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T0: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED
WASHINGTON, DC 20408 )1 -7 D
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of Defense
| d ith th i f 44

2 O SO . U.S'C. 3303 the disposition request,
Joint Staff, Joint Secretariat including amendments, is approved except
3. MINOR SUBDIVISION for items that may be marked "disposition

t approved” or "withdrawn"” in column 10.
Information Management Division, Rec Mgmt & Auto Spt Br. not app or u

4. NAME OF PERSON WITH WHOM TO CONFER 6. TELEPHONE OATE ARCHJVIST OF THE UNITED STATES
.Sterling 5. Smith, Jr. (703) 697-6908 ; w éz/
|Joint Staff Records Manager T-240~ A

6. AGENCY CERTIFICATION .

I hereby certify that I am authorized to ‘act for this agency in matters pertaining to the disposition of its records

and that the records proposed for disposal onthe attached _____ page(s) are not now needed for the business
of this agency or will not be needed after the retention lPeriods specified; and that written concurrence from

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

m is not requirecl;A ;l hs attached; or D has been requested.

DATE SIGNA %cv PREGENTATIV TITLE
Chief, Records Mgmt & Automation Spt Br
Q’) Oc‘/ 5? Ster¥idng S. tH, . Records Administrator

7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. USE ONLY) .

This records disposition authority request covers the
records of the Joint Staff and the combatant commanders
- 0000 series, Corporata Joint Staff and Headquarters
Commander In-Chief (CINC)records, The attached will be
incorporated into the comprehensive disposition
schedule in the new Joint Staff and CINC Records
ManagementManual- Volume IX- Disposition Schedule,
CJCSM $760.02, Volume II.,These dispesition authorities
will not be implemented until 1 January 2001
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Section 2. Disposition Detail Descriptions and Authorities

0000 SERIES—CORPORATE JOINT STAFF (JS) AND HEADQUARTERS COMMANDER IN CHIEF (CINC)
RECORDS

0001 QFFICIAL JS CASE FILES AND PAPERS

0001-01 Official JS case file
Senally-numbered case files consisting of the permanent record copy of all JS serially-numbered papers published
by the Secretary, JS that bear a Joint Chiefs of Staff (JCS) or Secretary of the Jont Staff (SIS) serial number (JCS
1234/567), (SIS 1234/567) (SIS 9X-12345), and (XX-12345) contain substantive long-term historical value, with
all related background papers, (Note to Holders, Corrigendums, Changes) Deciston Notices, JS Form 136s,
Chairman of the Joint Chiefs of Staff Memorandums (CMs), Memorandums Issued 1n the Name of the Chairman of
the Joint Chiefs of Staff (MCMs), Joint Chiefs of Staff Memorandums (JCSMs), MICSs, Director, Joint Staff
Memorandums (DJSMs), INSM, Secretary Joint Chiefs of Staff Memorandums (SMs), Chairman of the Joint Chiefs
of Staff (CJCS) Memorandums of Policy (MOPs), JS Pubs, CICS/JS sends messages, with related background
papers, directorate memos, cover page of draft actions, flimsies, etc, various supporting and/or independent
documents from JS directorates or agencies, Department of Defense (DoD) and other government agencies, CINC,
subordinate commanders, etc (1 e., war plans, war games, manpower documents)
Which are maintained by the Research and Archiving Branch, (R&A), Information Management Division (IMD),
SJS, as the official JS record copy
Permanent Cut off annually at end of calendar year (CY), after 5 years, transfer by CY block to the JS Records
@ Holding Area (RHA) located at Ft Ritchie, MD 25 years after cutoff, transfer entire CY block to National Archives
and Records Admmustration (NARA) after declassification review Authority NI1-218-86-1 item |

0001-02 and 0001-03 Reserved

0001-04 Which are. held by am etanéd as extra or reference copies (nonrecord)
Cut off annually at end of CY, hold 2 years, then destroy - reference and destroy/delete when
no longer needed Authority NC-218-86-1, item 2

0001-05 Which are held by R&A Br in Sensitive Compartmented Information (SCI) channels for the SJS as the
official JS record copy

PéﬂmANél\r Retain JS record copy for 30 yems in accordance with policy wn the Intelligence Community directives for SCI
documents At the end of 30 years, review for removal from SCI channels in accordance with Intelligence
Commumnity directives When removable from SCI channels, transfer into the official JS case file for disposition in
accordance with 0001-01 Authority NCI-218-84-1 item 5

programs If so, destroy/delete, zf not, transfer to R&A Br (S
Authority NC1-218-84-1item 6 and 7

0001-07 and 08 Reserved

ctronic Filing System (EFS)
J‘Wh‘ Automated centralize contamnng information on and images of IS actions used for research
\N ((\'\V purposes This database 1s used for searching for and viewing the document on the same termunal EFS
provides action officers and Technical Information Specialists an au apability to 1dentify, retneve, and
print abstracts of documents and entire documents at a terminal through the use of k€ d umque 1dentifiers
Which are data maintained by R&A Br and JSIRMO
Delete when item 15 no longer needed for reference Authority
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~. 0001-10 Which are EFS output documents maintained by R&A Br
@ Destroy/delete when research action 1s completed Authority
0002 Reserved
0003 Reserved

0004 SECRETARIAT. JS INFORMATION MEMORANDUMS

red memorandums (SJS 99-99999) relaying information of an administrative nature and are
considered as temporary, nont
Which are. maintained by R&A Br
Cut off annually at end of CY, after 7 years, transfer by CY block to the JS
by CY block Authority NCI-218-84-1 item 14

er cutoff destroy/delete

0004-02 Reserved

0004-03 Which are
After 2 years, destroy/delete unless needed for continuing g
needed

ties within the JS and retained as extra or reference copies (nonrecord)
e, then destroy/delete when no longer

0005 SERVICE MEMORANDUMS/PLANNER'S MEMO FLIMSIES
(Also referred to as "Service Purples" Pre-1989)

0005-01 Memorandums or flimsies circulated or tabled as proposed amendments to a document under JS
consideration, CSAFM, CSAM CMCM, CNOF, CNOM
Which are maintained by R&A Br as the official IS record copy and are filed in a official JS case file or agenda

pack

@ Permanent Cut off annually at end of calendar year (CY), after 5 years, transfer by CY block to the JS Records
Holding Area (RHA) located at Ft Ritchie, MD 25 years after cutoff, transfer entire CY block to National Archives
and Records Admmnstration (NARA) after declassification review Authority NCI-218-84-1tem 17

0005-02 Which are' received and maintained by the JS action officer

Review annually, purging extr aneous papers and duplicate copies Those background materials pertaiming to official

actions will be incorporated into the official JS/combatant command case file Other materials may be

destroyed/deleted when no longer needed for continuing guidance or reference Exception NATO documents no

longer needed for reference will be disposed of i accordance with appropriate 0801 category number and USSAN
@ 1-69 Authoruty

Authority NCI1-218-84-1 itemn 18

as extra reference copies (nonrecord)
Determune that R&A has received a copy of the doctim
upon completion of requured action(s) Authority NCI-218-84-1, item 19

tion Destroy/delete all other copies

0006 CHAIRMAN OF THE JOINT CHIEFS OF STAFF MEMORANDUMS (CMs)

0006-01 Memorandums 1ssued by the Chairman of the Joint Chief of Staff in carrying out hus responsibilities
The Vice Chairman of the JCS may also sign
Which are. mamntained by the R&A Br as part of the official JS case files

@ Permanent Cut off at expiration of CJS's tour of duty, hold 2 years, then transfer entire block through R&A Br to
the JS RHA 25 years after cutoff, transfer entire block to NARA after declassification review Authority NCI 218-
84-1 1item 20

0006-02 Which are recerved and maintained by R&A and pertain to a JS paper
Permanent Cut off annually at end of calendar year (CY), after 5 years, transfer by CY block to the JS Records
Holding Area (RHA) located at Ft Ritchie, MD 25 years after cutoff, transfer entire CY block to National Archives
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and Records Administration (NARA) after declassification review Authority NC1-218-84-] item 21

0006- ic : as extra or reference copies (nonrecord)
Cut off annually, hold 2 years then destroy/delete unless i udance or reference, then
destroy/delete when no longer needed for reference —

1d by R&A Br 1n SCI channels for the Secretary, Staff, as the official IS record copy

Retain JS record copy for 30 years;, with Joint policy in the Community directives for SCI documents
At the end of 30 years, review or removal from SCI channels i 1 Intelligence Community directives
When removable from SCI channels, transfer into the official JS case file for disposition ii @ wuudl%
02 Authority NCI-218-84-1tem 23 Intelligence

D/J-3, SOD/J-3, JOD/J-3 or any other JS activity in SCI channels
After 5 years, deternmne if official JS record copy rin SCI channels If so, destroy/delete, if not,
transfer to R&A Br (SCI) for disposition in accordance with 0006-04 Authority uﬂ\
re_held by ROD/J-3, SOD/J-3 JOD/J-3, or any other JS activity in special control channels other
than SCI e g., imited dis special access programs

Note NWSB/J-3 retain the official record copy o o Single Integrated Operational Plan (SIOP) policy

(Archives for SIOP)
After 5 years, transfer to R&A Br for disposition in accordance with 0006-02 Authority NCI-218-

0007 CHATIRMAN OF THE JOINT CHIEFS OF STAFF RECORDS

0007-01 Miscellaneous correspondence, messages, speeches, and other records (protocol, public affairs, legal
counsel, legislative affairs, etc) 1ssued or received by the Chairman of the JCS 1n carrying out his responsibilities
Which are maintained by the CICS staff as the official files of the Chairman and are considered the official JS
record copies

Permanent Cut off at expiration of CJS's tour, hold 2 years, then transfer entire block through R&A to the JS RHA
25 years after cutoff, transfer entire block to NARA after declassification review Authority NCI1-218-84-1 item 26

36s, Chairman's Daybook, Morning Meetings Taskings
Which are. maintained Administrative s Division (AD), SJS
Cut off monthly, hold I month, then transfer to R&A Br for incorporatio
Disposition 1s in accordance with 0007-01 Authority

Chairman’s case files

0007-03 Which are he xtra or reference copies (nonrecord)
Destroy/delete when no longer needed for reference

0008 VICE CHAIRMAN OF THE JOINT CHIEFS OF STAFF (VCICS) RECORDS

0008-01 Miscellaneous correspondence, messages, speeches, and other records (protocol, public affairs, legal
counsel, legislative affairs, etc) 1ssued or received by the Vice Chairman of the JCS 1n carrying out his

responsibilities
Which are maintained by the VCJCS staff as the official files of the Vice Chairman and are considered the official

JS record copies
Permanent Cut off at expiration of VCJS's tour, hold 2 years, then transfer entire block through R&A to the JS RHA

25 years after cutoff, transfer entire block to NARA after declassification review Authority

136s, Vice Chairman's Daybook, Morning Meetings Taskings
Which are maintained Administrative vision (AD), SIS
Cut off monthly, hold 1 month, then transfer to R&A Br for incorporation into
Disposition 1s in accordance with 0008-01 Authority

= by any activity as extra or reference copies (nonrecord)
Destroy/delete when no longer needed Jor referemce
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0009 MEMORANDUMS ISSUED IN THE NAME OF THE CHAIRMAN, JS (MCM) (PRE-1989 -
MCICS/THE JOINT CHIEFS OF STAFF - MJCS)

000901 Memorandums used to 1ssue instructions that are in accordance with policies, plans, and procedures
approve the Chairman of the JCS (MCM) (Pre-1989--MCICS or the JCS--MICS)

Which are tained by R&A as the official JS record copy and are filed 1n an official JS case file

After incorporatidnynto the official JS case files, disposition 1s in accordance with 0001-01 Authority NCI-218-
84-1 1tem 33

0009-02 Which are held by anyNagtivity as extra or reference copies (nonrecord)
Cut off annually, hold 1 year, unlessgeded for continuing guidance or reference, then destroy/delete when no
longer needed

