
• • LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See lnstructtons on reverse) tJ 1-/7 (J -4'9-/ 
TO DATE RECEIVEDGENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 - /Uz..7/fi'
1 FROM (Agency or establtshrnen t ) NOTIFICATION TO AGENCY 

Drug Enforcement Administration In accordance with the provrsrons of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, ISapproved 

except for Items that may be marked "drsposrtion notOffice of Administration approved" or "withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the Signature of the Archivist IS 

not required -Records Management Section 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES 

D~'-'Jh. :::::--.... ~,
James L. Greene 633-1l30 

<, --
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 169 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 
attached 

A GAO concurrence 0 ISattached, or [29 ISunnecessary 
..... -' J 

D TITLE 

Records Officer 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM (WIth InclusIVe Dates or Retenhon Periods) JOB (NARSUSE
NO CITATION ONLY) 

Attached for approval by NARA is the DEAls records
 
schedule (Appendix 0750A). The current GRS numbers
 
and previous job citations have been annotated beside
 
the applicable items within the schedule.
 

STANDARD FORM 115 (REV 8·83) 
Prescribed by GSA 
FPM R (41 CFR) 101-11.4 



September 1988~~~~~.~~~~~~.~~~-~--~~--~
 
• Admmnstrative~anuru
 

VolumeD
 

t~ . 
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Appendix 0750A 

FILES DISPOSITION STANDARDS 

Major/Minor Files Functlonal Files Category 

OOO-Officel Housekeeping and General Program Files 
OlO-Office General Administrative Files 
020-0fflce Personnel FlIes 
060-General Program Files 

lOO-Planning, Management, and Budgeting Files 
lOl-Emergency Planning Files 
110-Organizatlon Planning Files 
120-0peration Planning Files 
130-Programming and Budgeting Files 
140-Management Improvement FlIes 
150-Management Survey Files 
160-Manpower Utilization Files 
170-Auditing Services Files 
180-Internal Control Review Files 
190-Strategic Planning and Policy and Program Evaluation 

Files 

200-;ntegrity, Security, and Protective Servlces Files 
201-Integrlty Files 
210-Personnel Security Files 
220-Information Security Files 
230-Communlcations Security Files 
240-Protectlve Services Files 

300-Legal, Leglslative, and Informational Services Files 
301-Legal Opinion and Assistance Files 
310-Claim Investlgative and Processing Files 
330-Litigation Files 
360-Leglslative and Congressional Liaison Files 
370-Informational Services Files 
380-Freedom of Information Files 

400-Accounting and Procurement Files 
401-Detail Accounting Files 
410-Summary Accounting Files 
480-Procurement Management Files 
490-Indlvidual Procurement Transaction Files 

500-Equal Employment Opportunity and Personnel Files2 

501-Equal Employment Opportunity Files 
510-Personnel Program Files 
520-Personnel Position and Pay Files 
530-Employment Services Files 
540-Employment Application Files 
550-Indivldual Employee Files 
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560-Promotion, Placement, and Career Management Files 
570-Personnel Welfare and Grievance Files 
580-Personnel Reduction-In-Force Files 
590-Incentlve Awards Committee Files 

600-Enforcement and Drug Control Flles 
60l-Enforcement Flles 
6l0-Enforcement Grant Program Files 
630-Drug Control Files 

700-Intelligence Flles 
**70l-Intelligence Program Files** 

790-El Paso Intelligence Center Files 

800-Training and Education Files 
80l-Enforcement Program Training Files 
8l0-Enforcement Indivldual Training Files 
820-Foreign National Training Files 
830-Training Aids Files 
860-DEA Employee Training Files 

900-Science and Technology Files 
90l-Forensic Laboratory Files 
930-Research and Technology Study, Proposal, and Requirements

Files
 
940-Research and Development Control Files
 
970-Communications Requirements Files
 
980-Communications Services Files
 
990-Communications Center Operations Files
 

lOOO-Occupational Health and Safety Files 
lOOl-Medical Program Files 
l030-Safety Program Files 
l040-Accident Files 

1100-Administrative Support Files 
110l-Property Management Files 
1110-Facilities Management Files 
l120-Motor Vehicle Management Files 
l130-Library Files 
l140-Personnel Movement and Travel Files 
l150-Reproduction Services Files 
l160-Publications Supply Files 
l170-Mail Services Files 

l200-Automatic Data Processing Files 
l20l-ADP Documentation Files 
l2l0-ADP Processing Files 
l220-ADP Master Files 

** Addition 
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1300-Records Management Files 
1301-Forms Management FlIes 
1310-Reports Management and Control Files 
1320-Records Maintenance and Dlsposition Files 
1330-Publication Management Files 

GENERAL DISPOSITION INSTRUCTIONS. The following instructions 
apply to retention periods for files maintained ln FFS. 

1. Files having a retention period of 1 month will be cut off 
at the end of each month, held for 1 month (optional), and 
destroyed. 

2. Files having a retention period of 3 months will be cut 
off at the end of each quarter, held for 3 months (optional), and 
destroyed. 

3. Files having a retention period of 6 months will be cut 
off semi-annually as of June 30th and December 31st of each year,
held 6 months (optl0nal), and destroyed. 

4. Files having a retention period of 1 year will be cut off 
at the end of the calendar or fiscal year, held for 1 year
(optional), and destroyed. 

5. Files having retention periods of more that 1 year will be 
cut off at the end of each calendar of fiscal year, held for 1 
year (optional), and transferred to a Federal records center,
providlng the files meet the crlteria in 0755.3. 

6. Files which are disposable when an event occurs (e.g.,
superseded or obsolete) or an administrative action is accomplish-
ed, will be withdrawn from the active file when the event occurs 
or administrative action is accomplished, and destroyed. 

7. Files which are disposable after a specified retention 
period following the occurrence of an event or the accomplishment
of an administrative actlon (e.g., audit, final payment, or 
completion of a project) will be withdrawn from the active file 
when the event occurs or the admlnistrative action is accompllshed
and placed in an inactlve file. The inactive file will be cut off 
and disposed of ln the same manner as other files with comparable
retention perlods. 

8. Permanent files will be cut off at the end of each 
calendar or fiscal year, held for the period indicated in this 
appendix and retired to the records center. 
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9. F~les to be retired after a specif~ed retention per~od
follow~ng an event or an administrat~ve action w~ll be withdrawn 
from the active file when the event occurs or the adm~nistrative 
act~on is accomplished and retired to the records center. 

10. Retention per~ods in the Disposition paragraph (e.g., 3 
years, 5 years etc.) will be converted to a spec~fic cutoff,
transfer, or retirement date and applied to all f~les on-hand in 
an office. 

1The term "Office" refers to organizational elements down to 
section chief level of DEA Headquarters and equivalent
organization elements in the field. 

2As a requirement of the Segar decis~on, files pertaining to 
employment, (i.e., promotion, performance, hiring and discipline)
for 1811 employees may not be destroyed until the court order is 
vacated. 

88-15 ADMINISTRATIVE MANUAL 9-26-88 
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OFFICE GENERAL ADMINISTRATIVE FILES 

These files relate to the performance of routine administrative 
operations and to obtaining housekeeping-type services from the 
offices and staff sections responsible for providing them. 

Papers arranged in chronological order as a 
hat an action is required on a given date; a reply to 

ac~ion is xpected and if not received should be traced on a given
date; or tr nsitory papers being held for reference may be 
des~royed on 'a given date. 

Note: File numb~rs are not required on the following papers or on 
labels of file d~sers or folders in which the papers in suspense
files are: 

a. A note or ot er reminder to submit a report or to take 
some other action. ",-,

b. The file copy, of~an outgoing communication, filed by the 
date on which a reply is &~cted. 

c. Papers without furth~, value which may be destroyed in 30 
days or less. ~ 

" 

Disposition: a. Destroy paper~of the type described in 
subparagraph a after action is t.aken, b. Wi thdraw papers of the 
type described in subparagraph b wlHm reply is received. If

"i. 'c' suspense copy is an extra copy, des~roy it; if it is the file 
copy, incorporate it with other paper~. for file. c. Destroy
papers of the type described in subpaiigraph c on date under which 
they were suspended. \~,~~"\, 

f\;~. .~,;File No. 010-02 (NC. I - I ?O - 77 -/) 
\;

\\ 

" Office General Management Files. Documents re+ating to the 
internal management or general administration 6f an office. 
Included are: ~I 

" '0;. 

a. Documents relating to office procedures, h~~rs of duty,
~and individual duties. ~. 

~.~~:~ 
/!!!{'\b. Documents relating to office participation in l:haritable 

affairs, such as blood donations and contributions to ph~~.·,tan-
thropic or charitable associations. ~\:~. 

<~1 

\~l 
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c. ..cuments si m i Lar- to the categories Li.st ed above that do 
not pertai'.,to the performance of the m i ssi on functions of the 
o f f i ce and i."",not described elsewhere an th i s schedule. 

Dispos1tion: D, troy 1 year after requirement 1S completed.
Earlier destructr is authorized. 

".:,.". 

File No. 010-03 (~1~?"-7'l- ,) 
Duty Roster Files. Docum~~ts used for record1ng recurring and 
routine dut1es performed by~ ersonnel within an office, 1ncluding
special duties performed on a 

Disposition: Destroy 3 months a~ er last entry. 

File No. 010-04 (AJC.I -1'It> - "11- ~ 

Duty Reporting Files. Documents prepared duty off1cer or by
personnel performing similar duty. ~are daily activity
reports conta1ning an account of the activ1ti performed and 
similar or related documents. 

Disposition: Destroy 6 months after performance 0 

File No. 010-05 

Office Staff Meet1ng Files. Notes, agenda, m1nutes, and memoranda 
of internal staff meetings. Functional activities or projects
resulting from a meeting should be filed under the appropriate
program file. 

Dispos1tion: Destroy after 2 years. 

**File No. 010-06 

Office Monthly Report Files. Copies of internal activity and 
workload reports (including work progress, statist1cal, and 
narrative reports) which are prepared in the office and forwarded 
to higher levels. These records generally serve as facilitat1ve 
or informational purposes. They are not bas1c program records and 
are not part of official program files. 

Disposition: Destroy when 2 years old or when no longer needed,
whichever is sooner.** 

** Addition 
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OFFICE PERSONNEL FILES 

These files are maintained by operating officials and are used to 
manage DEA employees within the organizational segments under 
their control. 

"-OffI~ e General Personnel Files. Documents that relate to the 
day-t ~day administration of DEA employees in individual offices. 
Includ ", are papers that relate to attendance at work; copies of 
reports '~ attendance and overtime, and notices of holidays and 
hours wor ~d; notices about participation in athletic events and 
employee un ons; notifications and lists of employees to receive 
Government me ical services, including X-rays and immunizations;
notices and It ts of individuals to receive training; and 
comparable or ~~ted papers. 

Disposition: Des t'\.t:~ 1 yea r aft ern 0 tifie a tion 0 f act ion • 

File No. 020-02 (Alt. ,~~ ',,,O"''7'?- I} 
'\ Employee Record Card Files~ reflecting the name,

address, telephone number, a data for each office 
employee. Included are cards sheets containing such 
information. 

Disposition: Destroy when is obsolete or superseded. 

File No. 020-03 (GRS No. 1-18a) 

Supervisor's Personnel Files. Correspond .~e; memoranda, forms,
and other records relating to positions, au ~orizations, pending
actions; copies of position descriptions; co~~s of Performance 
Work Plans and Annual Performance Ratings, req"'ests for personnel
action and records on individual employees dupl ~.ated in or not 
appropriate for the Official Personnel Folder. 

Disposition: Review annually and destroy superseded 'or obsolete 
documents; or destroy all documents re la t Ln g to, an in 
employee within 1 year after separation or transfer. 

File No. 020-04 (GRS No. 1-28) 

Standards of Conduct File. Correspondence, memoranda, and other 
records relating to codes of ethics and standards of conduct. 
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Destroy when obsolete or superseded. 

File No. 

Time and Attendance ~ ort Files. Copies of time and attendance 
reports that are prepare each employee for each pay period. 

~ *Disposition: Destroy after 3 years old,
whichever 1S sooner.* 

File No. 020-06 

Employee Travel Summary Files. Documents consisting of recorded 
entries on DEA Travel Summary (DEA-475) and copies of the 
employee's request for advance of funds, travel vouchers w1th 
receipts, travel advance checks, notice of changes and repayment
checks filed 1n chronological sequence. A file 1S mainta1ned for 
each employee who performs official travel. 

D1Sposition: Destroy 7 years after the last recorded transaction 
date entry on the DEA Travel Summary (DEA-475). 

* Revision 
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GENERAL PROGRAM FILES
 

These files accumulate in any office to document performance of 
its assigned functions. Abbreviated titles have been used to 
identify these general program files. The abbreviated title,
alone, will not be used for labeling files. Abbreviated titles 
will be preceded by a title prefix that describes the records to 
be filed. For example, 060-06 Accounting Reference Paper Files,
060~07 Procurement Reference Publication Files. 

'"" ';\\ ) 
No'~\060-01 (Ntl-I?o- '1?-' 

Polic and'.Precedent Files. Extra copies of documents establish-
ing pol y or precedent for future and continuing action.
 
Normally, policy and precedent files are maintained at the operat-
ing level, nd consist of copies of standing operating procedures,

and statemen s of policy or procedure, and other documents
 
duplicated in unctional files.
 

Disposition: a. Office of the Administrator: (1) Record copy of
 
documents establis ing policy or precedent action: Permanent.
 
Transfer to Federal ecords center when 5 years old. Offer to
 
NARA when 15 years 01. (2) Other documents: Destroy when
 
superseded or obsolete. b. Other Offices: Destroy when
 
superseded or obsolete. Earlier disposal of portions of the f1le
 
or the entire f1le is auttl rized.
 

File No. 060-02 {rue 1- '~O-'1'1, .,/) 
Reading (Chron) Files. Copies o~.outgoing communications,
arranged chronologically, and mai~t ined for periodic review by
staff members. 

Disposition: Destroy 1 year after communication. Earlier 
disposal is authorized. 

File No. 060-03 ( NC.I-l?o- '1'1-/) 
Agreement Files. Documents relating to agreemen
elements of DEA, between DEA and other Federal age
between DEA and other Federal agencies, or between 
non-Federal organizations or agencies, but not with f 
countries. These agreements are negotiated to provide or 
continued understanding between recognized organizations and DEA 
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purpose of providing or obtaining various types of support
servi es. Included are agreements, amendments, review comments,

'correspondence, and similar documents. 

Dis osit on: a. Office performing DEA-wide staff responsibility:
(1) Recor ' copy of agreement and amendments and substantive 
interagenc .correspondence: Permanent. Transfer to Federal 
records cent r when 5 years old. Offer to NARA when 15 years old. 
(2) Other doc. ments: Destroy 6 years after the agreement is 
superseded, ca celled, or terminated. b. Other offlces: Destroy
3 years after ~ e agreement is superseded, cancelled, or 
terminated. 

'1 

,v 

File No. 060-04 

Committee and Confe~en e Files. Documents relating to 
establishing, operating, and dissolving committees which consider,
advise, take action, and report on specifically assigned
functions. They include int, inter-departmental, and 
in~erna~ional commi~tees which DEA par~icipates; as well as 
committees within all echel s and elements of DEA. Included are 
proposals, approvals, and dis pprovals to establish the committee;
charters, terms of reference, nd comments on those; directives 
es~ablishing, changing, continu"ng, or dissolving the committee;
documents nominating, approving, appointing, and relieving
commit~ee members; notices; agend , minutes, and reports of 
committee meetings; and rela~ed do ments. 

Disposition: a. International commi tees: (1) Records of office 
of senior DEA representative: Permane~. Transfer to Federal 
records center when 5 years old. Off er to NARA when 15 years old. 
(2) Records of offices of o~her committe members: Destroy when 
10 years old. (3) All other copies:' De troy when 3 years old or 
when no longer needed for reference. b. ter-agency and 
intra-agency committees: (1) Records of·of "ce of commit~ee 
secretary: Permanent. Transfer to Federal cords center when 5 
years old. Offer to NARA when 15 years old. 2) Records of 
offices of committee members: Destroy when 10 ears old. (3)
All other copies: Destroy when 3 years old or en no longer
needed for reference. 

File No. 060-05 (NC(-I'lO-'l'1-IJ 
S~aff Visi~ Files. Documents relating to scheduled 0 special
ViSl~S (but not inspections, surveys, or audits) for tti purpose
of performing staff or ~echnical supervision or for cond.cting
s~udies. This definition is not applicable to visits mad in 
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con ection with a specific process or case, which should be filed 
with doc~mentation of the case or process. Included are requests
for p rmission to visit, reports of visits, recommendations, and 
other ire~tly related documents. 

a. Office performing visit: Destroy 1 year after 
next comparable visit or on completion of related 

Office	 visited: Destroy 2 years after visit, except
visits will be destroyed on completion of the next 

CI-I?,,-17-1) 

Reference	 Documents used to facilitate, control, or 
supervise nce of a specific function, process, or 
action as distinguish from those official records necessary for 
documenting performance of a function, process, or action. 
Although accumulated ref rence papers may relate to varied 
subjects and functions, t ey should bear a title relating them to 
the function, process, or etion with which they are used. 
Reference paper files consi of the following types of 
documents: 

a. Notes, drafts, feeder repor s, news clippings, similar working
papers, and other materials accu ulated for preparing a communica-
tion, a study, an investigation, survey, an inspection, or other 
action. This definition does not i clude official and 
quasi-official recommendations, coor 1nating actions, and other 
documents which contribute to or resu t from preparing the 
communication or other record. 

b. Cards, listings, indexes, and simrla 
facilitating and controlling work. 

" ~~j 

~\t 
c. Documents received for general informati 
require no action and are not required for "qo 
specific functions. ,~ 

d. Extra copies of documents maintained by actio officers which 
reflect actions taken by the action officer. Such files should 
not be established unless absolutely necessary •. 

e. Copies of documents accumulated by supervisory ·:6f ces, such 
as chiefs of offices, divisions, or sections. These'~'9.ouments 
duplicate the record copy filed elsewhere in lower echel n offices 
of the same organizational element which is responsibl~:f
performing the action, process, or function. Such files ,s be 
established only when necessary, not in each off1ce of the 
organizational element. 
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Disposition: Documents described in subparagraph a: Cut off 
on completion of the communication, study, survey report, or other 
action. Destr in blocks after an additional 3 months, 6 months, 
or 1 year. Ear "er destruction is authorized. b. Documents 
described in subp ragraph b: Destroy when no longer needed to 
facilitate or cont 01 work. c. Documents described in 
subparagraphs c, d, nd e: Destroy after 1 year. Earlier 
destruction is autho "zed. 

File No. 060-07 (Ntl-/'7 

Reference Publication File~. Copies of publications issued by any 
element of DEA, other Govern nt agencies, and nongovernmental
organizations maintained for' ference within an office. 

Disposition: or obsolete. 

File No. 060-08 (NC' - / '10 -'17- I) 
Technical Material Reference Files. Co ies of technical 
materials, such as motion pictures, soun recordings, still 
photographs, transparencies, and charts r tained for reference 
purposes only. 

Disposition: Destroy when superseded or obso ete. 
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EMERGENCY PLANNING FILES 

These files relate to the processes of planning for and providing
assistance to civil authorities or agencies because of emergency
conditions. The subject content relates to assistance as a result 
of civil unrest, violation of Federal law, natural disaster, and 
emergency conditions that may result from an enemy attack • 

.~, 
'~ 

File NO.1', -:-01 (N(.,/- I ?O- '17 -I) 
, 

Emer ency PIa" -in Files. Documents relating to emergency
planning, inclu ing planning for continuity of operations,
domestic distur~ ces, civil defense, and other emergencies
requiring preconce~ved plans. Included are plans, instructions,
changes to plans, ~, rdinating actions, and other documents 
relating to emergenrit~ lanning.

i: 
. ,

Disposition: Destroy w~_n plans are superseded or obsolete. 

File No. 101-02(N('I-I?O-~_,,-') 
"", 

Emergency Reporting Files. Do'C, ents relating to emergency
situations and reflecting such in ormation as assistance provided
to agencies or populations, and ot r participation in emergency
operations. Included are ini tial, ' ,ily, interim, and final 
emergency operations, reports, and re, ted documents. 

Disposition: Destroy 2 years after the report. 
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ORGANIZATION FILES 

These files relate to the establishment of organizations and 
functions and their relationships to each other. 

File No. 110-01 

Organization Planning Files. Documents relating to the establish-
ment of the changes in organization, functions, and relationships
of DEA activities. Included are staff studies; reports of working 
groups; minutes of meetings and staff conferences; documents 
relating to overall functions and programs; copies of organization 
and functions plans, manuals, and charts; copies of published 
directives implementing establishment or change; copies of docu-
ments relating to office staffing and personnel strength; and 
ceiling authorization documents. Also included are documents 
reflecting minor changes in the organization of the office which 
are made by the office chief and which do not require evaluation 
and approval by the Managemen~ Analysis Sec~ion or comparable
office; and related documents. 

Disposition: a. Office performing DEA-wide s~aff responsibility: 
(1) Approved record copies of charts and statements of substantive 
organizational functions and programs, studies, reports, minutes 
of meetings and conferences: Permanent. Transfer to Federal 
records cen~er when 3 years old. Offer to NARA in 5 year blocks 
when 20 years old (e.g., offer 1970-74 block in 1995. (2) Other 
documents: Destroy 5 years after approval of organizational
structure. b. Other offices: Destroy when superseded or 
obsolete. 

Table of Or aniza ·on Files. Documents relating to initiating
developing, preparin ' reviewing, and approving tables of 
organization. Include are drafts; copies of published tables of 
organization (including m hine prepared or photo-copies); coordi-
nation, review, and approva actions; and related papers. 

Disposition: a. Office perform g DEA-wide s~aff responsibility:
Destroy 5 years after superseded 0 obsolete. b. Other offices: 
Destroy table of organization documen when superseded or 
obsolete. 

87-20 ADMINISTRATIVE MANUAL 6-29-87 



Appendix 0750A 
Page 15 

OPERATION PLANNING FILES 

These files relate to planning and methods to best accomplish
assigned functions and programs. 

Plannin Files. Documents relating to the preparation,
coordinat and approval of operational plans which are 
applicable 0 or involve the resources and functions of DEA. They
do not relat to plans described elsewhere in this schedule or to 
plans confine to specific functional areas which are not a 
segment of the verall plan. Included are copies of the approved
plans, comments, recommendations, contributions, approvals, and 
disapprovals rega ing the plans; and other directly related 
papers. 

Disposition: a. e performing a DEA-wide staff responsi-
bil1ty: (1) Record co of approved substantive operating plans:
Permanent. Transfer to deral records center when 3 years old. 
Offer to NARA when 15 year (2) Destroy other documents 5 
years after requirements in Ian are completed or terminated. b. 
Other offices: Destroy when uperseded or obsolete. 

File No. 120-02(N~'''''I?~-?t-l) 

Operating Procedure Files. Docume ts relating to the 
establishment of and changes in suc 
procedures and production methods. cluded are studies,
coordinating actions, copies of standi operating procedures and 
procedures manuals, comparable document and related papers. 

Disposition: Destroy documents when super eded or obsolete. 
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PROGRAMMING AND BUDGETING FILES 

Documents created in the development of time-phased schedules for 
obtaining personnel, facilities, material, and funds required to 
meet the broad objectives established by DEA plans. 

~ Pro ram Deve 0 ment Files. Documents relating to the preparation, 
coordination, approval, and issue of the Five-Year Program docu-
ment that tran lates the objectives established by plans (Annual 
Program Documen ,workplans, etc.) into time-phased schedules of 
accomplishment. These program documents are approved by the DEA 
Administrator an ~thereafter serve as the basis for development by 
the DEA staff of more detailed program and budget guidance to 
DEA activities. In uded are summary and detail data sheets,
program change reque s, minutes of meetings of review committees,
coordinating actions:\~pprovals, summary tables, and related 
papers. \ 

\Disposition: a. Office\ erforming DEA-wide staff responsibility:
Destroy 15 years after c~ e of fiscal year involved. b. Other 
offices: Destroy 5 years~ter close of fiscal year involved. 

File No. 130-02 (NC.I-I"IO-'1''q\ J) 
Pro ram and Bud et Guidance Fir~. Documents relating to develop-
ing, reviewing, approving, and 1:suing program and budget guid-
ance. Included are program object ves; summary budgets; 
directives requiring staff prepard~~on, revision, or updating 

~~~I~~~s ~n~r~~~t~fe:~i~~~~~a;~sD:!d~~V/;~i~!~:; ~~~~~~!~~i~:a ting
'<;actions; operating schedules; and rel~\ed papers. 

Disposition: a. Office performing DE~,ide staff responsibility:
Destroy 8 years after close of fiscal yea involved. Cut off at 
the end of current fiscal year. b. Other,offices: Destroy 5 
years after close of fiscal year involved. \ 

File No. 130-03 

OMB Submission Files. Documents created by the ~A Staff 
preparing, reviewing, and consolidating budget es'imates and in 
their submission to the Department of Justice to i corporate in 

\, 
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.\the ·OJ budget. Included are budget estimates prepared by DEA 
staf ~,activities for their functional areas of responsibility,
minut of budget committee meetings; briefings, and presentations
on the budget estimates for review offices in the Department of 
Justice\ nd Office of Management and Budget; and related papers.

v 
\'Dis osit!, a. Office performing DEA-wide staff responsibility:

Destroy 15 ears after close of fiscal year involved. b. Other 
offices: h stroy 5 years after close of fiscal year involved.J~ 

\, 
, (NC,.I-/'lO- 'l?-I)

~~~~~~~~\~ 

Congressional 
\,Bu get Justification Files. Documents accumulated 

by DEA staff in\d fending DEA budget estimates before Congress and 
Congressional CJmm'ttees. Included are copies of opening state-
ments, documents '~e lecting expected questions and answers 
thereto, prepared te timony, coordinating actions, resumes of 
congressional hearfng , and related papers. 

Disposition: a. Offic performing DEA-wide staff responsibility:
(1) Record copy of agenc budget justification document:
 
Permanent. Transfer to. deral records center 5 years after close
 
of fiscal year involved~ ffer to NARA when 15 years old. (2)

Other documents: Destroy years after close of fiscal year

involved. b. Other office: Destroy 5 years after close of
 
fiscal year involved. '
 

File No. 130-05 

Execution and Funding Files. D6c ments relating to quarterly
allowances and supplemental allo~~ ces provided to operating
activities. Documents used to auth rize operating activities to 
incur obligations necessary to opera e while Congress and OMB 
appropriate and apportion funds for t e new fiscal year. 

Disposition: a. Office performing DEA wide staff responsibility:
Destroy 8 years after close qf fiscal ye r involved. b. Other 
offices: Destroy 5 years after close of iscal year involved. 

File No. 130-06 (NC.I-17tJ-7?-/) 
Program and Budget Input Files. Documents re furnishing
data for program and budget guidance, formulat execution. 
They 
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for the various program elements, such as enforce-
g, education, communlcations, material, construction,

maintenance, an ransportation. Included are schedules, coordi-
nation pa~ers, Just ·cations, mlnutes of meetings, plans, and 
related documents. 

D1Spositl0n: a. Office performin EA-Wlde staff responslbllity:
Destroy 8 years after close of flscal y involved. b. Other 
offlces: Destroy 5 years after close of fis 

**File No. 130-07 

Budget and Programming Management Files. Corres~ondence,
instructions, studies, messages, interpretations, and coordinating
actions related to the admlnistration and operation of the 
programming and budgeting functions. 

Disposltion. Destroy when 6 years old.** 

** Addltlon 
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MANAGEMENT IMPROVEMENT FILES 

These files result from planning and carrying out an organized
program for finding and installing more effective, efficient, or 
economical ways of dOing work by applying management analysis
techniques. 

(NC-I-I?o-77-1)----~~---------\,
Mana e nt 1m rovement Pro'ect Files. Documents relating to 
project. which initiate changes in the manner or method of 
planning~directing, controlling, or doing work which increases 
effectived. s, efficiency, and economy. Included are studies,
charts, C06 ination papers, recommendations, statistical data,
and comparaB$ or similar documents. 

~\.t~ 
-,

Disposi tion: a,. performing DEA-wide staff responsi-
bility: (1) Re~ d copies of approved studies that resulted in 
substantial saving or significant improvement in overall DEA work 
activity: Permanen. Transfer to Federal records center when 3 
years old. Offer t~, ARA when 15 years old. (2) Other documents: 
Destroy 5 years after. ompletion of project. b. Other offices: 
Destroy 5 years after'c mpletion of project. 

\~ 

File No. 140-02 (IJ~/- I '7 (J...,p" - 11 
''\ 

Mana ement 1m rovement Pro ec round Files. Documents used 
as background material oping and completing management
improvement projects. Included re analyses, notes, drafts,
interim reports, and data used b not included in the official 
project file. 

Disposition: Destroy 3 years after of related 
prOJect. 

File No. 140-03 (tJGI - I'lo-? ?'-/ ) 
Work Simplification Proposal Files. related to the 
analysis of spec1fic work procedures to simpl'fy and improve them. 
Included are proposals for improvement, work d tribution charts,
flow process charts, work counts, motion econom studies, layout
studies, actions taken on proposals, and similar 

Disposition: Destroy 5 years after completion of 

• 
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File No. 140-04 

A-76 Program Files. Documents relating to reviews of DEA func-
tions that have commercial counterparts for the purpose of finding
the most cost efficient method of performing the activity, includ-
ing contracting the activity. Files include: performance work 
statements; performance requirements summaries; tables and charts 
of the processes; analyses and recommendations based on studies 
conducted; studies; lists of commercial activities; reports; and 
correspondence within DEA and with DOJ concerning the status of 
the program. 

Disposition: a.) Offices performing DEA-wide staff responsibili-
ty: (1) Record copies of studies and reports: Permanent. Trans-
fer to Federal Records Center when 5 years old. Offer to NARA 
when 15 years old.~)Other documents: Destroy 5 years after 
completion of the project. b.) Other offices: Destroy 5 years
after completion of the project. 
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MANAGEMENT SURVEY FILES 

These tiles result from planning and executing surveys to examine 
operating methods, organizational structures, and missions. The 
surveys may originate as part of a planned schedule, as a request
from an operating official, as a result of recommendations or 
observations by inspection teams, or as directed by higher 
authority. 

\,. 150-01 

Mana e '.t Surve Case File. Documents relating to the systematic
formal ~iew of organizational structure or operational
procedure \.and accumulated in the office conducting the surveyor
the office " ponsoring a contract for survey services. Individual 
studies and' urveys may range in scope from a comprehensive review 
of organizat~,\ and all operating procedures to a study of one 
particular ph~, of management. Included are documents requesting
or authorizing 

'~t'~ e survey, the finished survey report, and actions 
taken as a direc"\;;esult of the survey. 

'.'1 

Disposition: a. 'O! ice conducting the surveyor office 
sponsoring the contra (1) Record copy of comprehensive survey 
or review of an entir~ ffice or field Division/Country Office: 
Permanent. Transfer to-.;,deral records center when 3 years old. 
Offer to NARA when 15 ye'ar old. (2) Other documents: Destroy on 
completion of next comparab e surveyor 8 years after survey. b. 
Office surveyed: Destroy"o,n ompletion of next comparable survey, 
or 8 years after survey. 

'\,.\,{)
\h 

~ ,~,. I( 

'':~j~).'
\File No. 150-02 ",',;;,.'-to" 
,.\.;

'l" ' Management Survey Background Files~~ ocuments used to collect 
data for or during a management surv~~ nd accumulated in offices 
conducting or participating in the sur~~. Included are notes,
statistical data, copies of standing opsr ting procedures,
organizational charts, functional charts~~p rsonnel data, and 
similar material collected for fact-findin~ r backup purpose, and 
documents reflecting preliminary ar-r-ang toement s) ncidental 
specific surveys, such as time schedules and i~ urity clearances. 

