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1. 01-3 Meetings File

Notes, agenda, minutes, and memoranda of internal staff meetings. Functional
activitics or projects resulting from a meeting should be filed under the

appropriate program filc.

Estimate of the volume of records accumulated annually: less than one cubic foot.
Total volume to date: 2 cubic feet. Inclusive dates: 1994 to present.

a. Executive level meeting notes (the name of the committee occasionally
changes) which deal with the execution of NDIC's mission: PERMANENT.
Cut off filcs at end of calendar year. Retire to Federal Records Center 5 years
after cutoff, Transfer to NARA in S-ycar blocks, when most recent record is
15 years old.

b. All other unit meeting notes: TEMPORARY. Cut off files at end of calendar
year. Destroy 3 years after cutoff. (GRSH6~-8b)—

c. Electronic copies of records created with electronic mail and word processing
systems: Delete after the recordkeeping copy has been produced.

2. 01-15 Firearms Training File

Correspondence concerning the firearms training program for GS-1811’s assigned
to the National Drug Intelligence Center. The qualifying report scores are
forwarded on to the 1811’s respective parent agency. Documents in this file
indicate the time of firing with live ammunition, the arca involved, firing safety
measures, and similar matters.

Estimate of the volume of records accurnulated annually: less than 1 cubic {oot.
Total volumc to date: less than 1 cubic foot. Inclusive dates: 1994 to present.

a. TEMPORARY. Cut off files at end of calendar yecar. Destroy 1 ycar after
cutoff.

b. Electronic copies of records created with electronic mail and word processing
systems: Delete after the recordkeeping copy has been produced.
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3. 01-17 Training Material File

Manuals, syllabuses, textbooks, and other training aids used in instructing NDIC
and non-NDIC employees, including state and other Federal agency personncl,
through NDIC sponsored or dcveloped training courses and instructional
conferences.

Estimate of thc volume of records accumulatcd annually: 3 cubic feel. Total
volume to date; 17 cubic feet. Inclusive dates: 1993 to present.

a. One copy of each manual, syllabus, textbook, and other training aids
developed or produced by NDIC that depict specialized or unique intelligence
training techniques/methods: PERMANENT. Cut off file when course is
superseded or terminated. Retire to Federal Records Center 5 years after
cutoff. Transfer to NARA in S-year blocks, when most recent record is 20
years old.

b. Routine training materials such as those used to improve business, computcr,
communication, and writing skills: TEMPORARY. Cut off file when course is
superseded or terminated. Destroy 5 years after cutoff.

c. Electronic copies of records created with electronic mail and word processing
systems: Delete after the recordkeeping copy has been produced.
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