Note Background materials mamntained by directorqtes will be provided to R&A for incorporation into the official
JS case file for disposition in accordance with 0001-0

0009-03 Which are held by R&A Br in SCI channels for the Sedratary, JS, as the official JS record copy

Retain JS record copy for 30 years, in accordance with policy in the haglhgence Community directives for SCI
documents At the end of 30 years, review for removal from SCI channels ccordance with Intelligence
Commumity directives When removable from SCI channels, transfer to R&A foxucorporation mto the official JS
case file for disposition in accordance with 0009-1 Authority NCI-218-84-1 item

transfer to R&A Br (SCI) for disposition in accordance with 0009-03 Authority NC1-218-84-1 item

0009-05 Which are- held by ROD/J-3, SOD J-3, JOD/J-3, Strategic Command (STRATCOM), or other JS act1
special control channels other than SCI, e.g , hmuted distribution papers

After 5 years, ransfer to any R&A for incorporanon iinto official JS case files for disposition in accordance with
0009-01 Authority NCI-218-84-1 item 37

0010 DIRECTOR, JOINT STAFF MEMORANDUMS (DJSMs)

0010-01 Memorandums from the office of the Director, JS to the Chairman of the JCS, the Chiefs of the Services;
Operations Deputies, subordinate agencies of the JCS, offices of the Secretary of Defense; JS Form 136 Actions and
other Government agencies
. Which are maintained by the R&A Br, IMD, SIS
@ Permanent Cut off annually at end of CY, hold 7 years, then transfer to the JS RHA 235 years after cutoff, transfer
to NARA after declassification review (Pre-1990 microfilm sets will be destroyed/deleted when no longer needed
for reference ) Authority NCI-218-84-1 item 38

tained by R&A Br and pertain to a JS Report
Incorporate mnto the official JS case file for disposition 001-01 Authority NCI-2]18-84-1 item
39

0010-03 Which are held ata et

ithin the JS and retained as extra or reference copies (nonrecord)
After 2 years, destroy/delete unless needed for continuing guida : en destroy/delete when no longer
needed

by R&A Br in SCI channels for the Secretary, IS, as the official JS record copy

Retain JCS record copy for 30 years, 1 h policy 1n the Intelligence Community directives for SCI
documents At the end of 30 years, review for removal from SCI chanr with Intelligence
Community directives When removable from SCI channels transfer to R&A for incorporation info
case file for disposition in accordance with 0001-01 Authority NCI-218-84-1 item 41
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SOD/J-3, JOD/J-3, or any other JS activity in SCI channels
After 5 years, deternune if official JCS record copy is he hannels If so, destroy/delete, if not,
transfer to R&A Br (SCI) for disposition in accordance with 0010-04 Authority NCI-218-

- held by ROD/J-3, SOD/J-3, JOD/J-3, or any other JS activity in special control channels other
than SCI e.g , limited distnbution pa

After 5 years, transfer to R&A Br for incorporation into official
0010-02 Authornty NCI-218-84-1item 43

n_in accordance with

0010-07 Reserved

0011 DIRECTOR, JOINT STAFF RECORDS

neous correspondence, messages JS Form 136 actions, and other records received by the DJS

and DJSM master files will be mcorporated theremn for dtsposmon n accor dance with 00001 0 l UT0-0

documents will remain in the monthly files by originator and will be destroyed/deleted when 1-year old Authm tty
N1-218-86-1 item 9

us memorandums from JS activities to DJS
Which are for information onlya in ASB, AD, SJS
Forward to R&A for review and appropriated action Hold for
84-11tem 45

roy/delete Authority NCI-218-

0011-03 and 0011-04 Reserved

0012 SECRETARY, JOINT CHIEFS OF STAFF MEMORANDUMS (SMs)

's Memorandums, issued by the SJIS™

SMs are used to forwa directives of the JCS within the JS and to the Services and combatant commands,
and assign actions or transmit instructions ot within the JS and to the Services and combatant
commands
Which are maintained by R&A Br as the official JS record copy, pertain to a JS action a
case file .

After incorpgration into the official JS case file, disposition 1s in accordance with 0001-01 Authority NC1-218-84-

1 item 47 #b P—&VSSmu% 2-meid 9-17-0)

1n an official JS

ained by R&A Br as the official JS record copy but do not pertain to a JS paper These
SMs are functionally filed in R&
Cut off annually at end of CY, after 7 years, transfer by CY blo A 20 years after cutoff, destroy/delete

by CY block Authoruy NCI-218-84-1 II€I7W47 pee S. Srvacla g - d 2= —

0012-03 Reserved

After 2 years, destroy/delete unless needed for contini
needed Authority NCI-218-84-1 item 49

¢ held by R&A Brin SCI channels for the Secretary, JS, as the official JS record copy

Community directive When removable from SCI channels transfer to R&A for incorporation into
case file for disposition i accordance with 0012-01 Authoruy NCI-218-84-1 item 50

0012-06 Which are held by ROD7I-3;Jomt-Special Qperations Agency (JSOA), JOD/J-3, or any other JS activity 1in
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A Brin SCI channels If so, destroy/delete if not,

SCI, e g , limited distribution papers

After 5 years, transfer to R&A Br for disposition 1n accordance with Cl-218-84-1 item 52

0012-08 Reserved

0013 CICS INSTRUCTIONS (CJCSIs), CJCS MANUALS (CICSMs) AND NOTICES/CICS MOPs

nstructions, manuals, and notices containng statements of policy, and procedural information approved by
the Chairman JCS and 1ssued for the guidance of the JS, combatant commands, and Services

Which are maintaine :A Br as the official JS record copy

After incorporation into the offici ase file, disposition 1s in accordance with 0001-01 Authority NCI-218-84-
luem 53

0013-02 Which are the duplicate set of records retained for relo
and Reconstitution (R&R) Section, Ft Ritchie, MD.
Retain until superseded or cancelled, hold for 5 years, then destroy/delete Authori

and reconstitution purposes at the Relocation

218-86-1 item 11

0013-04 Which are maintained by any activi
Retain unul superseded or cancelled, then destroy/delete

ence library (nonrecord)

0013-05 Reserved

0014 JOINT PUBLICATIONS (JT PUBSYJOINT ADMINISTRATIVE PUBLICATIONS (JT ADMIN PUB)

S - Publications of joint interest prepared under the cognizance of JS directorates and applicable to
the Mllltary Departmernts; tant and specified commands, and other authorized agencies

JT ADMIN PUBS - Publication of join al with administrative matters prepared under the cognizance of
JS directorates and applicable to the Military Department; t commands, and other authorized agencies
Which are maintained by R&A as the official JS record copy The JS Pub3a r from which derived are
filed 1n official JS case files
After incorporation into the official JS case file, disposition 1s in accordance with 0001-01 Authoriy NCI-
1 item 58

0014-02 and 0014-03 Reserved

T 001302 Winchrare—smasntained by any activity mn a reference library (nonrecord)

Retain unnl superseded or cancelled, then destroyiaetere

0014-05 Reserved

ative files

Printing job order requests, letters to ces pertaining to distribution formats, JS Forms 48, D Sheets,
and miscellaneous admnistrative papers that are superfluous to the
Which are maintained by J-7 as current working files

Cut off when superseded or cancelled, hold | year, then destroy/delete Authority NCI-218-84-1 item 63

0015 JOINT STAFF INSTRUCTIONS (JSIs)YMANUALS (JSMsY/NOTICES (JSN) AND JOINT
ADMINISTRATIVE INSTRUCTIONS (JAIs)

B-6
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0015-01 JSIs, JSMs, and JAIs contain policy and procedural guidance of indefinite duration applicable only to the JS
JS notices contain policy, guidance, or information of a one-time or brief nature applicable only to the JS

Which are’ maintamed by the R&A Br, IMD, SJS, and nitiated by JS Directorates or agencies who are responsible
for review, consolidation, and currency SJS/IMD 1s responsible for overall management and administration of the

program
@Permanent Cut off when superseded or cancelled, hold I year, then transfer by CY block to inactive storage facility
25 years after cutoff, transfer in 5-year blocks to NARA after declassification review Authority NCI-2]8-84-1 item

64

=62 ipts, annual reviews, coordination papers, and administrative background papers used 1n 1ssuing
JSIs/JAIs/JSMs and notices
Which are maintained by the office of primary respons
and notices

Cut off when superseded or cancelled, hold | year, then destroy/delete Authority. NCI-281-84-1 item 65

s backup matenal for published JSIs/JAIs,

0015-03 Which are e
(nonrecord)
Retain until superseded or canceled, then destroy/delete

0016 FOR THE CJCS MESSAGES (FORMERLY "CJCS SEND"/"JS SEND" MESSAGE)

Is/JAIs/JSMs and notices maintained throughout the JS for guidance

corresponding to the particular subject
Disposition is that of the particular functional file NC1-218-84-1 item 67

0016-02 Which are distribution copies recetved in R&A that pertain to a JS ac d are the official JS record

copy filed in official JS case files
After mcorporation o the official JS case file, disposition 1s in accordance with 0001-01 Authority

1 item 68

0017 JS AGENDA FILES

0017-01 Documents used to brief the JS, the Operations Deps, and the Deputy Operations Deps that are important
aids 1n the JS decision making process Documents include agenda items, briefing sheets and slides, attendance
records, photographs, and other simular or related materials

\3 Which are maintained by R&A Br as the official IS record copy
Permanent Cut off annually at end of CY, after 7 years, Transfer by CY block to the JS RHA 25 vears after cutoff,
transfer in 5-year blocks to NARA after declassification review Authority NCI-218-84-1 item 69

7-02 Reserved

0017-03 Whicha
Retan for 1 year, then de

aintamed by any activity as reference or information copies
Ldelete Earlier destruction is authorized Authority NCI-218-84-1 item 71

0017-04 CJCS briefing sheets
Briefing sheets consisting of synopsis of action sub for consideration 1n the TANK
Which are maintained by R&A Br as the official JS record c&
After incorporation into the official JS case files, disposition 1s in accor
item 143

e with 0001-01 Authority NI1-218-86-1

0017-05 CJCS briefing sheets

Which are maintained by other JS activities or action officers
Cut off annually at end of CY, hold I year, then deternune if the official record copy s held by R&A Br If so,
destroy/delete, if not, transfer to R&A Br for disposition m accordance with 0001-01 Authority NI1-218-86-1 item
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144

0018 ABSTRACTS OF JS PAPERS

MICSs, JAT3; s, MOPs, (Weapons Systems Evaluation Groups (WSEGs), National Security Council (NSC)
documents, Concept CONPLAN:Ss), Operations Plans (OPLANs), messages, etc) and are used for data input
into the EFS system and for res€ urposes for staff and or action officers

Which are final or permanent abstracts formation Search and Retrieval Database (JISR) Form 3) indexed
by JS paper (green paper) number
Cut off annually at end of CY, verify database and, after 15 years~tzansfer by CY block to the JS RHA where
microfilmed Destroy/delete originals Retain one set of microfilm at R no longer needed Database
disposition in accordance with 1000 series As exceptions pre-1964 abstracts micF will, when 25 years old,

introduced to JISR system After database verification and microfilining, destroy/delete originals Data
disposition tn accordance with 1000 series Authority NCI-218-84-1 item 74

0018-02 and 0018-03 Reserved

re_final/permanent abstracts (JISR Form 3) indexed by source or onigin
Cut off annually at end o database and, after 15 years, transfer by CY block to the JS RHA where

A concise summary of the contents of all JS papers and related documents (JS papers, CMs, DISMs, SMs,

microfilmed Retain one set of microfilm a -unti! no longer needed Database disposition in accordance with

