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: National Archives and Records Administration (NIR) ~— -
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1. Fram: (Agency or establishmant) Dete Recolved
Department of Defense (DOD) & —{‘Z;%my
2 Major Subdiyislan In accordance with the provisions of 44
Office\ of the Chalrman Joint Chiefs of Staff ghsd'lﬁb 3:'0;? r:;: tglfggi:rzcer:g:g:t.l;:;
3. Minor ubdivislon items (hal may be marked 'dispositiot!: not
DOM, Info tion Management Division appraved" or *withdrawn"® in column 10.
4, Nama of Parson with whc‘mto confor 5, Telaphone (inciude arga codo) Date % of the United States
Maureen Hill\ 703-697-8898 PTHDHAWN
. Agency Certification \\ |
| hereby certify that | am autthzed to act for this agency in matters pertaining to the disposition of its records and that the records propased

fordisposal on the attached __. page(s) are not now needed for the business of this agency or will not be neaded after the retention
pariods specified; and that written concurrence from the Ganeral Accounting Office, undar the provisions of Title 8 of the GAO Manual for
Guidance of Federal Agencies:

[X] Is not required [] is attached (] has been requested
Slgnature of Agency Representative ’ Tiie Oata (mnvddlyyyy)
JY\ Ohsr e Joint Staff Records Manager S/7a6 /00
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Number Job Citation Use Only)
JS electronic recordkeeping system--ADIMS
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AUTOMATED DIRECTIVES INFORMATION MANAGEMENT SYSTEM (ADIMS)

Classification:
Unclassified

Creation:
1885, Updated July 1999

A. Input Records:
Manual data (e.g., number, title, date, responsible organization, classification, status, and date of next

review) is entered in the database when a proponent office requests a new number or a new document is
published, and existing directives and form’s are revised, cancelled, or expired.

Digposition: Temporary: Dastroy/delete requests after input has been verified.

B. Master File: \N

Maintained on the Top Secret Joint Staff Information letwork (JSIN-T) drive by the Office of the Chief
Informatien Officar (OCIO). Master file is updated whenl\n:)ut has been verified.

Disposition: Temporary. Cut-off annually at end of FY. Hol ?fﬁce. Destroy after 25 years.

C. Outputs:
Reports are generated monthly. Ad hoc queries are generated asQeeded.

Disposition: Temporary: Destroy/delete when no longer needed for\eferenoe.

D. Documentation:

Requirements documents, user's guides, training materials, and other mategials describing the technical
operation of ADIMS e\

Disposition: Temporary: Destroy/delete when system is updated or replaced. \

Electronic Mail and Word Processing Systam Coples

Electronic Mail and Word Processing System Records. Records created and received o electronic mail
and word processing systems, and used to generate a recordkeeping copy. Also includes'electronic
records maintained for updating, revision or dissemination.

A. Records that have no further administrative value after the recordkeeping copy is made.
Includes copies maintained by individuals in personal files, personal electronic malil directdi
hard disk or network drives and copies on shared network drives that are used only to pred
the recordkeaping copy.
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Dis;;bsition: Tem . Destroy/delete after recordkeeping copy is generated and placed in a
mmdkegping syste

B. Recorde\;\ie{ed for disé&nination, revision, or updating.

Disposition: Ter}iporary. Destroy/delete when dissemination, revision, or updating is complete.
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