
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-330-77-08 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 04/13/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items not listed below remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Items 1001-01 through 1001-07 were superseded by N1-330-92-001. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUE
0

ST FOR RECORD~~ISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO GENERAL SERVICES ADMINISTRATION, 

-=-------------LEAVE BLANK 
•-----=---------------! 

JOB NO. 

NC 1-33 0-77- 8 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

-----------------------------! □ATE RECEIVED KOV l l \976 
1. FROM (AGENCY OR ESTABLISHMENT) 

Office of the Secretary of Defense 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In ilccordance w,th the prov,s,ons of 44 U.S.C. 3303a the disposal re 

_Q""-A"""'"""'-',.,.,_,.._______________________ quest, ,nclud,ng amendments. ,s approved except lor ,terns that may 
be stamped "d,sposa' not approved" or "withdrawn" ,n column I 0 3. MINOR SUBDIVISION 

OASD C A Records Mana ement 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 

- :Z5 -7'1 
James S. Nash 695-0970 Date 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 8 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

K] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

11/4/76 

7. 
ITEM NO. 

1000 

E. TITLE 

Records Administrator 

8. DE RIPTION OF ITE!vl 
(With Inclusive Dates or Retention Periods) 

Records of the Assistant Secretary of Defense 
(Legislative Affairs) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

STANDARD FOAM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Category 
Number 

1000 

Authorized Disposition 
Description of Records Instruction 

Legislative affairs. General 

The Assistant Secretary of 
Defense (Legislative 
Affairs) is responsible 
for DoD relations with 
Congress, the designation 
and appearance of witness, 
coordination of DoD supported 
congressional travel, 
processing of security 
requests for congressional 
staff and coordination of 
actions relating to 
congressional consideration 
of the legislative program 
of the Department of 
Defense. ADP records are 
described in a separate 
chapter. Unless otherwise 
indicated permanent files 
will become available to 
NARS when 25 years old. 

1001 Office Administrative Files. 

1001-01 

1001-02 

These files may accumulate 
in any office to document 
the performance of its 
assigned duties. However, 
all the administrative 
files listed below seldom 
accumulate in a single 
office. 

Policy files. Documents 
related to preparing, 
coordinating, issuing and 
interpreting policy matters. 

Instruction Files. Documents 
related to preparing, 
coordinating, issuing, and 
interpreting directives, 
regulatory instructions, 

Permanent. Cut off annually 
or on supersession or obso­
lescence, as reference needs 
require. 

Permanent. Cut off annually 
or on supersession or obso­
lescence, as reference needs 
require. 



Category 
Number Description of Records 

1001-03 

and comparable instruc­
tional material. These 
files accumulate in offices 
responsible for preparation 
and interpretation of 
instructions and include 
coordinating action, 
studies, interpretations, 
and published record 
copies of instructions, 
such as regulations, 
supplements, memorandums, 
circulars, pamphlets, and 
bulletins; messages used 
for expeditious interim 
changes to instructions; 
technical newsletters or 
comparable media used to 
forward semi-official and 
authorative instructions; 
and official training 
materials. 

Administrative files. 
Documents relating to the 
overall or general routine 
administration of finance 
and fiscal activities, but 
exclusive of specific 
files described in this 
regulation. These files 
include, but are not 
limited to---

a. Routine comments on 
instructions, directives, 
or other publications 
prepared by another office 
with primary respons 
ibility. If comments 
result in additional 
action affecting the 
mission or function of the 
office, documents should 
be filed with the appro­
priate mission functional 
files. 

Authorized Disposition 
Instruction 

Destroy after 2 years or on 
discontinuance, whichever is 
first. However, documents in 
the cut off file that require 
additional action or relate to 
reopened cases should be brought 
forward for filing in the 
current file. 