1000 series As exceptions pre-1964 abstracts microfilms Will; 0 years old, be transferred to NARA as
permanent records after declassification review, and 1964-1966 abstracts wi ced to JISR system After
database verification and microfilnung, destroy originals Database disposition in accordance w eries
Authority NCI-218-84-1 item 75

0018-06 and 0018-07 Reserved

0019 REGISTER OF NUMBERED JS PAPERS (RNJP) (1968-1995)

0019-01 A consolidated annual listing (updated monthly) of all JS implementers 5 <.s H
Which are. published and maintained by R&A Br as the official JS record R atdath iy
Permanent Cut off annually at end of CY, after 5 years, transfer by 5-vear blocks to the JS RHA e 28%ears after 2-ruad
cutoff, transfer originals to NARAxAuthority NCI-218-84-1 item 79 . G-7-0 |

aL'fi—.e/r decleso ficatcon rrviews
ained by any actlvxry for reference (nonrecord)
Destro; /delete when no longer neede

0019-03 Reserved

0020 WSEG/INSTITUTE FOR DEFENSE ANALYSIS (IDA) REPORTS STUDIES FOR THE JS

0020-01 WSEG/IDA reports and studies which are tasked by JS

The completed report or study 1s designated by a series number (e g WSEG Report No 555 or Study No 777)
Which are mantained by R&A as the official JS record copy

Permanent Cut off annually at end of CY, after 7 years, transfer by CY block to JS RHA 25 years after cutoff,
transfer entire CY block to NARA after declassification review Authority NCI-218-84-1 item 81

0020-03 Which are maintamned by an or reference (nonrecord)
Destroy/delete when no longer needed for reference

0020-04 Reserved
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0021 JCS/JIS HISTORIES

Forwarded\g JS in comphance with CJCSI 5320 01

Which are maugtained by R&A Br as the official JS record copy

After incorporation into the official JS case files, disposition 1s in accordance with 0001-01 Authority NI-218-86-1
item 13

0021-02 Which are mantawed by other JS activities for reference (nonrecord)
Destroy/delete when no longerweeded for reference

0021-03 Histories prepared by the Jomt History Office, Office of the Chairman of the Joint Chiefs of Staff (OCJCS)
on the history of the JCS, JS, and other $pgcial activities

Which are maintained by R&A Br as the offjcial JS record copy

After incorporation into the official JS case files, disposition 1s in accordance with 0001-01 Authority NI-218-86-1
item 14

0021-04 Which are* JS history maintained by other JS actyities for reference (nonrecord)
Destroy/delete when no longer needed for reference

0021-05 Histories by Office of the Secretary of Defense (OSD), theMilitary Services, Defense agencies, and
subordinate commands

Which are retained in JS offices for reference (nonrecord)
Destroy/delete when no longer needed for reference

0021-06 Historical documents in SCI channels

Which are held by any activity as the official JS record copy
Permanent Retain JS record copy for 30 years, in accordance with policy in the Intelligercg Community directives
for SCI documents At the end of 30 years, review for femoval from SCI channels When remdvable from SCI
channels, transfer to R&A Transfer to NARA after declassification review Authority NCI1-218-84-1 item 90

0021-07 Historical documents 1n special control channels other than SCI

Which are. held by any activity as the official JS record copy

After 5 years, deternune if official JS record copy 1s maintained by R&A If so, destroy/delete, if not, transfer
R&A for disposition in accordance with 0021-01 or 0021-03 Authority NCI-218-84-1 item 91

0021-08 Historical documents that are maintained by J-8

Which are official JS record copies
@ Permanent Cut off annually at end of CY, after 2 years, retire to inactive storage facility 25 years after cutoff.
nansfer in S-year blocks to NARA after declassification review Authority NCI-218-84-1 item 92

0021-09 All research files of printed e-mail and electronic records used to created historical monographs and
studies

Which are maintained by the JS histonal office
Permanent Cut off annually at end of CY, after 7 years transfer by CY block to JS RHA, transfer to NARA when
25 years old after declassification review

0021-10 Oral historical records

Original recorded interview, first-draft transcription, final draft, correspondence with interviewees, release-to-
publish forms, and other documents related to historical mterviews

Which are first draft, final draft, original recorded interview, correspondence with interviewees, and release to

publish forms and maintained by JS historical offices
q Permanent Cut off annua]ly at end of CY, after 7 years transfer by CY block to JS RHA , Transfer NARA after
! declassification review \n accovdance wibn 3 CFR N28. 5L 2w Eia 2,
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0021-11 Oral historical records
Which are. audio-visual records maintained by JS historical office —_—
@ Transfer in accordance with archival standards (36 CFR 1228 184) Lo NARA ngta'yg od af ter MW’{@&(“‘
ERMANENT, QbbA—E e
-~ 0021-12 Oral historical records '

21 Which are All other items maintained by any activaty ,
Destroy when 25 years old Authority

ellaneous historical research and reference materials collected and used 1n preparation of histories,
studies, reports, an
Which are maintained by any activity for e
Destroy/delete when no longer needed for reference

Note These are copies of materials not generated by the JS See 0035 series for combatant command

0022 JS DIRECTORATES NUMBERED IMPLEMENTING MEMORANDUMS (J-#As - PRE- 1991 J-#Ms/J-
#DMs)

-01 Directorate Implementing Memorandum

os are memorandums from the JS directorates to addressees below ASD level with VDIS or DIS for other
are signed by the J-Director or his designee.

Which are mMgtained by the Military Secretary as the official record copy

Cut off annually dxend of CY, after 2 years, transfer by CY block to inactive storage facility 10 years after cutoff.
destroy/delete by CY block Authority NCI-218-84-1 item 94

Note Background materials thgectly related to a JS paper will be provided to R&A Br for incorporation into the
official JS case file for dispositionng accordance with 0001-01

0022-02 Which are retained as action ot sgference copies (nonrecord)
Destroy/delete when no longer needed for réferencé =

Note Background materials directly related to a JS paper will 1ovided to R&A Br for incorporation into the
official case file for disposition in accordance with 0001-01

After 5 years, determune if official JS record copy 1s held n the J-duectorate in
not, transfer to the J-directorate (SCI) for disposition in accordance with 0022-03
97

o

0022-05 Which are held by offices within the directorates 1n special control channels other tha
distnibution papers, as the official IS record copy
Destroy/delete when 10-years old Authority NCI-218-84-1 item 98

SCI, e g, hmited

Note Background materials directly related to a JS paper will be provided to R&A Br for incorporation into
official case file for disposition in accordance with 0001-01

0023 JS DIRECTORATE SECRETARY MEMORANDUM (J-#SMs) (PRE - 1989)/TRANSMITTAL

MEMORANDUM (POST-1989)

Which are maintained by the Military Secretary as the official record ¢G

B-10
Enclosure B



Susan ELTER - CJCSM5760-07volll Dlsf 0000 doc

C.l(“ =760'01.Volll._. . Page11]
1 October 2000

CX off annually at end of CY, after 2 years, transfer by CY block to inactive storage facility When 10 years old,
destgy/delete by CY block Authority NCI1-218-84-1 item 99

Note Bdckground matenials directly related to a JS paper will be provided to R&A Br for incorporation into the
official cade file for disposition in accordance with 0001-01

0023-02 Whick are: retained as action or reference copies (nonrecord)
Destroy/delete Wyen no longer needed for reference

0024 JS DIRECTORATE INSTRUCTIONS, MANUALS, AND NOTICES (J-#Is/J-#Ms/J-#Ns

0024-01 Publications foNuse solely within a directorate, consisting of edited manuscript, copy of printed publication
and changes, request for 13guance of forms, documents showing coordination, comments, and actions affecting the
publication, printed copy of ach form prescribed by the publication, including copy of request for approval and
development of forms; origina) of the latest form showing annual or spectal reviews, and any other documentation
pertaining to 1ssuance of the J-#\nstruction, Manual, or Notice

Which are. maintained by the MilKary Secretary as the official JS record copy

Destroy/delete 2 years after superse¥ed or rescinded Authority NCI-218-84-1 item 101

0024-02 Which are held by offices witiyn the directorate for guidance and reference  pfon RECoRD .
Destroy/delete when superseded or rescinded Authority NCI1-218-84-1 item 102 e~ S.Smt o-mmad

0025 JS NUMBERED JOINT ACTION DIRECTIVES 4—(1-o|

0025-01 Action or standing directives

Consisting of serially numbered documents publishdd 1n accordance JSI 5711 01 and used for assigning action
within agencies and requesting coordination and/or cd|laboration externally

Directives are printed on blue paper (blue bullet)—Serwge coordination--and yellow paper (yellow bullet)--JS
agency coordination and/or collaboration only. The seralgumbers are determined by the method which the action
was nitiated; (By a JS action--J-5 2054/100/D, by other thay a JS action--J-1 1234-83/D.)

Which are maintained by any JS activity

Cut off when action 1s completed superseded, obsolete, cancelldd or when purpose has been served Hold | year,
then destroy/delete Earlier destruction is authorized Authority NJ-218-86-1 item 18

0025-02 Green directives

A general term for the green-colored papers 1ssued by the SIS for distribution within the JS to appropriate echelons
of the Services, CINCs, and specified Defense agencies These papers refdg incoming communications to JS
directorates and Defense agencies for information, study, guidance, and/or dppropriate action

Which are maintained by R&A Br as the official JS record copy

Incorporate into the official JS case file for disposition in accordance with 000X 01 Authority

0025-03 Which are maintained by any JS activity for reference (nonrecord)
Destroy/delete when no longer needed for reference

0026 JS DIVISION AND BELOW NUMBERED MEMORANDUMS (DIV-#M/DMs)

0026-01 Memorandums 1ssued by divisions to coordinate and process actions in response to Rternal taskings
They are senally numbered beginning with one during each CY Example LRDM-1-84

Which are maintained 1n the master record file as the official record copy (MILSEC or DIV)

Cut off annually at end of CY, hold 2 vears, then destroy/delete Authority NI-218-86-1 item 19

Note Background materials directly related 10 a JS paper will be provided to R&A Br for incorporatidy into the
official JS case file for disposition in accordance with 0001-01

0026-02 Which are: maintained by any JS activity as reference (nonrecord)

Destroy/delete when no longer needed for reference
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0027 NATIONAL SECURITY COUNCIL (NSC)

0027-01 NSC documents and related materials concerning NSC matters
Which are. maintained by NSC Affairs Office as the official record copy
- Permanent Cut off at the end of the current Admumustration, hold 4 years, then transfer entire set to JS RHA 25
@ years after cutoff, transfer entire set to NARA after declassification review Authority NC[-2]18-84-1 item 339

0027-02 Which are mantaned by other JS/combatant command activities
@ Cut off at the end of the current Admimstration, hold 4 years, then destroy/delete Authority NCI-218-84-1 item 340

0027-03 NSC memorandums directing studies and/or relaying NSC decisions for implementation that are circulated
by an SM
Which are maintained by NSC Affairs Office as the official record copy

2 Permanent Cut off at the end of the current Admunistration, hold 4 years, then transfer entire set to the
JS/combatant command RHA 25 years after cutoff, transfer entire set to NARA after declassification review
Authority NC|[-218-84-1 item 341

0027-04 Which are. maintained by other JS/combatant command activities
Cut off at the end of the current Administration, hold 4 years, then destroy/delete Authority NCI1-218-84-1 1tem 342

0027-05 Varnous documents including meeting agenda and munutes, point papers, briefing sheets and books, reports,
and other background information used 1n interdepartmental meetings to formulate JS/combatant command
decisions and policies on NSC related matters
- Which are. maintained by NSC Affairs Office as the official record copy
@ Permanent Cut off at the end of the current Admunistration, hold 4 years, then transfer entire set to the JS RHA 25
years after cutoff, transfer entire set to NARA afier declassification review Authortty NCI-218-84-1 item 343

0027-06 NSC Background/Issue Books prepared for use by the CICS
Which are maintained by NSC Affairs Office as the official JS record copy

