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ITEM 8 DESCRIPTIONOF ITEMANDPROPOSEDDISPOSITION 
NO. 

The National Imagery and Mapping Agency (NIMA) is 
developing its Records Schedule and submits Series 1200, 
Logistics, Supply Maintenance, and Transportation Files, for 
approval by the Archivist of the United States. 

Disposition instructions in the General Records Schedule 
(GRS) have been applied to NIMA records where possible 

The attached 1200 Series (Enclosure 1) has been 
coordinated with N1MA General Counsel, Security, and 
Mission Support program offices of the Agency. Enclosure 
2 is a conversion table of Defense Mapping Agency (DMA) 
approved file numbers, 

NIMA records (formerly Defense Mapping Agency and 
others) will continue to be transferred to the Washington 
National Records Center (WNRC). Suitland, MD, and the 
National Personnel Records Center (NPRC), St. Louis. MO. 

.. ,\ \tfor storage as appropriate. . 
\ 
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NIMA Records Schedule 

1200 Ser1es - LOGISTICS, SUPPLY MAINTENANCE, AND TRANSPORTATION FILES 

Log1St1CS, supply ma1ntenance, and transportat1on f1les relate to the procurement, storage, 1ssue, 
d1spos1t10n, ma1ntenance, and accountab1l1ty of all types of suppl1es and equipment. These f1les also relate 
to the motor veh1cles, such as the d1rect1on, control, and supervis10n of transportation functions;
exped1t1ng supply sh1pments; and the use of b11ls of lad1ng, and the protect1ve ma1ntenance of all elements 
of the Nat10nal Imagery and Mapp1ng Agency. 

These f1les accumulate 1n offices respons1ble for 
1201 - PROCUREMENT FILES 
1202 - INDIVIDUAL PROCUREMENT TRANSACTION FILES 
1203 - SOLID WASTE MANAGEMENT FILES 
1204 - STOCK CONTROL AND REQUISITION FILES 
1205 - GENERAL SUPPLY ACCOUNTING FILES 
1206 - SELF SERVICE SUPPLY FILES 
1207 - CONCESSIONAIRE FILES 
1208 - MAINTENANCE FILES 
1209 - STORAGE FILES 
1210 - LIBRARY SUPPLY FILES 
1211 - PERSONNEL TRAVEL AND TRANSPORTATION FILES 
1212 - PROPERTY DISPOSAL FILES 
1213 - MOTOR VEHICLE MANAGEMENT FILES 
1214 - SMALL BUSINESS PROGRAM FILES 
1215 - TRAFFIC MANAGEMENT AND FREIGHT MOVEMENT FILES 
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NIMA Records Schedule 

1201 - PROCUREMENT FILES 

These flIes relate to the supervlslon and adrnlnlstratlon of procurement of supplles, equlpment, and serVlces. 

Ser1es Type of F11es 

1201-01 CONTRACT STATUTORY RESTRICTION	 TEMPORARY 

Records used In developlng standard contract forms 
and clauses and In authorlzlng deviatlons from 
them. Included are coples of statutory
requlrements; coordlnatlon records; studles;
requests, approvals, and dlsapproval of 
devlatlons; and Slmllar records. 

a. Recordkeeplng coples (paper, electronlc, or	 a. Destroy/delete concurrently wlth contract to 
both)	 WhlCh the devlatlon, clause, or restrlctlon 

applles. 

b. Electronlc coples of records created uSlng word b. Destroy/delete withln 180 days after 
processlng systems and electronlc mall and used recordkeeplng copy has been produced.
solely to generate recordkeeplng coples. 