Category 
Number Description of Records 

1001-04 

1001-05 

b. Evaluations of sugges­
tions that do not result 
in issuing an instruction 
or establishing a project. 

c. Program and budget 
documents, management 
improvement reports, cost 
reduction reports, and 
comparable management 
reports prepared to submit 
data to offices responsible 
for these management 
functions. 

d. Extracts of reports of 
inspections, surveys, or 
audits that pertain to the 
operation of the mission 
or function. 

e. Comments on or con­
tributions to news releases 
or other media furnished 
to information officers to 
publicize and promote the 
mission or functions. 

Orientation and Briefing 
Files. Documents used in 
orientations and briefings 
given to visitors and 
newly assigned individuals 
about the mission, functions, 
and physical layout of an 
office. Included are 
photographs, transparencies 
or vugraphs, copies of 
specifically prepared 
handouts, and related or 
similar documents. 

Committee Files. Documents 
relating to establishing, 
operating, and dissolving 
committees which consider, 
advise, take action, and 

Authorized Disposition 
Instruction 

Destroy on supersession or 
obsolescence. 

Permanent. Cut off when no 
longer needed for current 
operations. Transfer to 
WNRC when 5 years old. 



Category 
Number Description of Records 

1001-06 

1001-07 

report on specifically 
assigned functions. They 
include joint, inter­
departmental, and inter­
national connnittees in 
which OSD participates; as 
well as committees with 
all echelons and elements 
of DoD. Included are 
proposals, approvals, and 
disapprovals to establish 
the connnittee; charters, 
terms of reference, and 
comments on them; direc­
tives establishing, changing, 
continuing, or dissolving 
the ocmmittee; documents 
nominating, approving 
appointing, and relieving 
committee members, agenda, 
minutes of meetings and 
related documents. 

Staff visit Files. 
Documents relating to 
schedule or special visits 
(but not inspections, 
surveys, or audits) for 
the purpose of performing 
staff or technical super­
vision or for conducting 
studies. This definition 
is not applicable to 
visits made in connection 
with a specific process or 
case which should be filed 
with documentation of the 
case or process. Included 
are requests for permission 
to visit, reports of 
visits, recommendations, 
and other directly related 
documents. 

Reference Paper Files. 
Documents used to facilitate, 
control, or supervise the 
performance of a specific 

Authorized Disposition 
Instruction 

Destroy 1 year after com­
pletion of next comparable 
visit or on completion of 
related study. 



Category 
Number Description of Records 

function, process, or 
action they are used with. 
Reference paper files 
consist of the following 
types of documents: 

a. Notes, drafts, feeder 
reports, news clippings, 
similar working papers, 
and other materials 
accumulated for preparation 
of a communication, a 
study, an investigation, a 
survey, an inspection, or 
other action. This defi­
nition does not include 
official and quasi-official 
recommendations, coordi­
nating actions, and other 
documents which contribute 
to or result from prepa­
ration of the communication 
or other record. 

b. Cards, listings, 
indexes, and similar 
documents used for facili­
tating and controlling 
work. 

c. Copies of technical 
documents, intelligence 
documents, emergency 
plans, mobilization plans, 
and similar reproduced 
materials that do not fall 
within the description for 
reference publication 
files. 

d. Documents received for 
general information pur­
poses that require no 
action and are not required 
for documentation of 
specific functions. 

Authorized Disposition 
Instruction 

a. Cut off on completion 
of the communication, study 
survey report, or other action. 
Destroy in block after an 
additional 3 months, 6 months, 
or 1 year, Earlier destruction 
is authorized. 

b. Destroy when no longer 
needed to facilitate or control 
work. 

c. Destroy when superseded, 
obsolete, or no longer needed 
for reference. 

d. Destroy after 1 year. 
However earlier destruction 
is authorized. 