1) Permanent Cut off at the end of the current Admimistration, hold 4 years, then transfer entire set to the JS RHA 25
years after cutoff, transfer entire set to NARA after declassification review Authority NCI[-218-84-1, item 344

0027-07 NSC documents which are processed and maintained by combatant command

Which are: maintained by combatant command as record copy
@ Permanent Cut off at the end of the current Admumstration, hold 4 years, then transfer entire set to inactive storage

Sfacility 25 years after cutoff, transfer entire set to NARA after declassification review Authority

0028 JOINT REQUIREMENTS OVERSIGHT COUNCIL (JROC) RECORDS

0028-01 Policy, procedures, and guidance relating to the junisdiction, functions, responsibilities, and organization
structure of the JROC
. Which are maintained by the JS/combatant command as the official record copy
@ Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facihty When
25 years old, transfer 10 NARA after declassification review Authority

0028-02 Routine admimstrative support documents relating to the JROC
Which are maintamned by the JS/combatant command as the official record copy
@ Destroy/delete when 6 years old, or when no longer needed for reference, whichever is later Authority

0078~ ; nce copies of all above 1tems held by any activity (nonrecord)
Destroy/delete when obsolete, superseded, needed for reference

0029 JOINT WARFIGHTING CAPABILITIES ASSESSMENT (JWCA) AND REQUIREMENTS GENERATION
SYSTEM (RGS) PROCESS RECORDS
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0029-01 Policies, procedures, and guidance relating to the JWCA and RGS process, their organizational structure,
and relationship to the JROC
., Which are' maintained by the JS/combatant command as the official record copy
@ Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility When
25 years old, transfer to NARA after declassification review Authority

0029-02 Chairman’s program recommendation (CPR) memorandum and chairman’s program assessment (CPA)
Which are maintamned by the JS/combatant command as the official record copy

32 )Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility When
25 years old, transfer in 5-year blocks to NARA after declassification review Authority

0029-03 Official JROC decisional correspondence (Joint Requirements Oversight Council Memorandums
(JROCM))
: Which are: maintained by the JS/combatant command as the official record copy
@ Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility When
25 years old, transfer to NARA after declassification review Authority

0029-04 Official JROC pre-decisional internal staffing and tasking correspondence (Joint Requirements Oversight
Council Staff Memorandums (JROCSM))
Which are maintained by the JS/combatant command as the official record copy

Destroy/delete when 6 years old or when no longer needed for reference whichever s later

0029-05 Files relating to individual JWCAs and specific requirements generated to include mission need statement
(MNS), capstone requirements document (CRD), operational requirements document (ORD), and briefings and other
materials supporting those documents

Which are maintained by the JS/combatant command as the official record copy

Permanent Cut off upon final approval, hold 6 years, then transfer by CY block to inactive storage facility When 25
years old, transfer to NARA after declassification review Authority

35)

0029-06 Documentation reflecting JS/J-6 certificatiori of MNSs, CRDs, and ORDs for conformance with Joint
C4/C41 policy and doctrine, architectural integrity, and interoperability standards for all DoD C4I acquisitions
Which are maintained by the JS/combatant command as the official record copy

@ Permanent Cut off upon final approval, hold 6 years, then transfer by CY block to inacuve storage faciity When 25
years old, transfer to NARA after declassification review Authority

0029-07 Documentation reflecting JS/J-4 certification of MNSs, CRDs, and ORDs for aviation munitions for cross-
Service interoperability and for all munitions for conformance with msensitive munitions design requirements
Which are maintained by the JS/combatant command as the official record copy

@ Permanent Cut off upon final approval, hold 6 years, then transfer by CY block to inactive storage facility When 25
years old, transfer to NARA after declassification review Authority ’

0030 JOINT EXPERIMENTATION RECORDS

0030 01 Policies procedures, and guidance relating to the Joint Experimentation Program
38 Permanent Cutoff annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility When
25 years old, ransfer to NARA after declassification review Authority

0030 02 Files relating to oversight and assessment of joint experimentation that explore and access Jomnt Vision
concepts and destred operational capabilities in a future joint environment

@ Permmanent Retire to inactive storage facility when 4 years old Transfer to NARA when 25 years old, after
declassification review Authority

0030 03 Files relating to operational activities and events regarding the development and execution of the Joint
xperimentation Campaign Plan

E
ermanent Retire to inactive storage facility when 4 years old Transfer to NARA when 25 years old, after

declgssification review Authority
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Destroy/delete when 6 years old or when no longer needed for reference whichever is later

0030- - ce copies of all above 1tems held by any activity N sN Pecoed C.S !
Delete/delete when superseded, obsolete, or or reference - PW St
- ek G-/7-0f

0031 CINC/DCINC/COS CORRESPONDENCE

@0030 04 Routine and administrative activities and events relating to the Joint Experimentation Program

0031-01 Memorandums 1ssued/signed by the Commander/Deputy Command-In-Chief/Chief of Staff of the
Combatant command, Command Policy Memorandums serially numbered, and Command Numbered
Memorandums, correspondence, messages, briefings, reports, and all related background material
Which are held by the designated office of record as the official record copy

@ Permanent Cut off annually, hold until end of CINC/DCINC/COS tour of duty, then retire to inactive records
storage area after 2 years, transfer to NARA 25 years after cutoff, after declassification review Authority

0031- 1d by any office for reference (nonrecord)
Destroy/delete when superseded, 0 longer needed

0031- held by action officer for reference
Place in appropriate 916-01 file .

0032 COMBATANT COMMAND ELECTRONIC DECISION-MAKING AND SUSPENSE SYSTEMS

0032-01 Combatant command electronic system that tracks and controls acttons until completed
Which are retained by the CINC/SJS or Bridge Administrative Section

@ Cut off upon completion of action, hold until end of CY, destroy/delete one year after cutoff or no longer needed
for reference Authority

Note Automated tracking that could be used as a finding aid for permanent records need to be submutted on a SF
115 for NARA s final disposition approval

0032-02 Combatant command electronic staffing

Electronic system used for suspending, tracking, coordinating, and/or approving actions

Which are  maintained by the tracking and/or tasking office

Cut off upon completion of action, hold until end of CY, destrov/delete one year after cutoff or no longer needed
@for reference Authority

Special Note Decision-making electronic systems need to be submitted on a SF 115

¢_held by any activity for reference (nonrecord)
Destroy/delete upon compleri nd 1s no longer needed for reference Authority

0033 CINC INSTRUCTIONS

0033-01 Instructions contaiming policies, procedures, and guidance for CINC activity
Which are mamtained by any JS/combatant command activity as the official record copy

@fermanent Cut off when superseded or cancelled, hold for 2 years, retire to inactive storage, 25 years after cutoff
transfer to NARA after declassification review Authority

E eld by any activity for reference (nonrecord)
Destroy/delete when superseded, car - er needed for reference

0034 COMBATANT COMMAND ELECTRONIC REFERENCE LIBRARY SYSTEMS
003401 Btectronse refesence Lbrary systems
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alized library containing information on and tmages of combatant command actions used for
base is used for searching for information and viewing the document on the same
terminal. Provides users an auto apability to 1dentify, retnieve, and print abstracts of documents and entire
L{_ documents at a terminal through the use o ds and unique 1dentifiers
Which are data mantained by the combatant comman eir support sections
\’\D@M\‘Delete when item 1s no longer needed for reference Authority

Automat€
research purposes

W

0034-02 Which are output documents maintained by the combatant command and their su
Destroy/delete when research action i1s completed Authority

Note Activities wishing to use the system for record copies must submit SF 115 through JS
0035 COMBATANT COMMAND HISTORICAL RECORDS

0035-01 Recurring command histories prepared by the combatant command on the mussions, functions, operations,
and activities of the command or agency, prepared 1n compliance with CJCSI 5320.01
Which are. maintained as the official combatant command record copy

@Destroy/delete when no longer needed for reference Authorty

0035-02 Which are maintained by other combatant command activities for reference (nonrecord)
Destroy/delete when no longer needed for reference .
(\,ﬁa?iths o‘f Hoste (p&fg St e ?'1’4—02>
0035-03 Which are sent to JS 1n response to CJCSI 5320 01
@ Permanent Cut o[/"(}nd transfer to NARA when 25 years old, afier declassification review Authority

0035-04 Special historical studies prepared by the combatant command

Which are. maintained as the official record copy
@ Permanent Cut off and transfer to NARA when 25 years old, after declassification review Authority

0035-05 Which are JSHistory mmamtatned-by-other. ISZactivities for reference (nonrecord)
Destroy/delete when no longer needed for reference

rical research and reference matenals collected and used 1n preparation of histories,
studies, reports, and historical inquiries
Which are maintained by any activity for reference (nonrecord)
Destroy/delete when no longer needed for reference

Note These should not be record copies

0035-07 Historical documents in SCI and other special control channels

Which are held by any activity as the official record copy

Permanent Retain record copy for 30 yvears, in accordance with policy in the Intelligence Community directives for
@ SCI documents and special control documents At the end of 30 years, review for removal from SCI and other

special control channels When removable from SCI and special control channels, retire to inactive storage facility

Transfer to NARA after declassification review Authority

command history offices
Which are maintained by historica
Dispose of 1n accordance with deed of gift

0035-09 Historical property accounts
Funding, contracting, audit, accessioning, display, and other documents on bod
other 1tems under the purview of historians
Which are maintained by histonical offices

urnal, art, artifacts, models, and
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Apply appropriate General Records Schedule (GRS)

0035-10 Oral historical records
Original recorded interview, first-draft transcription, final draft, correspondence with interviewees, release-to-
publish forms, and other documents related to historical interviews
Which are first draft, final draft, original recorded interview, correspondence with interviewees, and release to
publish forms and maintained by CINC historical offices
@Permanent Cut off annually at end of CY, after 7 years transfer by CY block to mactive storage facility , Transfer fo
NARAAaﬁer declassification review w arc amcr untn 36 CFR (2218, 206 G
kbt 35 gorvs Ld
0035-11 Oral historical records
@ Which are- audio-visual records maintained by JS historical office
Z Transfer in accordance with archival standards (36 CFR 1228 +84)
Daamonal Vo NACA wluu 25 opagt U ater  aL b A-C
0035 12 Oral historical records deorrfrcatton Aeaneas
Which are All other items maintained by any activity ,
Destroy when 25 years old Authority

0035-13 Command emblem and heraldry
Drawing and documents describing and chronicling the creation and evolution of the command emblem, flag,
patches, and other heraldic items
Which are maintained by office of primary responsibility
g“(’ Permanent Cut off annually, hold 20 years Transfer to NARA Authority

0035-14 WHi her offices for reference’(nonrecord)
Destroy/delete when no longer neede

0036 CORPORATE JS AND HQ CINC ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES

0036-01 Electronic copies of records that are created on electronic mail and word processing systems and used
solely to generate a recordkeeping copy of the records covered by the other items 1n this schedule Also includes
electronic copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemnation

Which are copies that have no further administrative value after the recordkeeping copy 1s made Includes copies
maintained by individuals 1n personal files, personal electronic mail directortes, or other personal directories on

hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping

copy
@ Destroy/delete within 180 days after the recordkeeping copy has been produced Authority,
0036-02 Which are copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy
g’ G ) Destroy/delete when dissemination, revision, or updanng i1s completed Authority
0037 CORPORATE JS AND COMBATANT COMMAND RECORDS ELECTRONIC FEEDER SYSTEMS