Disposi~ion: Destroy 8 years after survey. 
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MANPOWER UTILIZATION FILES 

These files accumulate from determining the allocation of manpower 
resources and the appraisal of the way these resources are used. 
Included are files which result from developing policies,
criteria, and procedures; and files which reflect actual manpower
allocations and appraisals. 

Fi ~:NO. 160-01 (AiCI-I?t>, 8~-/) 
Man 0',1:" Authorization Files. Documents and supporting papers
reflec .'!\g manpower spaces allocated to operating activities of 
DEA. In\.Luded are manning levels, or other instruments which 
limit, in'~ease, or decrease the number of personnel allocated to 
specific 0 anizational segments of DEA and related documents. 

'\.Disposi tion: t~.a. Office responsible for DEA-wide allocation: 
Destroy 10 yeE+\ after date of allocation document. b. Other 
offices: Destro 3 years after date of allocation document. 

" 

\, ' 

File No. 160-02 (1\(, I - 1'10 - ') 'I-I) 
Manpower Survey Files. relating to on-site and other 
appraisals of manpower quirements and use. Included are 
personnel inventory and R praisal reports, criteria studies,
comments, justifications,. nd related documents. 

Distosition: a. Office per rming DEA-wide staff responsibility:
Des roy 5 years after survey.~\ b. Other offices: Destroy 3 years
after survey. 

File No. 160-03 (NCI-ttfO-'1'7-I) 

Manpower Staffing Standard Files. ents reflecting the 
development and issuance of manpower st ffing standards and the 
provision of guidance in applying these rdsticks for measuring
personnel requirements. Included are COpl s of manpower surveys,
executive-type letters, messages, copies of 'staffing guides; 
coordinating actions and interpretations; an related documents. 

Disposition: Destroy when superseded or obsole 
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File 

Manpower tlstical Data Files. Documents used to provlde a 
source of st ·~stlcal data for use in manpower control actlvltles 
such as foreca ing, Justlfying, and analyzlng current or 
projected manpow~. requirements and allocating manpower spaces.
Included are repor .. and data concerning such matters as: agent
and administrative s ength of organizational segments of DEA,
strength by occupation . speciality, and related documents.

'. 
Disposition: a. Office p forming DEA-wide staff responsibllity:
Destroy 5 years after public - ion of statlstical data. b. Other 
offlces: Destroy 3 years afte ' of statlstical data. 
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AUDIT SERVICES FILES 

These files relate to audits performed by the General Accounting
Office in performance of their designated functions and to 
internal review and internal control audits performed by the 
Department of Justice and DEA. 

( «s« (- I ?0 - 7 '/-1 ) 

Files. Documents relating to reports of audit 
....:m-a-d-f--:,e..;....;..;b:;:...y-'--:t'-,hr~--;.. n tin g 0 f f ice • Inc 1u d e dar e not ice s e-n-e-r....:a---4;'l~Ar-c---"'c-o-u 0 f 
intent to a ,dit, copies of documents furnished GAO representa-
tives, copie of tentative findings and recommendations, advance 
notice of maj r findings, reports of major findings, report of 
exit conferenc s, draft reports, final reports, follow up progress
reports, commen s relating to the reports, and related documents. 

NOTE: Documents ccumulated by offices other then those 
designated as cen~ al point of contact should be identified with 
the function of th~. accumulating office. 

\. 

Disposition: a. Off·ce performing DEA-wide staff responsibility:
(15 GAO contract audit reports: Dispose of in the same manner as 
the related contract fi es. (2) Final GAO reports, final replies
to GAO reports and final replies to GAO draft reports: Permanent. 
Transfer to Federal Recor s Center when 5 years old. Offer to 
NARA when 15 years old. () Remaining documents: Destroy when 
all related actions have be n completed. b. Office designated as 
central point of contact: D stroy 10 years after final report,
except that GAO draft reports may be destroyed on receipt of final 
report. 

File No. 170-02 

Inspection and Audit Files. Docume ts relating to reviewing and 
examining DEA operations to ensure p oper protection of assets;
compliance with policies, procedures, and objectives; and the 
accuracy, propriety, legality, and reI ability of actions taken 
primarily in connection with the use of assets. These files 
accumulate as a result of DEA field offi es making review of their 
own operations and DOJ and DEA Headquarte s staff offices making
review of DEA activities. Included are re orts and directly
related correspondence. 

Disposition: a. Office performing DEA-wide taff responsibility:
(1) Record copy of final report of comprehensi review and 
replies thereto: Permanent. Transfer to Feder Records Center 
when 5 years old. Offer to NARA when 15 years 0 (2) Destroy
other documents 5 years after accomplishment of i ernal review. 
b. Other offices: Destroy 3 years after completi of internal
 
review actions.
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File No. 170-03
 

Inspection and Audit Support Files. Documents used to collect
 
data for or during an inspection or audit of a DEA activity.

Included are interview sheets, interrogatories, checklists, notes;
 
statistical data; copies of SOP's, organizational charts,
 
functional charts, personnel data, workload data; and similar
 
material collected for part fact-finding or back-up purpose.
 

Disposition: Destroy 3 years after inspection or audit.
 



Appendix 0750A 
Page 24 

A-123/INTERNAL CONTROL SYSTEMS FILES 

These files result from the implementation of the Federal 
Managers' Financial Integrity Act of 1982 (Public Law 97-255).
The documents relate to reviewing DEA operations, programs, and 
functions to prevent, detect, or correct errors, irregularities,
fraud, waste, abuse, or mismanagement of DEA resources and 
assets. 

File NI.~., 180-01 

~ A-123 Re "'lations, Policies, and Guidelines Files. Documents 
contain tH ,authority and guidelines for implementation of the 
Federal Man gers' Financial Integrity Act of 1982. Specific
documents in lude Public Law 97-255, OMB Circular No. A-123, OMB 
Guidelines fo the Evaluation and Improvement of and Reporting on 
Internal Co n t reI Systems in the Federal Government, GAO Standards 
for Internal Co trol in the Federal Government, GAO Audit Guides 
to Review Implem ntation of the Federal Managers' Financial 
Integrity Act: T e First Year; **Guide for Incorporating Internal 
Control Evaluation' into GAO Work; Department of Justice Order 
2860.3A; and the De' artment of Justice Internal Control Guide.** 

Disposition: Destro),~hen superseded or obsolete. 

File No. 180-02 

A-123 Trackin and Re ortl Documents are the 
annual statements to the A~ orney General, the President, and the 
Congress. This file also co tains documents which establish 
internal reporting in accorda'ce with published guidelines and 
scheduling, monitoring, and re orting documents relating to 
vulnerability assessments, inte nal control reviews, and 
corrective actions which are use to support the annual written 
assurances from the Administrator' to the Attorney General. **Form 
DEA-462, Monthly Record and Report of Scheduled Actions, and 
quarterly computer printouts are in luded.** 

Disposition: a. Office performing D -wide A-123 management
oversight: Destroy 10 years after subm ssion of DEA **annual 
report to the Attorney General. Form D -462 and computer print-
outs may be destroyed 2 years after the e d of the reporting
period.** b. Other offices: Destroy 6 y ars after completion of 
internal review actions. 

File No. 180-03 (NI-I?O- 8b-/) 
A-123 Audits and Reviews. Documents relating t·;, internal and 
external reports of audit on DEA's implementatio of the Federal 
Managers' Financial Integrity Act of 1982. Inclu ed are notices 
of intent to audit, copies of documents furnished auditors,
reports of findings and recommendations, draft repo s., final 
reports, follow-up progress reports, responses to re rts, and any
other related documents. 

** 
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'ii, 

Dis sition: Office performing DEA-wide A-123 management
overs ght: Destroy 10 years after final report, except draft 
repor may be destroyed on receipt of final report. Other 
Office ~ Destroy 6 years after final report. 

*FMFIA/A-l"3 1m lementation Files. Documents relating to the 
implementat on of FMFIA A-123 throughout DEA. Included are 
commun Lc a t Lo .s of a general nature between the office performing
DEA-wide A-l1 management oversight and other organizational
components; to consolidated inventory of assessable units that 
identifies the\, egmentation of DEA's programs and functions;
vulnerability as essment summaries; and the management control 
plans and sched~~ s for conducting internal control evaluations.* 

l' 
Disposition: a. 

'(,\~ fice performing DEA-wide A-123 management
oversight: Destroy 0 years after completion of internal control 
review cycle. b. 0 er offices: Destroy 6 years after 
completion of intern~ review actions. 

File No. 180-05 ("-11--' o-~b-/) 
A-123 Committee Files. '0 cuments related to establishing,
operating, and dissolving ommittees which consider, advise, take 
action, and report on A-123 They include DOJ and other inter-
agency A-123 committees in w ich DEA participates. 

Disposition. a. Office peifo ming DEA-wide A-123 management
oversight: Destroy when 10 yea sold. b. Other offices: 
Destroy when 6 years old. ' 

File No. 180-06 (f\JI-l')O-8b-l) 
A-123 Performance Work Plan Files. Documents related to 
incorporating Internal Control Syste s as an element in program
managers' Performance Work Plans; cer ifications that the A-123 
element has been added and discussed w th subordinates; and sample
element statements. Does not include i dividual Performance Work 
Plans. 

Disposition. a~ Office performing DEA-wi e A-123 management
oversight: Destroy when 10 years old. Other offices: 
Destroy when 10 years old. 

File No. 180-07(tJl-I'IO-B6-/) 
A-123 Training Files. Documents related to con ucting A-123 
training courses. Included are curricula, sched les, lesson 
plans, rosters of attendees, and critiques. Both in-house DEA and 
formal training course data is included. 

* Revision 
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'1\, , 
Dis 0 ~tion: a. Office performing DEA-wide A 123 management
oversi fit: Destroy when 10 years old. b. Other offices: 
Destroy when 6 years old. 

File No. 

Re serve d 

File No. 

Reserve d 

File No 180-10 th ou h 180-40 
'( 

A-123 Process File~ b Or anizational Documents 
related to the perf~ mance of vu nera i 1ty assessments, conduct-
ing internal control', eviews, and implementing corrective actions 
for each assessable unOt identified in the inventory of DEA 
components, programs, .a d administrative functions. Assessable 
unit files are in numeri al order of the identifier log numbers 
assigned by the pro g rami o fice for A-123 management oversight;
each assessable unit is ~o have a separate folder. The basic file 
number for each organizatio al component is listed below. 

Disposition: a. Office per rming DEA-wide A-123 management
oversight: Destroy when 10 ye rs old. b. Other offices: 
Destroy when 6 years old. 

*180-10 A-123/0ffice of he Controller 
180 -11 (Consolidated und r 180-10)
180 -12 A-123/Administrati e Law Judge
180 -13 (Consolidated under 180-10)
180-14 A-123/0ffice of Chie Counsel 
180 -15 A-123/0ffice of Congr ssional and Public Affairs 
180-16 A-123/0ffice of Divers on Control 
180 -1 7 A-123/Equal Employme~~~ pportunity Staff 
180-18 A-123/0ffice of Administ ation 
180-19 A-123/0ffice of Informati n Systems
180 -2 0 A-123/0ffice of Planning "a d Inspection
180 - 21 A-123/0ffice of Intelligen~ " 
180-22 A-I 23/0 ffie e 0 fIn tern a tion a- " Pro g ram s 
180-23 A-123/Investigative Support ~tion 
180-24 (Consolidated under 180-10)
180-25 A-123/0perations Drug Desks 
180-26 A-123/0perations Management
180-27 A-123/0ffice of Personnel 
180-28 (Consolidated under 180-20)
180-29 (Consolidated under 180-20)
180-30 (Consolidated under 180-20)
180-31 (Consolidated under 180-15)
180 -3 2 (Consolidated under 180-18)
180-33 A-123/0ffice Science and Technology
180-34 (Consolidated under 180-20)
180-35 A-123/0ffice of Training* 

vision 
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STRATEGIC PLANNING AND POLICY 
AND PROGRAM EVALUATION FILES 

These files result from the development of strategic plans;
assessment of DEA accomplishments in meeting established goals and 
objectives; and evaluation of agency policies, program, and opera-
tions in support of the national drug law enforcement effort. 

File No. 190-01 

Strategic Planning Files. Documents relating to the preparation,
coordination, review, and approval (by the Administrator) of 3-5 
year Agency-wide strategic goals and objectives for long-range
planning purposes and priorities for budget requests, and alloca-
tion of resources for DEA-wide application in countering drug
trafficking. 

Disposition: a. Off1ce performing DEA-wide staff responsi-
b1lities: (1) Record copy of approved strategic plans and objec-
tives: Permanent. Transfer to Federal Records Center after 8 
years. Offer to NARA after 20 years. (2) Destroy other documents 
after 8 years. b. Other offices: Destroy copies of strategic
plans and other documents when superseded or after 6 years,
whichever is later. 

File Nos. 190-02 to 190-05 

Reserved. 

File No. 190-06 

Policy and Program Evaluation Administrative Correspondence Files. 
Memoranda, status reports, management comments, and other devices 
for aSSigning, monitoring, and controlling projects; implementa-
tion of recommendations and follow-up on their status; general
correspondence, and other documents related to the administration 
and operation of program evaluation functions. 

Disposition: Destroy 5 years after completion of required
actions. 

File No. 190-07 

Policy and Program Evaluation Background Files. Documents used in 
the collection of data, and the data gathered for or during an 
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evaluation or study, or used for developing the scope of same, and 
accumulated in offices conducting or participating in the evalua-
tion or study. Included are notes (interviews or other), statis-
tical data, organizational and functional charts, analysis,
personnel data, and similar material for act-finding purposes. 

Disposition: Destroy 5 years after completion of required
actions. 

File No. 190-08 

Policy and Program Evaluation Files. Documents used to reflect 
the formulation, actual performance, progress, accomplishments,
deficiencies, needs, and problems in relation to goals and objec-
tives defined or developed for policies or programs and opera-
tions. Included are evaluation reports and executive summaries 
and recommendations. Evaluations and studies may range in scope
from a comprehensive review of Agency-wide policies, programs, and 
operations to a specific segment or phase within an organization. 

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Record copy of approved evaluations and studies, and executive 
summaries and recommendations that result in significant improve-
ment or substantial savings in programs or operations: Permanent. 
Transfer to Federal Records Center after 8 years. Offer to NARA 
after 20 years. (2) Other documents: Destroy 5 years after 
complet1on of required actions. b. Other offices: Destroy 5 
years after completion of required actions. 
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INTEGRITY FILES 

These files relate to *integrity investigations, conducted by the 
Office of Professional Responsibility.* 

File No. 201-01 

Unassigned. 

File No. 201-02 

Unassigned. 

File No. 201-03 

*Integrity Case Files. Reports related to investigations by the 
Office of Professional Responsibility* including criminal or civil 
violations of laws, departmental codes or DEA regulations, and 
integrity and security matters. Included are DEA reports and 
supporting documents and correspondence relative to the 
investigation. 

Disposition: Destroy *10* years from date case was opened if 
closed for at least 1 year. Cases not closed 1 full year will be 
retained for re-evaluation at I-year intervals. 

File No. 201-04 

*Integrity General Files. Reports of preliminary investigations
to determine violations of criminal or civil laws, departmental
codes or DEA regulations. Also, to include other administrative 
infractions such as accidental discharge of firearms, etc.* 

Disposition: Destroy *10* years after report of investigation is 
approved or all required actions are completed. **Files not 
closed 1 full year will be retained for re-evaluation at I-year
intervals.** 

* Revision 
** Addition 
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PERSONNEL SECURITY FILES 

These files accumulate from the administration of the security
program relating to clearing DEA personnel for access to class i-
fied information. 

**File No. (GRS No. 18-22a) 

Disposition: a. Cas file documenting the processing of investi-
ga t ron s .o n federal em),\oyees or applicants for federal employment,
whether or not a secur~ clearance is granted, and other persons,
such as those performin~ ork for DEA under contract who require
an approval before having, ccess to DEA facilities or to sensitive 
data. These files includ~, uestionnaires, summaries of reorts 
prepared by the investigatin agency, and other records reflecting
the processing of the investi ations and the status of the clear-
ance, exclusive of copies of i vestigative reports furnished by
the investigating agency: Dest y upon notification of death or 
not later than 5 years after sepa at ion or transfer of employee or 
no later than 5 years after contra t relationship expires, which-
ever is applicable. b. Investigat ve reports and related papers
furnished to agencies by investigati e organizations for use in 
making security/suitability determina ons: Destroy in accordance 
with the investigating agency instructl c. Index to the 
Personnel Security Case Files: Destroy related case files. 

File No. 210-02 

Personnel Security Liaison Files. All correspondence pertaining
to liaision activity with respect to background jnvestigations and 
cle<1-'rances. 

I' 

Disposition: a. Destroy general Personnel Security correspon-
dence 2 years after date of receipt. b. Destroy Pers6nnel 
Security Directive 10 years after date of receipt or when infor-
mation is superseded.)** 

File 

Security Awarene -, Files. Documents relating to procedures used 
to 0 ta n comp ianc ~with security directives by all personnel.
For ex amp 1e, pro cedur e- __ re qui ring that ea chi n d iv id ualp e rio die a 1-
ly read applicable secur' directives and sign a memorandum 
indicating that the directi understood. 

Disposition: Destroy after application of the 
procedure. 

** Addition 
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**File No. 210-04 (GRS No. 18-24) 

Personnel Security Clearance Status Files. Lists or rosters 
showing the current security clearance status of individuals 

Disposition: Destroy when superseded or obsolete. 

File No. 210-05 (GRS No. 18-25) 

Security Violations Files. Case files relating to investigations
of alleged violations of Executive Orders, laws, or agency regula-
tions for the safeguarding of national security information. 

Disposition: a. Files relating to alleged violations of a 
sufficiently serious nature that they are referred to the 
Departments of Justice or Defense for prosecutive determination,
exclusive of files held by Departments of Justice or Defense 
offices responsible for making such determinations: Destroy 5 
years after close of case. b. All other files, exclusive of 
papers placed in official personnel folders: Destroy 2 years
after completion of final action or when no longer neeed,
whichever is sooner. 

No. 18-25) 

Oed or Classifiable Information Nondisclosure Agreements.
Copies 0 nondisclosure agreements, such as SF-189, Classified 
Informatio Nondisclosure Agreement, signed by emloyees with 
access to in ormation which is classifed or classifiable under 
standards put orth by Executive Order 12356. These forms should 
be maintained se arately from personnel security clearance files. 

Disposition: years old. 

File No. 210-07 (GRS No. 

Security Clearance Administr ive Correspondence,
reports and other records rela ng to the administration and 
operation of the Personnel Secur ty Program, but exclusive of 
other files described in this sche ule. 

Disposition: Destroy 2 years from of correspondence
receipt. 

** Addition 
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File No. 210-08 

Security of DEA Employees Files. Documents relating to assaults 
and threat of assaults against DEA employees and acts of terrorism 
against DEA employees and facilities. 

Disposition: Destroy 5 years after date of correspondence or when 
information is superseded or obsolete.** 

** Addition 



**File No. 210-09 

Personnel Security Program Files. Correspondence, instructions,
studies, messages, interoperations, and coordinating actions 
related to the administration and operation of the personnel
security program. 

Disposition: Destroy when 6 years old. Earlier destruction is 
authorl.zed if instructions, etc., are superseded, obsolete, or no 
longer needed for references.** 

** Addi tion 

•
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INFORMATION SECURITY FILES 

These records are created from safeguarding classified information 
in the interest of national security. These processes relate to 
disseminating classified information; the systems for classifica-
tion, regarding and declassification; and the safekeeping and 
control of classified information • 

File • 220-01 C. AJc..I- I?O- 71-/) 

Sec uri ty '"CIass ificat ion F iIe s • Doc umen ts re L a tin g tot h e sec uri ty 
classific~ ion or regarding system involving the classification or 
downgrading, f documents. Included are correspondence or 
memorandums 0 downgrading and reports on security classification,
but exclusive other files described in this schedule. 

Disposition: 5 years after classification or downgrading
action. 

File No. 220-02 

Security Regrading Case Documents relating to the review 
of specific classified docume equipment for the purpose of 
the documents or equipment. 

Disposition: Destroy 5 years regrading action. 

**File No. 220-03 (GRS No. 18-6) 

Access Request Files. Documents requests and 
authorization for access to classified file They include forms 
containing an individual's name and signatur classification of 
files concerned, information desired, and sig~ ture of an official 
authorizing access. 

Disposition: Destroy 2 years after approval of re 

File No. 220-04 

Security Information Access Case Files. Documents relating to the 
review of specific requests for access to classified files or 
equipment for purposes of research and study. 

Disposition: Destroy 5 years after approval of review.** 

** Addition 
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File 220-05 (NCl-170-77-1) 

Information Release Files. Documents relating to 
reviewin classified documentary materials to disseminate or 
release in .o rm a t Lo n to sources outside the agency, such as 
reviewing m nuscripts, photography, lecture, radio, television 
scripts, and other materials. 

Disposition: estroy 5 years after approval of review for release 
of classified i' formation. 

File No. 220-06 

\ 
Security Information\ xchange Files. Documents relating to the 
exchange of security c assified information with other Government 
agencies, industry, and foreign governments. Included are 
correspondence relating\ 0 the exchange of information, exchange
a g reemen ts, and re Iate d 

\d, cum en t s •
\ 

Dis P 0 sit ion: Des troy 10 y~" rs aft era p pro val 0 f rev iew for 
exchange of classified info~, ation. 

\ 

File No. 220-07 (NCl-170-77-1) 

Top Secret Document Record Files. Documents used to record the 
names of persons having had access 0 the Top Secret documents,
and to record copies of extracts dis ributed. 

Disposition: Destroy 1 year is destroyed,
transferred or downgraded. 

File No. 220-08 (NCl-170-77-1) 

Top Secret Material Accountability Files. Do uments reflecting
the identity, receipt, dispatch, downgrading, ource, movement 
from one office to another, destruction, and cu rent custodian of 
all Top Secret material for which the Top Secret officer 
is responsible. 

Disposition: Destroy 5 years after all items on in ·vidual pages
have been destroyed, downgraded, dispatched, or when ntries are 
transferred to a new page. 
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File No. 220-09 

Security Compromise Files. Documents relating to investigations
of alleged security violations, such as missing documents,
unauthorized disclosure of information, unattended open security
containers, documents not properly safeguarded and matters of a 
similar nature. 

Disposition: Destroy *5* years after completion of final 
corrective or disciplinary action. 

File No. 220-10 

*Facilities Survey and Inspecton Files. Reports of surveys and 
inspections of government owned facilities, and privately owned 
facilities assigned security cognizance by government agencies,
conducted to ensure adequacy of protective and preventive measures 
taken against hazards of fire, explosion, and accidents, and to 
safeguard information and facilities against sabotage and 
unauthorized entry. 

Disposition: a. Reports regarding government owned facilities: 
Destroy 3 years after date of reports, or upon discontinuance of 
facility, whichever, is sooner: b. Reports regarding privately
owned facilities: Destroy 4 years after date of report or upon
discontinuance of facility, whichever is sooner.* 

File No. 

Security Equipme DOJ Form 395, Annual Report -
Utilization of Sec ity Equipment. 

Disposition: superseded. 

File No. 220-12 

Reserved. 

File No. 220-13 ~ 
'~ 

~ 
Security Container Record Files.' Optional Form 62 or the 
equivalent placed on safes, cabin~~ , and vaults containing
classified documents. Used for prov, ding a record of opening,
closing and checking security contai~~ s. 

Disposition: Destroy when replaced. 

* Revision 
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Security C ntainer Information Files. Optional Form 63 or the 
equivalent sed to record safe and padlock combinations, locate 
the safes o~ ontainers, and identify individuals having knowledge
of the combina ion. 

\ 
\ 

Disposition: upon change of combination or turn-in of the 
container. 

File No. 220-15 18-4) 

Classified Document Inv tory Files. *Forms, ledgers or registers
used to show identity, io ting and final disposition made of 
classified documents, but', xclusive of classified document 
receipts and destruction ce tificates and documents relating to 
Top Secret material covered sewhere in this Appendix.* 

Disposition: Destroy 2 years a ter all classified documents 
recorded thereon have been trans erred or destroyed, or when the 
entry is duplicated on another co trol document or log. 

File No. 220-16 (GRS No. 18-3) 

Destruction Certificate Files. the 
destruction of classified documents. 

Disposition: Destroy when 2 years old. 

* Revision 



\. **File No. (GRS 18-2) 

Document Receipt Records documenting the receipt of 
classified document\. 

Disposition: 2 years old. 

File No. 220-18 

Information Secur1ty Program Files. Correspondence, instructions,
studies, messages, interoperations, and coordinating actions 
related to the administration and operation of the information 
security program. 

Disposition: Dest:{gJi'ywhen 6 years old. Earlier destruction is 
authorized if instructions, etc., are superseded, obsolete, or no 
longer needed for references.** 

** Add i tion 
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COMMUNICATIONS SECURITY FILES 

These files relate to communications security and consist of 
records, reports, and correspondence concerned with crypto
security, physical security of COMSEC maLerial, transmission 
security, electronic security, and COMSEC logistics. 

Fi ,No. 230-01 (NCI- 1'711- '1'1-/) 
Documents which are not of a routine 

which are not specifically covered elsewhere in this 
These files include management documents related to 

communica ons security such as a determination as to crypLosystem
and equipme t authorized and required, and operational and 
procedural ~ nctions of the organization.

I. 
" Disposition: 5 years after completion of required

action. 

File No. 230-02 (t\J~ - l'7tJ- '11)-') 

Documents relating to the 

Dispos1Lion: Destroy 1 y'ea receipt of COMSEC material.-, 
\ 

File No. 230-03 (N! \ - l'10 -f')'ql I)
\ 

COMSEC Item Register Files. caz\i" maintained to account for all 
COMSEC material and to show its rec ipt, movement, and final 
disposit10n. 

Disposition: Destroy 1 year after clos of the calendar year in 
which all items on individual cards have disposed of as 
evidenced by destruction or transfer 

File No. 230-04 (Nt l- 170 ....."t '2- I) 
COMSEC Daily Inventory Files. Documents reflecti g daily 
inventories made aL the end of each workday or bet een shifts. 
The documents contain the short titles of each item 'nventoried,
Lhe initials of the person making the inventory, and he date and 
time of the inventory. 
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Dis Destroy on completion of next quarterly inventory. 

Files. Documents reflecting the~~~~~~~~~~~~~~~~~~~
 
receipt, posses ion, inventory, transfer, destruction and relief
 
from accountabil ty for accountable COMSEC material and documents.
 
Included are desi uction, transfer, inventory and possession
reports; document\.ouchers; certificates of verification; relief 
from accountabilit~· and related routine COMSEC accounting
correspondence. \ 

\-
Disposition: a. e of custodian transfer reports: Destroy 1 
year after relief accountability of the former custodian. b. 
Other accountable docum nts: Destroy 5 years after relief from 
accountability of former custodian. 

Cr to-Area Visitor Re ister Files. Registers used for recording
pertinent information on pers ns entering the crypto-area other 
than those whose names appear' n the authorized entrance list. 
Sheets of a register involved i a security report of an investi-
gation will become an integral p rt of the report of investigation
and will have the same dispositi as the report of 
invest:igation. 

D1Sposition: Destroy 1 year after Cut off individual 
sheets at the end of each calendar 

File No. 230-07 (Ntt-I'lO-'l'1-I) 
COMSEC Approval Files. Requests for app oval to establish, alter,
expand or relocate a facility. 

Disposition: a. Approving office: Destro 1 year after receipt
of relat:ed superseding approval or after clo ing of account or 
facility. b. Requesting offices: Destroy receipt of related 
superseding approval or upon closing of accou t or facility. 

File No. 230-08 C Ntl- 1'10-1]7-/) 

COMSEC Inspection Files. Inspection reports and related corres-
pondence, such as a crypto facility inspection. 
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!"" 

ition: Inspecting offices: Destroy 1 year after receipt of 
--=,"",--'->0:-;---superseding inspection. Inspected office: Destroy on 

of related superseding inspection. 

File No. (~c ,- I70- 'I? r l ) 

COMSEC Re or \n Files. Included are message reports; electronic 
security repo ts; crypto security and transmission security
analyses; vio1'tion and summary reports; reports of violation of 
physical and cr ~tographic security; and other reports not 
specifically cov'red in this schedule. Reports that are the 
subject of a form 1 investigation will be filed with the 
investigation rep6 ting files. 

Disposition: a. De troy 5 years after submission of report. b. 
Routine periodical re orts may be destroyed after 2 years. 

File No. 230-10 ( ~~ \-\1\ 0- '17 - ,) 
~i 

COMSEC Investi ation Re dr 'n Files. Reports of investigation
concerning the loss or subJ tion to compromise of COMSEC material 
and investigations of transmI sion, physical, and other Signal
security violations. 

Disposition: Destroy completing f1na1 corrective or 
disciplinary actions. 

File No. 230-11 (N~I-I'lO- ??-I) 

Encrypted Traffic Reporting Files. of encrypted traffic 
reports. 

Disposition: Destroy 1 year after 

File No. 230-12 (tJtl-l'lO-'l~-I) 
Encrypted Message Text Files. Cipher incoming and 
outgoing messages and message tapes. Messages nvo1ved in an 
investigation will be retained until the investi ation is 
completed. 

Disposition: Destroy after a m1nimum retention and 
before a maximum retention of 60 days. 
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, **File No. 230-13
 

Communications Security Program Files. Correspondence,

instruct~ons, studies, messages, interoperations, and coordinating

actions related to the administration and operation of the
 
communications security program.
 

Dispos~tion: Destroy when 6 years old. Earlier destruction is
 
authorized if instructions, etc., are superseded, obsolete, or no
 
longer needed for references.**
 

** Addition 
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PROTECTIVE SERVICES FILES 

relate to personnel identification and vehicle 

Documents pertaining to issuing
Included are applications and 

Disposition: a Destroy 3 years after issuance of badge. b. 
Records pertainl. g to visitors and records pertaining to appli-
cants to whom s or badges were not issued will be destroyed
after 1 year. 

File No. 240-02 

Badge Identification A countability Files. Documents used to 
maintain accountability for identification cards and badges.
Included are registers a d similar or related documents. 

Disposition: Destroy 3 ye last card or badge number 
entered has been accounted 

File No. 240-03 

Parking Permit Control Files. ocuments relating to alloting
parking spaces, controlling issu nce and withdrawal of parking
permits, and recording violations by holders of parking permits. 

Disposition: Destroy on transfer 0 permit holders, or 
when permit is superseded or re v ok ed 

File No. 240-04 (GRS No. 18-l6a) 

Key Accountability Files. Documents to the issue,
return, and accountability for keys to se areas. 

Disposition: Destroy 3 years after 

File No. 240-05 

Guard Reporting Files. Retained copies of the uard report which 
is prepared daily and is submitted to the DEA re resentative. 

Disposition: Destroy 1 year after preparation of 
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**File No. 240-06 

Visitor Control Files. Registers or logs used for recording
pertinent information on persons from inside or outside DEA who 
are visiting the Physical Security Section and for registering
information on persons submitting a request to enter the physical
security area without an escort. 

Disposition: Destroy 1 year after date of visit. 

File No. 240-07 

Security of U.S. Government Property. Documents (Optional Form 7)
used when removing any government property from DEA facilities 
protected by GSA Federal Protection Officers or GSA contract guard
personnel. 

Disposition: Destroy when property returned to originial assigned
location. 

File No. 240-08 

Evidence Storage Facility Security Files. Documents relating to 
the adequacy of measures taken to protect employees, facilities 
and documentary and evidentiary holdings against the hazards of 
attack, sabotage, unauthorized access and other man-made and 
natural disasters. 

\~ 
Disposition: Destroy when informa~onAsuperseded or obsotete.** 

** Addition 



r -, **File No. 240-09 

Protective Services Program Files. 
studies, messages, interoperations,
related to the administration and 
se (i c e s pro g ram. 

Correspondence,
and coordinating

operation of the 

instructions,
actions 

protective 

Disposition:
authorized if 
longer needed 

Destroy when 6 years
instructions, etc.,
for references.** 

old. Earlier 
are superseded, 

destruction 
obsolete, 

is 
or no 

** Add i tion 
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LEGAL OPINION AND ASSISTANCE FILES 

These files relate to legal opinions and assistance matters. 

