
correspondence 

TEMPORARY: Destroy no sooner than 1 year and no later than 5 years after the records are 
closed 

c. News Releases and Publications Administrative Records 

Data and documents recording act1v1t1es related to planning, 1mplementat10n, and evaluation of 
MDA-sponsored or co-sponsored MDA centric and public conferences or symposia 

TEMPORARY: Destroy 10 years after the records are closed 
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d. News Releases and Publications Strategically Substantive Records 

Data and documents consisting of MDA-numbered publications, records documenting MDA's 
long-term public involvement efforts, news releases and scripts of media presentat10ns, 
significant speeches of the agency Director and senior officials, and audiovisual and 
photographic materials havmg long-term reference or 111format1onal value. 

(1) News Releases and Publications Long Term Records 
MDA publications, news releases, media presentat10ns, s1gn1ficant speeches by the MDA 
Director and senior management staff, and audiov1sual/photograph1c materials that may be 
of administrative reference value long after their creation, but do not have enough 
substantive information to be of enduring value to NARA or MDA. 

TEMPORARY: Destroy no sooner than 10 years and no later than 20 years after the 
records are closed 

(2) News Releases and Publications Permanent Records 
These records document s1g111ficant aspects of the MDA's public involvement policy, 
history, procedures, and act1v1tJes, official news releases and scripts of media 
presentations, and speeches of the MDA Director and senior agency officials on topics 
relatmg to the agency's m1ss10n, programs, h1stones or activities These records also 
mclude aud1ov1sual and photographic materials that document substantive and mission­
related MDA act1v1t1es. These records document or illustrate act1v1t1es or topics that are a 
precedent or basis for agency level policy change, are involved in extensive litigation, or 
receive widespread media attention. Records also include record copies of MDA­
numbered publications produced by or for the agency and made available to the public 
These records include one-time reports and studies, policy-making publications, and 
publicat10ns created to educate the public about MDA 

PERMANENT: Transfer textual records to NARA 20 to 30 years after the records 
are closed If the record keeping copy 1s 111 electronic form, transfer 
to NARA in 5 year blocks when the most recent record in the block 
has been closed for 5 years. Transfer electronic records in 
accordance with NARA regulations and procedures in place at the 
time of transfer, and destroy MDA program copy when no longer 
needed 
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