0037-01 Electronic systems at combatant command that serve as a feeder system to the joint systems wherein all
feeder system data is transferred to the joint system
Which are joint system 1s scheduled
estroy/delete when data 1s transnutted to jount systems or when superseded or obsolete, whichever is later
Authority
B
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0037-02 Whic jount system 1s unscheduled
Submut SF 115 to NARA for and/or joint systems
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JS that bear a Joint Chaefs of Staff (JCS) or Secretary of the Joint Staff (SJS) serial number (JCS
1234/567), (SIS RR34/567) (SIS 9X-12345), and (XX-12345) contain substantive long-term historical value, with
all related background papers, (Note to Holders, Corrigendums, Changes) Decision Notices, JS Form 136s,
Chairman of the Joint\Chiefs of Staff Memorandums (CMs), Memorandums Issued 1n the Name of the Chairman
of the Joint Chiefs of Staff (MCMs), Joint Chiefs of Staff Memorandums (JCSMs). MJCSs, Director, Joint Staff
Memorandums (DJSMs), RISM, Secretary Joint Chiefs of Staff Memorandums (SMs), Chairman of the Joint
Chuefs of Staff (CJCS) Memogandums of Policy (MOPs), JS Pubs, CJCS/JS sends messages, with related
background papers, directorate pemos, cover page of draft actions, flimsies, etc, various supporting and/or
independent documents from JS directorates or agencies, Department of Defense (DoD) and other government
agencies, CINC, subordinate co ders, etc (1 e, war plans, war games, manpower documents)

Which are: maintained by the Research and Archuving Branch, (R&A), Information Management Division (IMD),
SJS, as the official JS record copy

Permanent Cut off annually at end of calexdar year (CY), after 5 vears, transfer by CY block to the JS Records
Holding Area (RHA) located at Ft Ritchie, M) 25 vears after cutoff, transfer entire CY block to National
Archives and Records Administration (NARA) affer declassification review Authority N1-218-86-1 item 1

0001-02 and 0001-03 Reserved

0001-04 Which are held by any activity and retained as‘gxtra or reference copies (nonrecord)
Cut off annually at end of CY, hold 2 years, then destroy/dslete unless needed for reference and destroy/delete
when no longer needed Authority NC-218-86-1, item 2

0001-05 Which are held by R&A Br 1n Sensitive Compartmented\Information (SCI) channels for the SJS as the
official JS record copy

Retain JS record copy for 30 vears, in accordance with policy in the igelligence Commumty directives for SCI
documents At the end of 30 years, review for removal from SCI channelsgn accordance with Intelligence
Community directives When removable from SCI channels, transfer into the official JS case file for disposition in
accordance with 0001-01 Authority NCI-218-84-1 item 5

0001-06 Which are held by ROD/J-3, Special Operations Division (SOD)/J-3, Jotut Operations Division (JOD)/J-3,
or any other JS activity in SCI channels and special control programs

After 5 years, determine if the official JS record copy 1s held by R&A Br in SCI channgls and special control
programs If so, destroy/delete, 1f not, transfer to R&A Br (SCI) for disposition in accordignee with 0001-05
Authority NC1-218-84-1 item 6 and 7

0001-07 and 08 Reserved

0001-09 Electronic Filing System (EFS)

Automated centralized TOP SECRET library containing information on and images of JS actions used\for research
purposes This database 1s used for searching for information and viewing the document on the same tertnal. EFS
provides action officers and Techmcal Information Specialists an automated capability to identify, retrieveNand
print abstracts of documents and entire documents at a terminal through the use of key words and unique
identifiers

Which are. data maintained by R&A Br and JSIRMO

Delete when item 1s no longer needed for reference Authority



01-10 Which are EFS output documents maintained by R&A Br
Destrov/delete when research action 1s completed. Authority

OOOA served
0003 R;f

0004 SECRETARIAT, JS INFORMATION MEMORANDUMS

considered as temporary, nonrecord materal

Which are’ maintained\by R&A Br

Cut off annually at end ofCY, after 7 years, transfer by CY block to the JS RHA. 20 years after cutoff
destroy/delete by CY blockN\duthorityv. NC1-218-84-1 item 14

0004-01 SJS numbered memorandums (SJS 99-99999) relaying information of an admimstrative nature and are

0004-02 Reserved

0004-03 Which are’ held at all othég activities within the JS and retained as extra or reference copies (nonrecord)
After 2 years, destroy/delete unless naeded for continuing guidance or reference, then destroy/delete when no
longer needed.

0005 SERVICE MEMORANDUMS/PL R'S MEMO FLIMSIES
(Also referred to as "Service Purples"” Pre-198 )

0005-01 Memorandums or flimsies circulated or tabled as proposed amendments to a document under JS
consideration, CSAFM, CSAM CMCM, CNOF, CNOM

Which are. maintained by R& A Br as the official JS record copy and are filed 1n a official JS case file or agenda
pack
Incorporate into JS record case file pertaiming to the JS
0017-01. Authority NCI-218-84-1 item 17

er for disposition in accordance with 0001-01 or

0005-02 Which are received and maintained by the JS action ofjcer
Place in action officer’s case file for disposition in accordance wi KS’I 6-01 Authority NCI1-218-84-1 item 18

0005-03 Which are. held by any activity as extra reference copies (no \ecord)
Determine that R&A has received a copy of the document for permanentyetention Destroy/delete all other copies

upon completion of required action(s) Authority. NC1-218-84-1, item 1

0006 CHAIRMAN OF THE JOINT CHIEFS OF STAFF MEMORANDUMS ¢(CMs)

0006-01 Memorandums 1ssued by the Chairman of the Joint Chaef of Staff in carrying out his responsibilities

The Vice Chairman of the JCS may also sign

Which are maintained by the R&A Br as part of the official JS case files

Permanent Cut off at expiration of CJS's tour of duty, hold 2 vears, then transfer entire l«ock through R&A Br to
the JS RHA. 25 years after cutoff, transfer entire block to NARA afier declassification review Authority. NCI 218-
84-1 item 20

0006-02 Which are received and maintained by R&A and pertain to a JS paper
Incorporate into the official JS case file for disposition in accordance with 0001-01 Authority N
item 21

-218-84-1

0006-03 Which are held by any activity as extra or reference copies (nonrecord)
Cut off annually, hold 2 years then destrov/delete unless needed for continuing guidance or reference, the
destroy/delete when no longer needed for reference



0096-04 Which are held by R&A Br 1n SCI channels for the Secretary, Staff, as the official JS record copy
Retiin JS record copy for 30 years, in accordance with Joint policy in the Community directives for SCI
documents. At the end of 30 vears, review or removal from SCI channels in accordance with Intelligence
Commumnity directives When removable from SCI channels, transfer into the official JS case file for disposition in
accordan}'e\wuh 0006-02 Authority NC1-218-84-1 item 23 Intelligence

N
0006-05 Which\are. held by ROD/J-3, SOD/J-3, JOD/J-3 or any other JS activity 1n SCI channels
After 5 years, detirmme if official JS record copy 1s held by R&A Br in SCI channels If so, destroy/delete, if not,
transfer to R&A B(SCI) for disposition in accordance with 0006-04 Authority NCI1-218-84-1 item 24

0006-06 Which are held by ROD/J-3, SOD/J-3 JOD/J-3, or any other JS activity 1n special control channels other
than SCI, ¢ g, limited distribution papers, special access programs

Note. NWSB/J-3 retain the~official record copy of CMs relating to Single Integrated Operational Plan (SIOP)
policy (Archives for SIOP) \

After 5 years, transfer to R&A Br for disposition in accordance with 0006-02 Authority NC1-218-84-1 item 25

0007 CHAIRMAN OF THE JOINTNCHIEFS OF STAFF RECORDS

0007-01 Miscellaneous correspondence)messages, speeches, and other records (protocol, public affairs, legal
counsel, legislative affairs, etc) 1ssued or received by the Chairman of the JCS 1n carrying out his responsibilities
Which are maintained by the CICS staff asthe official files of the Chairman and are considered the official JS
record copies

Permanent Cut off at expiration of CJS's tour, hold 2 vears, then transfer entire block through R&A to the JS
RHA. 25 vears after cutoff; transfer entire block 1O NARA after declassification review Authority NCI1-218-84-1
1tem 26

0007-02 Miscellaneous 136s, Chairman's Daybook, Morning Meetings Taskings

Which are maintained Administrative Support Br, ActionsDivision (AD), SJS

Cut off monthly, hold 1 month, then transfer to R&A Br for incorporation into the official Chairman's case files
Disposition 1s 1n accordance with 0007-01 Authority

0007-03 Whuch are held by any activity as extra or reference coptes (nonrecord)
Destrov/delete when no longer needed for reference

0008 VICE CHAIRMAN OF THE JOINT CHIEFS OF STAFF (VCICS) RECORDS

0008-01 Miscellaneous correspondence, messages, speeches, and other records\(protocol, public affairs, legal
counsel, legislative affairs, etc) 1ssued or recerved by the Vice Chairman of the JCS 1n carrying out his
responsibilities

Which are maintained by the VCICS staff as the official files of the Vice Chairmamand are considered the official
JS record copies ﬂ\x\

Permanent Cut off at expiration of VCJS's tour, hold 2 years, then transfer entire block\through R&A to the JS
RHA 25 years after cutoff, transfer entire block to NARA after declassification review Authority.

0008-02 Miscellaneous 136s, Vice Chairman's Daybook, Morning Meetings Taskings
Which are maintaimned Administrative Support Br, Actions Division (AD), SJS

Cut off monthly, hold 1 month, then transfer to R&A Br for incorporation into the official Chairm
Disposition 1s 1n accordance with 0008-01 Authority

0008-03 Which are held by any activity as extra or reference copies (nonrecord)
Destroy/delete when no longer needed for reference



A 0009 MEMORANDUMS ISSUED IN THE NAME OF THE CHAIRMAN, JS (MCM) (PRE-1989 -
MCJCS/THE JOINT CHIEFS OF STAFF - MJCS)
N\

0009\401 Memorandums used to 1ssue instructions that are 1n accordance with policies, plans, and procedures
approvéd\ by the Chairman of the JCS (MCM) (Pre-1989--MCICS or the JCS--MJCS)

Which are maintained by R&A as the official JS record copy and are filed 1n an official JS case file

After incorporation into the official JS case files, disposition 1s in accordance with 0001-01 Authority NC1-218-
84-1 item 33 \

0009-02 Which a}e\ held by any activity as extra or reference copies (nonrecord)
Cut off annually, hold 1 year, unless needed for continuing guidance or reference, then destroy/delete when no
longer needed

Note: Background matermls\ maintained by directorates will be provided to R&A for incorporation into the official
JS case file for disposition inaccordance with 0001-01

0009-03 Which are held by R&A Br 1n SCI channels for the Secretary, JS, as the official JS record copy

Retain JS record copy for 30 years\in accordance with policy n the Intelligence Commumty directives for SCI
documents At the end of 30 years, review Jor removal from SCI channels in accordance with Intelligence
Community directives. When removable.from SCI channels, transfer to R&A for incorporation into the official JS

case file for disposition in accordance with 0009-1 Authority NCI1-218-84-1 item 35

0009-04 Which are held by ROD/J-3, SOD/J-S\, JOD/]-3, or any other JS acttvity in SCI channels
After 5 years, deternune i1f official JS record copy 1s held by R&A Br in SCI channels If so, destroy/delete, 1f not,
transfer to R&A Br (SCI) for disposition in accordance with 0009-03 Authority NC1-218-84-1 item 36

0009-05 Which are held by ROD/J-3, SOD J-3, JOD/J3, Strategic Command (STRATCOM), or other JS activity
1n special control channels other than SCI, e g . limited distribution papers

After 5 years, transfer to any R&A for incorporation into official JS case files for disposition in accordance with
0009-01 Authority: NC1-218-84-1 item 37

0010 DIRECTOR, JOINT STAFF MEMORANDUMS (DJSMs)

0010-01 Memorandums from the office of the Director, JS to the Chau\man of the JCS, the Chiefs of the Services,
Operations Deputies, subordinate agencies of the JCS, offices of the Secretary of Defense, JS Form 136 Actions and
other Government agencies