1201-02 DETERMINATIONS AND FINDINGS	 TEMPORARY 

Records related to determlnatlons and flndlngs
requlred prlor to negotlatlon of contracts. 
Included are determlnatlons and flndlngs and 
dlrectly related correspondence. NOTE: Offlces 
admlnlsterlng contract WhlCh result from the 
determlnatlon and flndlngs wlll flle the records 
with the resultlng contract. 

a. Recordkeeplng coples (paper, electronlc, or a. Destroy/delete when 5 years old. 
both) 

b. Paper records malntalned separately from the b. Destroy when 180 days old. 
recordkeeplng system. 

c. Electronic coples of records created USlng c. Destroy/delete wlthin 180 days after 
word processlng systems and electronlc mall and recordkeeplng copy has been produced.
used solely to generate recordkeeplng coples. 
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NlMA Records Schedule 

1201-03 CONTRACT FINANCING 
Records relatlng to actions deslgned to provlde
flnanClal ald to contractors. Included are 
appllcatlons for contract financlng, lnvestlgatlon
records, coordlnation records, approvals,
disapproval, and Slmllar records. 

TEMPORARY 

a. Recordkeeplng
both) 

coples (paper, electronlc, or a. Destroy/delete when 4 years old. 

b. Paper records malntalned 
recordkeeplng system. 

separately from the b. Destroy when 180 days old. 

c. Electronlc 
word processlng
used solely to 

coples of records created uSlng 
systems and electronic mall and 

generate recordkeeping copies. 

c. Destroy/delete
recordkeeplng copy 

wlthln 
has been 

180 days after 
produced. 

1201-04 AND PROPOSALS 

contracts, an 
of statutes; 
papers. 

actlons taken wlth respect to 
In blds and In settllng
Included are coples of blds, 

otices of award; declslons; coples
documents, and related 

TEMORARY 

a. Successful 
Recordkeeplng 

b1ds, 
coples both) 

a. (GRS 3/5a) 

b. Sol1c1ted and unsol1c1ted unsuccessful 
and proposals related to small purchases
Part 13. Recordkeeplng copies (paper,
electronic, or both) 

(GRS 3/5b(I)) 

c. Sol1C1ted and unsol1c1ted b1ds and proposals
relat1ng to transact10ns above the small purchases
11m1tat1ons 1n 48 CFR Part 13. Recordkeeplng
coples (paper, electronlc, or both) 

c. 

d. Canceled sol1c1tat10n files. d. 
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NIMA Records Schedule 

Formal sol1c1tat10ns of offers to prov1de 
pro s or serV1ces (e.g., Inv1tat10ns for B1ds, 
requests Proposals, Requests for Quotat10ns) 
wh1ch were can ed pr10r to award of a contract. 
The f1les 1nclude p -Sol1c1tat10n documentat10n 
on the requ1rement, any ers that were opened
pr10r to the cancellat10n, do entat10n on any
Government act10n up to the t1me 0 
and eV1dence of the cancellat10n. Reco 
coples (paper, electronlc, or both) 

1. (GRS 3/5 (c) (1) ) 

2. Unopened b1ds: 
(paper, electronlc, or 

Recordkeeplng
both) 

copies (GRS 3/5/ (C) (2)) 

e. ElectronlC coples of records created uSlng
word processlng systems and electronlc mall and 
used solely to generate recordkeeplng coples. 

e. (GRS 3/18a) 

1201-05 CONTRACT APPEAL 
Records complled by contractlng offlcers and 
transmltted through channels to the Armed Servlces 
Board of Contract Appeals. These flles relate to 
appeals by contractors from declslons on dlsputed
questlons by contractlng offlcers or thelr 
authorized representatlve pursuant to Appendlx A,
Defense Federal Acqulsltlon Regulatlon (DFAR).
Included are (BUT not llmlted to) all records 
pertlnent to the appeal: Such as flndlngs of 
facts, speclflcatlons, amendments, and change
orders; correspondence between the parties; 
transcrlpts, ANY records as the contractlng
offlcer may conslder essentlal or as may be 
deslgnated by the Board. 

TEMPORARY 

to October 1, 1979: 
or both) a. (GRS 3/15a) 

b. Records created after September 30, 
Recordkeeplng coples (paper, electronlc, 
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NIMA Records Schedule 

c. Paper records malntalned separately from the 
recordkeeplng system. 

d. es of records created uSlng
word processlng systems an e and 
used solely to generate recordkeeplng coples. 