File No. 301-01 

Legal Opinion *Review Files. Documents reflecting legal opinions
and reviews by the Office of Chief Counsel regarding interpreta-
tions of statutes, laws, regulations, investigations, and similar 
legal matters. Excluded are documents on a specific claim,
investigation, or case. The excluded documents will be disposed
of with the claim, investigation, or case file to which they
belong. 

Disposition: a. Office performing DEA-wide staff responsi-
bilitiy: (1) Record copy: Permanent. Transfer to Federal 
records center when 5 years old. (2) Remaining documents: 
Destroy when 5 years old. b. Other offices: Destroy when 
o b sol e teo r S l1;P e r ce de d •* 

t.1-l?O-'17-/)File No. 
'<1' r;Le al Assistance C~ Documents pertaining to personal~~~~--~------~~~~~------leg a I mat te r s 0 f DE A" 'er son n e I • Inc Lu dedar e cor res po n den ce , 

memorandums, and opini ' s of legal assistance officers. 

Disposition: Destroy 1 y r after completion of the case, except
that selected opinions and' emorandums withdrawn for use as 
precedents may be held unti~ 0 longer required for reference. 

**File No. 301-03 

Legal Topic Files 

Copies of documents pertaining to various topics that have legal
implications or interests to the Office of Chief Counsel. Mostly
information copies of communications; action copies are filed 
under separate file categories. 

Dis¥osition: Destroy 5 years after date of most recent document 
in older.** 

* Revision 
** Addition 
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CLAIM INVESTIGATING AND PROCESSING FILES 

These files relate to investigating accidents or incidents which 
may result in claims in favor of or against the Government, and 
the subsequent processing and settlement of claims. 

File No. 310-01 

Reserved. 

File No. 310-02 

Reserved. 

File No. 310-03 

Reserved. 

ion Files. Documents reflecting the
 
results of inves ·gating accidents and incidents which could but
 
do not result in ·ling a claim. Included are investigation

reports, statements f witnesses, and related papers.
 

Disposition: a. s relating to possible claims against the 
Government: Destroy to ars after final action on the report.
Cut off on expiration of, t e pertinent statutory period for filing
a claim. b. Reports relat g to possible claims in favor of the 
Government on which no claim ists: Destroy 10 years after final 
action on the report. 

File No. 310-05 

Personal Property Claim Files. Case fI es relating to claims
 
against the Government by DEA employees r damage, loss, or
 
destruction of personal property incident 0 their service.
 

Disposition: Destroy 10 years after final 
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File 

Tort Case files relating to tort claims against DEA 
for dama e, loss, or destruction of property, and for personal
injury or death resulting from negligence or wrongful acts or 
omission 0 acts by DEA employees. 

Disposition: 10 years after final action on the case. 

File No. 

Contract and Claim Determination Files. Documents 
reflecting recommen ations or determinations on adjustment of 
contracts under Publ cLaw 85-804 and on contract claims asserted 
by a contractor agaih t the Government or by the Government 
against a contractor. They also accumulate in reporting
contractor bankruptcies 0 that, if appropriate, claims in favor 
of or against the bankrup can be asserted. Included are copies
of contractor claims and a justment requests, contractual 
documents, documents contai ing justification or support for the 
claim or adjustment request; determinations; recommendations;
memoranda or law; coordinatin actions; bankruptcy reports; and 
related documents. 

NOTE 1: To the extent practical, documents described above should 
be filed with and disposed of wit the related contract file. 

NOTE 2: When bankruptcies and cont ct claims and adjustments
result in litigations, the files desc ibed above will be filed and 
d1sposed of with the pertinent litigat"on file. 

Disposition: Destroy 15 years or 
settlement. 

File No. 310-08 

Foreign Claim Files. Case files relating to c ims against the 
United States by inhabitants of a foreign countr or by a foreign
government or a political subdivision thereof fo damage, loss, or 
destruction of private property, or for personal 'i jury or death 
caused by DEA employees stationed in the country co cerned. 

Disposition: Destroy 10 years after final action on case. 
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File No. 

~~~ ~~~ Case files relating to claimsF_1_·_l_e_s. arising
in foreign cou tries for death or personal injury; damage, loss, 
or destruction public or personal property; or in connection 
with provisions 0 contracts, leases, or other instruments. They
are limited to tho claims which must be settled under local 
laws, regulations, 0 

Disposition: Destroy final action on the case. 

File No. 310-10 

DEA Property Damage Case files relating to claims in 
favor of DEA for damage, destruction of DEA property. 

Disposition: Destroy 10 years completion of litigation or 
determination that the case will not e prosecuted. 
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LITIGATION FILES 

These files relate to actual or potential litigation in which the 
United States has an interest before civil courts, administrative 
tribunals, and regulatory bodies; to releasing information from 
DEA records for use in private litigation, and litigation in which 
the United States has an interest; and to the appearance of DEA 
employees as witnesses in private litigation and litigation in 
which the,United States has an interest. 

Civil Liti ation Files. *Documents relating to actual or 
potential 1 al proceedings in which DEA, including its 
instrumenta11 ies, has an interest. Included are copies of 
administrative hearings; advisory reports; copies of processes and 
pleadings; comm nications with DEA activities, communications with 
the Department 0 ~Justice and the United States Attorneys; and 
with other o rg a n Lz' tions, agencies, activities, and individuals 
both within and wit out the Federal Government; and related 
papers. 

Disposition: after completion of litigation.* 

File No. 330-02 

iles. Documents relating to releas--.--::..::;..:::....r:..:::..:;;-:;:-.--:;7-;r-:::..:.'-7-o-,:.r..:;:...u-s-e---"''-ii,...n-'--,rl-;i~-.-·":;g;"'a-t~i0 n i n res p 0 n set 0 sub poe n as, 
court orders, or requests. Inc uded are requests, subpoenas,
court orders, copies of the docu ents concerned or summaries of 
their contents, recommendations c ncerning releases, memorandums 
of law, coordinating actions, and lated papers. 

NOTE: To the extent possible, these apers will be filed in the 
particular file to which the informati n released pertains, e.g.,
the appropriate personnel or claim file 

Disposition: Destroy 10 years after al review for release 
of information. 

File No. 330-03 (NCI- 1'10-'1'1-/) 

A*pearance as Counsel In Civil Court Files. Docu to 
t e appearance of DEA employees as counsel before ivil courts,
administrative tribunals, regulatory bodies, or Gov 
agencies. Included are the requests with supporting r related 
papers, letters, and other documents indicating coord! ation 
involved and action taken on the requests. 

* Revision 
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NOT: The above documents will be filed in the litigation file 
when he appearance concerns litigation involving or of interest 
to DEA. 

Destroy 2 years after approval of request for 
counsel. 

tJG\- 1'10- '1'1- \) 
'\. 

Wit n e s sAp pea ran 'C-e Doc umen ts re Ia tin g tor e que st s for DE A 
emp oyees to appear, s witnesses before civil courts, administra-
tive tribunals, and ~ ulatory bodies. Included are requests with 
supporting documents~._ tters, electrically transmitted messages,
personnel action forms~ d other papers indicating action taken 
on the requests. 

Disposition: Destroy 2 approval of request for 
appearance as witness. 

File No. 330-05 (tVL1-JI'IO-t"J'l-'1 

Vehicle Seizure Files. Documents ref ecting the receipt and 
release of vehIcular conveyances that a e found, impounded, or 
seized as contraband or prohibited prope y, or safeguarded for 
detained personnel. Included are logs, re eipts, releases,
reports of investigation, and related paper 

Disposition: Destroy 3 years after return or 
from DEA control. 

**File No. 330-06 

Civil Seizure and Forfeiture Files. Documents reflecting the 
seizure of moneys, negotiable instruments, securities or other 
things of value furnished or intended to be furnished, illegally,
in exchange for controlled substances, or to facilitate any
violation of the Controlled Substances Act, or of the Controlled 
Substances Import and Export Act. Included are records/receipts,
releases and reports of investigations, compliants and warrants,
decrees of forfeiture. .A 

Cu.+ off C5'A do 5:2. 0'\" ca s e . 
Disposition:A Destroy 6 years after property disposition, transfer 
or return. 

File No. 330-07 

Show Cause Case Files. Documents relating to legal proceedings
initIated by DEA under the provisions of the Controlled Substance 
Act (1970), PL 91-513, and the Comprehensive Crime Control Act 
(1984), PL 98-473. Included are reports of investigation (DEA-6)
and other supporting documents initiated by DEA field offices,
show cause orders, hearing statements, opinions and recommended 
rulings, transcripts of testimony, registrant applications, 

** Addition 
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findings of act and conclusions of law, appeals, affidavits,
witness statements, memoranda of agreement between DEA and the 
registrant or applicant, conclusions of law and decisions by the 
Administrative Law Judge, final orders by the Administrator, and 
similar related documents. 

Disposition: Destroy IS years after completion of show cause 
hearing process. 

File No. 330-08 

Drug Scheduling Files. Documents related to hearings conducted 
for assessing the drug abuse content and practice required for 
placing a drug/narcotic on the Controlled Substance Schedule. 
Included are scientific and medical evaluation reports of the 
abuse and dependency regarding the drug/narcotic, pre-hearing
statements, letters from credible interested parties, scholarly
dissertations papers, drug abuse statistic reports, proposed
findings of fact and conclusions of law, conclusions of law and 
decisions by the Administrative Law Judge, final orders by the 
Administrator, and similar related documents. 

Dlospositloon: a. Appealed cases: PERMANENT. Transfer to 
the National Archloves 15 years after close of case. 
b. All other cases: Destroy 15 years after completion of 
the hear long process. 

** Addition 
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LEGISLATIVE AND CONGRESSIONAL LIAISON FILES 

These files relate to: initiating, processing, and coordinating
legislation, Executive Orders, and proclamations either sponsored
and supported by or otherwise of interest to DEA; preparing and 
coordinating replies to congressional committees investigating DEA 
activities; and similar matters of a legislative or congressional
nature. 

Le islati n Documents relating to preparing and processing
legislatio Executive Orders, proclamations, and reports on 
legislation roposed by or of interest to DEA, exclusive of 
appropriation bills. Included are communications containing
drafts of legi ation proposed by DEA, reports to congressional
committees on i roduced legislation; comments on legislative
proposals and rep rts on leg1slation proposed by or the 
responsibility of e Department of Justice. 

Disposition: a. Of ces performing staff responsibility for 
overall DEA legislativ program: (1) Record copy of documentation 
pertain1ng to enacted I islation: Permanent. Transfer to 
Federal Records Center wti n 5 years old. Offer to NARA when 15 
years old. (2) Documentat"on pertaining to unenacted legislation:
Destroy 10 years after fina disposition of legislation. b. 
Other off1ces: Destroy 3 yea s after final disposition of 
legislation. 

File No. 360-02 

Reserved. 

Congressional Correspondence Files. Docume ts relating to 
congressional inquiries on matters w1thin th scope and act1vity
of DEA, except in areas affecting budgets, app opriations, and 
related financial matters, or concerning the re ease of 
safeguarded information. Included is correspond ce between 
congressmen and their constituents or other people and between 
congressmen and DEA on such matters as alleged unfa"r treatment,
improper aSSignment, and drug narcotic inquiries. 
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a. Office responsible for overall coordinatlon of 
DEA co gressional liaison activlties: Destroy 5 years after 
respons .to inquiry. b. Other offices: Destroy 3 years after 

.. 0 inquiry. 

File No. 360'\,,4(NCI-17{;-'l'l-/) 
Congressional t vestigation Files. Documents reflectlng lialson 
between DEA and'~~ ngressional commi ttees. Incl uded are papers
relatlng to the se ection of witnesses to appear before and the 
presentation of evj ence to such committees, informatlon on the 
activities of congre ional committees investlgating the 
activities of DEA,' analyses of committee visits to DEA 
establishments. 

Disposltion: Office resp sible for the maintenance of lialson 
between DEA and congresst9n I committees: Destroy 10 years after 
close of investigation. 

., 

File No. 360-05 (tvt I-I '7,- 7? 
Congressional Visit Reportlng File Documents reportlng ViSltS 
by members or staff members of congr ssional committees to any
element of DEA. Included are initial and daily reports reflecting
the names of the visiting congression~ committee or survey group,
subject of the ViSlt, and similar inform tion; and papers directly
related to the reports. ' 

Disposition: Office responsible for overall coordination of 
congressional liaison: Destroy 5 years after visit of congres-
sional element. 

**File No. 360-06 

Congressional Bills, Reports, and Listings Files. Documents 
bearing on legislation that affects or is of interest to DEA 
pending at some stage in Congress. Included are copies of 
Congressional Bills, extracts of the Congressional Record,
Congressional reports on hearings, computer printouts on status of 
bills from Congress' automated data base, memoranda and similar 
documents. 

** Addition 
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Disposltlon: Destroy 10 years after enactment of legislatlon
or last action taken on the proposed leglslation. Earller 
destructlon authorlzed. 

File No. 360-07 

Enacted Laws Affectlng DEA Files. These are documents 
pertalning to pending leglslation of lnterest to DEA that have 
been enacted lnto law. See 360-06 for description of 
documents. 

\) QS\- '( 0 ':) \.J..)~ n Q i<\\\\- ~ 'of".::. 0\ c.\.. 
Disposition: Pet manen't:. ~ Federal Records'FrB:fl:s'1er Genter 
whcft 5 years old, Offer to NARA wRen 15 years old. 

File No. 360-08 

Legislative Summary Files. Reports regularly prepared to 
brief hlgh-ranking officials in DEA on the latest status of 
pending legislation. Included are briefs of hearings and the 
legislation in question. 

Disposition: a. Office performing staff responsibility for 
overall DEA legislatlve program: Permanent. Transfer to 
Federal Records Center after 5 years. Offer to NARA after 15 
years. b. Other offices: Destroy after 5 years. 

File No. 360-09 

Congressional Hearlngs Files. Documents on Congressional
Hearings on proposed leglslatlon of interest to DEA. Included 
are statements and testimony by DEA officials, memoranda, DEA 
and non-DEA reports related to the proposed legislation, and 
similar documents. 

Disposition: a. Offices performing staff responsibility for 
overall DEA legislative program: Destroy 5 years after 
hearings completed. b. Other offlces: Destroy 3 years after 
hearings completed. 

File No. 360-10 

Congressional Committee and Subcommittee Files. Documents 
relating to various congressional committees' actions on 
pending legislation affecting or of interest to DEA. Included 
are memoranda, messages, copies of legislative bills, DEA 
Forms 112a, and similar or related documents. 
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DlSposltion. a. Offices performing staff responslblllty
for ov~rall DEA leglslative program: PERMANENT. Retlre to 
WNRC when accumulatlon reaches one CUblC foot. Transfer to 
the Natlonal Alchlves when 15 years old. 
b. Other offlces: Destroy after three years. 

Pile No. 360-11 

Congressional Affairs Program Management Files. These files consist of documents used in the daily management and 
operation of Congressional Affairs activities: memoranda,
messages, reports, coordinating actions, studies, meetingnotes, responses and input to other offices, and similar or 
related documents. 

Disposition: a. Office of Record: Destroy after 5 years. 
b. Other offices: Destroy after 3 years.** 

** Addition 
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INFORMATIONAL SERVICES FILES 

These files accumulate from the programs designed to keep the 
public informed of DEA activities, thereby acquiring public
understanding and support of DEA activities. Specifically, they
relate to the release of information to the public, action taken 
in conjunction with civic groups to improve DEA-community
relations, participation in local, national, and international 
events, industrial 
taken to maintain 

cooperations, and 
and improve public 

similar actions 
relations. 

which are 

File No. 370-01 

Reserved. 

Pile No. 370-02 

Reserved. 

Pile No. 370-03 

News Media and Release Files. Audiovisual records (as described 
under General Records Schedule 21) that depict DEA participation
with Federal, state, and local law enforcement agencies in 
significant or high level drug seizures and operations;
implementation of enforcement-related priority programs resulting
from enacted legislation; appearance of the Administrator or other 
high level DEA officials on TV networks regarding drug law 
enforcement; and methods of interdicting illegal drug trafficking.
Also, documents relating to preparing, coordinating, clearing, and 
releasing information to the public through newspapers,
periodicals, radio, television, motion pictures, public
appearances, and other media of dissemination. Included are 
printed or processed press releases; speeches; radio, television,
and motion picture scripts; and coordinating documents accumulated 
in obtaining clearances for the release. 

NOTE: vldeotapes may be subject to restriction under sub-
sectl0n (b)(7)(E) and (F) of the Freedom of Information Act. 

D1Sposition:
a. Press releases and official speeches of the Admlnls-
trator and other hlgh-level officials: PERMANENT. Cut off 
at the close of an Admlnistrator's tenure. Transfer to the 
WNRC 2 years after cutoff. Transfer to the National 
Archives 15 years after cutoff. 
b. Other textual documentation: Destroy five years after public release. 
c. Othel textual documentation held by other offices: 
Destroy five years after public release. 
d. Posters, slides and transparencies: PERMANENT. 
Transfer to the Natlonal Archives ln flve-year blocks when 
the most recent record is ten years old. 
e. Photographic prlnts: PERMANENT. Transfer to the 
National Archives ln 1999. Earller transfer authorized. 
f. Vldeotapes and scrlpts: PERMANENT. Transfer original,
one copy and script annually to the National Archives when five years old. 
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Fea ure Stor Review Files. Documents relating to assistance 
ded to magazine and book representatives in developing

feat e stories concerning DEA activities. Included are story
outli es prepared by DEA and provided the media representative,
advice on proposed stories which are being prepared by other 
writers papers relating to reviews of the stories for accuracy
when des red by the writer, and similar papers. 

Destroy S years after release of feature story. 

Research Documents relating to approval for 
access to cas e es for purposes of unofficial research and 
study. They a so accumulate from a review for propriety and 
accuracy and in providing for the required security review of the 
resulting manus ipts and research notes. Included are requests
for access to cl sified files, approvals, copies of manuscripts
and research note , and coordinating actions on both access and 
manuscript clearan es. 

Disposition: Destr 20 years after approval for access to
 
classified files.
 

File No. 370-06 U'H..I- 1'1()-,1-/) 

Contractor Information Documents relating to 
procedures governing the elease of information by manufacturers,
colleges, universities, a vertising agencies and similar 
commercial entities relati e to DEA contracts or activities 
accomplished by contract. hey further relate to the clearance of 
informational materials depi ting DEA themes which are voluntarily
submitted for clearance by c mercial organizations. Included are 
proposed articles, technical apers and presentations, brochures,
motion picture and television ilms, photographs and transpar-
encies, and similar materials p oposed for publication or release;
coordinating actions thereon, similar and related papers. 

Disposition: Des troy er terminating the contract. 

File No. 370-07 

DEA-Authored Information Clearance F es. Documents relating to 
reviewing and clearing publication ma zine and book manuscripts
on drug narcotic subjects which are au hored by DEA personnel.
Included are copies of the manuscripts, coordinating actions on 
the manuscripts, and related papers. 

Disposition: Destroy S years after 

File No. 370-08 'AJ~I-/'7"- '1'1-/) 
Public Inquiry Files. Documents relating to 
nonsafeguarded or nonprivileged information i response to 
requests or inquiries from the public. Includ d are routine 
requests for information on DEA activities, cor espondence, and 
related papers. 

Disposition: Destroy 2 years after release 
approved. 

File No. 370-09 (NCI-I'lt7''1?-I) 
DEA Community Relations Files. Documents relating to DEA 
information programs with private and public agencies, and 
community groups on drug abuse prevention activities. 
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Destroy 5 years after termination of program. 

e No. 370-10 (UC.I- rio- 71-1) 

Info mption Publication Distribution Files. Documents used in the 
recei t, storage, and issue of information publications and 
materi Is. 

Destroy 2 years after completing distribution. 

File No.3':, .:-11 (Ntl-/'70-77-1) 
Commercial Au horshi Documents reflecting the 
aut orization or D personne to speak or write on a regularly
scheduled basis' or commercial publications or interests. 
Included are req sts for approval, approvals, and directly
related papers. 

Disposition: expiration or revocation of the 
approval. 

File No. 370-12 (NCI-I .. -'1'7-/) 
Charity Contribution Files Documents relating to contributions 
by DEA activities to recogn zed health, welfare, and voluntary
fund raising organizations, uch as the Combined Federal 
Campaign. 

Disposition: Destroy campaign. 

File No. 370-13 

Re se rved • 

F i1e No. 370 -14 (tv (. 1- I? 0- '1'1 - )) 

Statistical Reportinf Files. Copies atistical summaries,
studies, program eva uatlons, contractor reports of 
drug narcotic data. 

Disposition: a. Office performing DEA-wide taff responsibility:
11) Maintain one record copy of each DEA publi ation: Permanent. 
Transfer to Federal Record Center when 5 d. Offer to NARA 
when 15 years old. (2) Other material: years after 
date of publication. b. Other offices: years after 
date of publication. 

File No. 370-15 (GRS 16-28) 

DEA Publications Files. These files consist of pamphlets,
reports, leaflets, or other published or processed documents,
produced on a regular basis. These documents are primarily in 
narrative form (versus statistical), although they may contain 
statistical information. Files may consist of a record copy,
coordination documents, and input document. 

9-26-88 
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D1Sposltlon. a. Offlce of Record:
 
1 DEA World, or lts successor publlcatlon· Destroy when
 
no longer needed for reference.
 
2 All other publlcatlons: PERMANENT Transfer annually

to the WNRC Transfer to the Natlonal Archlves when flve
 
years old.
 
b. Copies held by other offlces: Destroy when three years

old
 

File No. 370-16 

Communication Services Pro~ram Management Files. Documents
 
related to establIshIng an admInIsterIng the Communication
 
Services programs in DEA. Included are coordinating actions,

instructions, authorizing directives, reports, interpretations,

messages, correspondence, and similar or related documents.
 

Disposition: Destroy after 6 years. 

File No. 370-17 

Information Services Background Files. Documents used as
 
background material in developing and finalizing responses,

comments, speeches, remarks, testimony, or similar presentations

by DEA officials. Included are memos, brochures, transcripts of
 
testimony, DEA and non-DEA reports, Congressional reports,

newspaper and magazine articles, computer generated printouts, and
 
similar or related documents.
 

Disposition: Destroy when 3 years old, unless superseded sooner.
 

File No. 370-18
 

Executive Precis Files. Documents that summarize the education
 
and experience of high level DEA officials (Administrator, Deputy

Administrator, Assistant Administrators, Special Agents in Charge,

etc.). Documents may be filed either alphabetically by name or
 
organizationally by position held.
 

Disposition: Destroy 2 years after incumbent vacates position by

transfering to another agency, resigning, or retiring. Earlier
 
destruction authorized.
 

File No. 370-19 and 370-20
 

Unassigned.
 

**File No. 370-21
 

Statistical Services Programs Files. Documents relating to
 
administering the Statistical Services function in DEA. Included
 
are coordinating activities, studies, reports, interpretations,

messages, correspondence, and similar or related documents.
 

Disposition: Destroy after 6 years. 

** Addition 
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File No. 370-22 

Statistical Product Files. Finished statistical documents that 
DEA produces, 1nclud1ng periodic recurring reports, printouts or 
extracts from automated systems, and similar data furnished on 
request. 

Disposition: (a) Office performing DEA-wide staff responsi-
bility: Permanent (Record Copy). Transfer to Federal records 
center when 5 years old. Offer to NARA when 20 years old. (b)
Reference copies: Destroy when no longer needed for reference.** 

File No. 370-23 and 370-24: 

Unassigned. 

File No. 370-25 

Public Affairs Program Management Files. Documents related to 
administering the Pubic Affairs function in DEA. Included are 
coordinating actions, instructions, reports, interpretations,
messages, correspondence, and similar or related documents. 

Disposition: Destroy after 6 years. 

** Addition 
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FREEDOM OF INFORMATION AND PRIVACY ACT FILES 

These files relate to the administration of the Freedom of 
Information and Privacy Acts within DEA. 

File 380-01 (GRS No. 14-*11*) 

Freedom f Information Act (FOIA) Requests Files. Files created 
in respon e to requests for information under the Freedom of 
Informatio Act consisting of the original request, a copy of the 
reply theret , and all related supporting files which may include 
official file copy of requested record or copy thereof. 

Disposition: Correspondence and supporting documents 
(EXCLUDING the' of icial file copy of the records requested if 
filed herein). 

(1) Granting acces~ all requested records: Destroy 2 years
after date of reply. 

(2) Responding to reqqes s for nonexistent records; to requestors
who provide inadequate 'dese iptions; and to those who fail to pay 
agency reproduction fees~, () Request not appealed: Destroy 2 
years after date of reply. ( Request-appealed: Destroy as 
authorized under 380-02. 

(3) Denying access to all or part f the records requested: (a)
Request not appealed: Destroy 6 ye rs after date of reply. (b)
Request appealed: Destroy as author zed in 380-02. 

b. Official file copy of requested rec rds: Dispose according to 
instructions in this appendix for the re ated records, or with the 
related FOIA Request, whichever is later. 

File No. 380-02 (GRS No. 14-*12*) 

FOIA Appeals Files. Files created in 0 administrative 
appeals under the FOIA for release of enied by the 
agency, consisting of the appellant's letter, a cop of the reply
thereto, and related supporting documents, which may nclude the 
official file copy of records under appeal or copy the eof. 
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osition: a. Correspondence and supporting documents 
DING the file copy of the records under appeal if filed 

~--.:..-:-~~-herein). Destroy 6 years after final determination by DEA or 3 
years afte final adjudication by courts, whichever is later. 
b. Official ·le copy of records under appeal: Dispose of in 
accordance with proved disposition instructions for the related 
record, or with th related FOIA requests, whichever is later. 

File No. 380-03 (GRS No. 

FOIA Control Files. Files ned for control purposes in 
responding to requests, isters and similar records 
listing date, nature, and purpose
of requestor. 

Disposition: a. Registers or listings: oy 6 years after 
date of last entry. b. Other files: Destroy ears after final 
action by DEA or after final adjudication by courts 
later. 

File No. 380-04 (GRS No. 14-*14*-skb\~Yn b) 

FO~A Reports Files. Recurring reports ~nd one-time information 
requirements relating to the agency implementation of the Freedom 
of Information Act, including annual reports to the Congress. 

Disposition: a. Annual reports at DEA level: Cut off annually 
Transfer to the WNRC when ~years old. Destroy when 30 years old. 

b • 
Other reports: Destroy when 2 years old or sooner if no longer
needed for administrative use. 

14-*15*) 

FOIA Records relating to the general
implementation 0 including notices, memoranda, routine 
correspondence, and r records. 

Disposition: Destroy when 2 y or sooner if no longer
needed for administrative use. 

File No. 380-06 through 380-19 

Unassigned. 
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File o. 380-20 (GRS No. 14-*21*) 

Privacy Act Requests Files. Files created in response to requests
from ind viduals to gain access to their records or to any infor-
mation in"the records pertaining to them, as provided for under 
USC 552a(d} 1). Files contain original request, copy of reply
the ret 0, an '0, a 11 re Late d sup p 0 rtin g doc umen ts, wh ich may in c 1 u de 
the official\ ile copy of records requested or copy thereof. 

Disposition: 
~, 

~~ Correspondence and supporting documents 
(EXCLUDING the 0 icial file copy of the records requested if 
filed herein): , 

(1) Granting access,~o all requested records: Destroy 2 years
after date of reply. \ 

(2) Responding to req~e ts for nonexistent records; to requestors
who provide inadequate d\, criptions; and to those who fail to pay
agency reproduction fees: 

\ '.(a) Requests not appealed: Destroy
files 2 years after date of\ eply. (b) Requests appealed: Dis-
pose of according to instru2t"ons in item 380-21. 

(3) Denying access to all or~' rt of the records requested: (a)
For requests not appealed: Desi y 5 years after date of reply.
(b) For requests appealed, dispos according to instructions in 
item 380-21. b. Official file cop of requested records: Dis-
pose of in accordance with approved isposition instructions in 
this appendix for the related records, or with the related Privacy
Act request, whichever is later. 

File No. 380-21 (GRS No. 14-*22*) 

Privacy Act Amendment Case Files. Files rela ing to an individ~--
aI's request to amend a record pertaining to t at individual as 
provided for under 5 USC 552a(d)(2); to the ind vidual's request
for a review of DEA's refusal of the individual' request to amend 
a record as provided for under 552a(d)(3); and to ny civil action 
brought by the individual against the refusing agen y as provided
under 5 USC 552a(g). 

Disposition: a. Requests to amend agreed to by agenc. Includes 
individual's requests to amend and/or review refusal to mend,
copies of agency's replies thereto, and related materials Dis-
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in accordance with the approved disposition instructions 
related subject individual's record or 4 years after DEA's 
t to amend, whichever is later. 

b. to amend refused by agency. Includes individual's 
requests to amend and to review refusal to amend, copies of 
agency's rep ies thereto, statement of disagreement, agency justi-
fication for efusal to amend a record, and related materials: 
Dispose of in ccordance with the approved disposition instruc-
tions for the r lated subject individual's record, 4 years after 
final determina\ on by DEA, or 3 years after final adjudication by
courts, whicheve~ 's later. 

c. Appealed request Includes all files created in 
responding to appeais Privacy Act for refusal by any 
agency to amend a re~o d: Dispose of in accordance with the 
approved disposition in tructions for related subject individual's 
record or 3 years afte~\ adjudication by courts, whichever is 
later. \ 

\ 
File No. 380-22 (GRS 

Privacy Act Accounting of DiscI sure Files. Files ma~ntained 
under the provisions of 5 USC 55 for an accurate accounting
of the date, nature, and purpose f each disclosure of a record to 
any person or to another agency, i cluding forms for showing the 
subject individual's name, requesto 's name and address, purpose
and date of disclosure, and proof of ubject individual's consent 
when applicable. 

Disposition. D~spose of in accordance w th the approved disposi-
tion instructions for the related subject individual's records, or 
5 years after the disclosure for which the accountability was 
made, whichever is later. 

File No. 380-23 (GRS No. 14-*24*) 

Privacy Act Control Files. Files maintained for ontrol purposes
in responding to requests, including registers and similar records 
listing date, nature of request, and name and addre of 
requestor. 

Disposition: a. Registers or listings: Destroy 5 yea s after 
date of last entry. b. Other files: Destroy 5 years a 
DEA action or final adjudication by courts, whichever 
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Appendix 0750A 
Page 59 

File No. 380-24 (GRS No. 14-*25*- Sl..~..J)lkYn.b)~~~~~~------~----~----------
Privacy Act Reports Files. Recurring reports and one-time infor-
mation requirement relating to agency implementation, including
annual reports to the Congress of the United States, the Office of 
Management and Budget, and the Report on New Sy~tems. 

Disposition: a. Annual reports at DEA level: Cut off an~~~lly. 
Transfer to the WNRC when 10~eaIs old. Destroy when 30 years old ..

o • 
b. 0 the r rep 0 r t S : Destroy when 2 years old. 

380-25 (GRS No. 14-*26*) 

Privacy Ac eneral Administrative Files. Records relating to the 
general agency plementation of the Privacy Act, including
notices, memoranda, correspondence, and related records. 

Disposition. Destroy whe old or sooner if no longer

needed for administrative
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DETAIL ACCOUNTING FILES 

files pertain to invoices, vouchers, purchase orders, and 
related documents that show detail accounting of receipts

'sbursements of DEA funds. 
L· 

Copies of paid invoices are maintained 

I," 

Disposition:\· ... off at the end of the fiscal year. DestroyCut 6 
years, 3 montH. after period of the account. 

File f.a - 10..) 
'-<;, 
O~ i at ions Files. Copies of Vouchers of 

ran s e rset wee n '.,r0 p r 1a ton san d /0 r Fun d s (S F - 10 80) and 
Vouchers and Schedul of Withdrawals and Credits (SF-1081) that 
reflect payments made'\..0 other Government agencies by DEA. 
Documents are m a Ln t a Ln'a- alphabetically by agency, except those 
pertaining to the Genera, Services Administration which are 
maintained by GSA region. -: 
Disposition: Cut off the fiscal year. Destroy 6 
years, 3 months after account. 

File No. 401-03 (6{2.$ (0- /a) 
Paid Travel Voucher Files. of Travel Voucher (SF-1012)
that reflect payments for travel p rformed by DEA employees.
Vouchers are maintained alphabetica ~y by traveler's name. 

Disposition: Cut off at the end of year. Destroy 6 
years, 3 months after period of the 

File No. 401-04 (&-12$ G:,-Iet) 
Paid Purchase Order Files. Copies of Orde . for Supplies or 
Services (oF-347) that reflect payments by A. Paid purchase
orders are attached to the appropriate invoic with the receiving
report and filed as an integral part of the Pa d Vendor Invoice 
Files (401-01). 

Disposition: Cut off at the end of the fiscal Destroy 6 
years, 3 months after period of the account. 

File No. 401-05 (1v1.1-I?D-71-1) 

Unpaid Purchase Order Files. Copies of Orders for Supp ies or 
Services (oF-347), including contracts, which DEA has no 
Maintain documents by purchase order number. 
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Dis sition: Cut off at the end of the fiscal year. Maintain 
until obligation by DEA is paid. Transfer to paid file (401-04). 

(~/lJ 6 -L«) 

Copies of Government 
DEA. Cards are 

Disposition: Cut the fiscal year. Destroy 6 
years, 3 months 

File No. 401-07 (Nt., ... 
Un aid Government Travel uest Card Files. Copies of Government 
Travel Requests SF-1169 w ·ch DEA has not paid. Cards are 
maintained in serial number s 

Disposition: Cut off at the end fiscal year. Maintain 
until obligation by DEA is paid. to paid file (401-06). 

File No. 401-08 (tc ns ,,- Ie.) 
Paid Transportation Schedules Files. Copies of Voucher and 
Schedule of Payments (SF-1166) that reflect payments by DEA to 
common carriers. Schedules are maintained in serial number 
sequence. 

Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 

File No. 401-09 (&-no! ,,- ICc) 

Paid Government Bill of Lading Files. Copies of Government Bill 
of Lading (SF-ll03) and Public Vouchers for Transportation Charges
(SF-1113) that reflect payment to common carriers by DEA. Bills 
of Lading are maintained in vendor name sequence. 

Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 

Fi 1 e N~-:~ 1-10 (NC ,- 1'1t') ... '1 '1 - I) 
Files. Copies of Government Bill----,=-"--=--~:----.,...,=-=~~=-=...---:f=-o-r--w-;-h-i:-c-:-h-t-;h~e--c-o-m-m-on car r ier has not bee n paid 

are maintained in serial number 
sequence. 

DiStosition: Cut off a of the fiscal year. Maintain 
unt 1 obligation by DEA Transfer to paid file (401-09). 

File No. 401-11 {tJ.n..S b-lt4 

Reimbursable Moving Expenses and Taxes Withheld Files. Reports of 
Federal and state taxes withheld from wages of DEA employees who 
had a permanent change of station. 

Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 
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File No. 401-12 (~fl.! 6,-/4) 
Travel Advance Card Files. Copies of Application and Account for 
Advance of Funds (SF 1038) concerning payment to employees for 
official travel. Maintain cards in alphabetical sequence by
traveler's name. 

Disposition: Destroy 6 years, 3 months after period of the 
account. 

File No. 401-13 (6f2{ &-Ia) 

Imprest Fund Account Files. Documents accumulated by imprest fund 
cashiers/subcashiers which reflect the receipt and accounting for 
imp rest funds. Included are copies of the Request for Change or 
Establishment of Imprest Funds (OF-211), Reimbursement Vouchers 
(OF-1129), Request for Permanent Change in Imprest Funds 
(SF-1191), Monthly/Quarterly Audit Fund Report (DEA-153),
Designation of Subcashier or Alternate Subcashier/Change in 
Imprest Fund (DEA-358), and other related forms of reimbursement 
vouchers and receipts for imprest funds. Also included are 
various logs used to control the funds, such as the Flashroll Log
and the Foreign Currency Log. 

Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 

F i 1e No. 401-14 (612. J C:, - 14) 

Imprest Fund Shortage Files. Documents accumulated by the 
accountfng officers which reflect imprest fund shortages, such as 
reports with supporting and related documents. 

Disposition: Cut off at the end of the fiscal year. De s troy 6 
years, 3 months after period of the account. 

Fi 1e No. 40 1"" 5 ( tV t ,- J '10 - 'I '1 - J) 
'~ 

Travel Accounta~'lity Files. Log registers and related devices 
t at are use to" ecor t e receipt and issuance of accountable 
transportation fo~, such as, Government Bill of Lading (SF-II03),

Government Transpo~~ation Request (SF-1169), and Government Tax 
Exempted Certificate'. 

'-,
SF-I094). 

"" Disposition: Destroy l~ after all entries on the log
reg1sters are cleared. 

Copies of 
ect 1S urseme t~ rna e y and collections 

received by DEA. Included are Sta ement of Transactions (SF-224),
Vouchers of Transfers Between Appro riations and/or Funds 
(SF-1080), Vouchers and Schedule of thdrawals and Credits 
(SF-I081), Schedules of Cancelled Chec s (SF-1098), Vouchers and 
Schedule of Payments (SF-1166), and Sta ement of Transactions 
(SF-122l). 
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Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 

File No. 401-17 (611.! I>-Ja..) 

Certificate of Deposit Files. Copies of Certificates of deposit
(SF-219) and supporting vouchers reflecting payments made by DEA 
tot h e U. S. Tr ea sur y • 

Disposition: Cut off at the end of the fiscal year. Destroy 6 
years, 3 months after period of the account. 

F 'e No. 401-18 {612.1,-Itt) 
Accountin Document Files. Copies of documents posted

DEA computerized accounting system. Included are allowance 
docume 'ts, obligation documents, duplicate copies of disbursement 
voucher liquidated and posted schedules, and correction 
notices. ' 

at the end of the fiscal year. Destroy 6 
period of the account. 

,
Mechanized Accou tin Transaction Re orts Files. Weekly and 
monthly reports t, t are generated by the DEA computerized
accounting system.\ These include obligation I.D. master,
expenditure and allo, ance report, monthly transaction register,
notice of payments, t avel advance statement, listing of travel 
advance balance, proje t summary report on obligations, report on 
obligations and expendi ures, listing of valid batches by month,
and related reports. 

Disposition: a. Destroy eekly reports 3 months after the period
of account. b. Destroy mo hly transaction register and other 
documents 3 years after the riod of account. c. Destroy
year-end reports 6 years, 3 ths after period of the account. 

File No. 401-20 (c;(2.Sb-Ia.) 
Paid (Closed) Obli ation Account -lese Copies of obligation
documents and supporting papers tha reflect payments made from 
DEA accounts during the course of op ation of the agency.
Documents are maintained in cost cente sequence. 

Disposition: Cut off at the end of year. Destroy 6 
years, 3 months after period of the 

File No. 401-21 

sequence. 

Disposition: Cut off at the end of the fiscal year. Maintain 
until obligation by DEA is paid. Transfer to paid fi e' (401-20). 
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401-22 

b-/&') 
Files. Records of accounts receivable .;;.;;..::;.....;.~;..,...~-.,...;.~-.,.........,....-....;.."'r""-a..:-...,.--v.....;..ances
paid to employees and bills 

A to vendors or other agencies, pending payment to 
maintained in account number sequence. 

Disposition: Cut end of the fiscal year. Destroy

years, 3 months aft of the account.
 

File No. 401-24 (NI,-
Delinquent iles. Records that reflect overdue or ~e~;;;'1":';n;"';q.L.u';;;"';;'e":';n;"';t~~;"':';;"";"";;~--";;""';-;"':';;"~~~";;"';;~~ad van c e fun d s t hat we rep aid to an 
employee. ned in alphabetical sequence by
employee name. 

Disposition: Cut off at the end of the fiscal year. Destroy one
 
year after payment of funds to DEA.
 

File No. 401-25 (Nl-I?O-~ltJ- 2..) 
Obligation Control (Log) Register Files. Used to record and 
control the assignment of fiscal accounting data, consisting of an 
entry in the register for each obligation. 

Disposition: Destroy at the end of the fiscal year in which the
 
account 1S closed.
 

**File No. 401-26 

Detail Accounting Management Files. Correspondence, instructions,

studies, messages, interpretations, and coordinating actions
 
related to the administration and operation of the detail
 
accounting program.
 

Disposition: Destroy when 6 years old.** 

** Addition 
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SUMMARY ACCOUNTING FILES 

These files pertain to the ledgers, journals, and related 
documents that summarize DEA financial transactions, showing the 
nature of receipts and expenditures of funds. 

Journal Files. Documents relating to books of original
maintained to record all financial transactions and to 

summa ze accounting for monthly postings to the general ledger.
Include are the general journals and special journals, such as 
fund rec fpt, fund disbursement, and related documents. 

Dispositio: Cut off at the end of the fiscal year. Destroy 10 
years after ~lose of fiscal year involved. ~,
File No. 410-
General Documents relating to general ledgers which 
contain the accou' ts necessary to reflect financial operations,
such as asset acco· ts, operating accounts, and liability
accounts. These ac'c.unts are maintained to establish in summary
form the status of t~ accounts, operations for the month, and to 
provide a medium for v· rifying the accuracy of reports and 
subsidiary ledgers. \ 

\, 

Disposition: Cut of the fiscal year. Destroy 10 
years after close involved. 

File No. 410-03 

Subsidiary Ledger Files. Docum ts relating to subsidiary ledgers
maintained as a source for asceit ining the composition of general
ledger accounts, accumulated detat for analysis and reporting
purposes, and verification of the a,curacy of general ledger
accounts. 

Disposition: Cut off at the end year. Destroy 10 
years after close of fiscal year 

File No. 410-04 (Gas ?- 2) 

Trial Balance Files. Documents relating to ial balances 
prepared from general ledger accounts, includi g trial balance 
sheets and related papers. 

Disposition: Cut off at the end of the fiscal Destroy 6 
years, 3 months after period of the account. 

File No. 410-05 

Subsidiary Monthly Payment Files. Documents relating t monthly
payment schedules, allotment schedules, and transmittals. 
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ition: Cut off at the end of the fiscal year. Destroy 6--'---"-<--::---months after period of the account. 

File No. 10-06 (fI,)~ 1-"0-7'1-I} 

Biweekly Acc untin Station List Files. Payroll list printouts
that are prep ed every two wee s which show summary accounting
transactions by organization, object class, prior year, and 
current year. 

receipt of printout. 

Summar Accountin Files. Copies of reports forwarded 
to higher echelon, such as epartment of Justice, Department of 
Treasury, and Department of. ommerce. Included are the following
reports with related document budget status report, financial 
statement of condition, obligat on report by object class,
statement of transactions, trans tions of the Federal Government,
statement of unexpended balances 0 appropriated funds, Federal 
outlays by geographic location, sta ment of receipt account, and 
statement of appropriation account. 

Disposition: Cut off at the end of iscal year. Destroy 6 
y~ars, 3 months after period of the accou t. 

**File No. 410-08 

Summary Accounting Management Files. Correspondence, instruc-
tions, studies, messages, interpretations, and coordinating
actions relates to the administration and operation of the summary
accounting program. 

Disposition: Destroy after 6 years.** 

** Addition 
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PROCUREMENT MANAGEMENT FILES 

These files relate to the management and administration of 
procurement of equipment, services, supplies, and other materials. 
Specific purchase and contract transaction files are contained in 
File No. 490 series. 

File No. 480-01 

Supplemental Regulations, Policies, and Decision Files. Documents 
relating to revisions, additions, interpretations, and decisions 
in the Federal Acquisition Regulations, Federal Property Manage-
ment Regulations, Department of Justice and internal DEA pol1cies
and procedures. 

Disposition: Destroy when superseded or obsolete. 

File No. 480-02 

Contracting Authority and Administration Files. Documents which 
delegate and rescind contracting author1ty to/from specific
individuals, includ1ng limitations and scope of authority.
Contract administration staff responsib1lities are also included. 

d\'"\L "3 ,",",O"h~hS 

Disposition: Destroy 6 yearsAafter recession. 

File No. 480-03 

Recurring Procurement Reports Files. Documents relating to 
reporting systems des1gned to provide statistics and status 
concerning procurement act1vity and advanced procurement
planning. 

Qn9-. ~ Ihov-ths 
Disposition: Destroy 6 yearsAafter end of fiscal year of 
preparation. 

File No. 480-04 

Procurement ReViews, Inspections, and Audit Files. Documents 
relating to the review, inspection, and audit of procurement
matters and contracts for such aspects as legal suff1ciency, 
appropriateness of award, reasonableness of cost and price,
preparation of documents, etc. Included are copies or extracts of 
reports made by DEA inspectors, procurement staff personnel, and 
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DOJ or GAO auditors. Also included are recommendations for 
corrective action, resolutions, and related followup correspond-
ence. Replies to Freedom of Information requests for purchasing
information are also included. 

~ '3 fY""\(l""n'\..hs
Disposition: Destroy 6 yearsAafter date of final report or 1 year
after final resolution if pending longer than 6 years. 

File No. 480-05 

Procurement Misconduct Files. Documents relating to specific
incidents of unauthorized or illegal procurement and referrals to 
the Office of Inspection of suspected fraud, misconduct, or 
criminal conduct in connection with procurement matters. 
Ratifications of emergency unauthorized procurements are 
included. 

a~ :s rhOh~hs 
Disposition: Destroy 6 yearsAafter date of final report or 1 year
after flnal resolution if pending longer than 6 years. 

480-06 

List Files. Documents relating to the suspension~O~~l~~~r~s"~a~~p~r~o~l~l~~s-contractual relationships with the 
Departme "t of Justice or DEA. Included are lists of debarred,
ineligibl ' or suspended bIdders; status reports and 
recommendat"ons relating to bidders appearlng on the lists;
mod t f a cation ,deletions, and addi tions to the lists; and similar 
or related doc ,ents. 

Disposition: superseded or obsolete. 

File No. 480-07 

Bidder List Files. Cards and source lists of firms for each 
serVlce or ltem procured f quently or in significant quantities.
Included are form SF-129 (Bi ders Mailing List Application),
annual lists from location Sm I Business Admlnistration, and 
minority business information. 

Disposition: Destroy when superse ed or obsolete. 

File No. 480-08 

Unsolicited Vendor Proposal Files. Documents relating to the 
receipt and acknowledgement of product or service solicitation 
from firms or individuals. Accepted proposals become part of the 
purchase or contract file under file 490-01 or 490-03, as 
applicable. 

Disposition: Destroy unsuccessful unsolicited vendor proposals
after a y9ar~. l.o Je.Cl'fS <tNt 3 {)lo,",,'\.hs. 
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INDIVIDUAL PROCUREMENT TRANSACTION FILES 

These files relate to the administration of individual procurement
transactions which include documents relating to the negotiation,
commitment, and placement of contracts, purchase orders, and 
comparable instruments. 

Files that are known to be pertinent to an unsettled claim,
incomplete investigation, or pending litigation will not be 
destroyed until settlement of the claim or comvletion of the 
investigation or litigation. In addition, records relating to 
contracts involved in appeals handled by a Board of Contract 
Appeals will be retained for a period of seven years from the date 
of the decision of the board. 

**GAO has certain statutory responsibilities which require that 
purchaslng and contract files be made available for review. The 
copy of the purchase order or contract maintained by the 
Contracting Officer may be requested by GAO. 

Individual procurement transactions are filed by the Contract 
Specialists and Procurement Agents in sequential order by register 
number aSSigned. Separate registers are maintained for: 

Open Market Small Purchases up to $25,000, Federal Supply
Schedule Delivery Orders, Blanket Purchase Arrangements, Leases 
for Real Property 

GSA FEDSTRIP Requisitions 

Open Market Contracts Over $25,000 

Interagency Procurement Agreements are filed alphabetically by
project title.** 

File No. 490-01 

Small Purchase Files. Documents relating to market purchases,
including leases for real property, of $25,000 or less;
**construction contracts under $2,000;** GSA FEDSTRIP 
requisitions; Federal Supply Schedule delivery orders and Blanket 
Purchase Arrangements. Included are DEA Form 19, DEA Form 261,
DEA Form 264, SF-18, SF-344, and OF-347/348, and any other 
supporting correspondence or documentation which provide an audit 
trail of each purchase. 

** Addition 
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Disposi~ion: Destroy 3 years after receipt of final receiving
report. 

File No. 490-02 

Interagency Procurement Agreement Files. Documents relating to 
reimbursemen~ agreements be~ween agencies for the purpose of 
obtaining services, supplies, equipment, or other materials 
agains~ an existing contract (not Federal Supply Schedules) that 
has been awarded by ei~her DEA or other agencies.

ar-O. 3 o('r-.Oh'4\'\'~ 

Disposition: Destroy 6 yearsAafter end of fiscal year final 
payment is made. 

File No. 490-03 

Contract Files. Documents relating to all types of agreement and 
orders placed on the open market to procure equipment, supplies,
services, or property (including leases for real property) having
a dollar value over $25,000, **and all construction contracts 
exceeding $2,000.** Included are reques~s for contracts,
standardized drawings and specifications, the successful bid,
unsuccessful bids, determinations, findings, and related 
summaries, and any other pre-award and contract administration 
documen~ation which provide an audi~ trail of each con~ract. 

Disposition: Destroy 6 years and 3 months after final payment is 
made. 

File No. 490-04 

Tax Exemp~ion Cer~ification Files. Documents and registers
relating ~o issuing tax exemption certificates which indicate 
~roof of exemption of taxes excluded from ~he purchase price under 
procurement regulations. 

D1Spostion: Destroy documents 6 years after period covered to 
rela~ed amount. 

** Addi~ion 
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EQUAL EMPLOYMENT OPPORTUNITY FILES 

These files relate to DEA compliance with Federal Government
 
policy guaranteeing equal employment opportunity to all persons

without regard to race, *sex, color, national origin, religion,

age or handicap.*
 

File No. 501-01
 

Equal Employment Opportunity Statistical Reporting Files.
 
Documents related to reporting on activities and conditions
 
related to equal employment opportunity. Included are *DEA
 
workforce reports on recruitment hiring, and promotions; general*

statistical and narrative reports; summaries; consolidations; and
 
similar or related documents.
 

Disposition: a. Office performing DEA-wide staff responsibility:

Destroy 5 years after submission of reported data. b. Other
 
offices: Destroy 2 years after submission of reported data.
 

File No. 501-02
 

Reserved.
 

File No. 501-03
 

Com laints System Files. Documents 
re ect~ng ~scr~m~nat~on comp a~nts 0 personne. Included are 
complaints, transmittal letters, investigative data and summaries,
finding of fact statements, final disposition reports, acceptance
statements, withdrawal notices, and similar or related documents. 

Disposition: Case resolved by DEA: Destroy 7 years after final 
adjustment. 

File No. 501-04 

Equal Employment Opportunity Affirmative Action Program Files. 
Documents created *when implementing affirmative actlon* 
objectives and actions within geographical areas under a field 
Division's jurisdiction. 

Disposition: Destroy 5 years after plan is approved. 

File No. 501~05 

Equal Employment Opportunity Special Emphasis Program Files. 
Documents created in developing, coordinating, executing, and 
disseminating guidance relative to specific EEO programs that are 
designed to improve hiring, promotion, training, and assignment of 
DEA employees. Included are the Federal Women's Program, *Hispan-
ic Employment Program, Black Affairs Program, Asian/Pacific
American Program and Selective Placement Program for Handicapped
Persons.* 

Disposition: Destroy 5 years after termination of program. 

* Revision 
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**File No. 501-06 

Equal Employment Opportunity Program Management Files. 
Correspondence, instructions, studies, messages, interpretations
and coordinating actions related to the administration and 
operation of the equal employment opportunity program. 

Disposition: Destroy after 6 years.** 

** Addition 

88-15 ADMINISTRATIVE MANUAL 9-26-88
 



Appendix 0750A 
Page 75 

PERSONNEL PROGRAM FILES 

These files relate to statistical reporting, inspections of DEA 
personnel activities, and documents produced by the Justice 
Uniform Personnel System (JUNIPER). 

