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r--- REQUEST FOR RECORD, ISPOSITION AUTHORITY 

,... - LEAVE BLANK	 
\ 

. (See Instructions on reverse)	 Joe NO 

NCl-330-82-1TO	 GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) December 21, 1981 
Office of the Secretary of Defense NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION
 
In accordance with the provrsions of 44 USC 3303a the disposal re
Washington Headquarters Services quest. Including amendments, IS approved except for Items that may
 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column iO
 

Records Management Division 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

4-1,1,.$!d. ~lJ~c.C. A.	 Cordova 695-0970 OllIe 

6, CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for. tlus agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In thrs Request of 10 page(s) are not now needed for the business of 
thiS agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

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

COATE	 E. TITLED. SIGNATURtr AG~n~~PRESENTATIVE 

7 Dec	 81 ~.~:~~ OSD Records Administrator 

7. 8. DESCRIPTION OF ITEM 9. 10.
 
ITEM NO (With lnctusrve Dates or Retention Periods) SAMPLE OR ACTION TAKEN
 

JOB	 NO 

Addition to OSD Administrative Instruction No. 15 -
"Records Management," dated 28 April 1981.
 

1800	 Office of the Assistant to the Secretary of Defense (new)
(Review and Oversight), a newly established component

of the Office of the Secretary of Defense.
 

(SEE ATTACHED DISPOSITION SCHEDULE) 

Changes in this schedule concur-red in by C.A •Cfbrd(9va, 
OSD Records Mgmt Officer. 

1-12-82 
RCTagge,NARS-NCD 

MASS DATA CHANGE SHEET NOT REQUIRED 5;< ,.kHoC.>
\ 

115-107	 STANDARD FORM 115C/os.J fJ.' f-L~-fZ.' f./'c4- ReViSed April, 1975 
Prescribed by General Services 

AdrmrustratronCrf7 ../v /f/CtJ ~ i AI,v'~J	 FPMR (41 CFR) 101-114 



1800 

1801 

Category
Number 

1801-01 

1801-01.1 

Authorlzed Dispositlon
Description of Records Instructlon 

Review and Oversight 

Review and Oversight Files. This 
chapter deals with those files 
necessary to administer the 
review and oversight functions of 
the Office of the Secretary of 
Defense. 

Unless otherwise indicated, all 
review and oversight files of a 
permanent nature will be made 
available to NARS when 30 years old, in 5 year bleckB. 

FlIes may be further divided 
depending upon volume by the 
use of a decimal suffix. 

Office Administration Files 

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

Rev.iew and Oversight Policy. Permanent. Transfer to ~~RC 
Policies and guidance governing 5 years after no longer
DoD planning and program current. 
development on all ATSD(R&O)
matters, suggestions for 
change, preparation and 
interpretation. 

Establishment, organization. Permanent. Retire to WNRC
 
Documents establishing when cancelled or superseded.

OATSD(R&O), internal organiza- Rejected proposals destroy

tlon, overall mission and when no longer requlred for
 
functions, organlzational reference.
 
plans, manuals and charts.
 

Policy Statements and Testimony. Permanent. Transfer to \.JNRC 
Policy statements and issuances when 3 years old. 
ATSD(R&O). Testimony
before Congress' and select 
conunittees. 
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1801-01.2 



Category

Number
 

1801-02 

1801-03
 

Description of Records 

Instruction Files. Documents 
related to preparing, coordlnating,
issuing, and interpreting
directives, regulatory instruc-
tions, and comparable instruc-
tional material. These files 
accumulate in offices responsible
for preparatlon and interpretation
of instructions and include coordina-
ting action, studies, interpreta-
tions, and published record copies
of instructions, such as regulations,
supplements, memoranda, circulars,
pamphlets, and bulletins; messages
used for expeditious interim changes
to instructions; technical news-
letters or comparable media used to 
forward semiofficial and authorita-
tive instructlons; and official 
training materials. 

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

1. Routine comments on
 
instructions, directives, or
 
other publications prepared by

another office with primary

responsibility. If comments
 
result in additional action
 
affecting the mission or
 
function of the office,

documents should be filed with
 
the appropriate mission functional
 
files.
 

2. Evaluations of suggestions

that do not result in issuing
 
an instruction or establishing
 
a proj ect.
 

Authorized D1Sposltlon
Instruction 

Permanent. Cut off annually 
or on supersession or ob-
solescence, as reference 
needs require. See Sectlon 
213 for disposition of master 
copy. 