Category 
Number Description of Records 

1002 

e, Extra copies of docu­
ments maintained by action 
officers ·which reflect 
actions taken by the 
action officer. Such 
files should not be 
established unless abso­
lutely necessary. 

f. Copies of documents 
accumulated by supervisory 
offices, such as chiefs of 
directorates, divisions, 
branches, or separate 
offices. These documents 
duplicate the record copy 
filed elsewhere in lower 
echelon offices of the 
same organizational element 
which is responsible for 
performing the action, 
process, or function. 
Such files should be 
established only when 
necessary, not in each 
office of the same organi­
zational element. 

Legislative Program Files. 
The following files 1002-
01 through 1002-07 are 
identical in content, each 
representing the legis­
lative program of different 
organizations in DoD. 
They consist of Legislative 
Programs in their parti­
cular areas, letters from 
and to congressional 
committees or individual 
members, monitoring of 
the programs and coordi­
nating legislative acti­
vities. 

Authorized Disposition 
Instruction 

e. Destroy after 1 year. 
However, earlier destruction 
is authorized. 

f. Destroy after 1 year. 
However, documents in the 
inactive file that require 
additional action or related 
to reopened cases should be 
brought forward for filing 
in the current file. Earlier 
destruction is authorized. 



Category 
Number Description of Records 

1002-01 Legislative Programs 
(Defense Research and 
Engineering, Advance 
Research Project Agency) 

1002-02 Legislative Program 
(Comptroller, Defense 
Civil Preparedness) 

1002-03 Legislative Program 
(Installations and Lo­
gistics, Defense Supply, 
Defense Contract Audit 
Agency, Defense Mapping) 

1002-04 Legislative Program 
(International Security, 
Program Analysis and 
Evaluations, Defense 
Security Assistant Agency) 

1002-05 Legislative Program (JCS, 
DIA, NSA, Intelligence, 
Public Affairs) 

1002-06 Legislative Program 
(Manpower and Reserves, 
and Health Affairs) 

1002-07 Legislative Program 
(Atomic Energy, Defense 
Nuclear Agency, Defense 
Communications, TCCS) 

1002-08 Research and Adminis­
tration 

1002-08.1 Documents pertaining to 
the arrangements for DoD 
supported travel for 
members of Congress and 
congressional staffs. 
Requests from Congress for 
support, support evaluation 
for conformance with 
policy and appropriate. 
referral to Military 
Departments for execution. 

Authorized Disposition 
Instruction 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Perm.anent. Transfer to 
WNRC 3 years after program 
completion. 

Permanent. Transfer to 
WNRC 3 years after program 
completion. 

Destroy when I year old. 



Category 
Number Description of Records 

1002-08.2 Documents arranging security 
clearance of members of con­
gressional staff. 

1002-08.3 a. Legislative Research 
Files. Documents briefly 
describing history of 
proposed or impending 
legislature for edification 
of DoD officials. 

b. Statistics which are 
accumulated to support 
responses to congressional 
inquiries. They are not 
record copies. 

c. Congressional Records, 
and Congressional Hearings. 

d. Dailey summaries of items 
of interest to the Secretary of 
Defense. 

1002-08.4 a. Personnel and Admini­
strative case folders of 
assigned personnel for office 
use. 

b. Administrative matters 
pertaining to office manage­
ment - security lock-up pro­
cedures, and the like. 

' 1002-08.5 White House Staff Corre­
spondence. Correspondence 
exchanged with White House 
Staff on matters of 
legislative interest. 
Weekly reports to the 
White House on status of 
Defense legislature. 

Authorized Disposition 
Instruction 

Destroy 1 year after staff 
member leaves his assignment. 

a. Legislative research 
permanent. Transfer to WNRC 
5 years after non currency. 

b. DoD statistics. Destroy 
when no longer required. 

c. Retain Congressional 
Records and Congressional 
Hearings of interest to 
DoD as reference material. 
Destroy noninterest when 6 
months old. 

d. Destroy when 5 years old. 

a. Destroy case folder when 
individual transferred. 

b. Destroy when superseded 
or obsolete. 

Permanent. Transfer to WNRC 
when 5 years old. 