~~~~~~ __~~ ~~~~~F~1~·1~e7s. Documents which provide data 
concerning various aspects of DEA personnel management activities. 

statistical and narrative reports; consolidations,
summaries, e tracts of reports, and similar or related documents. 

Disposition: stroy 3 years after submission of program data. 

File No. 510-02) C 1-I?O-?'1- I) 
Personnel Documents reflecting inspections
conducted of Personnel Management and other 
authorized agencies. cluded are reports of inspection, reports
of corrective action tak n, and similar or related documents. 

\Disposition: Destroy 1 ye r after next comparable inspection.
\ 

File No. 510-03 (N l!.1- l'lO~ -I~ 

JUNIPER Printout Files. Documen s consisting of computerized
personnel listings that are gen~r ted by the Justice Uniform 
Personnel System (JUNIPER). ~ 

Disposition: a. Expiration of app~~ tments and transaction and 
error register listing: Destroy 6 m~ hs after receipt. b. DEA 
separations by series, JUNIPER suspense roster, probationary or 
trial period converSions, DEA promotion oster, cumulative list of 
DEA promotions and within-grade roster '1·stings: Destroy 1 yearJ 

after receipt. c. JUNIPER manpower an aly is roster (maintain one
 
copy of monthly roster): Destroy 3 years ~ ter receipt. d.
 
Accessions and separations listing: Destroy'\, years after
 
receipt.
 

File No. 510-04 (tJtl-I'lO-77-1) 

JUNIPER Microfiche Files. Documents conSisting icrofiche 
listings that are generated by the Justice Uniform 
System (JUNIPER). 
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Disposition: a. Personnel listings in alphabetical sequence by
name and numerical sequence by social security number: Destroy 6 
months after receipt, b. Master file display: Destroy 5 years
after receipt. ~~ 

';;:..~ 

File No. 510-05 (Nt' - ,'}o- -I)
~, 

Payroll Systems Printout Files.~~Documents consisting of listings

that are generated by the compute ized output from the time and
 
attendance report (DOJ Form 225a).
 

Disposition: a. Time and attendance ,ave discrepancies:

Destroy 6 months after receipt. b. Per',onnel and payroll master
 
discrepancies report: Destroy 1 year afte~ receipt.
 

File No. 510-06
 

Personnel Correspondence Files. Correspondence, reports, memo-
randa, and other records relating to the general administration
 
and operation of personnel functions, but excluding records
 
specifically described elsewhere in this schedule and records
 
ma1ntained at agency staff planning levels.
 

Disposit10n: Destroy when 3 years old.
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PERSONNEL POSITION AND PAY FILES 

These files relate to pay rates and other monetary benefits for 
civilian employees, including the determination of position
classification for pay purposes. 

File No. 520-01 

Reserved. 

Master Position scri tion Files. Documents used in analyzing a 
specific position >, determine whether the position matches an 
existing position. ~~ ncluded are OF-8 (Position Description) and 
similar or related do uments. 

Disposition: a. Dest~ y original copy 5 years after position is 
abolished or description is superseded. b. Destroy other copies
when position is abolishe or description is superseded. 

File No. 520-03 (Nt (-I~O~\, a - I) 
Organization Files. Documents a complete record of 
posltions in each organizational segment. Included are individual 
folders contalning organization c art, position description, and 
questionnaires, if used; and simil or related documents. 

Disposition: Destroy when supersede obsolete. 

File No. 520-04 (N~'-/,)"-'77-1\ 
Position Standard Files. Documents which rovide guidance in 
evaluating positions and consist of Office Personnel Management
and Department of Justice classification and ualification 
standards. Included are position evaluation cisions, post-audit
reports by Offlce of Personnel Management whicti have the effect of 
standards, and similar or related documents. 

Disposition: Destroy when standard is superseded r obsolete. 
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Standard Development Files. Documents relating to 
develop g classification or qualification standards. Included 
are tenta ive drafts of standards, correspondence, project
schedules, and similar or related documents. 

Disposition: Review at least once a year after publication of 
final standard and destroy all papers which have been superseded 
or are no longer applicable. 

File No. 520-06 - 1'10- IJ? -I) 

Post Documents which provide 
overseas personnel offic s with a means of documenting an 
employee's eligibility fo foreign post differential and foreign
quarters and post allowance Included are Standard Form 1190 
(Foreign Allowances ApplicatI n, Grant, and Report) and similar or 
related documents. 

Disposition: Destroy on separat n of employee from the agency. 

File No. 520-07 (tv('I-170-??- I) 
Wage Rate Files. Documents relating to determination and 
application of base rate schedules for wa e board jobs. Included 
are tentative and revised schedules of ful scale wage surveys,
and requests for changes to survey schedules' minutes of meetings;
comments, recommendations, and justifications, collected and 
supplemental wage data concerning regular and 0 ertime rates,
bonuses, incentives, and shift differentials, da a wage
schedules; notifications of wage schedule applica
similar or related documents. 

Disposition: Destroy when superseded or obsolete. 

File No. 520-08 

Payroll Correspondence Files. Correspondence, memoranda, and 
other records relating to pavroll problems of employees, the 
general administration and operation of payroll functions, but 
excluding records specifically described in this appendix. 

Disposition: Destroy when 3 years old. 
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File No. 520-09 

A~~endance and Leave Files. Correspondence and o~her documenta-
tion pertaining to the general administration of employee
attendance and leave, and resolution of attendance and leave 
problems, but excluding records specifically described in this 
appendix. **Documents include instructions and interpretations
dealing with administering ~he Time and Attendance Program.** 

Disposition: Destroy when 5 years old. 

F Ie No. 520-10 (c,. rz5 1- '1 Go (I)) 

Posi ion Classif1cation Surve Survey reports on 
positions prepared by specialists,

periodic reports. 

Destroy when 3 years old or 2 years after regular
ichever is sooner. 

~ 

Files No. 

Position Classifica~~ n Ins ection, Audit, and Surve Files. 
Correspondence, memoran a, reports and other records relat1ng to 

" po st t Lo n classi fica tion' spec tions, surveys, desk aud i, t s , and 
other evaluations. ' 

Disposi~ion: Des~roy or superseded. 

File No. 520-12 l &. RJ. Nil. 1- '1 d) 
Position Classificat10n Appeals files relating to 
classification appeals and position 

Disposition: Destroy 3 years af~er case 

**File No. 520-13 

Premium Pay. Documents related to Administratively Uncontroll-
able Overtime pay, compensatory overtime pay, over~ime, hazardous 
pay, differen~ials, and o~her forms of pay o~her ~han regular pay.
Documents consis~ of correspondence, forms, printouts, etc., tha~ 
reques~, aU'thorize, and report ~he var10US forms of premium pay. 

Disposi~ion: Destroy after GAO audit or 3 years, whichever is 
sooner.** 

** Addi tion 
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EMPLOYMENT SERVTCES FILES 

These files relate to selecting and retaining employees for DEA. 

F1l .No. 530-01 (Nt 1- 170- '1 ')- I) 
Civil ~ rvice Certificate Files. Documents providing a record of 
requests to the Office of Personnel Management (OPM) for certify-
ing eligib es and reporting action taken on certificates of 
el1gibles. ' ncluded are Standard Form 39 (Request for Certifica-
tion) (Copy 3, OPM Form 2934c (Statement of Reasons for Passing
over a Prefere~, Eligible and Selecting a Nonpreference Eligible)
and similar or r~ ted documents. 

Disposition: .2 years after date of certification. 
r :'t.\ 

~ 

F11e No. 530-02 (N~'- I'1~ -.,,??-I) 
Re-employment Files. Docume~~ reflecting persons separated by
reduction-in-force or for mili t ',y service, or having other 
restoration or re-employment righ s. In either the restoration 
section or the re-employment prior1' list section of these files,
the file on an individual may be ret ned to the employee
evaluation record file upon fulfillmen ~f restoration or 
re-employment obligation. 

Disposition: a. Restoration activity: De ~oy when obligation
1S terminated or restored. b. Re-employment' riority list 
activity: Review at end of each calendar year. '.Place forms for 
employees separated for 2 years in an inactive fi e, hold 1 year,
then destroy. Place forms for employees separated .·or 1 year in 
an inactive file, hold 1 year, then destroy. ' 

F11e No. 530-03 

*Delete.* 

**F1le No. 530-04 

Employee Processing Files. Documents may include Employee
Clearance Record, Exit Interview Questionnaire, and slmilar or 
related documents used to record an employee's departure from the 
agency. 

Disposition: Destroy 2 years after the employee leaves the 
agency.** 

...Revisl.on 
** Addition 
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EMPLOYMENT APPLICATION FILES 

These files relate to considering, rating, and processing
applica~ions for employment by DEA. 

File No. 540-01 (Ntl-/7 (J- 1'1 - ,) 
Qu lification Standard Files. Documents used in rating
app ·'C{i~ionsfor appointments and approving noncompe~itive
actio s., Included are index to standards; OPM Handbook X-118, OPM 
Depart ~ntal Circular 588; examination announcements; special, 
st and ar ,:,such as promotion and training agreements; and similar 
or rela~e ~documents. 

Disposi tion: , when qualification standard is superseded.
(Superseded s ndards may be retained until OPM inspection
covering perio' during which ~he standard was applicable). 

File No. 540-02 (,tV" 1- 1'70-71-1) 

Ac~ive Em loyment A 1 ca~ion Files. Documents per~aining to 
individuals who can be nsidered for appointment. Included are 
applica~ions and related 

Disposi~ion: Destroy after prior approval of OPM or 
on receip~ of OPM lnspec~ion 

Note: In all cases retain appli having a direc~ bearing on 
the appolntmen~ in ques~ion un~il ction is completed. 

File No. 540-03 (~1..'-''1()- '1'1- t) 
Inac~ive Employmen~ Application Files.
 
applicants for Federal employment ra~ed as ot qualified for
 
consideration for appointmen~, applicants wn or will not
 
be available for appointment for an indefinit of time, and
 
applicants for who employmen~ de~erminations p selection.
 
Included are applications and related documents.
 

Disposi~ion: Destroy after 2 years (with

or on recelpt of OPM inspection report.
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**File No. 540-04 

Announcement, Notification, and Publicity Files. Included are 
pos1tion announcements, notices of scheduled examinations, public
notices of opportunity to compete, and material reflecting all 
efforts made to reach the best sources of quality candidates 
(e.g., paid advertising). 

Disposi~10n: Destroy 5 years after terminating related register,
announcement, or advertisement. 

File No. 540-05 

Requests for Information Files. Documen~s consist of requests for 
1nformation on announced position vacancies and DEA employment in 
general, plus the reSponse to the request. Included are 
unsolicited resumes and SF-171's. 

Disposi~ion: Des~roy after 2 years.** 

** Add1tion 
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INDIVIDUAL EMPLOYEE PILES 

These files relate to documenting the service of each individual 
employee of DEA and its consultants. 

Pile No. 550-01 

Official Personnel Folder Files. Documents which reflect 
qualifications, efficiency, promotions, awards, and similar 
information on a DEA employee. Included are individual personnel
folders, Notification of Personnel Action (SF-50), and allied 
forms and related documents. 

Disposition: a. Transfer of employee: Transfer folder to new 
employing office. b. Separation of employee: Retire to National 
Personnel Records Center (Civilian), 111 Winnebago Street, St. 
Louis, MO 63118. NOTE: Maintain and dispose of temporary
records on left side of OPF in accordance with PPM Chapter 293 and 
Supplement 293-31. 

No. 550-02 (Nt!.J-170-'J7-1) 

Consultant Data Files. Documents reflecting the names, 
s, rates of compensation, duties, and number of days

serV1ce of perts and consultants. Included are extra coples of 
personnel ac~ , ns, descriptions of services to be performed, and 
similar or rel'a: d documents. 

Disposition: D~~ears after separation of employee. 