1. Destroy after 2 years or
 
on discontinuance, whichever
 
is first. Howe ve r , documents
 
in the cutoff file that re-
quire additional action or
 
relate to reopened cases
 
should be brought forward for
 
filing in the current file.
 

2. Destroy after 2 years 
or on discontinuance, whichever 
is first. However, documents 
ln the cutoff file that 
require additional action or 
relate to reopened cases 
should be brought forward for 
filing in the current file. 
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Category
Number Description of Records 

3., 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. 

4. Extracts of reports of 
inspection, surveys, or audits 
that pertain to the operation
of the mission or function. 

5. Comments on or contrlbutlons 
to news releases or other media 
furnished to inforrnatlon officers 
to publicize and promote the 
mission or functions. 

6. Travel arrangements. 

7. Internal security arrangements. 

8. Personnel records, letters of 
commendation, job descriptions, 
etc. 
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Authorized Dlsposltion
Instructlon 

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

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

5. Destroy after 2 years or 
on discontinuance, whichever 
is first. However, documents 
in the cutoff file that re-
quire addltional action or 
relate to reopened cases 
should be brought forward for 
filing in the current file. 

6. Destroy after 2 years or 
on discontinuance, whichever 
is first. However , documents 
in the cutoff flle that re-
quire additional action or 
relate to reopened cases 
should be brought forward for 
filing in the current file. 

7. Destroy after 2 years or
 
on discontinuance, whichever
 
is first. However, documents
 
in the cutoff file that re-
quire additional action or
 
relate to reopened cases
 
should be brought forward for
 
filing in the current flle.
 

8. Destroy 6 months after
 
individual transfers or lS
 
separated.
 



Category
Number Description of Records 

9. Records Hanagement. 

a. Copy or flle plan,
approved records disposition
schedules. 

b. SF 135's documenting
the transfer of records to WNRC. 

10. Consultants. 

a. Copies of RFPs, bids, 
acceptances, correspondence
concerning the proposal. 

b. Completed consultant 
study, recommendations, or 
other actions: 

11. Privacy Act Requests.
Individual requests for Privacy
Act informatlon referred to 
ATSD(R&O). 

12. Hailing lists. 
Hailing lists for Inspector
General, OSD and subordinate 
offices. 

13. Letters of Appreciation. 

14. Telephone. Directives,
long distance numbers and 
charges. 

15. Liaison Files. Documents 
generated as a result of OATSD(R&O)
liaison activities in OSD. 

16. Freedom of Information 

Authorized Disposition
Instruction 

a. Destroy when superseded. 

b. Destroy after records 
are offered to Archives. 

a. Destroy 2 years after 
completed work. 

b. Destroy when no longer
applicable. 

Destroy when 1 year old. 
OASD(PA) is office of record. 

Destroy when superseded. 

Destroy when 3 years old. 

Destroy when no longer
current. 

Destroy when 3 years old. 

See p<JrClgrClph 704-02 
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I 

Category

Number
 

1801-04 

1801-05 

1801-06 

De~cript~on of Records 

Agreem~nt Flle~. Documents 
re 1 at lng to agreements be t.ween 
elements of DoD and other 
F~aeral Agencles. or bet~~en 
OSD and other non-Federal 
organIzatIons or agencIes; but 
not ~lth foreIgn countrIes. 
These agreements are nego-
tlated to provlde for con-
tInued understandIng bet~een 
recognIzed organIzatIons for 
the purpose of provIdIng or 
obtalnlng varlOUS types of 
support servIces. The serVlce~ 
lnclude lOglStlC, medlcul. 
adml~lStratlve, facllltles,
and sImIlar support on a one-
tIme or con~lnulng baSIS. and 
on S relmbLrsable or nonrel~-
bursable basls lncludec arc 
e g reerner t s , agreement cl.e cl.> 
ll~tS, amendments. rpVle~
comments, rela:ea corre-
spond er.ce , and s ama lar docu-
ments 

Orlenta~lon and BriefIng
FlIes. Do~uments used In 
orlentations and brieflngs
glven to vlsitors and ne~ly
assigned lndlviduals about the 
mlSSlon, functlons, and 
physlcal layout of an offlce. 
Included are photographs,
transparencIes or vugraphs,
coples of speclflcally pre-
pared handouts, and related or 
slmilar documents. 

