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JOB NUMBERREQUEST FOR RECORDS DISPOSITION AUTHORITY 
/0/- ~~ -0 £.) - J 

To NATIONAL ARCHIVES & RECORDS ADMINlSTRA TION Date received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 g- .r ~o -CJ o 0 Lj 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of the Navy 

2 MAJOR SUBDIVISION In accordance with the provrsons of 44 usc 3303a, the 

Naval Criminal Investigative Service disposmcn request, Including amendments, IS approved 

t--::--77.7o-=::-::c:-;=-:::-::-::=-::::-:-:--------------------I except for items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Human Resources Directorate 

4 NAME OF PERSON WITH WHOM TO CONFER 4 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 

(202) 433-9505Henry W Persons, 1r 

5 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposiuon of ItS records and that the 
records proposed for disposal on the attached 2 page(s) are not needed now for the business for tlus agency or will not be 
needed after the retention periods specified; and that wntten concurrence from the General AccountIng Office, under the 
prOVISIOnsof TItle 8 of the GAO Manual for GUIdance of Federal Agencies, 

~ IS not required /'\ D ISattached; or D has been requested 

DATE SIGNATURE \ZlFAG~Cr\N,IVE TITLE 

27 jI_Ul~2004 J. M. KI~ fi Y Lut---, CW02, USN, NAVY RECORDS 

7 ITEM NO 8 DESCRIPTION 

I 

OF ITEN'!AND PROPOSED DISPOSITION 
9 GRSOR 

SUPERSEDED 
CITATION 

JOB 
10 ACTION TAKEN 
(NARA USE ONLy) 

BACKGROUND The Naval Cnnunal InvestigatIve Service \ 
(NCIS) Traimng Academy ISa part of the NCIS Human 
Resources DIrectorate and IS located 10 Glynco, GA, as part of 
the Federal Law Enforcement Trairnng Center (FLETC) In a 
January 2000 report to the Congress, the Comnussion on the 
Advancement of Federal Law Enforcement reiterated and 
reinforced the need to develop an Implement tranung standards 
As a result of the report an mdependent accreditatIon process 
was developed and ISenutled the Federal Law Enforcement 
Trairung Accreditation (FLETA) FLETA has estabhshed a set 
of standards related to Federal law enforcement trairung that 
must be satisfactonly met m order for agency academies to be 
accredited. Among these standards is one dealmg With records 
management that requires a records schedule approved by the 
National Archives and Records Admuustrauon for program, 
mdividual trainIng and staff trauung records Tlus schedule 

tfIi=ii(!;7J:b:;;;'t;v,/
Jen ey SH!beP '--' - Norman Kiger ( 
D'iputy ASSistant DIrector Counsel "-'
 
Trairung U //~_/AA/'./1 LlA /7//)/»/./)
 

C/ q 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescnbed by NARA 36 CFR 1228 



Job Number Page 2 
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of 3 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9 GRSOR 

SURERSEDED 
JOB CITATION 

10 ACTION 
TAKEN (NARA 

USE ONLy) 

Electrornc Mail and Word Processmg Copies 

Electrornc copies of records that are created on electrornc mati and word processmg 
systems and are used solely to generate a recordkeepmg copy of the records covered 
by tlus records schedule Also mcluded are electrornc copies of records created on 
electrornc mati and word processmg systems that are mamtamed for dissemmanon, 
revision, or updating. 

a. Copies that have no further adnurustrative value after the recordkeepmg copy IS 
made Includes copies mamtamed by mdividuals In personal files, personal electromc 
mati directones, or other personal dtrectones on hard dtsk or network dnves, and 
copies on shared network drives that are used only to produce the recordkeepmg 
copy 

1 Destroy/delete within 180 days after the recordkeepm~ copy has been produced 

b Copies used for dissemination, 
addttion to the recordkeeping copy 

revision, or updatmg that are maintamed 10 

2 Destroy/delete when dissenunauon, revision, or updaung IS complete. 

SSIC 12410 

TRAINING RECORDS 

1 through 15 No change 

16 NCIS TRAIN1NG ACADEMY RECORDS Consists of the mnumum 
documentatton required to be retamed by the NCIS Trairung Academy to meet the 
accreditauon standards estabhshed by the Federal Law Enforcement Trauung 
Accreditation (FLETA) and ItS successor acnvmes 

a Program Records Includes for each course/class of instrucuon a complete set 
of the following Items cumculum content (e.g, syllabus, lesson plans and other 
trauung matenal used), hstmg of all FLETA certIfied mstructors and other 
instructional personnel mdicaung the actual class In which each presented or 
parucipated, inclusive dates of the course/class and the actual dates and ttmes when 
each segment occurred, rosters of participants In each nerauon, performance 
measurement instruments (practical exercises and or wntten tests and keys); and 
objective to test matnx and results of student evaluations Records may be 10 either 
machine-readable or hardcopy form 

Pnvacy Act Not apphcable 

115-205 Two copies, including ongmal, to be submitted STANDARD FORM 115-A (REV 3-91) 
to the National Archives and Records Adrmrustranon Prescnbed by NARA 

36CFR 1228 
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7 
ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

DISPOSITION. 

3. Retire hardcopy records 
end of the training year 

to FRC when 4 years old Destroy/delete 40 years after the 

b Individual TraInIng Records Includes for each course/class of instruction 
roster documentmg enrollment and attendance of participants, complete record of all 
training evaluations (grades/scores) and indicating whether program was completed 
(either satisfactory or unsatisfactory), are documented, documentation of course 
completion and/or quahfication for each student successfully completing the training 
program/course, waivers or exemptions requested or granted and verification of 
physical abilines (as required) either as a prerequisite or as a fmal quahfication 
Records may be In either machine-readable or hardcopy form. 

Privacy Act NO 1241 0-1 

DISPOSITION 

4 Retire hardcopy records 
end of the trairung year 

to FRC when 4 years old. Destroy/delete 40 years after the 

c Instructor (StaID TraInIng Records Includes for each staff member copies of 
Instructor's personal trammg history, attendance records, exemptrons or waivers 
requested/granted, evaluations, qualification notifications, certifications, 
recertifications, and venficatrons of abrhty Records may be in either machine-
readable or hardcopy form. 

Privacy Act. N01241O-1 

DISPOSITION. 

5. Destroy/delete records 4 years after departure from Academy. 

9 GRS OR 
SUPERSEDED 
JOB CITATION 

10 ACTION 
TAKEN (NARA 

USE ONLY) 

New 

New 

New 

115-205 Two copies, including onqmal, to be submitted STANDARD FORM 115-A (REV 3-91) 
to the National Archives and Records Administration Prescnbed by NARA 

36 CFR 1228 