File No. 550-03 ~, 
~, 

Em loyment and Financial Int~ _ st Statement Files. Documents 
reflecting Government employmen private employment, and 
financial interest of DEA bmploye required to file such 
statements as required by the DEA sonnel Manual. Included are 
statements of em~loyment and financia interests, supplementary
statements, reports of change, review c and related 
papers. 

Disposition: Destroy 2 years after separatio " retirement,
reassignment, or death of the individual. 
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File No. 550-04 

Notification of Personnel Action Files. Documents which consist 
of copy No.6 (uti11ty copy) of SF-50. which is filed by nature of 
action in chronological sequence. 

Disposition: a. Accessions and separations: Destroy 10 years
after the effective date of the nature of action. b. Other 
documents: Destroy 2 years after the effective date of the nature 
of act1on. 
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PROMOTION, PLACEMENT, AND CAREER MANAGEMENT PILES 

These files relate to the promotion, placement, and career 
management of DEA employees. 

Pile No. 560-01 (N(./-/70-'l'l-t) 

Referral and Selection Files. Documents reflecting placement and 
promotion actions under the Merit Placement and Promotion Program.
Maintain in chronological order by date of certification. 

Disposition: Destroy after 2 years or after regularly scheduled 
OPM inspection. 

Pile No. 560-02 

Placement Consideration ·les. Documents pertaining to employees
considered to fill a vacan. but not selected and held for future 
consideration of employee. ~ eluded are requests for considera-
tion, vouchers, results of int views, qualification summaries,
copies of notices of eligibility, and similar or related 
documents. 

Disposition: Destroy after 2 years 0 regularly scheduled 
OPM inspection. 

Pile No. 560-03 

*Delete* 

File No. 

Career Mana ement Fi ,s. Documents related to formulating and 
directing a planned sy em for the progressive development of 
employees and to provide source of input to meet continuing
staffing requirements with1 designated career occupational
fields. Included are coordin ting actions, stud1es, interpre-
tations, and published record c ies of instructions; DEA w1de 
letters; messages; newsletters; a similar or related documents. 

Disposition: Destroy 5 years after s tern is superseded or 
obsolete. 

* Reserved 
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nal Inventor F1les. Documents reflecting qualifica-
tions, a ilability, appraisals, and other data on persons
registere in specific career fields. Included are forms,
prin tou ts " nd similar or related documents. 

D1Sposition: Destroy 2 years after individual is no longer
eligible for c nsideration. 

File No. 560-06 

*Delete.* 

irement Files. Documents reflecting~~~--~---------A~--~~T-~~----~~trainee input requirement in occupational fields. Included are 
letters, forms, printouts, and similar or related documents. 

D1Sposition: Destroy 2 year after the end of the fisc~l year for 
tra1ning input requirements. 

**File No. 560-08 (NI- 170 ... <isS 

s. Documents reflecting~~------~--~------~--~~--------~~ offers or notices of assignment to p sts of indicated preference.
Also included are offices of preferen e by agents selecting the 
invest1gative career path or indicatin the management career 
path, and computer-generated printouts erived from this informa-
tion. Documents may include policy or p sition papers, corres-
pondence, copies of SF-52's, and similar r related documents on 
the office of preference program. 

DiS~osition: a. Assignment notices and pol"cy documents or 
POS1t10n papers: Destroy after 3 years. b. Agent-filed career 
and office of preference forms, and computer p intouts of the 
associated database: Destroy after 1 year. 

evision 
** Addition 
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File No. 560-09 

Non-1811 Career Management Files. Documents reflecting offers or 
notices of assignment to positions applied for. Included are 
acceptance letters; welcoming letters, and other correspondence
related to the assignment. Documents may include policy or 
position papers, copies of SF-52's, travel orders, and similar or 
related documents. 

Disposition: Destroy after 3 years. 

File No. 560-10 

Home Leave Files. These files consist of requests by employees in 
foreign offices for home leave upon completing 2 years overseas,
in conjunct10n with renewing their tour for an additional 2 years.
Included are coord1nating actions and approvals at designated
levels. 

Disposition: Destroy when 5 years old. 

File No. 560-11 

Student Assistance and Employment Files. Documents consist of 
policy or position papers concerning the stay-in-school, summer 
hire, and cooperative education programs. Included are written 
agreements with the students and the schools; applications,
transcr1pts, work plans and schedules, recommendations by DEA and 
school staff members, copies of position descriptions, required
reports, correspondence, and similar or related papers. 

Disposition: a. Files pertaining to individual students: 
Destroy 3 years after the student has been either dropped from the 
program or hired by DEA. b. Other Files: Destroy when 3 years
old. 

File No. 560-12 

Orientation Files. Documents consist of program policy and 
procedural memoranda, brochures, handouts, notifications of 
orientations, listings, agendas, coordinating actions, and similar 
or related documents. 

Disposition: Destroy after 3 years.** 

** Addition 
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PERSONNEL WELFARE AND GRIEVANCE PILES 

These files pertain to employee work schedules, services and 
facil i~,.~es,and grievances.

'.~ 

Hours of "i'kFiles. Documents relating to the establishment of 
working hou '" staggered shifts, holiday staffing, and similar 
matters affec 'ng the work schedule of civilian employees.
Included are co dinating actions, studies, interpretations, and 
published record opies of instructions; letters; messages; and 
similar or relate ocuments. 

Disposition: no longer effective. 

"-Employee Service Case Files ...... related to considering,, cuments 
approving or disapproving, estab, 'shing or discontinuing specific
employee services or facilities 8U h as medical and health 
services; recreation; and published', ecord copies of instructions;
letters; orders, and similar or relat documents. 

Disposition: Destroy 5 years after disap roval or discontinuance 
of the service or facility. 

File No. 570-03 

*Misconduct Appeal and Grievance Case Files. Documents reflecting
actions taken on appeals and grievances submitted by DEA 
employees. Included in each case are employee grievance record;
decisions delivered, including records of grievance committee;
review decisions; and similar or related documents. 

Disposition: Destroy 3 years after case is closed. 

File No. 570-04 (tJI- I?O- ~6-1) 
Performance-Based Action Files. Documents reflecting the results 
of performance-based actions such as appeals, grievances,
removals, demotions, within grade increases, etc. Included are 

* Revision 
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the employees rating documents, responses in mitigation, decisions 
delivered, review decisions, and similar or rela~ed documents. 

Disposition: Destroy 3 years af~er final resolution •• 

-', 

0.' 570-05 (rvt-170-S'Co-I) 
Retireme t Files. Documents reflecting an employee's re~irement 
applica~i n, accrued benefits, and associa~ed papers related to 
the employ e,,'s r-et Lr emen t eligibility. 

Disposition: 3 years after approval or disapproval for 
retirement. 

File No. 570-06 ( 1-'I'7{)-S'b-l) 

Fitness for Duty Fil s. Documents related to determination of an 
employee s fitness fo duty in DEA. 

Disposition: Destroy case is closed. 

File No. 570-07 (tJl-t~D-~ -I) 
Health/Life Insurance Files. ocuments used in determining health 
and/or life insurance benefits or which an employee is eligible. 

Disposition: Destroy r final resolution. 

File No. 570-08 (NI-I?O- g&,-/) 
Dea~h Claim Files. Documents relating determination of 
benefits to an employee's estate or 

Disposition: Destroy 3 years af~er final 

Personal Injury Files. Documents and related med'cal and 
investigatory records relating to on-the-job inJur es, whether or 
not a claim for compensation was made, excluding co 'es filed in 
the Official Personnel Folder. 
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Disposition: *Cut-off on termination of compensation or when 
deadline for filing a claim has passed. Destroy 3 years after 
cut -0 ff •* 

File No. 570-10 

Disciplinary/Adverse Action Files. Case files and related records in 
reviewing an Adverse Action (Disciplinary or Non-Disciplinary
Removal, Suspension, Leave Without Pay, Reduction-in-Force) against
an employee. Included in each case is a copy of the proposed action 
with supporting papers; statements of witnesses; employee's reply;
hearing notices; reports and decision; reversal of action; and appeal
records. 

Dis osition: Destroy 4 years after case is closed. 

File' o. 570-11 t c« S Nt). 1-2.'-''') 

Documents relating to interviews,
records of assistance provided to employees. 

Disposition: 3 years after termination of counseling. 

File No. 570-12 

Personnel Welfare an Grievance Pro ram Mana ement Files. Documents 
related to establis in and adm n ster1ng t e programs 1n this area. 
Included are coordinatin actions, studies, instructions, authorizing
directives, interpretatio , messages, and similar or related 
documents. 

Disposition: a. Office of Re Destroy after 5 years. b. 
Other Offices: Destroy after 3 

File No. 570-13 (GRS 1-23a) 

Performance Appraisal Program Files. Records consist of letters of 
instructions, interpretations of regulations, memoranda, other 
correspondence, and documents used in administering the performance
appraisal process and program. Excludes performance ratings (DEA
Form 460) which are filed in 020-03 and 550-01. 

Disposition: Destroy when 3 years old, or when no longer needed,
whichever is sooner. 

File No. 570-14 

SACICA Ratin9 Input Files. Consist of letters of instructions, work 
sheets, meet1ng notes and other documents accumulated to provide
input for determining mid-year performance reviews and annual perfor-
mance ratings for Special Agents in Charge and Country Attaches. 

3 Disposition. Destroy when ~ years old or when no longer needed,
whichever comes first. 

* Revision 

9-26-88
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PERSONNEL REDUCTION-IN-FORCE FILES 

These files relate to eliminating personnel from the DEA work 
force through reduction-in-force. 

Reduction- n~Force Data Files. Documents reflecting name of 
employee, d te, position, grade, last performance rating,
competi tive '-,el code, and similar information. Incl uded are 
punched cards, ard forms, listings, and similar or related 
documents. 

Disposition: y when no longer required for reference. 

File No. 580-02 ( »c 1- , 

Competitive Level F1les. , cuments reflecting competitive levels 
within areas serviced by the~ EA personnel officer which are used 
as a basis for preparing retem ion registers. Included are cards,
listings, and similar or rel,ate:-,documen ts , 

""'.D1Sposition: Destroy when no loni required for reference. 

File No. 580-03 (tJt 1- I?V - 'l '7 -I) 
Retention Register Files. Documents refle ',ingretention groups'0 

of employees according to tenure, length of 'E:;!rvice,performance
ratings, and veterans perference. Included a . registers and 
s1milar or related documents. 

Disposition: Destroy when 2 years old, unless 
pending. 
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INCENTIVE AWARDS COMMITTEE FILES 

These files relate to approving, disapproving, and reporting
awards by incentive award committees. 

File No. 590-01 

Incent1ve Awards Program Management Files. Documents related to 
program/policy guidance in the daily operation of this program.
Included are coordinating actions/studies, instructions,
authorizing directives, interpretations, messages, and similar or 
related documents. 

Disposition: a. Office of Record: Destroy after 5 years. b. 
Other offies: Destroy after 3 years. 

Files. Documents~Jsed to provide~~~~~----~~~~~~~~~~~ 
statistical in •rmation on participation, approvals, savings, or 
other aspects of he incentive awards program. Included are 
retained copies of eports, report corrections, and s1milar or 
related documents. 

Disposition: Destroy ears after data were reported. 

File No. 590-03 

Incentive Award Case Files. cuments related to submitting,
evaluating, and approving or di -approving each incentive awards 
case. Included are types of awa s as suggestions, Sustained 
Superior Performance, Special Service, or Certificate of 
Achievement. 

Disposition: Destroy 2 years after fin action. 

File No. 590-04 (N~ 1- 1'10- '11- I) 

Employee Suggestion Control and Subject Index Files. Documents 
used as a suspense control of employee suggestions on which action 
is not completed, and as a subject index to completed suggest-
ions. 

Disposition: Transfer from control file to subject index flle 
upon final disposition of suggestion. Destroy 2 years after final 
disposit10n of suggestion. 
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ENFORCEMENT FILES 

These flIes relate to those activities of drug/narcotic enforce-
ment pertalnlng to criminal/regulatory investigations, drug abuse 
prevention, and other enforcement-related operations. 

File No 

Jurisdicti nal Responsibility Files. Documents relating to 
determining nd establishing the scope and responsibility of DEA 
for drug abus ,prevention; detection and investigation of 
drug/narcotic imes and offenses; and apprehension, restraint,
and custody of fenders or suspected offenders. Included are 
agreements with 0 her Federal agencies or civil authorities, and 
similar papers. 

Disposition: a. Off"ces performing DEA-wide staff responsi-
bili ty: (1) Record co' of agreement and implementing
instructl0ns: permanent~~ Transfer to Federal records center when 
5 years old. Offer to NA , when 15 years old. (2) Other 
documents: Destroy 8 year ':",?tfter of agreement ortermination 
functional responsibility. ' Other offices: Destroy 5 years
after termination of agreemen functional responsibility. 

File No. 601-02 (N~I- l'l 0-1,,-1) 
Investigative Technique Files. Doc nts related to determlning
and disseminating the techniques, metn ds, and procedures to be 
used in investigating and reporting dru narcotic criminal and 
regulatory activities and offenses. IncI ded are written 
guidelines pertaining to using specialized equipment in support of 
investigations. 

Disposition: a. Offices responsible for dire ting or developing
techniques, methods, and procedures: Destroy 5 ears after 
termination of functional requirement. b. Other offlces: 
Destroy 3 years after termination of functional re 

File No. 601-03 (fJlt-I?O-'1'1-/) 
Enforcement Confidential Fund Files. Documents which reI e to 
expenditures of special funds to cover expenses incurred in 
discharging assigned duties of criminal investigators not 
otherwise payable from other DEA funds. Funds are used for 
purchase of evidence and purchase of information. 
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Dispositio: a. Offices performing DEA-wide staff responsi-
bility: De troy 8 years after vouchered expenditure. b. Other 
offices: roy 5 years after vouchered expenditure. 

File No. 601-04 

Enforcement Program Documents created in planning,
coordinating, executi ,and reviewing courses of action for 
curtailing the illegal oduction, diversion, and trafficking of 
drugs and narcotics. ~n uded are investigative and compliance
programs, surveys, studies, operations of task forces and other 
specialized units; and prog m status reports. These files are 
exclusive of the general prog am files that are identified in 
Subchapter 623 of the Agents M ual. 

Disposition: a. Offices respons for directing or developing
investigative and compliance progr s: (1) Record copy of sub-
stantive documentation relatIng to e orcement programs: Per-
manent. Transfer to Federal records c nter when 5 years old. 
Offer to NARA when 15 years old. (2) 0 er documents: Destroy 5 
years after termination of functional req irement. b. Other 
offices: Destroy 5 years after terminati of functional 
requirement. 

File No. 601-05 

Criminal Investigator Cross-Designation Files. Documents relating
to the assignment, termInation, or withdrawal of cross-designation
of criminal investigators as Customs Officers (Excepted) **and 
deputization of law enforcement officIals to make arrests under 
the authority of DEA criminal investigators. Included are 
applications, recommendations, approvals, disapprovals, and 
related papers.** 

Disposition: Destroy 35 years after termination or withdrawal of 
cross-designation authority. 

File No. 601-06 

Enforcement Activities Reportl g Files. Reports containing
statistical and narrative data ~ating to drug/narcotic cases,
compliance violations, drug seizu s, intelligence operations,
and other enforcement activities. cluded are the weekly,
biweekly, and monthly activity work hour andreport ''---,monthly
proJect summaries, feeder reports, and onsolidated reports and 
analyses. Does not include reports perta" ing to enforcement 
programs, as such reports are included witn the program files. 

** Addition 
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a. Office performing DEA-wide staff responsi-
bility:' (1) Record copy of annual reports: Permanent. Transfer 
to Feder 1 records center when 5 years old. Offer to NARA when 15 
years old (2) Consolidated data: Destroy 5 years after prepar-
Ing report (3) Feeder reports and similar data: Destroy 1 year
after prepfu Ing report. b. Other offices: Destroy 3 years after 

• \t'\preparIng re ort. 
',\', 

"\ 
\'File No. 601-0(\
\Numbered Investi\ tive Case Files. DEA reports of investigation

concerning offens~ related to violations of drug/narcotic laws 
and required inspe~ 'ons of registrant activities. Included are 
DEA reports of inV~\ 'gation (DEA Form 6) and supporting
documents. \, 

Disposition: a. rea ted in 1968 and afterward: 

(1) Originating domestic 0 fices and Investigative Records Unit,
Records Management Section', will transfer closed case files when 
10 years old, in 1 year grou s, to Federal records center. Case 
files opened longer than 10 y ars will be retained until closed 
and then transferred to Federa records center. Destroy when 25 
years old (i.e., 25 years from' ate the file was opened) or 10 
years from date of last correspo dence, whichever date is later. 

(2) OriginatIng foreign offices wi 1 transfer closed case files 
when 3 years old, in 1 year groups, to Federal records center. 
Case files opened longer than 3 year will be retained until 
closed and then transferred to Federa ',records center. Destroy
when 25 years old (i.e., 25 years afte '\date the file was opened)
or 22 years from date of last correspon'~nce, whichever date is 
later. ~~ 

'\ 
b. Files created prior to 1968: Originat~ ~ District and 
Resident Offices and Investigative Records '.it,Records Manage-
ment Section, are authorized to destroy all osed FBN case files 
that were opened in 1955 or earlier. Transfe closed FBN and BOAC 
case files opened after 1955 to Federal record center in calendar 
year 1980. Open case files will be retained un .~,closed and then 
transferred to Federal records center. Destroy en 25 years old 
(i.e., 25 years from date the file was opened) or O\years from 
date of last correspondence, whichever date is late .' 

" 

c. Field offices will dispose of case files originat d 'by other 
District or Resident Offices according to File No. 601 12~ 
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d. cards may be destroyed currently when the corresponding
files a e destroyed; or they may be retained and destroyed in year
2004. a fices having a NADDIS terminal may destroy index cards 
for inves igative reports dated from July 1, 1975 to presentdate. -----

Note: years of files may be held at the field office 
until one Cll foot (one box) of files accumulates. 

\ 
File No. 601~0 

\~ General Investi- DEA reports of investigation that 
are limited in BC pe concerning individuals, firms, ships or 
related subjects p rtinent to violations of drug narcotic laws or 
DEA registrant ac~i ities. Included are numbered and unnumbered 
general investigativ files. Name and program general files 
procedures are outlin d in Chapter 62 of the DEA Agents Manual. 

\ 

\ Disposition: a. Unnum ered files: (1) Transfer files to Federal 
Records Center in cal~n r year 1980. Destroy in calendar year
1995. (2) Unnumbered fi s sent to Federal records center prior
to 1980 will be destroyed fter 15 years in Federal records 
center. 

b. Numbered files: inating domestic offices and Investi-
gative Records Unit, anagement Section, will transfer 
inactive files (i.e., 5 years fter date of last correspondence)
to Federal records center 10 ye rs from the date the file was 
opened. Files still active afte 10 years will be retained until 
they become inactive and then tra sferred to Federal records 
center. Destroy when 25 years 01 (i.e., 25 years from date the 
file was opened) or 20 years from te of last correspondence,
whichever date is later. 

(2) Foreign offices will transfer ina tive files 2 years after 
date of last correspondence) to Federa records center 3 years
from date the file was opened. Files's ill active after 3 years
will be retained until they become inact ve and then transferred 
to Federal records center. Destroy when- 5 years old (i.e., 25 
years from date the file was opened) or 23 years from date of last 
correspondence, whichever date is later. 

c. *Field offices will dispose of general in estigative files 
prepared by other District or Resident Offices in accordance with 
File No. 601-12.* 

Note: Multiple years of files may be held at the office 
until one cubic foot (one box) of files accumulat 

File No. 601-09 

Cooperating Individual Files. Documents reflecting in ormation 
concerning cooperating individuals relative to drug/nar
offenses. 

* Revision 
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Dispo ition: a. Unnumbered files: Transfer 1nactive files (5
fter date of last correspondence) to Federal records center 

ar year 1979. Active files will be retained until they
become i ctive and then transferred to Federal records center as 
indicated 'n paragraph b. below. Destroy in calendar year 1993 or 
20 years f m date of last correspondence, whichever date is 
later. 

b. ,'les with reporting (originating) office designator:.., 
(1) Domestic off:ces will transfer inactive files (i.e., 5 years
after date of las correspondence) 10 years after date the files 
were opened, in 1\ ear groups, to Federal records center (CI files 
will not be sent to the center at Laguna Niguel, CA). See 
Appendix 0755A for a list of the Federal records centers. Offices 
having f1les still ac ive after 10 years, will retain the files 
until they become ina~ ive and forward the files to Federal 
records center. Destro when 25 years old (i.e., 25 years from 
date the file was opened, or 20 years from date of last corre-
spondence, whichever dat~\is later. 

(2) Foreign offices will ti sfer inactive files (i.e., 2 years
after date of last correspon nce), 3 years from date the file was 
opened, in 1 year groups, to deral records center. Offices 
having files still active afte 3 years will retain the files 
until they become inactive and ansfer the files to Federal 
records center. Destroy when 25 ears old (i.e, 25 years from 
date the file was opened) or 23 ye rs from date of last 
correspondence, whichever date is 1 ter. 

Note: The sensitivity of these files re uires that they be stored 
in a vault or classified area of the F deral records center. 
These files will be sealed in records c nter boxes and delivered 
by the DEA activity to the Federal recor s center, picked up and 
receipted for by the records center, doub e wrapped and sent by
registered mail return receipt through USP or forwarded by
diplomatic pouch. These boxes and SF-135 w 11 be annotated with 
the special handling marking "NOT TO BE OPEN BY NARA; RESTRICTED 
TO DEA PERSONNEL". 

c. Numbered files with another office designat Files 
pertaining to cooperating individuals of another istrict or 
Res1dent Office may be destroyed when the last co espondence in 
the files is 2 years old. Prior to destruction, t nsfer the 
original copies of payment vouchers (DEA Form 103) the office 
that established the cooperating individual. Also, rward copies
of status reports or correspondence not previously to the 
establishing office (do not send cross-file copies "briefing
reports). ---

Note: Multiple years of files may be held at the field 
until one cubic foot (one box) of files accumulates. 
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File (AJll-I'IO- 77-/) 
~::...::...:..;;;...;;...:..;;~~.-;...;.~;.......;;;.;;;_F-..,...i..;;;l~e;...s;...
Doc umen t s con t a in i n g a ch ron 0 log ic a I 

ent activity developed from reports, complaints,
incidents, 0 information received, and action taken. 

Disposition: 3 years after journal entry date. 

Forei n Countr Documents relating to drug/narcotic
in a foreign country. These files include: 

a. Correspondence wi foreign governments concerning inter-
national cooperation in enforcement activities and documents 
concerning methods used 0 control international trafficking in 
narcotics; agenda, minute, and reports of meetings and confer-
ences on narcotic control; and documents concerning DEA 
participation in negotiatio s concerning internal narcotic control 
matters, including position 

b. Studies of drug/narcotic p oduction and distribution, assess-
ments of anti-narcotics efforts within a country, delineation of 
areas of responsibility for drug narcotic enforcement, position 
papers, and status reports of dru /narcotic enforcement. 

Disposition: a. Office performing DEA-wide staff responsibility:
Record copy of documents described i paragraphs a. and b. above. 
Permanent. Transfer to Federal recor s center when 5 years old. 
Offer to NARA when 15 years old. b. ther offices: Destroy 5 
years after approval of program materia • 

File No. 601-12 

Other Field Office Investigative Files. Files received from 
subordinate off tees (District and Resident) of field Divisions and 
Country Offices are included in this category. Co~ies of DEA 
Reports of Investigation (DEA Form 6) and other investigative
documents received from or prepared for other field Divisions,
Country Offices, District Offices, Resident Offices, and 
Headquarters offices. These files are established and maintained 
separately from the numbered files originated by field offices. 

Disposition: Destroy 10 years after date of report. Earlier 
destruction is authorized when the files are no longer needed for 
investigative purposes. Do not transfer files to Federal records 
center. 
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ENFORCEMENT GRANT PROGRAMS FILES 

File No. 610-01 

Reserved. 

File No. 610-02 

Reserved. 
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**620 DRUG ABUSE PREVENTION PILES 

These files relate to those activities performed by DEA in 
cooperation with: other U.S. Government agencies; state, local,
~nd foreign governments; plus civic, professional, and business 
groups. These goals of these activities are to publicize the 
effects and dangers of drug abuse through: personal appearance
speaking engagements of top DEA officials, sports figures, and 
civic/business professionals knowledgeable in this area; training
seminars for athletic coaches; drug abuse prevention publications
in several languages; and other programs as may be advised. 

Pile No. 620-01 

Demand Reduction Progra~ Management Filee. Documents relating to 
establishing and admlnistering the daily operation of the 
functions of this program area through the program/policy guidance
issued. Included are coordinating actions, studies, memoranda, 
messages, reports, instructions, authorizing directives, and 
similar or related documents. 

Disposition: a. Office of Record: Destroy after 6 years. b. 

plannlng, coordlnatlng, executing, and reviewlng of actlon 

Other offlces: Destroy after 3 years. 

Pile No. 620-02 

Demand Reduction Project Files. Documents received or created in 
courses 

for reducing the demand for narcotics. Included are: documents 
on semlnars, public appearances and displays, publications, and 
foundations; promotlons by national/state/local/professional 
groups, parents, private industry, civic groups, and sports
flgures; agreements with medical groups and law enforcement 
groups; and training programs. 

Disposl.tl.on:
a. Headquarters Project Files: PERMANENT. Retire to the 
WNRC when 5 years old. Transfer to the National Archl.ves 
when 1~ years old. 
b. QuarteIly Reports from field dlvisions: PERMANENT. 
Dl.spositl.oninstructl.ons as above. 
c. All other records: Destroy five years after end of 
functlonal requirement.
d. other offices: Destroy three years after end of 
functl.onal requl.rement. 

•• Addltion 
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DRUG CONTROL FILES 

These files relate to the control of legally manufactured drugs. 

630-01 (N c/- n v- 7 '1-I)~~~~~~~~~ 
\ 

Dru Eva uation Files. Documents pertaining to studies and 
technical evfews of abuse, production, and dis~ribution of drugs
for the de lopment of drug control requiremen~s. Included are 
surveys of r habilitation facilities, staff position papers,
copies of sta e ipd Federal programs, statistics on drug
diversion, age i~of meetings with government and nongovernment
officials, and r l~ted papers. 

Disposition: y when superseded or obsolete. 

File No. 630-02 (N~J';' ,?O- '1'1- I) 
Controlled Substances The ~ Loss Re ort. Documen~s rela~ing to 
reports of theft or loss 0 controlled substances, theft or loss 
of order forms, and reports f investigation. 

Disposition: resolving theft or loss. 

File No. 630-03 

Product Exemption Files. Documents r a~ing to establishing
criteria for categorizing drugs in vari us schedules; coordination 
with other government agencies for drug eviews; applications for 
exclusion of nonnarcotic substances from schedule; applications
for exception of a stimulant or depressant ompound from a 
schedule; approval or denial of exclusion or exception; drug
scheduling petitions, transcriptions of drug arings, and review 
decisions. 

Disposition: Destroy when superseded or 

File No. 630-04 (NCI-/')V-7?-I) 

Controlled Substances Reporting Files. Reports accounti 
stocks of narcotic controlled substances, excl uding thef~', oss 
repor~s. Included are reports from manufacturers and impor ers;
reports of distributors and exporters; reports from manufact 
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importing opium, reports of manufacturers importing medicinal coca 
leaves; reports f~om manufacturers importing special coca leaves;
reports from manuta turers of bulk materials or dosage units;
reports from packag~, and labelers; reports from importers and 
exporters; reports fr~ distributors; reports from manufacturers

"-.importing concentrate of' oppy straw; reports of disposal and 
destruc~ion of controlled ~bstances; feeder reports; consolidated 
reports; and analyses. 

Disposition: Destroy 5 of report. 

File No. 630-05 

Registration A~alication Files. Documents pertaining to applica-
~ions by indiv1 uals who currently do or propose to manufacture,
distribute, or dispense controlled subs~ances. Included are 
application forms for registration and reregistration; approval,
denial, revocation, or suspension of registration; and delinquency
notice of registration. 

Disposition: a. Approved registration applications: Destroy 8 
years after approval of application. b. Administra~ive coded 
regis~ra~ion applica~ions (denial, revocation, suspension, etc):
Transfer files ~o Federal records center 10 years after adminis-
trative coded action. Destroy *55* years af~er admin1strative 
coded action. 

File No. 630-06 (NC I 

Import/Export Permit File. Documents pertaining to applications
to 1mport or expor~ controi. ed substances. Included are copies of 
applications for permit to i' ort opium or coca leaves; perm1t to 
export con trolled substances; "'" d con trolled import/ export 
declaration. '~, 

Disposition: Destroy 8 years to issue the permit. 

File No. 630-07 

Controlled Substances Order Form Files. Do ~~ents rela~ing ~o 
issuing order forms to transfer controlled s stances; 
non-accep~ance of order forms; returning unuse order forms;
cancelling or voiding order forms; and alterati 'order forms. 

evision 
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Disposition: Destroy 3 years after issuing the order form. 

Pile No. 630-08 (fVC l-/'1o - 7" -/) 
Manufacture and Procurement Quota Files. Documents relating to 
estimates of controlled substances required for procurement,
manufacture, stockpiling, and medical/scientific use. Included 
are reports furnished to the United Nations, and statistical 
returns on drug production, use, consumption, import, export, and 
seizure. NOTE: The annual report noted In sub-ltem a. (1)
lS the publlC use verSlon of the cumulative fourth quarter
report of the Dlverslon Analysis and Detectlon System
(DADS), based on data from item 1220-10. 

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Record copy of annual reports required by international 
conventions or treaties; annual statistical summary of the manu-
facture and domestic and international trade in narcotics: ~-
manent. Transfer to Federal records center when 5 years old. 
Offer to NARA when 15 years old. (2) Other documents: Destroy 8 
years after fiscal year in which quota was established. b. Other 
offices: Destroy 3 years after fiscal year in which quota was 
established. 

Pile No. 630-09 (N~l-I?O-'l?-/) 

Registration Journal Voucher F1les. Documents relating to rece1pt
of fees from applicants for reg1stration or reregistrat10n of 
controlled substances, and refunds to applicants. 

Disposition: Destroy 3 years after approval to issuance perm1t. 

Pile No. 630-10 (rVLI- 1'"10- '1'1-/) 
Drug Identification Label Files. Drug labels and brochures which 
11st the medical ingredients of drug/narcotic preparations that 
are manufactured or distributed by a specific company. 

Disposition: Destroy when superseded or obsolete. 
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INTELLIGENCE PROGRAM PILES 

These are intelligence files documenting the daily activities,
reports, and programs of the DEA intelligence function. Included 
are studies, reports, correspondence, analytical assessments,
briefings, speeches, planning documents, and similar and related 
materials. 

**File No. 701-01 

Intelligence Case Support Files. Copies of field requests,
responses by the Office of Intelligence, and finished products
created from intelligence file reviews, telephone toll analyses,
informant briefings and defendant questionings, document analyses,
link analysis charts, case analyses, and financial intelligence
assessments. The original documents are filed in investigative
files (601-07, 601-0~, and 601-09). 

Disposition: Destroy when 90 days old or when no longer needed 
for reference, whichever is sooner. 

Pile No. 701-02 

Country Narcotic Profile Files. Documents reflecting analyses of 
narcotics activities within a country with information ranging
from cultivation to distribution of narcotics. Included are 
assessments of the quality, quantity, and dollar value of nar-
cotics; shipment routes; modus operandi of known drug dealers; and 
descriptions of ethnic and political groups involved in narcotics 
trafficking. 

DiSFosition: Destroy 2 years after issuance of profile or when 
pro iIe is superseded or obsolete. 

File No. 701-03 

Narcotic Trafficking Group Files. Documents reflecting overviews 
of the activities and methods of narcotic trafficking used by
illegal organizations and descriptions of members of the 
organizations. 

Disposition: Destroy 2 years after issuance of the report or when 
report is superseded or obsolete. 