Commlttee and Conference Records 

1. Records relatIng to establlsh-
ment, organizatIon, membershIp and 
po l acy . 

18-5 

Authorized Disposition
Instruction 

Agrpements ~111 be destroyed
3 y- ars after sup ersess i or. 
cancc11atlon, or termInatIon 
of the agreement. 

Destroy on supersessIon or 
obsolescence. 



Category
~umber 

1~CI-C7
 

Descrlptlon Of Records 

s. Interagency, sdvlsory 
or lnternatlonal commlttees. 

h. Internal committees. 

2. Records created by
eommlttees 

s Agenda, mlnutes, flna]
reports, and related records 
documentlng the accompllsh-
ments of offlclal boards and 
eommlttf'eS 

(1) Records of the spo~so" 
or Secretarlcit 

(2) All other eoples 

3. All other commlttee records 

Staff Vlsit FlIes Documents
 
relat1ng to scheduled or special

V1SltS (but not inspect1ons,
 
surveys, or audlts) for the
 
purpose of performing staff or
 
technical supervlslon or for
 
eonduct1ng studles Th15
 
deflnltlon 15 not sppllcable

to v1sits made In eonnectlon
 
~lth a speclflc process or
 
case WhlCh should be flIed
 
~lth documentatlon of the case
 
or process. Included are
 
requests for permlsslon to
 
V1Slt, reports of V1SltS,

reeommendatlons, and other
 
d1reetly related documents.
 

Authorlzec D1Spo~ltlO~
InstTuctlon 

;.a. Permanent. Transfer to 
~~RC ~hen no longer requlred
for reference. 

b Destroy 2 years afte" 
terminatlon of comffilttee. 

2.a (l) Permsne~: Transfer
 
to ~\R~ ~hen no lo~oe"
 
requlree for refErer.:c
 

(2) Destroy ~he~ 3 yes"s

ole or her, nc needed
... Lor.g er
 
for re f e rence
 

3 Destrov hen 3 yea"s old or...

whe~ no longer need~d for
 
reference.
 

Destroy 1 year after COffi-
pletlon of neAt comparable
V1Slt or on complet1on of 
related study 
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Category
~umber Descrlption of Records 

1801-08 Reference raper Files. 
Documents used to fBCllltBte,
control, or supervise the 
performance of a speclfic
functlon, process, or Bctlon 
BS dlstlngulshed from those 
offlclal records necessary for 
documentln& performdnce of a 
functlon, process, or Bctlon 
they are used ~lth. Reference 
paper files consist of the 
follo~lng types of documents 

1. ~otes, drafts. feeder 
reports, ne~s cllpplngs,
slmllar worklng papers, and 
other materials accumulated 
for preparatlon of a com-
munlcatlon. a study. an 
lnvestlgatlon, a survey, and 
lnspectloD, or other actlon 
TIns de f an at con does not 
anc lud e c f f rc i a l and qC;8Sl-
offlclaJ recom~end3tJons,
coordlnatlng actlons, and 
other documents ~hlCh con-
tribute to or result from 
preparatlon of the communl-
catlon or other record. 

2. Cards, listlngs, lndexes,
and slmllar documents used for 
facllltatlng and controlllng
work. 

3. Coples of technical 
documents, lntelllgence
documents, emergency plans,
mobilizatlon plans, and 
slmllar reproduced materlals 
that do not fall withln the 
descrlptlon for reference 
publicatlon flIes. 

4. Documents recelved for 
general informatlon purposes
that requlre no action and are 
not required for documentat1on 
of specific functions. 

Authorlzed D1Sposltlon
lnstructlon 

1 Cu: off on compJe!.lon
of the communlcatlon,
study, survey report, or 
other actlon Destroy ln 
block~ after an Ba~l:lonel 
3 months. 6 months. or 1 
year EarIler des:ructlon 
1S authorlzed 

~ Destroy ~hen no longer
needed to facllltBte or 
cont ro I ...ork , 

3. Destroy ~hen superseded,
obsolete, or no longer
needed for reference. 

4. Destroy after 1 year.
However, earl1er destructlOn 
is authorlzed. 
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Category
~umber Descrlptlon of Records 

5. Extra coples of documents 
maintalned by Bctlon o!!lcers 
~hlCh reflpct Bctlons tB~en by
the Bctlon offlcer. Such flIes 
should not be establlshed unless 
ab~olutely necessary. 