Which are. maintained by the R&A Br, IMD, SJS

Permanent Cut off annually at end of CY, hold 7 years, then transfer to the JS RHA 25 years after cutoff, transfer
to NARA after declassification review (Pre-1990 microfilm sets will be destro;%d/deleted when no longer needed
Jor reference.) Authority. NC1-218-84-1 item 38

0010-02 Which are received and maintained by R&A Br and pertain to a JS Report
Incorporate into the official JS case file for disposition in accordance with 0001-01 Authority NC1-2]8-84-1
item 39

0010-03 Which are held at all other activities within the JS and retained as extra or reference egpies (nonrecord)
Afier 2 years, destroy/delete unless needed for continuing guidance or reference, then destroy/delete when no
longer needed

0010-04 Which are' held by R&A Br 1n SCI channels for the Secretary, JS, as the official JS record co
Retain JCS record copy for 30 years, in accordance with policy in the Intelligence Community directives\for SCI
documents. At the end of 30 years, review for removal from SCI channels in accordance with Intelligence
Community directives When removable from SCI channels transfer to R&A for incorporation into the offic
case file for disposttion in accordance with 0001-01 Authority NC1-218-84-1 item 41



AN

\0\010-05 Which are held by ROD/J-3, SOD/J-3, JOD/J-3, or any other JS activity in SCI channels
After 5 years, determine 1f official JCS record copy 1s held by R&A Br in SCI channels If so, destroy/delete, 1f
not,\ transfer to R&A Br (SCI) for disposition in accordance with 0010-04 Authority: NC1-218-84-1 item 42

0010-06"Which are held by ROD/J-3, SOD/J-3, JOD/J-3, or any other JS activity 1n special control channels other
\

than SCI, €:g , limited distribution papers

After 5 yearstransfer to R&A Br for incorporation into official JS case files for disposition in accordance with

0010-02. Authorsty NCI-218-84-1 item 43

0010-07 Reserved

0011 DIRECTOR, JOINT STAFF RECORDS

0011-01 Miscellaneous corresgondence, messages, JS Form 136 actions, and other records received by the DJS
Which are. maintained by Admymstrative Support Branch, (ASB) AD, SJS, 1n files grouped by onginator

Cut off monthly, hold for 6 months, then transfer in monthly blocks to R&A Papers relating to official JS case
files and DJSM master files will bé‘mcorporated therein for disposition in accordance with 00001-01/0010-01 All
other documents will remain in the monthly files by originator and will be destroved/deleted when I-year old
Authority NI-218-86-1 item 9

0011-02 Miscellaneous memorandums from J\ S activities to DJS

Which are for information only and are maintained 1n ASB, AD, SJS

Forward to R&A for review and appropriated a>t10n Hold for 3 months, then destroy/delete Authority NCI-218-
84-1 item 45

0011-03 and 0011-04 Reserved

0012 SECRETARY, JOINT CHIEFS OF STAFF MEMORANDUMS (SMs)

0012-01 Secretary's Memorandums, 1ssued by the SJS

SMs are used to forward approved directives of the JCS within the\]S and to the Services and combatant
commands, and assign actions or transmit instructions or information within the JS and to the Services and
combatant commands f\

Which are maintained by R&A Br as the official JS record copy, pertainMo a JS action and are filed 1n an official
JS case file \

After incorporation into the official JS case file, disposition 1s 1n accordanceMwith 0001-01. Authority NCI1-218-
84-1 item 47

0012-02 Which are. maintained by R&A Br as the official JS record copy but do notspertain to a JS paper. These
SMs are functionally filed in R&A Br
Cut off annually at end of CY, after 7 vears, transfer by CY block to the JS RHA 20 ye
destroy/delete by CY block Authority NCI1-218-84-1 item 48

after cutoff,

0012-03 Reserved

0012-04 Whach are: held by any activity as extra or reference copies (nonrecord)
After 2 years, destroy/delete unless needed for continuing guidance or reference, then destroy/deleteNyhen no
longer needed Authority. NCI1-218-84-1 item 49

0012-05 Which are: held by R&A Br 1n SCI channels for the Secretary, JS, as the official JS record copy
Retain JS record copy for 30 years, in accordance with policy in the Intelligence Community directives for S
documents At the end of 30 years, review for removal from SCI channels in accordance with Intelligence



\Commumty directive When removable from SCI channels transfer to R&A for incorporation into the official JS
case file for disposition in accordance with 0012-01 Authority NCI1-218-84-1 1tem 50

0012-06 Which are held by ROD/J-3, Joint Special Operations Agency (JSOA), JOD/J-3, or any other JS activity
in SCI channels

After 5 years, determine if official JS record copy is held by R&A Br in SCI channels If so, destroy/delete, if not,
transfer to I\Q&A Br (SCI) for disposition in accordance with 0012-05 Authority NC1-218-84-1 ttem 51

0012-07 Which ar\e. held by ROD/J-3, JSOA, JOD/]-3, or any other JS activity 1n special control channels other
than SCI, e g , limiited distnibution papers

After 5 years, transfer to R&A Br for disposition in accordance with 0012-01 Authority NCI1-218-84-1 item 52
0012-08 Reserved

0013 CJCS INSTRUCTIONSYCICSIs), CICS MANUALS (CJCSMs) AND NOTICES/CJCS MOPs

0013-01 Instructions, manuals, am{ notices containing statements of policy. and procedural information approved
by the Chairman of the JCS and issugd for the guidance of the JS, combatant commands, and Services

Which are: maintained by R&A Br ag\the official JS record copy

Affter incorporation into the official JS ¢qse file, disposition 1s in accordance with 0001-01 Authority NC1-218-
84-11tem 53

0013-02 Which are the duplicate set of records\retamed for relocation and reconstitution purposes at the Relocation
and Reconstitution (R&R) Section, Ft Rutchie, MD.

Retain until superseded or cancelled, hold for 5 vears, then destroy/delete Authorityv N1-218-86-1 item 11
0013-03 Reserved

0013-04 Which are. maintained by any activity in a reference library (nonrecord)
Retain until superseded or cancelled, then destroy/delete

0013-05 Reserved

0014 JOINT PUBLICATIONS (JT PUBS)/JOINT ADMINISTRATIVE PUBLICATIONS (JT ADMIN PUB)

0014-01 JT PUBS - Publications of joint interest prepared under the cogmiZance of JS directorates and applicable to
the Military Departments, combatant and specified commands, and other authorized agencies

JT ADMIN PUBS - Publication of joint interest deal with administrative matters prepared under the cogmzance of
JS directorates and applicable to the Military Department, combatant commands\and other authornized agencies
Which are maintained by R&A as the official JS record copy The JS Pub and JS paper from which derived are
filed 1n official JS case files
After incorporation into the official JS case file, disposition 1s in accordance with 000%:01 Authority- NC1-218-
84-1 item 58

0014-02 and 0014-03 Reserved

0014-04 Which are. maintained by any activity 1n a reference library (nonrecord)
Retain until superseded or cancelled, then destroy/delete

0014-05 Reserved
0014-06 JT PUBS administrative files

Pninting job order requests, letters to the Military Services pertaining to distribution formats, JS Forms 48, D
Sheets, and miscellaneous administrative papers that are superfluous to the JS case files



Which are maintained by J-7 as current working files
Cm‘{ff when superseded or cancelled, hold | year, then destroy/delete Authoritv NCI1-218-84-1 item 63

0015 JbINT STAFF INSTRUCTIONS (JSIs)/MANUALS (JSMs)/NOTICES (JSN) AND JOINT
ADMINISTRATIVE INSTRUCTIONS (JAls)

N\
0015-01 JSIs \JS\Ms and JAIs contain policy and procedural guidance of indefinite duration applicable only to the JS
JS notices contam policy, gumidance, or information of a one-time or brief nature applicable only to the JS
Which are. mamtamed by the R&A Br, IMD, SIS, and titiated by JS Directorates or agencies who are responsible
for review, consolxdatxon and currency SJS/IMD 1s responsible for overall management and administration of the
program
Permanent Cut off ' whensuperseded or cancelled, hold I vear, then transfer by CY block to inactive storage
Jacility 25 years after cutoff, transfer in 5-year blocks to NARA afier declassification review. Authority NCI1-218-
84-1 1item 64

0015-02 Manuscripts, annual reviews, coordination papers, and adminmistrative background papers used 1n 1ssuing
JSIs/JAIs/ISMs and notices

Which are maintained by the office of primary responsibility (OPR) as backup matenial for published JSIS/JAISs,
and notices

Cut off when superseded or cancelled, hold | year, then destroy/delete Authority NC1-281-84-1 item 65

0015-03 Whach are reference sets of JSIs/JAIs/JSMs and notices maintained throughout the JS for gmdance
(nonrecord) \“
Retain until superseded or cancelled, then destroyXielete.

0016 FOR THE CICS MESSAGES (FORMERLY "CJES SEND"/"JS SEND" MESSAGE)

0016-01 Outgoing electrical messages implementing decisiops 1ssues in the name of the Chairman of the JCS or JS
and/or are released under the authonty delegated in CJCSI 57\1 01

Which are comeback copies maintained by the message onginator and filed 1n appropnate functional files
corresponding to the particular subject
Disposition 1s that of the particular functional file. Authority NCI-

8-84-1 item 67

0016-02 Whach are distribution copies received in R&A that pertain to a,JS actions and are the official JS record
copy filed in official JS case files
After incorporation into the official JS case file, disposition 1s in accordancexwith 0001-01 Authority NC1-218-
84-1 item 68

0017 JS AGENDA FILES

0017-01 Documents used to brief the JS, the Operations Deps, and the Deputy Operationg Deps that are important
aids 1n the JS decision making process Documents 1nclude agenda items, briefing sheets and shides, attendance
records, photographs, and other similar or related materals
Which are. maintained by R&A Br as the official JS record copy
Permanent Cut off annually at end of CY, after 7 years, Transfer by CY block to the JS RHA. 23 years after
cutoff; transfer in 5-year blocks to NARA afier declassification review Authority: NC1-218-84-1 i¥em 69

0017-02 Reserved

0017-03 Which are maintained by any activity as reference or information copies
Retain for 1 year, then destroy/delete Earlier destruction 1s authorized Authority NC1-218-84-1 item 71

0017-04 CJCS briefing sheets
Briefing sheets consisting of synopsis of action submuitted for consideration 1n the TANK



\
\

Which are maintained by R&A Br as the official JS record copy
After incorporation into the official JS case files, disposition is in accordance with 0001-01 Authority N1-218-86-
1 item-143

0017-05 CICS briefing sheets

Which are maintained by other JS activities or action officers

Cut off annually at end of CY, hold 1 year, then deternune if the official record copy is held by R&A Br If so,
destroy/delete, t‘fgot, transfer to R&A Br for disposition in accordance with 0001-01. Authority NI1-218-86-1 item
144

0018 ABSTRACTS OE JS PAPERS

0018-01 A concise summary of the contents of all JS papers and related documents (JS papers. CMs, DJSMs, SMs,
MICSs, JAls, Pubs, MOPs, (Weapons Systems Evaluation Groups (WSEGs), National Security Council (NSC)
documents, Concept Plans (CONPLANS), Operations Plans (OPLANs), messages, etc) and are used for data input
into the EFS system and for rese\ar\ch purposes for staff and or action officers
Which are final or permanent abstracts (Joint Information Search and Retrieval Database (JISR) Form 3) indexed
by JS paper (green paper) number
Cut off annually at end of CY, verify dat\t\zbase and, after 15 years, transfer by CY block to the JS RHA where
nucrofilmed Destroy/delete originals. Retain one set of microfilm at R&A until no longer needed Database
disposition in accordance with 1000 serles.\As exceptions pre-1964 abstracts microfilms will, when 25 years old,
be transferred to NARA as permanent records, after declassification review, and 1964-1966 abstracts will be
introduced to JISR system After database verification and microfilming, destrov/delete originals Database
disposition 1n accordance with 1000 series Auth}»jlty NC1-218-84-1 item 74