File No. 701-04 

Strategic Intelligence Product Files. Finished intelligence
documents that are produced by DEA including the monthly digest of 
drugs intelligence, quarterly intelligence trends, narcotics 
intelligence estimate (NIE), DEA monitor program report and 
similar related documents. 

** Addition 
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Disposition: Office performing DEA-Wide staff responsibility:
Record copy: Permanent. Transfer to federal records center when 
5 years old, offer to NARA when~O years old. (b) Reference 
copies: Destroy when no longer needed for reference. 

File No. 701-05 

Drug Situation Report Files. Strategic reports regarding drug
trafficking and smuggling routes, and drug related street gang
activities. 

Disposition: Destroy 2 years after issuance of report or when 
report is superceded or obsolete. 

File No. 701-06 

Intelli ence Presentation Files. Narcotic information presenta-
tions including briefings and speeches) to Congress, high level 
officials, and public interest groups. 

Disposition: Destroy 2 years after presentation. Earlier 
destruction is authorized. 

File No. 701-07 

SteCial Field Intelligence Program Files. Documents created in 
pannIng and developIng a systematIc Intelligence collection 
effort to fulfill DEA operational requirements. Included are 
operational plans, SFIP review committee options, incoming/out-
going cables, DEA Form 6's, funding logs, quarterly status reports
and termination reports. 

Disposition: Destroy 2 years after termination of functional 
requirement. 

File No. 701-08 

Financial and Special Intelligence Program Activities Files. 
Documents created in planning and developing systematic intelli-
gence programs designed to provide guidance and support and opera-
tional oversight in the implementation of Asset Removal Program,
Anti-Money Laundering Programs and Other Financial Intelligence
Programs targetted at drug traffickers. Include are documents 
regarding asset removal teams and asset removal statistics,
memorandums of agreement with other Federal, state and local 
agencies, the establishment of cash tracking networks, documents 
regarding the Bank Secrecy Act and its application in relation to 
money laundering investigations and agreements with foreign
countries regarding money laundering legislation and activity. 

Disposition: Destroy 3 years after program is completed,
termInated or replaced.** 

** Addition 
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701-09. Audlovisual Records. Videotapes, maps, and 
photographlc slides prepared respectlvely for briefings and 
program documentatlon. 
a. Videotapes: Destroy when superseded or obsolete. 
b. Maps: PERMANENT. Transfer to the Natlonal Archives in 
five-year blocks when the most recent record is five years 
old. 
c. Slides: PERMANENT. Transfer when no longer needed to 
the central collection maintained by the agency photogra-
pher, item 370-03. Transfer to the Natlonal Archlves under 
the dlspositlon lnstructlons provided for that item. 
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EL PASO INTELLIGENCE CENTER FILES 

These files accumulate from the support effort provided by EPIC 
relative to the interdiction of domestic and international 
movement of drugs, aliens, and weapons. 

File No. 790-01 

EPIC Lookout Files. Documents pertain to investigative informa-
tion provided by EPIC to agencies which requested lookout action 
on suspected violators, aircraft, vessels, etc., involved in 
narcotic trafficking. Included are handwritten message work-
sheets, EPIC Form 10's (when a lookout is requested via tele-
phone), messages received requesting lookout, DEA Form 6's, look-
out messages sent by 'EPIC to applicable agencies (in response to a 
lookout request), EPIC generated printouts, and result messages of 
findings. Documents are maintained by fiscal year, agency or 
topic category. 

Disposition: Destroy 5 years after date of last correspondence on 
action item. 

File No. 790-02 

EPIC Watch Inquiry Sheet Files. Documents consist of EPIC Form 
10's which are utilized for recording data received by telephone 
from agencies authorized to request investigative information. 
Documents are filed by requesting agency, fiscal year, and month. 
Note: If a telephonic request is received from an agency request-
ing lookout action, file EPIC Form 10 in a lookout folder under 
File No. 790-01. 

Disposition: Destroy 2 years after month the inquiry was 
received. 

File No. 790-03 

EPIC Teletype Files. Copies of teletype replies to various 
agencies which requested investigative information/lookout
actions. Teletypes are filed by agency and/or program series 
(8000, 9000, 9117 or 9999). 

Disposition: Destroy 2 years after month of teletype. 

File No. 790-04 

Satellite Communications Program Files. Monthly statistical 
reports reflecting the volume and location of SATCOM units. 

Disposition: Destroy 5 years after month of report. 
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File No. 790-05 

Satellite Tracking Program Files. Monthly reports reflecting the 
number and status of installed transmitters. 

Disposition: Destroy 5 years after month of report. 

File No. 790-06 

Special Operations Files. Documents consist of general and 
unclassified Operation COCHINO teletypes and reports related to 
maritime activities and SOFOCAR/TRAMPA daily status reports con-
cerning available resources and seizures. 

Disposition: Destroy 2 years after termination of functional 
requirement. 

File No. 790-07 

Operation TIGRE Files. Documents include reports resulting from 
monitoring the activity of suspect aircraft moving through the 
Western Hemisphere. 

Disposition: Destroy 5 years after date of last correspondence
related to suspect aircraft. 

File No. 790-08 

Operation COCHINO Files. Documents consist of classified reports
concerning sea smuggling of narcotics. 

Disposition: Destroy 5 years after date of last correspondence. 

File No. 790-09 

Lookout Notice Worksheet Files. Documents consist of copy number 
3 of INS Form G-143 which is used by EPIC as an index check of 
possible suspects. 

Disposition: a. Destroy copy no. 3 used for USMS lookout 3 years
after date of report. b. Destroy copy no. 3 used for INS lookout 
1 year after date of report. 
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790-10. Photographs. Records created or accumulated by the 
lntelilgence units of EPIC to document suspect vessels, and 
interdictlon efforts such as methods of concealment, types
of vehicles used for smuggllng, and so forth. 
a ..Marltime Unit. Destroy flve years after date of last 
action on suspect vessel. 
b. General Unlt. Dlspositlon not authorlzed (schedule to
 
be provided by agency in near future).

NOTE: The Alr Unit does not malntaln a separate photograph

file.
 

790-11. EPIC Publications~ Printed reports documenting
EPIC pIogram goals and efforts. Topics covered include 
vessel ldentification and registration; land, sea, and air 
narcotlcs smuggling; assessment of varlOUS crimlnal actl-
vltles; and evaluation of interdlction methods. The reports
date back to the early 1980s. 
Dlspositlon: PERMANENT. Transfer one copy of each orlginal
and revised title to the Records Management Unit of DEA,
which will retlre the documents to the WNRC. Future tltles 
will be retired to the WNRC when accumulation reaches one 
cubic foot. Transfer to the National Archives when most 
recent record is JO years old. 
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ENFORCEMENT PROGRAM TRAINING FILES 

These files relate to planning, conducting, supervising, and 
evaluating the DEA drug/narcotic enforcement program training. 

Traini Facility Re uirement Files. Documents related to 
determin'-ng requirements for training facility acquisition,
activatio', retention, use, expansion, consolidation,
inactivati , or disposition. Included are studies,
justificatio ,s, and similar or related documents. 

Disposition: 5 years after approval of training facility
requirements. 

File No. 801-02 (AJ~ - I'}0-"I7-1) 

Training 0 Documents related to planning and 
conducting agent, police intelligence, chemist, special field 
exercises, and other actu I training operations. Included are 
exercise plans, observatio and inspection reports, scenarios,
critiques, map exercises, g eral training programs, technical 
training programs, final repo ts and comments on them, and similar 
or related documents. 

Disposition: Destroy 3 years af r discontinuing training
exercise or operation, or when pIa s are superseded or become 
obsolete. 

File No. 801-03 (Ntt-I'lc.:J-'1'1-l) 

Training Evaluation Files. Documents rela ing to inspections of 
the status and quality of individual traini Included are 
training inspection reports, reports of corr action, and 
similar or related documents. 

Disposition: Destroy 2 years after the 

File No. 801-04 (~, 1- 1'7" - 7"1 - I) 

School Planned Input Files. Documents related to the 
execution and revision of personnel inputs for school 
Included are comprehensive statements of the training 
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activity authorized to send students to DEA schools,
sche ules of schools and classes to accommodate planned inputs,
alloc'tion of school quotas to input activities, coordinating
docume~ ts, and similar or related documents. 

'"" Dis osi ~':' Destroy 3 years after receipt of input.on : data. 
',I 

File No. ~~..-05 (AJtt-!'10-'l'l-/) 

Files. Documents reflecting such information as ~~e~n~um~~e~r~o~~~~~~o~o~~e~nrollments,turnbacks, graduates, and 
failures; and ~mber of personnel enrolled from other Federal 
agencies. Incl ded are forms, printouts, correspondence, and 
similar or relat d documents. 

Disposition: 2 years after date of report. 

File No. 801-06 

Target Practice Documents indicating the time of firing
with live ammunition, t e area involved, firing safety measures,
and similar matters. In luded are forms, cards, correspondence,
and similar or related do uments. 

Disposition: firing. 

File No. 801-07 (~t'- 17C)- 'J -I) 
Training Media Files. Document accumulated by activities engaged
in training operations, particul ly in the conduct of training.
Included are training schedules, ograms, lesson plans, and 
similar or related documents. 

Disposition: Destroy 1 year after c nducting training operation,
except that lesson plans will be dest oyed when superseded or 
obsolete. 

File No. 801-08 (N C/- t? o - 7'7 - I ) 

Instructor Information Files. Documents a umulated to provide a
 
locally ava1lable record of qualifications, experience, effective-
ness, and comparable information on potentia instructors,

assigned instructors, and guest speakers. Th are used in
 
requesting assignment or employment of instruc ors, utilizing

instructors, and determining their need for add'tional training.

Included are instructor evaluation forms, qualif cation data,

biographical sketches and similar or related docu ents.
 

Disposition: Destroy 2 years after transfer or sep ration of the
 
instructor.
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ENFORCEMENT INDIVIDUAL TRAINING FILES 

These files relate to the attendance and proficiency of indivi-
duals participating in various types of the DEA drug/narcotic
training • 

• 810-01 (W~/-I?{)-'1?-/) 

~~~~~~~~~~~~R~e~c~o~r~d~F~i~l~e~s~. Documents indicating attendance 
hases of training, evaluation of individual students,

~ning progress, educational records and activities,
test scores 0', training activities, and similar information 
concerning the" rogress and attendance of each individual 
participating in the DEA drug/narcotic training. Included are 
cards, card forms, and similar or related documents. 

Disposition: Forwar evaluation reports with the transfer of the 
individual. Destroy r records 5 years after completing
schooling or withdrawal student. 

File No. 810-02 

Proficiency Test Files. Docume ts reflecting degree of 
proficiency in enforcement traini g such as weapons qualification.
Included are proficiency tests and imilar or related documents. 

Disposition: Destroy after appropria entry has been made on the 
qualification card or on the individual s training record. 

~- - .. z , - -'~ 
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ENFORCEMENT INDIVIDUAL TRAINING FILES 

These files relate to the attendance and proficiency of indivi-
duals participating in various types of the DEA drug/narcotic
training. 

( We. I - I? D ,. '1?- I ) ------------~--~ Individual Train~ Record Files. Documents indicating attendance 
at various phases . training, evaluation of individual students,
mandatory training p ogress, educational records and activities,
test scores on trainin' activities, and similar information 
concerning the progress nd attendance of each individual 
participating in the'DEA rug/narcotic training. Included are 
cards, card forms, and simI ar or related documents. 

Disposition: n reports with the transfer of the 
individual. Destroy remaining cords 5 years after completing
schooling or withdrawal of the st dent. 

File No. 810-02 (Ntl-/70-?? -I) 
Proficiency Test Files. Documents reflec degree of 
proficiency in enforcement training such a weapons qualification.
Included are proficiency tests and similar 0 related documents. 

Disposition: Destroy after appropriate entry h on the 
qualifIcation card or on the individual's trainin 
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FOREIGN NATIONAL TRAINING FILES 

These files relate to the DEA drug/narcotic enforcement training
of personnel of friendly foreign nations. 

Fil~ 820-01 (NCt-l?o-'l1-/)
'\h 

Foreign T ~ining Program Files. Documents relating to the 
development~pf programs for the training of foreign nationals by
DEA. Includ~l>'(Lare communications on training requirements with 
the foreign n t'ion concerned, acceptances, cancellations, program
guidance, and ·~ilar or related documents. 

Disposition: Des ~~y 3 years after terminating the program
training requiremen • 

File No. 820-02 

Foreign Training Program Files. Documents reflecting the 
category of training, numbe 'of spaces programmed, number and cost 
of training spaces allocated and similar data for each country
supported. 

Disposition: Destroy fiscal year in which training 
was programmed. 

File No. 820-03 

Training Assistance Files. Documents re ated to training
furnished foreign nations by DEA mobile t aining teams. Included 
are requests for training teams, comments DEA Country Attaches, 
acceptances, cancellations, foreign training effectiveness 
reports, and similar or related documents. 

Disposition: Destroy 3 years after fiscal training
was programmed. 

File No. 820-04 (Nll-/70-7?-/) 

Foreign National Personnel Files. Documents related 
and processing foreign nationals for training in DEA 
Included are biographical data on the student, other 
student data, copies of academic reports, and similar or reI ted 
documents. 
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Dispositio Destroy 5 years after fiscal year in which training
was conducte • 

Forei n Trainin Files. Documents reflecting the status 
and progress of foreign nationals being trained by DEA personnel.
Included are training and similar or related documents. 

Disposition: Destroy after fiscal year in which training 
was conducted. 
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TRAINING AIDS PILES 

These files relate to constructing training devices, preparing
graphic training aids, the status of training publications, accom-
plishing training film projects, and controls over the production
and issuance of such materials. 

am Files. Documents relating to the formula-
~~~~~~~~~p~r~o~g~r~~~f~o~r developing, producing, and procuring

Included graphic aids development programs,
projects reco ded for production, lists of 

approved film projects, and simil or related documents. 

Disposition: Destroy 5 years after train program is implement-
ed. Note: Dispose of audiovisual records in cordance with 
instruction covering related audiovisual records ribed under 
830-02. 

File No. 830-02 

Training Aids Files. Training aids developed or produced for 
local use or distribution. Included are graphic training aids,
such as charts, diagrams, maps, and illustrations; locally
produced training films; training devices specifications,
photographs, transparencies, and other reproductions of the 
aforementioned material; instructional material such as instruc-
tional notes, illustrative problems, practical exercises, and 
checklists; and related correspondence and comparable material 
used in presentation of the subject and completion of training by
students; and audiovisual records (as desepieed ~8dep Ge8epal
Reeepds Sehedule 21) that depict specialized or unique training
techniques/methods, and training of foreign law enforcement 
personnel in overseas areas. 
Note that these records may be subject to restr1ct1on under 
subsect10n (b)(7)(E) and (F) of the Freedom of Informat1on 
Act. 

DispOSition: a. Office pe7for~ing DEA-~ide s~aff respon-
s1b1lity: (1) Tra1ning a1ds 1llustrat1ng ~n1que 
enfoIcement methods: (a) Audiovisual mater1al: PERMANENT. 
Transfer annually when records are five years old. (b)
Lesson plans and other textual documentation: PERMANENT. 
Retire to WNRC when five years old. Transfer to the. . 
National Archives when 30 years old. (2) Other tra1n1ng
aids: Destroy when superseded or obsolete. 
b. Other offices: Destroy when superseded or obsolete. 
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Trainin Documents reflecting requests for 
construction or nufacture of training aids. Included are work 
orders, cost estim xes and data, sample illustrations,
photographs, clippin s, correspondence, and similar or related 
documents. 

Disposition: Destroy 1 ar after completing or discontinuing
related work. 

87-20 ADMINISTRATIVE MANUAL 6-29-87 



Appendix 0750A 
Page 118 

DEA EMPLOYEE TRAINING FILES 

These files relate to educating and training DEA personnel in 
other Federal agency schools, educational institutions and 
commercial organizations, including on-the-job and off-the-job
training, to meet special requirements essential to performing the 
mission of the activity to which they are assigned. 

File No. 860-01 (NC-I-/'lO-7? -I) 
Trainin and Prom tion A reement Files. Documents related to 
negotia ting master· training and promotion agreements wi th the 
Office of Personnel Management in professional fields in which 
there is a current a d continuing DEA-wide shortage of available 
personnel. Included re requests to establish training programs
not currently authoriz d by regulations, agreements, program
approvals, and similar r related documents. 

Disposition: a. esponsible for negotiating the 
agreement: Destroy when a reement is superseded or obsolete. b. 
Other offices: Destroy 2 ars after fiscal year in which 
training was programmed. 

File No. 860-02 (Ntl-l?u-'1 

School Planning Files. Document pertaining to planned
requirements for training, select ,on of schools and courses,
arrangements for special noncatalo courses, program revisions,
and related matters. 

Disposition: Destroy 5 years after f scal year in which training 
was programmed. 

File No. 860-03 (Nt 1- 1'10- "t? - ,) 

School Admission Files. Documents relating to the admission of 
DEA personnel to schools and courses. Inclu ed are requests for 
admission, statements of acceptance, notifica ions of acceptance,
completion statements, costs, and similar or r lated documents. 

Disposition: Destroy 2 years after completion 0 

rejection of the individual or withdrawal of the 
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File 

Training R porting Files. Documents reflecting the status of 
employee tr ining in government and nongovernment facilities. 
Included reports and related documents. 

Disposition: 3 years after submitting report. 

File No. 860-05 ( 

Training Program Fi es , Documents relating to establishing,
managing, and evalua l.n g local training programs for DEA 
employees. Included r~ training plans, reviews of training
requirements, apprenti e training program registration with the 
Department of Labor, an similar or related documents. 

Disposition: *Destroy 15 ears after the fiscal year in which the 
training was programmed.* 

File No. 860-06 (NCI-170-77-1J 

Contract Training Files. Docume ts reflecting contract training
of DEA employees in nongovernment facilities. Included are 
requests for approval of the train"ng; justification; obligated
service agreements; recommendations for waivers, approvals; and 
similar or related documents. 

Disposition: Destroy 3 years of training or upon
expiration of obligated service agreeme t. 

File No. 860-07 (NCI-170-77-1) 

Record of Training Files. Documents reflect"ng information 
pertinent to individual trainee participation in off-the-job
training courses, completed record of training forms, and similar 
or related documents. 

Disposition: Review annually and destroy tion pertaining
to individuals who are no longer employed 

File No. 860-08 (NCl-170-77-1) 

Training Material Files. Documents used in training DE 
through short on-site training courses and instructional 

* Revision 
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ences. Included are minutes and agenda of instructional 
conferences, course 0 tlines, handouts, instruction sheets, and 
similar or related docu ents. 

Disposition: Destroy 2 after superseded or obsolete. 

File No. 860-09 

Physical Fitness Program Files: Documents relating to the 
establishment, management, and evaluation of the Physical Fitness 
Program for DEA employees. Included, but not limited to, are 
issues relating to Program Development, GYM Facilities, Training,
Coordinator Training, Personnel Matters, Travel, Budget, Printing,
and General Reference Information. 

Disposition: (a) Office performing DEA-wide responsibility: (1)
Destroy 10 years after fiscal year in which the program was 
established. (2) Feeder reports and other data: Destroy 5 years
after fiscal year in which program was established. (b) Other 
offices: Destroy 5 years after submission of required reports to 
principal Headquarters office. 

File No. 860-10 

Course Announcement Files. Reference file of pamphlets, notices,
catalogs and other records which provide information on courses or 
programs offered by Government or nongovernment organizations. 

Disposition: Destroy when superseded or obsolete. 
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LABORATORY FILES 

These files are accumulated from laboratory analysis and examining
drug and nondrug evidence. 