6. Cople~ 0: documents 
accumulated by supervlsory 
offlces, such as chlefs of 
dlrectorates, dlvisions,
branches, or separate offlces. 
These documents dupllcate thp
record copy flJed else~here ln 
lo~er echelon offlces of the 
same organizational element 
~hlCh lS responslble for 
performl~g the'Bctlon, process, 
or functlon. Such flIes 
should be establlshed only
~hen necessary, not In each 
offlce of the same organl-
zatlona] element 

1801-09 Congresslonal Correspondence 

-1801-10 Chronologlcal Reaclng File 

1801-11 Training 

1. Employee training.
Correspondence, reports and 
other records relating to the 
availability of training,
orders for training, evalua-
tions, and related documents. 

2. Pamphlets on course 
announcements. 

3. OATSD(R&O) training programs.
Training plans sponsored by the 
OATSD(R&O) for the OSD audit or 
investigation community. 

18-8 

Authorlzcd D1S~osltlon 
lnstructlon 

5. Destroy after 1 year
However, earllet deStructlon 
lS Buthorlzed. 

6. Destroy after 1 year
Ho~ever, documents ln the 
inactlve flle that requlre
addltlonal actlon or relate 
to reopened cases should be 
brought for~ard for flllng
ln the current flle. [arller
destruCtlon lS authorlzed. 

See Sectlon ]0:-15 for C1S?CS1-

See Sectlon ]0~-16 for dlSPOS1-
tlon. 

Destroy when obsolete,

superseded or 5 years old,

whichever is sooner.
 

Destroy when superseded. 

Destroy when 5 years old,
 
or 3 years after completlon

of training.
 



Category
Number Description of Records 

1801-12	 ATSD(R&O) Operations. Documents 
created by or acted upon by the 
ATSD(R&O) in the management of 
assigned missions. 

1801-12.1	 Congressional lnquiries. Responses
to Congress concerning on-going 
or proposed audits. 

a. Those of congres~iqnal
or public interestJpertalnlng tG 
sUbstantial policy issues. 

b. Routine responses. 

1801-12.2	 ATSD(R&O)-Generated
Reports. Internal 
reports required by
ATSD(R&O) from DoD 
agencies. 

1801-12.3	 Hotline referrals. Corre-
spondence, preliminary

investigatlons pertalning to
 
reports often through

official channels wha ch are
 
directed to the dlscovery and
 
elimination of waste and fraud.
 

1801-12.4	 External Reports.

Reports gener~ted by GAO,
 
Congress, OMB or other
 
government agencies.
 

1802	 Defense Audit Files 

Documents which plan and 
develop policies and 
procedures required
for directlng and control-
ling performance of DoD 
audits or surveys of 
interservice and Defense-
wide programs and significant
problem areas anywhere in 
DoD or Defense contractor 
activities. 
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Authorlzed Dlsposition

Instructlon
 

a. Permanent. Transfer 
to WNRC when 3 years old.=~~MX 

b. Destroy when 3
 
years old.
 

Retire to WNRC 1 year after 
action is completed. Destroy
when 10 years old. 

Destroy 3 years after final 
action. 

Retire to WNRC 1 year after 
action is completed. Destroy
when 10 years old. 

Permanent. Retire to \.JNRC 
when no longer required for 
current operations. 



1803 

Category
Number 

1804 

1805 

1806 

Description of Records 

Oversight, Evaluatlon and 
Crlminal POllCY Files 

Documents whlch monitor and evalu-
ate DoD internal audit, contract 
audit, and internal review princi-
ples, policies, and procedures.
Also, documents which establish 
policies and procedures relating
to the criminal investigative
program for all units throughout
the DoD. 

Criminal Investlgation Files 

Documents whlch plan and develop
policies and procedures required
for directing and controlling
performance of DoD criminal 
investigato~s in significant
problem areas anywhere in DoD. 

Audit Follow-up, Reports and 
Management 

Documents which monitor and 
review DoD Components' actions 
of recommendatlons made in DAS and 
GAO reports. Arbitration of 
disputes between auditors and 
management that deal with savings 
or efficiencies in DoD operations. 

1. Audit arbitrations which
 
establish a preceden£e.
 

Inteillgence 

Authorized Dispositlon

Instruction
 

Permanent. Retlre to 
WNRC when no longer
required for current 
operations. 

Permanent. Retire to 
WNRC when no longer
required for current 
operatlons. 