N

0018-02 and 0018-03 Reserved \

0018-04 Which are final/permanent abstracts (JISR Fom‘1\3) indexed by source or ongin

Cut off annually at end of CY, verify database and, after 15\vears, transfer by CY block to the JS RHA where
nucrofilmed. Retain one set of microfilm at R&A Br until no longer needed Database disposition in accordance
with 1000 series. As exceptions pre-1964 abstracts microfilmswill, when 20 years old, be transferred to NARA as
permanent records afler declassification review, and 1964-1966 alistracts will be introduced to JISR system Afier
database verification and microfilming, destroy originals Databasedisposition in accordance with 1000 series
Authority: NCI1-218-84-1 item 75

0018-06 and 0018-07 Reserved

0019 REGISTER OF NUMBERED JS PAPERS (RNJP) (1968-1995)

0019-01 A consolidated annual histing (updated monthly) of all JS implementers
Whiuch are published and maintained by R&A Br as the official JS record

Permanent Cut off annually at end of CY, after 5 years, transfer by 5-year blocks to the JS RHA e 20 years after
cutoff, transfer originals to NARA Authority NCI-218-84-1 item 79

0019-02 Which are maintained by any activity for reference (nonrecord)
Destroy/delete when no longer needed for reference

0019-03 Reserved

0020 WSEG/INSTITUTE FOR DEFENSE ANALYSIS (IDA) REPORTS STUDIES FOR THE JS

0020-01 WSEG/IDA reports and studies which are tasked by JS
The completed report or study 1s designated by a series number (e g WSEG Report No 555 or Study No 777)
Which are maintained by R& A as the official JS record copy



\

\

\
Permanent Cut off annually at end of CY; after 7 vears, transfer by CY block to JS RHA 25 years after cutoff,
transfer entire CY block to NARA after declassification review Authority NC1-218-84-1 item 81

0020-02 Reserved

0020-03 Wh15:h are’ maintained by any activity for reference (nonrecord)
Destroy/delete {hen no longer needed for reference

0020-04 Reserved\-'.-\

\
0021 JCS/JS HISTORIES

0021-01 Calendar year histonies prepared by the CINCs and Joint activities on the mussions, functions, operations,
and activities of the command or agency

Forwarded to JS 1n comphancé\ylth CIJCSI 532001

Which are. maintained by R&A Br as the official JS record copy

After incorporation into the official\JS case files, disposition 1s 1n accordance with 0001-01 Authority N1-218-

86-1 item 13

0021-02 Which are maintained by other JS activities for reference (nonrecord)
Destroy/delete when no longer needed for reference

002 1-03 Histones prepared by the Joint History Oﬁice, Office of the Chairman of the Joint Chiefs of Staff (OCJCS)
on the history of the JCS, JS, and other special actlv\l‘tles

Which are' maintained by R&A Br as the official JS record copy

After incorporation into the official JS case files, disposition is in accordance with 0001-01 Authority N1-218-
86-1 item 14

0021-04 Which are JS history maintained by other JS activities for reference (nonrecord)
Destrov/delete when no longer needed for reference

0021-05 Histories by Office of the Secretary of Defense (OSD), the Military Services, Defense agencies, and
subordinate commands

Which are retained 1n JS offices for reference (nonrecord)

Destroy/delete when no longer needed for reference

0021-06 Historical documents in SCI channels

Which are. held by any activity as the official JS record copy

Permanent Retain JS record copy for 30 vears, in accordance with policy n the Intelligence Community
directives for SCI documents At the end of 30 years, review for removal from SCI channels When removable from
SCI channels, transfer to R&A Transfer to NARA after declassification review Autho):ty NC1-218-84-1 item 90

0021-07 Histonical documents 1n special control channels other than SCI

Which are held by any activity as the official JS record copy

After 5 years, determine if official JS record copy 1s maintained by R&A If so, destroy/delete,
R&A for disposition in accordance with 0021-01 or 0021-03 Authority NCI1-218-84-1 item 91

nol, transfer to

0021-08 Historical documents that are maintained by J-8
Which are official JS record copies

Permanent Cut off annually at end of CY, after 2 years, retire to inactive storage facility 25 years after
transfer 1n 5-year blocks to NARA after declassification review Authority NC1-218-84-1 item 92
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0021-09 Miscellaneous historical research and reference matenals collected and used 1n preparation of histories,
studies, reports, and historical inquiries

Which'are. maintained by any activity for reference (nonrecord)

Destroy}delete when no longer needed for reference

Note These are copies of matenals not generated by the JS See 0035 series for combatant command

0022 JS DIRECTORATES NUMBERED IMPLEMENTING MEMORANDUMS (J-#As - PRE- 1991 J-#Ms/J-
#DMs)

0022-01 Directorate Implementing Memorandum

J-# memos are memorandums from the JS directorates to addressees below ASD level with VDIS or DJS for other
action They are signed by the J-Director or his designee

Which are maintained by the\Mllltary Secretary as the official record copy

Cut off annually at end of CY, aft€r 2 years, transfer by CY block to inactive storage factlity 10 years after cutoff,
destroy/delete by CY block Authority: NC1-218-84-1 item 94

Note Background materials directly related to a JS paper will be provided to R&A Br for incorporation into the
official JS case file for disposition in accordance with 0001-01

0022-02 Which are retained as action or reférence copies (nonrecord)
Destroy/delete when no longer needed for reference

0022-03 Which are held by the J-directorate in SChehannels as the official JS record copy
Destroy/delete when 10-years old Authority NC1-218-84-1 item 96

Note. Background materials directly related to a JS paperwill be provided to R&A Br for incorporation into the
official case file for disposition in accordance with 0001-01

0022-04 Which are held by offices within the directorates 1n SCI channels as the official JS record copy

After 5 years, deternune if official JS record copy 1s held in the Jdrectorate in SCI channels If so,
destroy/delete, 1f not, transfer to the J-directorate (SCI) for disposition in accordance with 0022-03 Authority
NC1-218-84-1 item 97 \

0022-05 Which are held by offices wathin the directorates 1n special control channels other than SCI, e g , hmited
distnbution papers, as the official JS record copy
Destroy/delete when 10-years old Authority NC1-218-84-1 item 98

Note Background materials directly related to a JS paper will be provided to R&A\Br for incorporation into the
official case file for disposition in accordance with 0001-01

0023_JS DIRECTORATE SECRETARY MEMORANDUM (J-#SMs) (PRE - 1989) NSMITTAL
MEMORANDUM (POST-1989)

0023-01 Memorandums issued by directorates and signed by the Military Secretanes

They are used to coordinate and process actions under CJCS1 5711-01 within the JS, to Defense agencies and the

Services They are numbered using the same number as the related JS Form 136

Which are maintained by the Military Secretary as the official record copy

Cut off annually at end of CY, after 2 years, transfer by CY block to inactive storage facility When 10 years old,

destroy/delete by CY block Authority NCI1-218-84-1 item 99 \
into the

Note Background materials directly related to a JS paper will be provided to R&A Br for incorporation
official case file for disposition in accordance with 0001-01
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0023-02 Which are retained as action or reference copies (nonrecord)
Destroy/delete when no longer needed for reference

0024A.J S DIRECTORATE INSTRUCTIONS, MANUALS. AND NOTICES (J-#1s/]-#Ms/J-#Ns)

0024-01 Publications for use solely within a directorate, consisting of edited manuscript, copy of printed publication
and changes, request for 1ssuance of forms, documents showing coordination, comments, and actions affecting the
publication, printed copy of each form prescribed by the publication, including copy of request for approval and
development of fErms, oniginal of the latest form showing annual or special reviews, and any other documentation
pertaining to 1ssuancg of the J-# Instruction, Manual, or Notice

Which are: mamtamed\{)y the Military Secretary as the official JS record copy

Destroy/delete 2 years after superseded or rescinded. Authority NC1-218-84-1 item 101

0024-02 Which are’ held by oﬁ‘\ices within the directorate for guidance and reference
Destroy/delete when superseded\or rescinded Authority. NC1-218-84-1 item 102

0025 JS NUMBERED JOINT ACTION DIRECTIVES

0025-01 Action or standing directives

Consisting of senally numbered documentsspublished 1n accordance JSI 5711 01 and used for assigning action
within agencies and requesting coordination \ar{d/or collaboration externally

Directives are printed on blue paper (biue bullety—Service coordination--and yellow paper (yellow bullet)--JS
agency coordinatton and/or collaboration only The serial numbers are determined by the method which the action
was intiated, (By a JS action--J-5 2054/100/D, by o\ther than a JS action--J-1 1234-83/D )

Which are maintained by any JS activity

Cut off when action 1s completed superseded, obsolete, caqcelled or when purpose has been served Hold I year,
then destroy/delete Earlier destruction is authorized Authority N1-218-86-1 item 18

0025-02 Green directives

A general term for the green-colored papers 1ssued by the SJS for dl{tnbuuon withun the JS to appropnate echelons
of the Services, CINCs, and specified Defense agencies These papers\refer incoming communications to JS
directorates and Defense agencies for information, study, gwidance, and/or approprate action

Which are maintained by R&A Br as the official JS record copy

Incorporate into the official JS case file for disposition in accordance with*0001-01 Authority.

0025-03 Which are maintained by any IS activity for reference (nonrecord)
Destroy/delete when no longer needed for reference

0026 JS DIVISION AND BELOW NUMBERED MEMORANDUMS (DIV-#M/DMs)

0026-01 Memorandums 1ssued by divisions to coordinate and process actions 1n response tovinternal taskings
They are serially numbered beginning with one during each CY Example LRDM-1-84

Which are. maintained 1n the master record file as the official record copy (MILSEC or DIV)

Cut off annually at end of CY, hold 2 years, then destroy/delete Authority NI-218-86-1 item 19

Note. Background materials directly related to a JS paper will be provided to R&A Br for incorporation into the
official JS case file for disposition in accordance with 0001-01

0026-02 Which are maintained by any JS activity as reference (nonrecord)
Destroy/delete when no longer needed for reference

0027 NATIONAL SECURITY COUNCIL (NSC)

12


http:mamtamed.by

0027-01 NSC documents and related matenals concerning NSC matters

Wiiich are maintained by NSC Affairs Office as the official record copy

Pern\z‘anent Cut off at the end of the current Administration, hold 4 years, then transfer entire set to JS RHA 25
years after cutoff, transfer entire set to NARA after declassification review Authority NCI1-218-84-1 item 339

0027-02 Which are maintained by other JS/combatant command activities
Cut off at theend of the current Adnunistration, hold 4 years, then destroy/delete Authority. NC1-218-84-1 item
340

0027-03 NSC memorandums directing studies and/or retaying NSC decisions for implementation that are
circulated by an SM

Which are maintained by NSC Affairs Office as the official record copy

Permanent Cut off at the\e\nd of the current Adnunistration, hold 4 vears, then transfer entire set to the
JS/combatant command RHA. 25 years after cutoff, transfer entire set to NARA after declassification review.
Authority. NC1-218-84-1 1tem341

0027-04 Whaich are’ maintained by,other JS/combatant command activities
Cut off at the end of the current Administration, hold 4 years, then destroy/delete Authority NC1-218-84-1 item
342

0027-05 Various documents including meeting agenda and minutes, point papers, briefing sheets and books,
reports, and other background information used 1n interdepartmental meetings to formulate JS/combatant command
decisions and policies on NSC related natters

Which are maintained by NSC Affairs Office as‘the official record copy

Permanent Cut off at the end of the current Admn\ﬂstratton, hold 4 years, then transfer entire set to the JS RHA

25 years after cutoff, transfer entire set to NARA aﬁ\er declassification review Authority NC1-218-84-1 item 343

0027-06 NSC Background/Issue Books prepared for use by the CJCS

Which are maintained by NSC Affatrs Office as the offic1al JS record copy

Permanent Cut off at the end of the current Administration, hold 4 years, then transfer entire set to the JS RHA.
25 years after cutoff, transfer entire set to NARA after declassification review Authority NCI1-218-84-1, item 344

0027-07 NSC documents which are processed and maintained by combatant command

Which are maintained by combatant command as record copy

Permanent Cut off at the end of the current Adnunistration, hold 4 years then transfer entire set to inactive
storage facility 25 years after cutoff, transfer entire set to NARA after declasszf ication review Authority

0028 JOINT REQUIREMENTS OVERSIGHT COUNCIL (JROC) RECORDS

0028-01 Policy, procedures, and guidance relating to the junsdiction, functions, réesponsibilitics, and orgamization
structure of the JROC

Which are: mamtained by the JS/combatant command as the official record copy

Permanent. Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility.
When 25 years old, transfer to NARA after declassification review Authority

0028-02 Routine admimustrative support documents relating to the JROC
Which are maintained by the JS/combatant command as the official record copy

Destroy/delete when 6 years old, or when no longer needed for reference, whichever is later Authgrity.