File 

~~~~~~~~~F~l~·l~e~s~. Documents related to the analysis of drug
and nondru evidence. Included are evidence accountability and 
disposition~~ ecprds, chemists worksheets, ballistics reports, and 
related anal ical documents. 

Disposition: T ansfer case files to Federal records center 2 
years after clos g investigative case. Destroy 10 years after 
close of investig~~ive case. 

File No. 901-02 

Index Book Files. Ledge s maintained to record evidence received 
in the laboratory. 

Disposition: Transfer ledg s to Federal records center 2 years
after the last recorded inve igative case is closed. Destroy 10 
years after the close of the I st recorded investigative case. 

File No. 901-03 (NC /- J '10- '7 '1-

Evidence Accountability Files. a temporary file and 
consists of the original copies Evidence Accountability
Record, DEA Form 307. 

Disposition: Upon final disposal vidence, transfer the 
original copy of the Evidence Accountabili Record to the 
Laboratory Case Files (901-01). 

File No. 901-04 (Nf!I- /70- '1') -I) 

Laboratory Reporting Files. Retained copies of r urring reports,
and related correspondence, required by the DEA Latl ratory 
Operations Manual. 

Disposition: Destroy 3 years after date of report. 
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HAZARDOUS WASTE DISPOSAL FILES 

These files relate to DEA's efforts to protect public health 
through	 a program for the clean-up and disposal of hazardous 
waste produced by illegal drug laboratories. 

File No. 920-01 

Hazardous Waste Program Files. Documents relating to establishing
and administering the hazardous waste disposal program in DEA. 
Included are coordinating actions, studies, instructions, reports,
interpretations, messages and similar related documents. Policies 
and procedures are documented in the DEA Directive System. 

Disposition: Destroy when 10 years old. 

File No. 920-02 

Hazardous Waste Compliance Investigation Files. Documents consist 
of reports of investigations to determine compliance of contractors 
with applicable regulations regarding clean-up of sites. Includes 
reports of analysis, correspondence, and related documents. 

Disposition. Destroy when 5 years old. 

File No. 920-03 

Waste Site Files. Documents relating to plans and 
s by DEA and the contractors concerning the clean-up of 

ste sites for which DEA assumes responsibility.
respondence between DEA Headquarters and field 

offices and other deral agencies; instructions to the 
contractors, lists 0 azardous waste sites, reports, letters of 
approval, and supporting ers; contractor notebooks of site 
observations, calculations, m , drawings, supporting
documentation; and preliminary/in reports reflecting
accomplishment of required remedial c action. 

Disposition: a. Office performing	 responsibility:
(1) Record copy: Permanent. Transfer to ecords center
 
when 5 years old. Offer to NARA after 20 ( Other
 
material: Destroy when 8 years old. b.
 
when 5 years old.
 

I 
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Hazar ous Waste Technical Assistance Files. Documents consist of 
corresp ndence with DEA activities for technical assistance and 
informat n regarding the clean-up and disposal of hazardous waste 
produced b illegal drug laboratories. 

Disposition: estroy when 5 years old. 

File No. 920-05 

Hazardous Waste Liaison Files. Documents reflecting coordination 
and focal point of contac with the Environmental Protection 
Agency, other federal e s , staff and local environmental W\1\·\\,\f·\I,'N 

agencies, and private regarding hazardous waste disposal. 

Disposition: Destroy when 5 

File No. 920-06 

Hazardous Waste Grant Program Files. cumentation relating to the 
formulation, award, and changes to grant for hazardous waste 
studies, demonstrations, and services. In luded are evaluations, 
awar d not ice s , task 0 rd e rs , con tract 0 r 0 r g r n tee pro p 0 s a I, and 'o/'l\"iH\J\",WN 

reports. 

Disposition: Destroy 6 years after completion 0 

File No. 920-07 

Hazardous Waste Reporting Files. Documents include peri dic,
 
annual and final reports and evaluations submitted by cont actors,
 
grantees, and DEA activities. Excludes reporting documents overed
 
elsewhere in 920 category. wnHDf,j,WN
 

Disposition: Destroy when 10 years old.
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RESEARCH	 AND TECHNOLOGY STUDY, PROPOSAL 
AND REQUIREMENTS FILES 

These records are accumulated from developing long range guidance
for research and technology based on the DEA drug/narcotic
requirements. 

File No.	 930- 1 
~ R&D Plannin Fi ~s. Documents that accumulate from developing

long range plans ~r forecasts in research and technology. They
involve the estab 'shment of schedules to achieve the DEAls long
range research and echnological objectives, the formulation of 
new concepts and req irements in research and technology for 
planning purposes, an similar matters. Included are research and 
technological long ran e plans or forecasts and documents 
contributing to the dev lopment of the plans or forecasts. 

Disposition: Destroy 5 fiscal year in which plan was 
implemented. 

File No.	 930-02 

DEA Scientific Advisory Documents accumulated by
the chairman of the DEA Scientific Advisory Committee concerning
review and evaluation, appraisal of facilities, and study and 
recommendations on special problems f research and technology in 
DEA. Included are documents reflecti actions taken and matters 
considered by the panel, such as agend of meetings, minutes of 
meetings, reports and recommendations dI tributed to panel
members, and similar documents. 

Disposition: a. Office of DEA committee c airman or senior DEA 
representative: (1) Record Copy: Permanent. Transfer to Federal 
records center when 5 years old. Offer to NA when 10 years old. 
(2) Other documents (extra copies): Destroy 5 after meeting
of the committee. b. Offices of committee Destroy 2 
years after meeting of the committee. 

File No.	 930-03 (N(!I-I?()-'l? -I) 
Scientific Research Schedule Files. Documents relatin to cost 
proJections for research projects, including information about 
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objectives in terms of projects, tasks, status and time 
for research, and funds required. 

Destroy 2 years after completing or cancelling the 

File No. 

Unfunded Documents accumulated in providing
information for se in, and in exchange for, copies of studies 
conducted and fun ed by civilian concerns as part of their 
drug/narcotic-orie ted research programs. Included are study
assistance requests ~or applications, coordinating actions, policy
agreements governing the release of information, copies of studies 
and eval ua tions there ' , and related papers. 

Disposition: Destroy ~ars after receipt of study. 

File No. 930-05 (NC.I-I? 

Problem Statement Files. Doc ments accumulated in providing
information on individual rese rch and technological problems and 
needs to industrial, academic, nd nonprofit research concerns. 
The information enables the conc rns to determine how they can 
most effectively seek participati n in DEA Narcotic Research 
Program, to prepare and submit uns icited proposals directed 
toward solving the stated needs, an to orient their research and 
technological programs toward mainta~ ing the capability for 
response to definite requirements for esearch or hardware 
technology. Included are problem stat ents, coordinating
actions, communications from qualified ncerns indicating whether 
or not they can assist in fulfilling the tated needs, and related 
papers, but not unsolicited proposals, or eports equivalent
thereto resulting from the problem statemen • 

Disposition: Destroy 2 years after reVision,
expiration of the problem statement. 

File No. 930-06 (/'IC,,/-I'IO"'l'l-- I) 
Information-to-Industry Briefing Files. Documents 
briefing representatives of industrial, academic, an 
research concerns, on current drug/narcotic research oblems and 
anticipated requirements. Included are briefing invita and 
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an no cements, registration documents, listings of attendees,
agenda, minutes of briefings or copies of presentations given,
and rela ed papers. 

Destroy 5 years after the briefing. 

File 

Unsolicited Pro Documents relating to receiving and 
administering the eva uation of unsolicited disclosures, data,
suggestions, ideas, pI's, sketches, drawings, information,
discoveries, models, sam es, or comparable inventive proposals.
Not included are proposal responding to requests for quotation or 
request for bids for basic search or submitted by scientific 
personnel in line of duty or nder the incentive awards program.
Included are proposals from prI ate individuals, memoranda of 
understanding, communications submitters, evaluations, and 
related papers. 

Disposition: Destroy 5 years after r ceipt of proposal. 

**File No. 930-08 

Science and Engineering Program Management Files. Documents 
related to establish1ng an administering the programs in this 
functional area. Included are coordinating actions, instructions,
authorizing directives, general correspondence, interpretations,
reports and similar or related documents. 

Disposition: a. Office of Record. Destroy after 5 years. b. 
Other Offices. Destroy after 3 years.** 

** Addition 
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RESEARCH AND DEVELOPMENT CONTROL FILES 

These records relate to administering and controlling

dru [~arcotic research projects, and collecting, disseminating,

and xqhanging scientific information.
 

File
 

Forei n Sci ntific Information Files. Documents relating to
 
rela tionship ,.w i th foreign nations requesting the exchange and
 
collection of cientific information. Included are papers

relating to pIa' for cooperation, discussions, visits with
 
foreign governmen",officials, and comparable relationships.
 

Disposition: after approval of exchange of
 
information.
 

File No. 940-02
 

Project Control Files. Doc accumulating from supervising,

managing, and administering g/narcotic research, development,

test, and evaluation of project. Included are documents relating

to project appraisals; recommend tions for project initiation,

termination, or cancellation; reV1 wand analysis of specific

research projects; and other papers relating to the projects.

Arrange files by project serial numb and nomenclature, or
 
title.
 

Disposition: Destroy 5 years after compI tion, termination, or
 
cancellation of the project.
 

File No. 940-03 (~el- 1'10- '1'1- I) 

Project Register Files. Registers, listings, ind cards, and 
related documents used to record information on pro"ects and 
tasks, such as project or task number and title, pro"ect or task 
office, and contract number. 

Disposition: Destroy 5 years after projects listed in 
are completed. 

87-20 ADMINISTRATIVE MANUAL 6-29-87
 



Appendix 0750A 
Page 126 

Project Re Reports prepared by DEA containing
information individual research, development, test, and 
evaluation projects project tasks, including the identifica-
tion, time phasing, requ ents and objectives, and other 
information about the project task. Included are research and 
technology resumes, development pIa similar reports. 

Disposition: Destroy when the project is 
or when no longer needed for reference. 

File No. 940-05 (NO! 17Q-77-1) 

Project Case Files. These consist of one copy of each prelimi-
nary, progress, or final technical report or publication; contract 
or grant agreement, with changes, modifications, or addendums 
thereto; test reports and comparable test data; feasibility, COSt 
effectiveness, and state-of-the-art study reports from scientific 
journals which pertain to research projects supported by DEA. 

Disposltlon: a. Final project or phase report, or analo-
gous documentation such as flnal test data or evaluatlon 
reports: PERMANENT. Retire to the WNRC when 20 years old. 
Transfer to the Natlonal Archives when 30 years old. 
b. Other documentation: Destroy 15 years after completion,
termlnatlon, or cancellation of the proJect. 

No. 940-06 (NCl-170-77-1) 

Technic I Report Reference Files. Documents maintained in 
organized ibrary-type collections to provide reference for DEA 
in-house re arch activity. They include one copy of each 
technical repo t or publication issued by the organization or 
received from it contractors and one copy of those reports of 

eceived from other sources. 

Disposition: n superseded or obsolete. 

File No. 940-07 

Scientific and Raw Data Files. ents maintained and used by
scientific personnel for research, dev opment, and test of an 
item, a group of items, or within a fiel of scientific inquiry.
Included are scientific notes; drafts of te hnical reports and 
articles; telemetering, oscilloscopes, and ti and motion films 
and recordings; tapes; sound recordings; and si lar rough or raw 
data which is not made a part of the official proj file. 

Disposition: Destroy when the data is incorporated or ummarized 
in a technical report or paper; on completion of the proj ct, orwhen no longer needed for research within the field of inqu rYe 

<,', -,~ 
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COMMUNICATIONS REQUIREMENTS PILES 

These files accumulate from developing and reporting requirements
for communications-electronic facilities and equipment, including
COMSEC equipment. 

Pile 

Communicati n Re resentation Files. Documents relating to 
representati on and recommendations to other Federal agencies,
including imp menting decisions on communications, electronic 
policies, radio frequency allocation, call signs, radio inter-
ference, and rad"o propagation matters. 

Disposition: after approval action on 
communication 

File No. 970-02 

Telecommunication Pro ect Files. Documents relating to 
preparing, validating, and eveloping projects to design,
construct, and install telec munications services, equipment,
facilities, networks, and sys ms. Included are project letters,
bills of material, maps, drawin s, specifications, installation 
data, completion reports, instal ed communication equipment
property cards, and related paper. 

Disposition: a. Office performing EA-wide responsibility:
Destroy 2 years after disapproval of he requirement or 
termination of the project. b. Other offices: Destroy 1 year
after disapproval of the requirement or 1 year after discontinua-
tion of the installation or facility. 

Pile No. 970-03· (Nc..I- 1'70 - '1 '1- ') 

Communication Facility Lease Request Files. uments relating to 
requests for providing, rearranging, and removin communication 
circuits, equipment, and services leased from com ercial companies
to meet DEA communications requirements. Included are requests
for leased facility forms, justification elated 
papers. 

Disposition: a. Office responsible for final approval Destroy
10 years after termination of the lease. b. Other offi 
Destroy 2 years after termination of the lease. 
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File 

Documents relating to authorizing,
correlating, and using radio frequencies 

Disposition: a. rrespondence relating to concurrence of the 
Federal Communicatio s Commission: Destroy after 1 year. b. 
Other documents: Des oy on supersession, cancellation or 
discontinuance of the a signment of use. 

File No. 970-05 {N C, - 1'1"'" 

Communication Operation Instru tion Files. Documents containing
information and data on codes, dio frequency assignments, call 
signs, and lists of holders of co e systems. 

Disposition: Destroy when supersede or obsolete. 
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COMMUNICATIONS SERVICES FILES 

These files accumulate from administering, using, and maintaining
~ommunications facilities and equipment. 

~, 

Fil" .No. 980-01 ( Nel-11D- ?1-/) 

Service Work Order Files. Documents used to request and 
telephone service on Government-owned systems. Included 
ts for telephone service, work orders, and related 

File No. 980-02 ( C,,1-/7o- '1'1- ,) 

Tele hone Toll Call Files. all authorized 
official toll credit card 
calls. 

Disposition: Destroy aft 3 months, except when discrepancies
between these records and 11 tickets are found, in which case 
the files will be held until corrective action has been 
completed. 

File No. 980-03 (Nll-l~O-'l'7-/) 
Communications Equipment Record File. Documents relating to 
modifying, testing, and comparable act "on pertaining to individual 
items of equipment used in communicatio s systems. 

Disposition: Destroy on disposal of equipment. 

File No. 980-04 

Telephone Toll Tickets. Originals and copies of toll tickets 
filed in support of telephone toll call payments. 

Disposition: Destroy after GAO audit or when 3 years old,
whichever is sooner. 
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COMMUNICATIONS CENTER OPERATIONS FILES 

These files accumulate in the communications center from operating
teletypewriter, facsimile, data transmission services, and similar 
communications services. 

Communi ations Center 0 eration Files. Documents relating to 
operatid , communications centers and concerning the transmission 
and r-ece t] of electrically transmitted messages. Included are 
message reg'sters, supervisory logs, performance reports,
interference ·:r:.eports, work orders, frequency logs, andmaintenance 
similar docum ts, but exclusive of other files described in this 
schedule. ' 

Disposition: 1 year after transmission or receipt of 
message. 

F.ile No. 990-02 

Communications Center Me a e Files. Copies of incoming and 
orig1nal authenticated cop'es of outgoing messages maintained in 
communications centers. 

Disposition: Destroy 1 year ter transmission or receipt of 
message. Earlier disposal is a thorized. 

File No. 990-03 (N C/- I?CJ ...7'1- I) 

Monitor Reel Tape Files. Tapes provi ing a temporary record of 
transmissions for the purpose of accom ishing tracer actions and 
making retransmissions. 

Disposition: Withdraw and transmission of 
message. 

File No. 990-04 (1tJ~/-1'l()- 1') -I J 
Service Message Files. Copies of incoming and ou oing service
 
messages relating to traffic handling or operationa .
 
irregularities. Service messages correcting transmi
 
filed with the related message (File no. 990-02).
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Withdraw and destroy 30 days after receipt of 

Sheet Files. Documents indicating the numbers 
~o~f~m~e~s~s~a-g-e~s~h~a~n~d~Ir-d'-o-n--~a--c~i~r~cuit/channelor piece of 
communications equ· mente 

Disposition: and destroy 30 days after assignment of 
number. 

File No. 990-06 (Nc..1 -/70 

Multi Ie Address and Book Mes e Processin Files. Documents 
relating to processing multiple and book messages. 

Disposition: Withdraw and destro after message is 
processed. 
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MEDICAL PROGRAM FILES 

These flIes relate to physlcal proflling for DEA personnel and the 
administration of the DEA Medlcal Program. 

File ~d~"1001-01 (Nt. I - /10- ? '1- I) 
'"'i~ 

Documents relating to medlcal fltness for 
appolntment, '~etention in serVlce, promotion, special asslgnment,
and separati Included are extracts of medical examlnatlons and 
simllar or reI t~d documents. 

Disposltlon: 3 years after reVlew. 

File No. 1001-02 

D1Sposition: a. Transfer d employee. See FPM for lnstruc-
tlons. b. Separated employes: Transfer to National Personnel 
Records (NPRC), St. LOU1S, MO.' 30 days after separation. NPRC 
will destroy 75 years after blr Q date of employee, 60 years after 
date of the earli est document in 'the folder. If the date of birth 
cannot be ascertained, or 30 years after latest separation,
whichever is later. c. Temporary short-term records as 
deflned ln the FPM: Destroy 1 year ~ ter separation or transfer 
of employee.* 

File No. 1001-03 (GRS 1-20a) 

Health Unit Control FlIes. Logs or reflecting daily
number of visits to health unit. 

Disposition: a. Destroy 3 months ry, if informa-
tion is summarized on a statistical report. stroy 2 years
after last entry if the information is not summariz d. 

File No. 1001-04 

Health Servlces Program Management Files. Documents related to 
administering the programs in this functional area. Included 

*RevisionA .................
'~·-:.

, '1,;) 
"~~.,; 
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are coordlnating actions, studies, instructions, interpretations, 

administering thlS program. Included are coordinating actions, 

messages, and similar or related documents. 

Disposition:
Other offices: 

a. Office of Record: Destroy
Destroy after 3 years. 

after 5 years. b. 

File No. 1001-05 

Employee Assistance Program Files. Documents related to 

instructions, authorizing directives, interpretations, messages,
and slmilar or related documents. 

Disposition: a. Office of Record: Destroy after 5 years. b. 
Other offices: Destroy after 3 years. 
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SAFETY PROGRAM FILES 

These files result from a program to prevent or reduce personal
injury, occupational diseases, and property damage from accidental 
cause • 

Safet Files. Documents relating to surveys made to 
evalua te the es fectiveness of safety programs and safety standards 
and procedures;\ urvey reports, safety inspection reports, minutes 
of safety meeting and notification of safe and unsafe practices.
Included are chang~. made as a result of the findings of the 
surveys or inspectio ,and similar or related documents. 

Disposition: after survey. 

File No. 1030-02 {Net ....' '10 - .., 
Safety Hazard Files. Documents elating to technical review,
advice, and gU1dance for identify. g and eliminating or 
controlling safety hazards. Includ d are hazard reports and 
similar or related documents. 

Disposition: Destroy 2 years after elim"nating safety hazards or 
completing measures to control them. 

**File No. 1030-03 

Safety Program Reporting Files. Documents that provide data 
concerning various aspects of DEA safety management activities. 
Included are statistical and narrative reports; consolidations,
summaries, extracts of reports; and similar or related documents. 

Disposition: Destroy 3 years after submission of program data.** 

File No. 1030-04 

Reserved. 

** Add1tion 
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ACCIDENT FILES 

These files relate to aircraft accidents and incidents, motor 
vehicle accidents, and marine accidents; fire and explosions;
harmful chemical exposures; and other accidents arising from 
equipment and personnel failures. 

File No. 1040-01 

Accident Case Files. Documents relating to individual accidents.
 
Included are reports of accidents, and investigations thereof,

involving aircraft, motor vehicles, fires, damage to DEA property,

injury to or death of personnel, and similar or related
 
documents.
 

Disposition: Destroy 6 years after close of accident case.
 

File No. 1040-02 (Ale.. 1- I ? (J - 'I "''I, I ) 
'< 

1~, 

A~cldent Experience Files. Documenf~
 
reporting of accidents and summarizing d analyzing accident
 
experience and trends a nvoIving aircraft j". otor vehicles, fires,

personal injury, damage to property and oth accidents.
 

Disposition: Destroy 5 years after completion
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PROPERTY MANAGEMENT FILES 

These files accumulate as a result of controlling and accounting
for supplies and equipment by property officers and other 
responsible individuals. 

Cards, lists, hand receipts (DEA
showing accountable property 

Disposition: Destroy or turn in on complete accounting for 
property, or superseded by a new receipt or listing. 

File No. 

ment Record Documents used, when required to record 
individual and cumula ·ve repairs (DEA Form 16B), adjustments, and 
use of equipment items. 

Disposition: Destroy 2 rs after equipment leaves custody of 
DEA. 

File No. 1101-03 (Nt:.' - ,,.,,,~ ? '1 

Accountabilit Transfer ·les. Documents attesting the 
transfer of property accountability from one accountable officer 
to another. Included are certificat s of transfer, inventory
lists, and related documents. 

Disposition: Destroy 2 years after 
property. 

File No. 1101-04 (NCI- l?o-'7? - J) 
Equipment Loan Files. Documents reflecting
or from other Government agencies. 

Disposition: Destroy 2 years after 
accounting for items involved. 
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Fil No. 1101-05 (I\JC.I- I?O- ?'1-I) 

Report o~ Survey Files. Reports that describe the circumstances,

and rec m~ended action, concerning the loss, damage, or
 
destruct on of Government property. Included are reports of
 
survey an ",,~supportingdocuments.
 

v-

Disposition:~~a. Off1ce performing final review authority: (1)
Reports invol ing pecuniary liability: Destroy 10 years after 
completing fi~ 1 action. (2) Other reports: Destroy 3 years
after completiJ final action. b. Other offices: Destroy 3 
years after comp , ting final ac tion. 

File No. 1101-06 (N ,-1'70-'7'1- I) 
Reports of Survey Regi ter Files. Registers and related documents 
maintained to control r 'orts of survey. 

Disposition: Destroy last recorded survey. 

File No. 1101-07 (NC.I-I'10- '1 -I) 
Pro erty Officer Designation Fii s. Documents reflecting the 
designa tion of property officers. i Incl uded are letters of 
appointment and revocation. 

Disposition: Destroy 2 years after appointment. 

File No. 1101-08 ( Nt.. 1- I 'If:) -?? - I) 
Packaging and Handling Deficiency Re ortin~.Files. Reports
submitted by receiving activities concern in "deficiencies in 
preserving, packing, marking, or handling of upplies, equipment,
or materials. included are reports of packin and handling
deficiencies, reports of corrective action, an related papers. 

Disposition: Destroy 1 year after submitting 

File No. 1101-09 (fJC, -I 'ra- 'J? - I) 
Excess Property Reporting Files. Reports used to disse inate 
information concerning availability of excess property.
are reports of excess personal property, listings, cards 
and similar documents. 

Disposition: Destroy 1 year after date of report. 
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Equipr:1ent"? d Supply Requlsi tion Files. Documents relating to 
requests fo~~ upplles and equipment (expendable and nonexpend-
able), rentaI~~ f equlpment wlth supporting correspondence, and 
copies of requrs tions. ," 

Disposltlon: a. ~e uests for expendable items: Destroy 1 year 
after completion of a. ion. Earlier disposal is authorized. b. 
Requests for nonexpenda e items. Destroy 2 years after 
completion of action. 

**File No. 1101-11 

Property Program Management Files. Correspondence, instructions,
studies, messages, interpretatlons, and coordinating actions 
related to the administratlon and operatlon of the property
management program. 

Disposition: Destroy when 6 years old.** 

** Addi tion 
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FACILITIES MANAGEMENT FILES 

These files result from control, occupation, and use of facilities 
by DEA activities. 

File No. 1110-01 

Facilities Utilization Files. Documents relating to the control 
and allocation of office space. Included are space allocations,
space reports, requests for additional space or changes in space
locations, space release, surveys of space requirements, office 
layouts, and similar documents. 

Disposition: Facilities office: Destroy 5 years after approval
of allocation or space requirement. Other offices: Destroy 3 
years after completion of action. Earlier disposal is 
authorized. 

File No. 1110-02 

Floor Plan Files. Reference copies of floor plans for DEA 
activities. 

Disposition: Facilities office: Destroy when superseded or 
obsolete. 

~ Fi Ie No. ~"-10-03 

ices Files. Documents related to custodial~~~~~----~~~~~~~~ services require by an activity; installation of telephones;
changes to telepho directories; issuance of keys and locks;
modification, repair, or change of heating, lighting, ventilation,
cooling, electrical, a plumbing systems; painting, partitioning,
repairing, or other aspe s of office landscaping; and similar 
documents. 

Disposition: Destroy 2 years 
cancellation of request. 

**File No. 1110-04 

Building Lease Management Files. Documents include copies of 
building lease, Contracting Officer Representative (COR) and 
Assistant Contracting Officer Representative (ACOR) delegations,
leased building inspector worksheets, contract cleaning inspection
reports, complaint registers, written notifications to lessor 
concerning complaints and resolutions of complaints. 

Disposition. Destroy 2 years after termination of lease.** 

** Addition 
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MOTOR VEHICLE MANAGEMENT FILES 

These files relate to controlling and managing DEA motor 
vehicles. 

File ~~, 1120-01 

Vehicle ~;",thorization Files. Requests for procuremen t or----------~~-----------------distributio'\.of vehicles indicating requirements, justifications,
and approval ""'~,disapproval s thereof.or 

Disposition: 2 years after procuring or distributing
vehicles. 

File No. 1120-02 

Vehicle Control Files. ,cuments used to control the location,
custody, assignment, seizu status and other data relative to 
vehicles. 

Disposition: Destroy 2 years vehicle leaves DEA custody. 

File No. 1120-03 

Vehicle Identification Plate Files. Do"uments connected with 
requesting, transferring, issuing, and di'posing of United States 
or local identification plates or license ~,~tes. 

c ' 

Disposition: Destroy 5 years after disposal plates. 

File No. 1120-04 

Vehicle Operating Cost and Performance Reporting Files. Feeder 
and summary reports prepared therefrom reflecting cost and 
performance data relative to vehicle data, vehicle deficiency
reports, requests for mileage expense and vehicle status, etc. 

Disposition: a. Summary reports: Destroy 5 years after compil-
ing da ta , b. Other reports: Destroy 3 years after compiling
data. 
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File No. 1120-05 

Vehicle Disposition Files. Requests submitted to Department of 
Justice or General Services Administration for transfer of excess 
vehicles or disposal of vehicles that meet or exceed the vehicle 
replacement standards. 

Disposition: Destroy 5 years after the vehicle leaves custody of 
DEA. 
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LIBRARY FILES 

These files relate to the operation of the DEA library. 

File No. 1130-01 

Reserved. 

Shelf List Card' Cards indicating all books in the library
arranged in the or er in which the books stand on the shelves,
and reflecting item "dentification by classification, title,
author, voucher numbe (additions or reductions), and other 
information necessary t facilitate the accountability process. 

Disposition: Destroy afte indicated thereon have been 
dropped from accountability 

File No. 1130-03 (NC-I-/7o-7'l-
Library Catalog Files. Cards enume ting authors, titles,
cross-references, and subjects arrang d in alphabetical order and 
indicating descriptive details includi location of books on the 
shelves. Upon transfer of the books to other library, the 
current library card catalog files will be included in the 
transfer, if possible. 

Disposition: Destroy when related books 
removed from the library collection. 
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PERSONNEL MOVEMENT AND TRAVEL FILES 

These files relate to the control, administration, and operations
involved in moving DEA employees and their dependents. 

File No. 1140-01 (AJtl-/70-??-1) 
Travel Request Files. Documents pertaining to requests for orders
 
placing DEA employees on temporary duty, notices of arrival and
 
departure, approval of issuance of temporary duty orders,

placement of personnel on temporary duty, and similar matters.
 

Disposition: Destroy 3 years after fiscal year in which travel
 
was performed.
 

File No. 1140-02 (NCI-I'IO-'l7-/) 

Conference Travel Fiies. Documents maintained for the purpose of 
planning, reviewing, and furnishing information in connection with 
travel of authorized personnel to attend meetings of technical,
scientific, professional, and similar organizations. 

Disposition: Destroy 3 years after fiscal year in which travel 
was performed. 

File No. 1140-03 ,-11-/) 
Passport Files. Documents ~ating to passports and visas for DEA 
employees including their dep ndents. Included are requests for 
passports, transmittal letters, receipts for passports, control 
cards, and related documents. 

Disposition: Destroy 3 years of passport or visa. 

File No. 1140-04 

International Shipment Files. Documents international shipments
of household goods. 

Disposition: Destroy 6 years after the period of the account. 

**File No. 1140-05 

Tour Renewal, and Rest and Recuperation Travel Files. Documents 
consist of copies of tour renewal agreements, transportation
agreements, and requests for travel, with coordinations and 
approvals at appropriate levels. Documents include approved
travel orders, vouchers, itineraries, and similar or related 
documents. 

Disposition: Destroy after 3 years.** 

** Addition 
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REPRODUCTION SERVICES FILES 

These files relate to printing, reproduction, binding operations,
and equipment; to contract printing; and similar matters. 

Print in E ui m Documents related to granting
authority to issu , purchase, rent, exchange, transfer, or dispose
of printing, bindin , and related auxiliary equipment. Included 
are requests for app val of and justification for printing and 
reproduction equ Lpmen t'x ..Department of Justice and Government 
Printing Office approvaI' authorizations for excess equipment to 
be turned into supply cha els for disposal; and related papers. 

Disposition: Destroy 3 years after disposal of equipment or 
disapproval of acquisition req 

File No. 1150-02 (N(.I-/70-77-/ 

Printing Report Files. Documents reflecting information on 
printing operations and equipment, such as individual and 
cumulative printing jobs, inventory of printing equipment,
contract printing costs, and similar data required by the Joint 
Congressional Committee on Printing. Included are inventory
reports of printing and stored equipment, contract printing
reports and expend1ture statements, comparable reports, and 
related papers. 

Disposition: Destroy 5 years after submitting the report. 

File No. 1150-03 

Reserved. 

File No. 1150-04 (AJ Cl>: 

Printing Job Jacket File. Wo orders, production and cost 
records, related processing dat~ and samples of each printing job
produced. 
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Disposition: Destroy 3 years after fiscal year in which printing
work was completed. 

File No. 1150-05 

Illustration and Drawing Files. Blueprints, drawings, specifica-
tions, and artwork used in preparing illustrations for publica-
tions. 

Disposition: Destroy when the publication is printed, except for 

tives of material used in preparing illustrations of publications 

artwork which has 
longer needed. 

continuing usefulness will be retained until no 

File No. 1150-06 G e.<; 2.\ J 7 

Photographic Negative Files. Original basic photographic nega-

and duplicates of photographic negatives of artwork used for 
illustrating publications. 

Disposition: Maintain and dispose of audio-visual records in 
accordance with the standards of General Records Schedule 21. 

87-20 ADMINISTRATIVE MANUAL 6-29-87
 



Appendix 0750A 
Page 147 

PUBLICATIONS SUPPLY FILES 

These files are maintained at activities engaged in receiving,
storing, and issuing publications or blank forms. 

Pub ication Re uisition Files. Documents used in requisitioning
nonr "mbursable publications, and accountable and nonaccountable 
blank orms. Included are requisitions, shipping orders, transfer 
request and similar papers. 

Destroy 3 months after completion of action; earlier 
uthorized. 

Forms reflecting the status of 
publications and bl~ k forms that provide information which is 
used to determine req ired supply action. 

Disposition: Destroy 1 after last entry on form status. 

File No. 1160-03 (Nll-I?O-

Initial Distribution Files. Di tribution sheets, delivery
instructions, correspondence, an related papers pertaining to the 
distribution of DEA publications. Included are forms reflecting
the quantity and type of publicatio s and blank forms required for 
automatic distribution. 

DiStosition: Documents pertaining to c assified publications: a. 
Des roy 2 years after distribution of pu lication. b. Destroy
superseded forms when replaced by current orms. c. Other 
documents: Destroy 3 months after distribu ion of publication.
Earlier disposal is authorized. 

File No. 1160-04 (Nt..1- 1'70-"11-1) 

Accountable Form Receipt and Issue Files.
 
the receipt or issue of accountable blank are
 
receipt forms, listings, and registers.
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Disposition: Destroy 2 years after receipt or issuance of form. 

No. 1160-05 (NC.I-I'10-??-J) 

identifying 

upon withdrawal of the authorization. 

File No. 1160-06 ( 

Publication Stock Reco Card Files. Cards reflecting the supply
status of publications a d blank forms, including data as to stock 
levels, quantities on han and quantities received or issued. 

Disposition: Destroy when ca is filled or on supersession,
rescission, or obsolescence publication. 

File No. 1160-07 (NCI- I?O- ?? -I) 

Publication History and Stock Usage File reflecting the 
history and usage for each item of stock. 

Disposition: Destroy when form or s superseded or 
obsolete. 
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MAIL SERVICES FILES 

These files relate to the mail functions performed by DEA 
activities. 

File No. 1170-01 (N~I- 170- '1'1- I) 

Mail Loss and Shortages Files. Documents relating to recording,
reporting, and investigating losses or destruction of mail 
including delay, accident, occurrence, or deprecation (theft or 
rifling) involving mail. Included are reports containing facts 
surrounding the loss or shortage, investigation progress reports,
final investigation reports, records or postal claims, records of 
lost or rifled mail, and related papers. 

Disposition: Destroy 3 years after completion of the 
investigation. 

File No. 1170-02 (Nt..I-I'IO- ?'1-I) 
Mail Routing Guide File. Documents prepared to facilitate mail 
delivery, reduce routine errors, and to aid in training new 
routing clerks. Included are cards, manuals, indexes, and similar 
papers used as mail routing guides. 

Disposition: Destroy when superseded or obsolete, except that 
background papers relating to the guide will be destroyed 2 years
after publication of guide. 

File No. 1170-03 (Nl.I-I?O-?'1-I) 

Accountable Mail Receipt Files. Documents reflecting the receipt
and dispatch of registered, certified, and numbered insured mail. 

Disposition: Destroy 2 years after receipt or dispatch of mail. 

File No. 1170-04 (Nt:..J-I?O-??-J) 
Mail Control Files. Documents relating to the control of 
incoming and outgoing mail. Included are routing and suspense
slips, delivery receipts, logs of incoming and outgoing mail,
records of messenger trips, and similar papers. The records of 
delivery of accountable mail, when filed with mail control files,
will be disposed of as accountable mail receipt files. Receipts
for classified documents, when filed with mail control files, will 
be disposed of as classified document receipt files. Return 
receipt requested postal forms accumulated by DEA purchasing
activities as the result of the transmittal of either contractual 
documents or correspondence directing specific procurement actions 
by registered mail, will be considered as record segments of the 
contract to which they relate. Such receipt forms will be filed 
with related contracts and retained in accordance with disposition
instructions for contract files. 

Disposition: Destroy 1 year after receipt or dispatch of mail. 
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Fi Le (Nl,-I'lU-7?-/)
 
Mail File s • Documents indicating pick-up and
 

Disposition: . en superseded or obsolete. , 

File No. 1170-06 (NC.I-''10-'7'1-/) 
Mail Production Files. Production reports of mail handled and 
work performed. 

Disposition: De~troy 2 years after compilation of data. 

F i leN o. 1 1 7 0 - 0 7 "" /-1 '10- f6 b- I) 
Mail Survey Files. ' orts containing semi-annual mail survey
data and other special II counts and survey information. 

'" Disposition: De s t ro y old. 

**File No. 1170-8 

Mail Program Management Files. Correspondence, instructions,
studies, messages, interpretations, and coordinating actions 
related to the administration and operation of the mail management
program. 

Disposition: Destroy when 6 years old.** 

** Addition 
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ADP DOCUMENTATION FILES 

These files consist of those records required to service 
machine-readable records and to convert them from encoded data to 
usable information. These are an organized series of descriptive
documents required to initiate, develop, operate, and maintain 
specific applications of ADP systems. The disposition of 
documentation files is linked to disposition of the 
machine-readable files serviced. 

File No. 1201-01 (N( I-I?lJ- '17- /) 

Data Systems Specifications Files. Documents containing
definitions of the system including functional requirements, data 
requirements, system/subsystem specifications request for the 
system, and authorizing directives. 

Diposition: a. Disapproved proposed system: Destroy one year
after final action. b. Approved system for which all related 
magnetic data files are authorized for disposal: Destroy one year
after termination of the system. c. An approved system for which 
any related magnetic data file is not authorized for disposal:
Retain with related magnetic data file. 

File No. 1201-02 (Ntl- 170-7'1-1) 

System Test Documentation Files. Documents consisting of test 
plans, test data, and test analysis reports. 

Disposition: a. Approved system: Destroy 1 year after 
discontinuing the system. b. Disapproved proposed system:
Destroy one year after final action. 

File No. 1201-03 (NC 1-/7~-7? -I) 
File Specifications Files. Documents consisting of definitions of 
the logical and physical characteristics of each record element or 
item of data in the file, including names and tags or labels;
relative position, form, format, and size of data elements (record
layout); specification of all codes used, cross reference code 
manual; security and privacy restrictions; integrity and validity
characteristics; update and access conditions; and recording media 
and volume. 

Disposition: a. A system for which all related magnetic data 
files are authorized for disposal: Destroy with final related 
magnetic data file. b. A system for which any related magnetic
data file is not authorized for disposal: Retain with related 
magnetic data files. 
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File No. 1201-04 (rvtl-/7()- 7'1-/) 

User Guide Files. Documents consisting of information which 
sufficiently describes the functions of the system in non-ADP 
terminology so that users can determine its applicability of when 
and how to use it; and serves for the preparation of input data 
and the interpretation of results. 

Disposition: Handbooks, guides to data availability, and 
procedures for querying files: Retain with data systems
specifications. 

File No. 1201-05 (NC.I-17t:J- ?7-/) 

Output Specifications Files. Documents consisting of detailed 
descript10ns of products of the system that are to be used outside 
the computer center. 

Disposition: Listings of each type of output by title and tag,
format specifications, selection criteria volume and frequency,
media, graphic displays and symbols, security and privacy
conditions and disposition of output: Destroy 3 years after 
related report is discontinued. 

File No. 1201-06 (NC.I-I?O-'1')-/) 

ADP Report Files. Documents printed in final report containing
the statistical tabulation and an analysis of the findings of a 
study or survey including a narrative description of methodology
employed. 

Disposition: Systems which require retention of related data: 
Retain one copy with related file specifications. 

File No. 1201-07 ( N~ 1-/')0- "I '1- I) 
Information Retrieval Routine Files. Documents related to a 
series of machine 1nstructions designed to retrieve information 
from specific data systems. 

Disposition: a. General purpose programs: Destroy when no 
longer needed. b. Special purpose programs for data files for 
which disposal is authorized: Destroy with related data files. 
c. Special purpose programs for data files for which diposal is 
not authorized: Retain with related data file. 
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**File No. 1201-08
 

ADP/Telecommunication Service Files. Documents, DEA Form 195,