Destroy 6 years and 
3 months after the audlt 
has been completed, 

1. Permanent. Retire 
to WNRC when no longer
required for current 
operations. 

, 
See 500 series. -p .....~ ......... 
,-c. ~ -"'- v..r:n... "1-,.' 1 ". rca> , 
~ ~ ~fr<.-,. 

rJ(J) '}

i!tlI1;1~'« 
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NOTES 

--1-" rn... 
1. Records are created by the Office of the Assistant Secretary of 

.1\ 

Defense (Review and Oversight), a newly established component in the 

Office of the Secretary of Defense. 

2. Among the new categories which require NARS approva~ with justification 

are: 

Category Number Justification 

1801-12.2	 Present volume on hand: 1 cubic feet 
Annual accumulation: 10 cubic feet 

1801-12.4	 Present volume on hand: 1 cubic feet 
Annual accumulation: 5 cubic feet 

1803	 Policy in nature. 
Present volume on hand: I cubic feet 
Annual accumulation: a cubic feet 

3. In addition it should be noted that the following new categories are 

equivalent to categories already approved by NARS as shown below: 

New Category No. Equivalent Existing Approved Category 

1801-01 
1801-02 
1801-03 
1801-04 
1801-05 
1801-06 
1801-07 
1801-08 
1801-09 
1801-10 
1802 
1804 
1805.1 

301-01 
301-02 
301-03 
301-04 
301-05 
301-06 
301-07 
301-08 
303-02.2 
102-16 
305-01.1 
210-02.5 
305-01 



-------------------------

----------------------

----------------------

~.
 
NC1;330-82-1 

Addendum to SF 115, dated 7 Dec 81 - 1800 series of OSD AI 15 "Records Management"
Office of the Assistant to the Secretary of Defense (Review & Oversight) 

DISPOSITION INSTRUCTION: PERMANENT 

1801-01 - Review and Oversight Policy: 

1801-02 - Instruction Files: 

l801-06.l.a.	 Committee and 
Conference Records 
(Interagency, advisory 
or international 
committees. 

l801-06.2.a(1) Records created 
by committees -
Records of sponsor or 
Secretariat. 

180l-12.l.a.	 ATSD(R&O) Operations
Congressional or 
public interest. 

1802 Defense Audit Files 

Arrangement: Subject Classification
 

Volume to date: 1/4 cu. ft.
 

Extent of Annual Accumulation 1/2 cu.ft.
 

Date of coverage: June 1981 to present
 

Arrangement: Subject Classification
 

Volume to date: 1/8 cu. ft.
 

Extent of Annual Accumulation 1/4 cu. ft.
 

Date of Coverage: June 1981 to present
 

Arrangement: Subject Classification
 

Volume to date: 1/8 cu.ft.


Extent of Annual Accumulation 1/2 cu. ft.
 

Date of Coverage: June 1981 to present
 

Arrangement: Subject Classification
 

Volume to date: 1/8 cu.ft.
--~-----------------
Extent of Annual Accumulation 1/4 cu. ft.
 

Date of Coverage: June 1981 to present
 

Arrangement: Subject Classification
 

Volume to date: 1/8 cu. ft.


Ext er.t of Annual Accumulation: 1/4 cu. ft.
 

Date of Coverage: June 1981 to present
 

Arrangement: Chronological
 

Volume to date 1/2 cu.ft.
 

Extent of Annual Accumulation 1 cu.ft.
 

Date of Coverage: June 1981 to present
 



-------------
-----

-------------

----------------

I 

'.
 

1803 Oversight, Evaluation and 
Criminal Policy files 

1804 Criminal Investigation Files 

1805.1 Audit arbitration which 
establish a precedence. 

1806 Intelligence 

Arrangement: Subject classification
 

Volume to date: .1 cu.ft.
 

Extent of Annual Accumulation:
 2 cu. ft. 

Date of coverage: June 1981 to present
 

Arrangement: Subject classification
 

Volume to date: 1/16 cu. ft.
 

Extent of Annual Accumulation: 1/4 cu. ft.
 

Date of coverage: June 1981 to present
 

Arrangement: Subject classification
 

Volume to date: 1/16 cu. ft.
 

Extent of Annual Accumlation: 1/4 cu. ft.
 

Date of coverage: June 1981 to present
 

Arrangement: Subject classification 

1/2 cu. ft. Volume to date: 

1 cu.ft.Extent of Annual Accum1ation:
 

Date of coverage: June 1981 to present
 