0028-03 Which are reference copies of all above 1tems held by any activity (nonrecord)
Destroy/delete when obsolete, superseded, or when no longer needed for reference
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60\29 JOINT WARFIGHTING CAPABILITIES ASSESSMENT (JWCA) AND REQUIREMENTS GENERATION
SYSTEM (RGS) PROCESS RECORDS

\
0029-0 1 Policies, procedures, and guidance relating to the JWCA and RGS process, their organizational structure,
and relationship to the JROC
Which are. ‘n\lamtamed by the JS/combatant command as the official record copy
Permanent. Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility.
When 25 years bl{l, transfer to NARA afier declassification review Authority

0029-02 Chalrman’\s\program recommendation (CPR) memorandum and chairman’s program assessment (CPA)
Which are maintained by the JS/combatant command as the official record copy

Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility
When 25 years old, transfer. in 5-year blocks to NARA after declassification review. Authority

0029-03 Official JROC decisional correspondence (Joint Requirements Oversight Council Memorandums
(JROCM))

Which are maintained by the JS/combatant command as the official record copy

Permanent. Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility
When 25 years old, transfer to NARA aﬁ\e\r declassification review Authority

0029-04 Official JROC pre-decisional mte}nal staffing and tasking correspondence (Joint Requirements Oversight
Council Staff Memorandums (JROCSM))

Which are maintained by the JS/combatant command as the officsal record copy

Destroy/delete when 6 years old or when no Ionger; needed for reference whichever is later

0029-05 Files relating to individual JWCAs and specific requirements generated to include mussion need statement
(MNS), capstone requirements document (CRD), operatlonal requirements document (ORD), and briefings and
other materials supporting those documents

Which are maintained by the JS/combatant command as the,official record copy

Permanent Cut off upon final approval, hold 6 years, then transfer by CY block to inactive storage facility When
25 years old, transfer to NARA after declassification review Authority

0029-06 Documentation reflecting JS/J-6 certification of MNSs, CRDs, and ORDs for conformance with Joint
C4/C4l policy and doctrine, architectural integnty, and interoperability\standards for ail DoD C4I acquisitions
Which are maintained by the JS/combatant command as the official record copy

Permanent Cut off upon final approval, hold 6 years, then transfer by CY Pblock to nactive storage facility. When
25 years old, transfer to NARA after declassification review. Authority

0029-07 Documentation reflecting JS/J-4 certification of MNSs, CRDs, and ORDs for aviation munitions for cross-
Service interoperability and for all mumtions for conformance with insensitive mututions design requirements
Which are: maintained by the JS/combatant command as the official record copy

Permanent. Cut off upon final approval, hold 6 vears, then transfer by CY block to inactive storage facility When
25 years old, transfer to NARA after declassification review Authority

0030 JOINT EXPERIMENTATION RECORDS

0030 01 Policies procedures, and gurdance relating to the Joint Experimentation Program
Permanent Cut off annually at end of CY, hold 6 years, then transfer by CY block to inactive storage facility
When 25 years old, transfer to NARA afier declassification review Authority.

0030 02 Files relating to oversight and assessment of joint expertmentation that explore and access Joint Vision
concepts and desired operational capabilities 1n a future joint environment

Permanent Retire to inactive storage facility when 4 years old Transfer to NARA when 25 vears old, after
declassification review Authority
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0030 03 Files relating to operational activities and events regarding the development and execution of the Joint
Expenimentation Campaign Plan

Permanent Retire to inactive storage facility when 4 years old Transfer to NARA when 25 years old, after
declassification review Authority

0030 04 Routine and admimistrative activities and events relating to the Joint Expenimentation Program
Destrov/delete when 6 vears old or when no longer needed for reference whichever is later
0030-05 Which aré.\reference copies of all above 1tems held by any activity
Delete/delete when superseded, obsolete, or no longer needed for reference
N\
\
0031 CINC/DCINC/CO&CORRESPONDENCE
\
0031-01 Memorandums 1ssued/51gned by the Commander/Deputy Command-In-Cluef/Chief of Staff of the
Combatant command, Commanq Policy Memorandums serially numbered, and Command Numbered
Memorandums, correspondence, messages, briefings, reports, and all related background matenal
Which are held by the designated oﬂ‘lce of record as the official record copy
Permanent Cut off annually, hold untll end of CINC/DCINC/COS tour of duty, then retire to inactive records
storage area afier 2 years, transfer to N4RA 25 vears after cutoff, after declassification review Authority
4,

0031-02 Whach are. held by any office for\r‘eference (nonrecord)

Destroy/delete when superseded, obsolete, or no longer needed
\

0031-03 Which are held by action officer for reference

Place in appropriate 916-01 file Authority \

N
0032 COMBATANT COMMAND ELECTRONIC DECISION-MAKING AND SUSPENSE SYSTEMS

0032-01 Combatant command electromc system that tracks and controls actions untif completed

Which are retained by the CINC/SJS or Bnidge Admumnstrative, Section

Cut off upon completion of action, hold until end of CY, destroy/delete one vear after cutoff or no longer needed
for reference. Authority

Note Automated tracking that could be used as a finding aid for permanent records need to be submitted on a SF
115 for NARA'’s final disposition approval

0032-02 Combatant command electronic staffing
Electronic system used for suspending, tracking, coordinating, and/or approving actions

Which are maintained by the tracking and/or tasking office

Cut off upon completion of action, hold until end of CY, destroy/delete one year after cutoff or no longer needed
Jor reference Authority

Special Note Decision-making electronic systems need to be subnutted on a SF 115

0032-03 Which are held by any activity for reference (nonrecord)
Destrov/delete upon completion of action and 1s no longer needed for reference Authority

0033 CINC INSTRUCTIONS

0033-01 Instructions containing policies, procedures, and guidance for CINC activity
Which are maintained by any JS/combatant command activity as the official record copy
Permanent Cut off when superseded or cancelled, hold for 2 years, retire to inactive storage, 25 vears afie
cutoff transfer to NARA after declassification review Authority
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0()3:{—02 Which are held by any activity for reference (nonrecord)
Destroy/delete when superseded, cancelled, or no longer needed for reference

0034 COMBATANT COMMAND ELECTRONIC REFERENCE LIBRARY SYSTEMS

0034-01 Electronic reference library systems
Automated centralized library contaiming information on and 1mages of combatant command actions used for
research purposes \This database 1s used for searching for information and viewing the document on the same
termunal. Provides users an automated capability to 1dentify, retrieve, and print abstracts of documents and entire
documents at a terminal through the use of key words and unique 1dentifiers

\
Which are data mamtame\d by the combatant command and their support sections
Delete when 1tem 1s no longer needed jfor reference Authority

0034-02 Which are output dociments maintained by the combatant command and their support sections
Destroy/delete when research achion 1s completed Authority

Note: Activities wishing to use the system for record copies must submit SF 115 through JS

0035 COMBATANT COMMAND HISTORICAL RECORDS

0035-01 Recurnng command histories prepared by the combatant command on the mussions, functions, operations,
and activities of the command or agency, prepared 1n compliance with CJCSI 5320 01

Which are: maintained as the official combatant command record copy

Destroy/delete when no longer needed for reference ‘Authority

0035-02 Which are maintained by other combatant command activities for reference (nonrecord)
Destroy/delete when no longer needed for reference

0035-03 Which are sent to JS 1n response to CJCSI 5320 01
Permanent Cut off and transfer to NARA when 25 vears old, after'declassification review. Authority

0035-04 Special historical studies prepared by the combatant command
Which are: maintained as the official record copy
Permanent Cut off and transfer to NARA when 25 years old, after declassxﬁitzon review. Authority

0035-05 Which are JS lustory maintained by other JS activities for reference (nonrecord)
Destroy/delete when no longer needed for reference

0035-06 Miscellaneous historical research and reference matenals collected and used 1n preparation of histories,
studies, reports, and historical inquines

Which are maintained by any activity for reference (nonrecord)

Destroy/delete when no longer needed for reference.

Note These should not be record copies

0035-07 Historical documents 1n SCI and other special control channels

Which are held by any activity as the official record copy

Permanent Retain record copy for 30 years, in accordance with policy in the Intelligence Communuty directives
Jor SCI documents and special control documents At the end of 30 vears, review for removal from SCI and other
special control channels When removable from SCI and special control channels, retire to inactive storage
Jactlhity Transfer to NARA after declassification review Authority
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0035-08 Donated personal papers and other matenals

Correspondence, logs, photographs, and other documents donated to the Joint History Office or combatant
conhnand history offices

Which\are maintained by historical offices

Dlspose\of 1n accordance with deed of gift Authority

0035-09 Hlsto\ncal property accounts

Funding, contracting, audit, accessiomng, display, and other documents on books, journal, art, artifacts, models,
and other items quer the purview of histonans

Which are: maintaiged by historical offices

Apply appropriate Geg‘al Records Schedule (GRS)

0035-10 Oral historical records

Onginal recorded mtervne}v first-draft transcription, final draft, correspondence with interviewees, release-to-
publish forms, and other documents related to historical interviews

Which are maintained by hlstor\lcal offices

Permanent Transfer first draft, final draft and original recorded interview to NARA after declassification review
Transfer audio-visual records in a}cordance with archival standards (36 CFR 1228 184) All other items, destroy
when 25 years old Authority

0035-11 Command emblem and heraldry

Drawing and documents describing and chronicling the creation and evolution of the command emblem, flag,
patches, and other heraldic items

Which are maintained by office of primary responsibility

Permanent Cut off annually, hold 20 years Trar}sfer to NARA Authority

0035-12 Which are held by other offices for reference’(nonrecord)
Destroy/delete when no longer needed

0036 CORPORATE JS AND HQ CINC ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES

0036-01 Electronic coptes of records that are created on electroms mail and word processing systems and used
solely to generate a recordkeeptng copy of the records covered by the other items 1n this schedule Also includes
electronic copies of records created on electronic mail and word processing systems that are maintained for
updating, revision, or dissemination

Which are copies that have no further administrative value after the rec0{dkeeping copy is made Includes copies
maintained by indrviduals 1n personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are use?nly to produce the recordkeeping

copy
Destroy/delete within 180 days after the recordkeeping copy has been produced\duthority,

0036-02 Which are. copies used for dissemination, revision, or updating that are maintained 1n addition to the
recordkeeping copy

Destroy/delete when dissenunation, revision, or updating is completed Authority

0037 CORPORATE JS AND COMBATANT COMMAND RECORDS ELECTRONIC FEEPER SYSTEMS

0037-01 Electronic systems at combatant command that serve as a feeder system to the joint systéms wherein all
feeder system data 1s transferred to the joint system
Which are joint system 1s scheduled
Destroy/delete when data is transmitted to joint systems or when superseded or obsolete, whichever 1s
Authority
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0Q37-02 Which are joint system 1s unscheduled
Subnut SF 115 to NARA for feeder and/or joint systems
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