used to initate service to ADP/Telecommunications systems, equip-
ment and support service excluding those systems identified in the
 
ADP master files (1220 series) in Volume II of the Administrative
 
Manual e.g., NADDIS, STRIDE, CSA etc.
 

Disposition: Destroy 1 year after project is completed.** 

** Addition 
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ADP PROCESSING FILES 

These are machine-readable files, aside from master files, which 
comprise most of the life cycle of computerized records. Process-
ing files, from work files and raw data input files to publication
files and security backup files, are employed to create and use a 
master file. They are presented here separately from master files 
for the sake of clarity and because they are generally not 
intended for long term retention. 

File No. 1210-01 (~, 1- '7()-?? -I) 
ADP Work Files. Temporary computer sensible! media used by
console operators or tape handlers to facilitate general computer
runs such as sorts and merges. 

DiSfosition: New media, or media not included in a library con-
tro system, or files whose retention dates have expired: Avail-
able for immediate use or reuse. 

File No. 1210-02 (NtJ-I'10"''1'l-/) 

ADP Test Files. Computer sensible! media used in testing a 
proposed program. 

Disposition: a. Media used by programmers for individual run 
testing and not under library control: Destroy after system has 
been accepted or discontinued. b. System debugging test data: 
Destroy when related program is discontinued. c. System accept-
ance test data: Destroy when related program is discontinued. 

File No. 1210-03 

Initial Data Abstract Files. Computer sensible! media contain-
ing data abstracted from source documents or other media and 
entered into the system for the first time. 

Disposition: a. Data used for updating and required to support
reconstruction of master file: Destroy after third update
cycle.2 b. Data not required to support reconstruction of 
master file and/or used as input for a one-time study, surveyor
experiment: Destroy in accordance with DEA computer systems
documentation. c. Media officially designated to replace or 
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serve as the basic source data in lieu of the hard copy or other
 
input source document: Destroy in accordance with instructions
 
documenting the same process, transaction, or case.
 

File No. 1210-04 (NCt-I'lO- '7')-') 
Initial Data Reference Files. Computer sensible1 media files
 
created by another agency.
 

Disposition: Media not a record of the receiving agency:3

Destroy as reference material.
 

File No. 1210-05 (NC(-I?"- 77- /) 

Initial Data Card/Tape Abstract Files. Punched cards or paper
tape containing data abstracted from source documents and used for 
conversion to magnetic media or processing on electric accounting
machine equipment created after January 1, 1970. 

Disposition: a. Data retained by ADP operational elements as 
backup to magnetic media: Destroy after third update of related 
magnetic file. b. Electric accounting machine output listings
and reports: Destroy after 180 days if used in processing without 
being converted to magnetic media. c. Data converted to magnetic
media: Destroy after verification of data on related magnetic
media. 

File No. 1210-06 (NCI-/70-'7,)- /) 

Initial Data Source Files. Punched cards that contain original

entry data with film or written inserts.
 

Disposition: Source documents: Destroy in accordance with
 
instructions applicable to the hard copy or other files
 
documenting the same process, transactions, or case.
 

File No. 1210-07 (NC.I-170-'l7-J) 

Intermediate Data Input/Output Files. Computer senSible! media 
containing output within or from one run to a subsequent run that 
manipulates, sorts, and or moves data through the system, includBs 
checkpoint, edit, correction, reject list, unmatched data 
eliminating error, and rerun files. 
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Disposition: a. Media used in an updated system: Destroy after 
subsequent data files that contain the accepted detail data have 
been created and proven satisfactory. b. Media used in a 
one-time study or survey: Destroy after master data file has been 
proven satisfactory. 

File No. 1210-08 

Valid Transaction Files. Computer sensible! media containing
valid file of items used with a master data input file for 
creation of a master data output file. 

Disposition: a. Media consisting of valid transactions after all 
outstanding items are liquidated from current status files: 
Destroy after third update cycle.2 b. Media consisting of 
valid transactions after the cumulative final master file is pre-
pared and determined to be successful, and there is no necessity
for statistical analysis: Destroy after third update cycle.2 

File No. 1210-09 

Information Retrieval System Master Reference Files. Computer
sensibleI media containing data created by the merging of prior
master file with valid transactions data to create a new master 
file. 

Disposition: Cumulative index to scientific and technical 
publications, and bibliographic and other nonrecord material: 
Destroy after third update cycle.2 

File No. 1210-10 (t.J!.I- l'lO-'7'l-J) 

Security Backup Files. Computer sensible! media that is identi-
cal in format to the master file and retained as security in case 
the master file is damaged or inadvertently erased. 

Disposition: a. Update media: Destroy after third update
cycle.4 b. A one-time study or survey: Destroy in accordance 
with standards for disposal of corresponding master file. 
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ADP MASTER FILES 

These files constitute the definitive state of a data file in a 
system at a given time. Such files are partly categorized on the 
basis of subject content. Other important considerations 
regarding disposition are the format of the data file and the 
manner in which it is updated. Such variables influence the scope
of the informational value of a file and the frequency with which 
its machine-readable output should be subject to archival 
appraisal. 

File No. 1220-01 

Housekeeping System Master Files. Computer sensible1 media 
containing data for such "housekeeping systems" as fiscal 
accountability, supply management, and payroll administration. 

Disposition: a. Media not required for GAO site audit: Destroy
in accordance with instructions applicable to the hard copy or 
other files documenting the same process, transaction, or case. 
b. Media required for GAO site audit: Destroy in accordance with 
functional guidelines provided by GAO. 

File No. 1220-02 (NC.t-I?O-r"J?-/) 

Statistical Master Files. Computer sensible1 media containing
data created by the merging of a prior master file with valid 
transaction data to create a new master file. 

Disposition: Media used to prepare reports covering a limited 
period of time; recurring periodic surveys and censuses: Destroy
one year after no longer required. 

File No. 1220-03 

Re-Formatted Files. Computer sensible1 media containing essen-
tially duplicate data from the master data file but, which is 
created for use with other computer hardware. 

Disposition: a. Media created for the specific purpose of 
information interchange: Destroy as provided for related master 
data file. b. Data of specific application for agency computer
hardware systems: Destroy when determination is made that such 
format is unnecessary. 

File No. 1220-04 

Res e rve d. 

File No. 1220-05 (IJc"I-I'lO"'1? -I) 
les, and S Computer

a containing rom a larger census or 
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Disposition: Media which is disclosure free or useful in 
statistical analysis or policy formulation models and simulation 
studies: Destroy one year after no longer required. 

File No. 1220-06 

*Defendant Data (Statistics) System Files. The defendants 
statistical system is part of the M204 DBMS System and provides
information on all persons arrested and prosecuted on drug related 
charges. Information extracted from the defendants statistical 
system is used:* 

**1. As source data for the generation of statistical reports
(arrest and prosecution oriented); and 

2. As input to the Offender Based Transaction System (OBTS),
which-with 8881ti9ft81 1ftp~t fre. the B~re8~ ef PFiseRs tracks the 
persons arrested and prosecuted through their years in prison.** 

Dispositlon: Data sets and related documentation: 
PERMANENT. Transfer annually to the Natlonal Archives, ln 
accordance wlth 36 CFR 1228. 

File No. 1220-07 (f\}e.'-I"'10-'1"'1-I) 

Drug Abusers Reporting System Files. Machine-readable records 
used to provide a data base for furnishing information for 
research into drug abuse and for law enforcement purposes.
Contains data relating to persons arrested for any crime whom the 
arresting officer suspects as being addicted to narcotics or 
chronically abusing narcotics. Covers 1970 to the present. 

Disposition: Destroy 10 years after system is discontinueq. 

File No. 1220-08 (AJt.\-I'lO-"'l-I) 
Ballistics Intelligence Tables System Files. Machine-readable 
records which provide drug intelligence for law enforcement 
purposes. Contains records of tool mark and chemical analysis of 
licitly and illicitly made drug tablets. Covers 1970 to the 
present. 

Disposition: Destroy 10 years after system is discontinued. 

File No. 1220-09 (uc I -''10-''1-') 
Controlled Substances Act Registration Records (eSA) Files. 
Machine-readable records containing data on individuals by name;
phYSicians and related practitioners, dentists, veterinarians, 
persons conducting research with controlled substances;
distributors, manufacturers, exporters, and importers of 

* Revi sion 
** Addition 
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controlled substances, and pharmacies. Provides a data base of 
handlers required to register under the Comprehensive Drug Abuse 
Prevention and Control Act of 1970. Covers 1971 to the present. 

Destroy 10 years after system is discontinued • 

.1220-10 

*Automat q Re orts of Consumated Orders S stem (ARCOS) Files. 
ARCOS pro ",des an audit of drug inventory transaction by
manufacture ·.S and distributors of controlled substances, maintains 
a current in' entory of controlled substances, provides an 
inventory his ory of narcotic transactions that assists in 
estimating the edical and scientific needs of the US, legal
narcotic export and maintenance of narcotic reserves, and 
pro v ide san n ua Is' .a tis tic s tot he In tern a tion a I Narc 0 tic Con tr 0 I 
Board. ~ 

'., 
~'Disposition: Data w ~l be deleted 2 years following the date it 

was added to the file and placed in a historical file from which 
it will be deleted 4 y ~s from the date added.* 

File No. 1220-11 

network.* 

Disposition: Destroy is discounted. 

File No. 1220-12 

S stem to Retrieve Information from Dru vidence (STRIDE) Files. 
*STRIDE consists of four subsystems that p ovide information on 
time utilization by laboratory professional to laboratory
managers, (laboratory manpower), provides in ·cators of drugs
currently being abused (STRIDE Analytical), cft racteristic 
information on ~ablets and capsules (Ballistics Subsystem), and 
provides tracking information on the present loc tion of the 
drugs, (Evidence Inventory Subsystem). 

Disposition: Data will be deleted from the active Ie 15 years
from date the case is closed and added to a historica file from 
which it will be deleted 15 years from date added.* 
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**File 1220-13 

Documents relating to the 

as 
system 

Disposition: Destro··~·documents 5 years after a data base 
management system has 'een completely removed from service by
DEA. 

File No. 1220-14 

Computerized Asset Program (CAP) Files. CAP is part of the M204 
Data Base Management System and is used to report removal of all 
non-drug, forfeitable property seized as a result of drug investi-
gation and arrests. 

Disposition: Data records will be deleted 2 years following the 
date of disposition of the asset and added to a historical file 
from which it will be deleted 5 years from the date added. 

File No. 1220-15 

DEA Accountin stem (DE AS) Files. DEAAS provides a financial 
management information sys em for accounting procedures and the 
management of funds. The stem includes on-line/edit update
capabilities, on-line review f current status of allowances,
obligations, expenditures and ravel advances, budgetary controls 
by allowance and report creatio capabilities. 

Disposition: Data will be deleted 4 years following the year
accumulated, and placed in a histor cal file from which it will be 
deleted 3 years from the date added. 

File No. 1220-16 

Training Information Management System Files (TIMS). TIMS 
operates under the M204 Data Base Management System and is an 
on-line system that records information on each training course 
attended by Special Agents. 

Disposition: Data will be deleted 10 years after date of termina-
tion of service of employee and placed in a historical file from 
which it will be deleted 5 years from date added. 

File No. 1220-17 

** Addition 
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all DEA-owned technical and investigative equipment, radio
 
communications equipment, motor vehicles, boats, aircraft, badges,

credentials and firearms.
 

Disposition: Data will be deleted 1 year after the date of final
 
disposition of an item of equipment. Deleted records will not be
 
placed in a historical file.
 

File No. 1220-18
 

File Room Automation System (FRAS) Files. Machine readable
 
records used to validate investigative file access authorizations,

determine the circulation status of a specific file, identify the
 
borrower of a file which has been checked out, and maintain
 
circulation status. A FRAS record is created on an investigative

file when establishing a Headquarters file on investigative

activities.
 

Disposition: Data will be deleted 10 years following the year

created. Deleted records will not be placed in a historical
 
file.
 

File No. 1220-19
 

Enforcement Management and Information System (EMIS I) Files.
 
EMIS I is composed of a money list Subsystem and Case Status
 
(CAST) Subsystem. The money list is designed to provide an audit
 
trail of expenditures for purchase of information and evidence.
 
CAST is designed to track activities of an individual case under
 
investigation.
 

Disposition: a. Data contained in the money list file will be
 
deleted 2 years following the year the record was added and will
 
be retained in a DOJ historical file 1 additional year. b. Data
 
records in the CAST file will destroyed 10 years after the system

is discounted.
 

File No. 1220-20
 

Career Development Program Files. The Career Development Program

is an on-line system that contains records of the career histories
 
of all DEA agents, intelligence analysts and chemists.
 

Disposition: Data will be deleted 10 years after year of
 
termination of employee and added to a historical file from which
 
the records will be deleted 5 years from date added.
 

File No. 1220-21
 

Enforcement Management Information System (EMIS II) Files. EMIS
 
II is an on-line computerized information system that operates

under the CCA 204 DBMS and is composed of two subsystems.
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A. Manpower Utilization Subsystem. Provides statistical 
information on expenditure of time by Special Agents, Intelligence
Analysts and Diversion Investigators from DEA bi-weekly activity
reports, DEA forms 351, 352 and 421. 

Disposition: Data in the manpower utilization file will be 
deleted 3 years following the year in which it was created and 
placed in a historical file from which it will be deleted 2 years
from the date added. 

B. Confidential Informant Subsystem. Supports management
information requirements in a DEA Headquarters and field office. 
Information is maintained on the utilization of DEA's confidential 
informants. 

Disposition: CI data will be deleted 3 years following the date 
on which it was last updated and placed in a historical file from 
which it will be deleted 10 years from the date added. 

File No. 1220-22 

Ceiling Control System Files. Machine readable records that 
provide DEA with a current account of all personnel actions 
including promotions, vacancies and transfers. 

Disposition: Data will be deleted 6 months after the month in 
which the data was collected. Deleted records will not be placed
in a historical file. 

File No. 1220-23 

Agents Application System Files. Machine readable records 
designed to maintain information on agent applicants. 

Disposition: Data will be deleted 3 years after the date created 
and placed in a historical file from which it will be deleted 3 
years after the date added. 

File No. 1220-24 

Disciplinary Records System Files. Machine readable records 
designed to provide a profile regarding precedent
disciplinary/adverse actions relative to type(s) of charge(s) and 
type of action proposed and subsequently taken in order to decide 
appropriate penalty for current cases. 

Disposition: Data will be maintained for a period of 4 years from 
the date of last update. Data on agents only will then be placed
in a historical file for a period of 5 years following the 
conclusion of the Segar-Bell Court Case. 

File No. 1220-25 

Personnel Locator System (PLS) Files. Machine readable records 
designed to maintain representative data on all DEA employees
pertaining to special skills, geographic work locations and 
functional work areas. 

88-15 ADMINISTRATIVE MANUAL 9-26-88 



Appendix 0750A 
'Page 160.2 

Disposition: Data will be deleted 2 months following the date the 
employee leaves DEA. Deleted records will not be placed in a 
historical file. 

File No. 1220-26 

Workmen's Compensation System Files. Machine readable records 
designed to provide information on the nature of personnel
injuries, cause of injuries, days lost, deaths and monetary
compensation for medical disability and death. 

Disposition: Data will be deleted 2 years following the year in 
which data was collected and placed in a historical file for 5 
additional years. 

File No. 1220-27 

Freedom of Information (FOr) Files. The Freedom of 
Information/Privacy Act System is designed to provide information 
on the current status and types of requests to DEA for information 
under the Freedom of Information and Privacy Acts. 

Disposition: Data will be deleted 6 years following the date of 
last update. Deleted records will not be placed in a historical 
file. 

File No. 1220-28 

Vehicle Management Srstem (PVS) Files. Machine readable records 
designed to track ma ntenance of all Government owned and Govern-

the activity file is designed to store information concerning a 

ment rented vehicles in DEA. 

Disposition:
of maintenance. 
cal file. 

Data will 
Deleted 

be deleted 1 year
records will not 

following
be placed 

year
in a 

of date 
histori-

File No. 1220-29 

Activity Files. As part of the M204 Data Base Management System, 

particular activity or event with information about the people
involved, names of organizations/establishments known or suspected
of involvement with the illegal activity, and intelligence summary
information. An activity or event may involve drugs, aliens, 
weapons, counterfeit documents/currency, aircraft vessels or 
vehicles such as a pharmacist selling scheduled drugs without a 
prescription or a corporation suspected of illegal drug activity. 

Disposition: Data will be deleted 8 years following the date of 
last update and placed in a historical file from which it will be 
deleted 10 years from the date added. 

File No. 1220-30 

Aircraft Files. As part of the M204 Data Base Management System,
the aircraft file is designed to store information concerning
general use of 
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international aircraft suspected of illegal activity and contains 
information about aircraft owners, users, registration data, and 
home airfield of the aircraft. 

Disposition: Data will be deleted 8 years following the date of 
the last update and placed in a historical file from which it will 
be deleted 10 years from the date added. 

File No. 1220-31 

Airdrop System Files. Machine readable records that collect,
correlate and analyze data related to aircraft drops of illicit 
contraband into the United States and other areas. 

Disposition: Data will be deleted 5 years following the date of 
last update. Deleted records will not be placed in a historical 
file. 

File No. 1220-32 

Alien Smu lers Enforcement S stem (ASSET) Files. The EPIC ASSET 
is an Immigration and Naturalization Service INS) system that 
collects and correlates information provided on the INS Smuggler
Index Form. 

Disposition: Data will be deleted 5 years following the date of 
last update. Data then will be placed in a historical file and 
deleted 8 years from the date added. 

File No. 1220-33 

Commercial Air (CAF) System Files. CAF collects data on the use 
of commercial airlines in transporting contraband into the U.S. 
CAF is comprised of three subsystems: 1) the CAF Entry System, 2)
the CAF Seizures System, and 3) the CAF Lookout System. 

Disposition: Data will be deleted 5 years following the date of 
last update and placed in a historical file from which it will be 
deleted 5 years from the date added. 

File No. 1220-34 

Computer Inventory Systems Files. Machine readable records used 
to collect and store all pertinent data related to computer and 
communications equipment at EPIC. 

Disposition: Data will be deleted 6 months following the date of 
last payment or item is disposed of. Deleted records will not be 
placed in a historical file. 

File No. 1220-35 

General Aviation Smu Indicator (GAS) Files. GAS collects 
and corre ates data re at ng to t e use 0 pr vate aircraft in the 
transport of illicit merchandise into and within the U.S. 
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Disposition: Data will be deleted 5 
last update and placed in a historical 
deleted 5 years from the date added. 

years
file 

following the date of 
from which it will be 

File No. 1220-36 

Intelli ence Seizure and Intelli ence Lookout S stems 
Files. MIS and MIL systems collect and corre ate~~~~~~~~~ statistical information regarding seizures and lookouts relevant 

to maritime smuggling into the U.S. 

Disposition: Data will be deleted 5 years following the date of 
last update. The data will then be placed in a historical file 
from which it will be deleted 8 years from the date added. 

File No. 1220-37 

Private Aircraft Reporting Sfstem (PAIRS) Files. The PAIRS System
provides on-line retrieval 0 information on private aircraft 
suspected of illegal drug trafficking entering the U.S. from 
foreign airports. Information input will be via INS Form 192A and 
U.S. Customs Form CF-178. 

Disposition: Data will be deleted 4 years following date of last 
update. 

File No. 1220-38 

Vessels Files. As part of the M204 DBMS, the vessel file stores 
information concerning general international marine vessels. This 
file also provides a source for evaluating smuggling threats 
involving private vessels. It contains names of vessel owners, 
users, registration and home port information, and intelligence
summary data. 

Disposition: Data will be deleted 5 years following the date of 
last update and placed in a historical file from which it will be 
deleted 10 years after the date added. 

File No. 1220-39 

Vessel Crew Members Files. The crew members system collects and 
correlates data related to commercial ships and their foreign crew 
members transporting illicit merchandise into the U.S. 

Disposition: Data will be deleted 8 years following the date of 
last update. Deleted records will not be placed in a historical 
file. 

File No. 1220-40 

Vessels Electronic (ELECTRO) Files. The ELECTRO System collects 
and correlates information regarding electronic equipment
discovered aboard vessels carrying illicit merchandise into the 
U.S. 
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descriptions, documentation data and owner information on vessels 

Disposition:
last update.
file. 

Data will be deleted 
Deleted records will 

8 years
not be 

following
placed in 

the date of 
a historical 

File No. 1220-41 

Vessel U.S. Coast Guard 408 File. The USCC 408 file provides 

registered with the U.S. Coast Guard. 

Disposition: Data will be replaced as required. 

File No. 1220-42 

Watch Access System (WATCH) Files. The WATCH System maintains the 
names, passwords and identifying information on all personnel
currently qualified to access the EI Paso Intelligence Center. 

Disposition: Data will be deleted following notification by a 
state official and placed in a historical file from which it will 
be deleted 3 years from the date added. 

File No. 1220-43 

Workload Extraction and Evaluation System (WEEP) Files. The WEEP 
System measures workloads within the Air Analysis Unit of EPIC and 
provides information on sources requesting information from EPIC. 

Disposition: Data will be deleted 3 years following the date of 
last update. Deleted records' will not be placed in a historical 
file. 

File No. 1220-44 

Controlled Substances Act System (CSA) Files. Machine readable 
records containing data on the registration of all individuals and 
organizations who manufacture, distribute, prescribe or dispense
controlled substances. 

Disposition: Data will be deleted 6 months following the date 
registration expires and placed in a historical file from which it 
will be deleted 10 years from the date added. 

File No. 1220-45 

Diversion Analysis and Detection System (DADS) Files. DADS is a 
subsystem of the ARCOS system and contains statistics on only
those drugs purchased from or sold to associate registrants i.e.,
doctors, clinics, hospitals, pharmacies. 

Disposition: Data will be deleted a 2 years following the date 
added to the file and placed in a historical file from which it 
will be deleted 4 years from date added. 
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File No. 1220-46 

Project Label Files. Project label system maintains a memory bank 
of information as contained on labels on packages of controlled 
substances. 

Disposition: Data will be deleted 1 year following the date on 
which the National Drug Code is rescinded and placed in a histori-
cal file. The data will be deleted from the historical file 2 
years from the date added. 

File No. 1220-47 

Drug Theft System Files. Machine readable records that provide
information on the theft or loss of drugs from Control Substances 
Act (CSA) registrants. 

Disposition: Data will be deleted 3 years following the year in 
which the record was created and placed in a historical file from 
which it will be deleted 3 years from the date added. 

File No. 1220-48 

Internal Security System Files. The Internal Security System
functions under the M204 Data Base Management System and consists 
of these separate files: 1) Subject File, 2) Assault File, and 3)
Case File of Internal Security Information. 

Dis10sition: Data will be deleted 5 years following the date the 
emp oyee is terminated with DEA and placed in a historical file 
from which it will be deleted 30 years from the date added. 

File No. 1220-49 

Offender Based Transaction System (OBTS) Files. OBTS is designed
to track persons who have been incarcerated on a drug related 
charge. It provides batch queries and report capabilities from 
which statistical reports may be generated. 

Disposition: Data to be deleted 1 year after year of last update
and added to a historical file from which records will be deleted 
10 years from the date added. 

File No. 1220-50 

Trafficker Files. Trafficker file operates under the M204 DBMS 
and records information concerning seizures and traffickers 
worldwide. Trafficker file creates statistical reports depicting
trends in trafficking. h'bTE. 7hj~ .fIle. is c.u.rrt'vdIJ lhac.:hv(.. 
Disposition: Data will be deleted 1 year after last update and 
added to a historical file from which it will be deleted 20 years
from the date added. 
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File No. 1220-51 

Toll/Pen Register Files. The Toll/Pen Register files under the 
M204 DBMS contain information on the telephone numbers used by
suspects in an active drug investigation. 

Disposition: Data will be deleted 5 years after case is closed 
and placed in a historical file from which it will be deleted 10 
years from the date added. 

File No. 1220-52 

Precursor Chemical Information System (PCIS) Files. PCIS is an 
on-line computerized information system on the sale of precursor
chemicals used for the illicit production of dangerous drugs and 
other controlled substances. 

Disposition: Data will be deleted 3 years following the date the 
record was added to the file and placed in a historical file from 
which the record will be deleted 2 years from the date added. 

File No. 1220-53 

Event Files. The Events file in the M204 DBMS contains informa-
tion related to drug investigations in the form of events or overt 
acts of suspects within the investigations, for example names,
addresses, telephone numbers, businesses, banks, aircraft and 
vessels. Intelligence analysts and Special Agents primarily input
data into the system. 

Disposition: Data will be deleted 5 years from year information 
was added to the investigative file and placed in a historical 
file from which it will be deleted 4 years from the date added. 

File No. 1220-54 

Tele hone Subscriber S stem (BINGO). The Telephone Subscriber 
System (BINGO is a vehicle for the collection and the correlation 
of telephone numbers and telephone subscribers contained in 
information received by EPIC. 

Disposition: Data records will be automatically deleted 5 years
following the date year the record was added to the file. Deleted 
records will not be placed in a historical file.** 

** Addition 
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NOTES 

1. The term "computer sensible" is used to include media which 
are not magnet storage devices. Computer cards, for instance, are 
still widely used. Technological advances forecast computer
sensible nonmagnetic storage devices likely not be be erasable and 
reusable. 

2. "Dispose of after third update cycle" indicates that the first 
generation data may be disposed of after the fourth successful 
update. 

3. Records received from another agency become the records of the 
receiving agency under either of two conditions: 

a) when the data are merged or reduced by the receiving
agency, and no comparable copy exists in the originating agency;
or 

b) when the data are provided by the originating agency
in a form designed to meet the needs of the receiving agency, and 
no comparable copy exists in the originating agency. 

In such cases the reSUlting data file should be scheduled 
according to the appropriate category listed in this schedule,
where applicable. 
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FORMS MANAGEMENT FILES 

These files relate to planning and executing procedures to 
standardize, design, construct, and control the use, numbering,
and distribution of forms. 

File No. 1301-01 (IVCI-I'lO- 77-1) 

Forms Management Reporting Files. Documents relating to reports
on progress in forms management. Included are reports, work-
sheets, and correspondence directly related to the reports. 

Disposition: Destroy 5 years after completion of requirement. 

File No. 1301-02 (fJt:..t -/70- 'l '1- ,) 

Forms Numerical Files (Internal). Documents accumulating in 
offices having authority to approve forms and resulting from the 
consideration, approval, control during existence, and revision or 
rescission of specific forms. Included are requests for approval
of forms, justifications, coordination papers, instructions 
governing use of the form, and a copy of each edition of the 
form. 

Disposition: Destroy 5 years after dis~ntinuing the form. 

File No. 1301-03 (NCI-IT'JO -??-/) 

Forms Numerical Files (External). Documents relating to forms 
used within the jurisdictional area of the forms management office 
but approved by other agencies or offices. Included are copies of 
forms, instructions for use, and coordination papers. 

Disposition: Destroy 1 year after discontinuing the form. 

File No. 1301-04 (I\J(.I- 1'70- '1'1-/) 
Forms Functional Files. A collection of forms arranged by func-
tional classification, used to assist in taking forms management
actions, such as determining whether new forms should be developed
and approved and whether existing forms should be consolidated or 
replaced by other forms. Included are copies of each form used 
within the area served by the Forms Management Officer. 
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Disposition: Destroy when form is discontinued, superseded, or 
obsolete. 

File No. 1301-05 

Form Number Register Files. Documents used to record and control 
the assignment of a form number, consisting of an entry in the 
register for each assigned form number. 

Disposition: Destroy when all forms entered in the register are 
discontinued or obsolete. 
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REPORTS MANAGEMENT AND CONTROL FILES 

These files result from the direction and operation of DEA reports
control system which is designed to control reports; assure that 
reports are adequate, accurate, and timely; eliminate unnecessary
reports; and standardize materials and procedures. 

File No. 1310-01 

Reports Control Files. Documents reflecting action taken in 
evaluating the requirement for approving and controlling specific
reports, including public use reports. Included are applications
for approving reports; copies of pertinent forms or descriptions
of format; copies of the requiring directive; preparation instruc-
tions; documents relating to continuation, revision, or other 
change to the report or output; memorandums reflecting results of 
periodic and special evaluations; documents identifying the 
relationship of the output to any controlled report to be prepared
in whole or in part from the output; and similar or related 
papers. 

Disposition: Destroy 10 years after discontinuing the report or 
output. 

Re orts Control and ut ut Re ister Files. Documents used to 
control the assignmen 'of reports control symbols and ADP outputs.
Included are registers, edgers, or comparable documents. 

Disposition: Destroy when needed for control purposes. 

**File No. 1310-03 

Reports Program 'Management Files. Documents relating to policy
and procedures in administering the reports management program.
Included are memoranda, implementing directives, Headquarters and 
field office reports, followup reports, coordinating actions,
annual summaries of reports, statistical data bases, and related 
documents. 

Disposition: Destroy 7 years after close out of the report or 
documentation.** 

** Addition 
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RECORDS MANAGEMENT FILES 

These files result from planning, promulgating, and executing
concepts and procedures for managing the creation, transmission,
maintenance, use and disposition of DEA records. 

File No. 1320-01 

Records Management Survey Files. Documents relating to staff 
vis~ts and surveys conducted to provide advice and assistance on, 
or to evaluate the effectiveness of, records management operations
and programs. Included are notifications of visits, reports of 
visits and surveys, reports of corrective action taken, and 
related documents. 

Disposition: Destroy 5 years after survey; **or 3 years after 
next comparable NARA or GSA survey.** 

File No. 1320-02 

Records Management Survey Background Files. Documents used in 
preparing for records management surveys. Included are organiza-
tional charts, statements of function, copies of records manage-
ment directives, lists of personnel responsible for records 
management, volume of records data, copies of training materials,
copies of authorized deviations, schedules of surveys, notes,
drafts, and similar or related documents. 

Disposition: Destroy 3 years after next comparable survey.
Earlier destruction· authorized. 

File No. 1320-03 (Nt,., ',,'l(J- 71-1) 

Congressional Authorization 
, 

" iles. Documents relating to congres-
sional aut orization to destr', records. Included are studies,
coordination actions, re ques t s ,~authority to destroy records,
archival appraisals, approvals or ~Jsapprovals.

~~'''''' 
'~ Disposition: Destroy previous schedule when succeeding schedule 

is approved by NARA. 

File No. 1320-04 (NC.I-/7tJ-7?,-I) 

Records Disposition Standard Files. Communications with the 
National Archives and Records *Administration (NARA)* concerning
authority for disposition of specific files, including special
studies of specific files to establish or revise disposition
standards. 

* Revision 
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Disposition: Destroy 2 years after publication of disposition of 
standard or on disposition of all files covered in the standard. 

File No. 1320-05 

Records Locator and Disposition Files. Documents reflecting files 
that have been transferred or retired. Included are records ship-
ment lists, records transfer lists, and copies of Records Trans-
mittal and Receipt (SF-135). 

Disposition: Destroy 2 years after all records listed thereon 
have been destroyed. 

File No. 1320-06 

*Microform Job Files. Documents relating to appraisal of proposed
microform projects and control of approved projects. Included are 
records analysis sheets for proposed microform projects, cost 
summary sheets, studies, justifications, and related material.* 

Disposition: Destroy 5 years after completion of project, except
that disapproved project files will be destroyed 1 year after 
disapproval. 

File No. 1320-07 

Records Holdings Files. Statistical reports of Annual Summary of 
Records Holdings (DEA 454). 

Disposition: Destroy 3 years after submission of report. 

File No. 

Instructions relative to 
clearance of correspondence. 

Disposition: Destroy when 6 ·:-ears old. Earlier destruction is....
authorized if instructions ~'~erseded, obsolete, or no longer
needed for reference. 

**File No. 1320-09 

Files Program Management Files. Correspondence, instructions,
studies, messages, interpretations, and coordinating actions 
related to the administration and operation of the files program. 
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Disposition: Destroy when 6 years old.** *Earlier destruction is
 
authorized if instructions etc., are superseded, obsolete, or no
 
longer needed for references.*
 

File No. 1320-10
 

**Microform Program Management Files. Correspondence,

instructions, studies, messages, interpretations, and coordinating

actions related to the administration and operation of the
 
microform reduction program.
 

Disposition: Destroy when 6 years old.** *Earlier destruction is
 
authorized if instructions, etc., are superseded, obsolete, or no
 
longer needed for reference.*
 

**File No. 1320-11
 

IRM Triennial Review Files. Reports required by the General
 
Services Administration concerning reviews of information
 
resources management (IRM) practices. Included are associated
 
correspondence, studies, feeder reports, and monitoring surveys

and reports.
 

Disposition: Destroy when 7 years old.
 

File No. 1320-12
 

Information Collection Budget Files. Reports required by the
 
Office of Management and Budget under the Paperwork Reduction Act
 
about the number of hours the public spends fulfulling agency

reporting requirements. Included are associated feeder reports,

report exhibits, correspondence, and statistical compilations.
 

Disposition: Destroy when 7 years old.**
 

* Revision 
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PUBLICATION MANAGEMENT FILES 

These files relate to preparing, reviewing, and issuing
publications and to maintaining record and reference sets of 
publications. Record copies of all publications with related 
background papers should be filed in appropriate functional files. 
(Record copy is defined as that copy of publication maintained by
the office of record, usually the preparing office, for record 
purposes as distinguished from the copies of the same publication
distributed and maintained for reference purposes.) Record sets 
of selected publications are required for permanent or long term 
retention since they are used extensively for future administra-
tive actions and historical or other research. Files also relate 
to management of the publications function(s). 

File No. 

Publication Reco d Set Files. These will consist of one copy of 
each publication ~ change issued, within the categories specified...below. Publication'. within this set will be filed numerically.
Each folder or binde of the record set will be distinctly marked 
"Record Set." 

a. The DEA nagement Section will maintain a record 
set of DEA manual issuance (Agents, Administrative, Personnel,
Planning and Inspection, La oratory Operations, Training,
Diversion Investigator, and ientific Support Manuals;
Headquarters Notices; and Labo atory and field Division Orders and 
Notices). 

b. Functional procedures manu Is, legal guidelines, program
bulletins, and other official proce ral documents will be 
maintained by originating office. 

Disposition: Office performing DEA-wid responsibility:
Permanent. Transfer to Federal records when 5 years old. 
Offer to NARA when 15 years old. 

File No. 1330-02 (N{..l-l?tJ-'1'1-/) 

publication Reference Set Files. Offices respons Ie for issuing
publications will maintain one set for reference p poses when 
needed or when required by other directives. This s twill 
include a copy of those publications included in the ecord Set" 
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I"" 
\ . 

and copie"of other publications issued by them for which a 
"Record Se "'.is not required. Each folder or binder in this set 
will be dis "nctly marked "Reference Set" and will be currently
posted. 

Disposition: when superseded or obsolete • 

File No. 1330-03 . ,c..I- 170-7'1-/) 

Publication Manuscri t Files. Manuscript copies of publications,
printer copies of gal ey or page proofs or publications, drafts of 
publications, and othe working or control data used in preparing
publications. 

Disposition: Destroy on .Lnt Lng of publication. 

File No. 1330-04 (Ne\-J'lo 

Publication Deviation Files. D cuments related to approved
deviations or exceptions to stan ard publication procedures.
Included are requests and approva s to distribute local publica-
tions outside the jurisdiction of he DEA, authorizations to print
in more than one color, authorizati ns to include emblems on 
envelopes, and similar deviations or, special authorizations. 

'. 
\ 

Disposition: Destroy 2 years after or supersession of 
the authorization. 

File No. 1330-05 (Nt:..I- ,"10- '1 '1- I) 
Publication Approval Files. Documents to approving the 
initation of new publications, changes ing publications, 
limitations in previous approvals, and renewal fter expiration of 
the previous approval. Included are requests fo approval,
notification of approval, and related papers. 

Disposition: Destroy on expiration on discon-
tinuance of the publication. 

File No. 1330-06 

Directives Development and Editing Files. Documents rela ing to 
the impovement and development of DEA directives through e iting,
changing, and rewriting of first drafts. Included are copi s of 
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first and manuscripts; notes and memorandums pertain-
ing to conferences wi' the author, coordination, and research,

copies of related corre' ondence; and a printed copy of the basic
 
d ire c tive and ea ch chan ge t • t,~ere to.
 

Disposition: a. for editing, development, and
 
improvement: Destroy on revis1 ~ or ob so Le sce i ce of the direc-
tive. **b. o the r 0ff ice s : De s "\0 y when no longer needed for
 
control purposes.** "
 

File No. 1330-07
 

Directives Management Program Files. Documents related to
 
establishing and administering the directives program in DEA.
 
Included are coordinating actions, studies, instructions,

authorizing directives, reports, interpretations, messages, and
 
similar or related documents.
 

Disposition: Destroy when 6 years old. **Earlier destruction is
 
authorized if instructions, etc., are superseded, obsolete, or no
 
longer needed for reference.**
 

**File No. 1330-08
 

DOJ Order Review Files. Documents relating to reviewing draft DOJ
 
orders. Included are routing slips, memorandas, responses,

proposed changes, the draft order, the coordination sheet, the
 
Summary Sheet, and any other related papers.
 

Disposition: Destroy when 6 years old.**
 

* * Add i t ion 