1201-06	 CONTRACTOR RESPONSIBILITY 
Records malntalned for the purpose of determlnlng
contractor's responslblilty as deflned In Part 4, 
Subpart 4.7 and 4.8, of the FAR. Included are 
brochures; replles to questlonnalres; flnanclal 
data, such as balance sheets, proflt and loss 
statements, cash forecasts, flnanclal hlstory of 
contractor and afflliated concerns; current and 
past productlon records; personnel data; IlStS of 
tools, equlpment, and facliltles; analyses of 
operational control procedures; and slmllar 
records. Afflrmatlve determlnatlons of 
responslblilty slgned by the approprlate
contractlng offlcer are to be flIed In the pre-
award portion of the appllcable contract flle. 

a. Recordkeeplng coples (paper, electronlc, or 
both) 

b. Paper records malntalned separately from the 
recordkeeplng system. 

c. ElectronlC coples of records created uSlng
word processlng systems and electronlc mall and 
used solely to generate recordkeeplng coples. 

1201-07	 PROCUREMENT MISCONDUCT 
Records accumulated as case flIes WhlCh deal wlth 
speclflc lnCldents relatlng to fraud, mlsconduct, 
crlmlnal conduct, or suspected fraud or mlsconduct 
In connectlon wlth procurement matters. Included 
are lnvestlgations, statements, reports, 

b. Destroy when 180 days old. 

TEMPORARY 

a. Records pertalnlng to speclflc contracts 
destroy/delete 6 years, 3 months after flnal 
payment. 

b. Destroy when 180 days old. 

c. Destroy/delete wlthln 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 
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NlMA Records Schedule 

dec1s10ns,	 s1m11ar records, and related papers.
These files also prov1de 1nformat10n for 
pub11cat10n of the debarred, 1ne11g1ble, or 
suspended b1dders 11st. 

a. OPI~who make f1nal determ1nat10n:
 
Recordkeep1ng cop1es (paper, electronic, or both)
 

b. Other off1ces: Recordkeep1ng cop1es (paper,

electron1c, or both)
 

c. Paper records ma1nta1ned separately from the
 
recordkeeping system.
 

d. Electron1c cop1es of records created uS1ng

word process1ng systems and electron1c ma11 and
 
used solely to generate recordkeep1ng cop1es.
 

1201-08	 DEBARRED BIDDER LIST FILES 
Records relat1ng to the suspens10n of b1dders that 
proh1b1t contractual relat10nsh1p w1th DoD. 
Included are l1sts of debarred, 1ne11g1ble, or 
suspended b1dders; status reports and 
recommendat10ns relat1ng to b1dders appear1ng on 
the l1sts; mod1f1cat10ns, delet10ns, and add1t10ns 
to the l1sts; and sim11ar or related records. 

a. Recordkeep1ng cop1es (paper, electron1c, or 
both) 

b. Paper records ma1nta1ned separately from the 
recordkeep1ng system. 

c. Electron1c cop1es of records created uS1ng
word processing systems and electron1c ma1l and 
used solely to generate recordkeep1ng cop1es. 

1201-09 

are e11g1ble to rece1ve 

a. Destroy/delete 10 years after f1nal 
determ1nat10n. 

b. Destroy/delete 1 year after close of case. 

c. Destroy when 180 days old. 

d. Destroy/delete w1th1n 180 days after 
recordkeep1ng copy has been produced. 

TEMPORARY 

a. Destroy/delete 6 years, 3 months after 
11st 1S superseded. 

b. Destroy when 180 days old. 

c. Destroy/delete w1thin 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 
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NlMA Records Schedule 

a. Recordkeep~nn-~n

both)
 

b. Electron~c cop~es of records created us~n 
word process~ng systems and electron~c ma~l and 
used solely to generate recordkeep~ng cop~es. 

1201-10	 TECHNICAL DATA PACKAGE 
Records assembled for the purpose of prov~d~ng 
prospect~ve b~dders complete ~nformat~on 
relative to mater~el requ~red. The performance-
type techn~cal data package ~ncludes records 
that establish performance requ~rements
supplemented by quality assurance prov~s~ons and 
form and f~t l~m~ts. These Records express ~n 
narrat~ve form, the output, funct~on, or 
operat~on and leave the deta~led des~gn,
fabr~cat~on, and internal work~ng to the 
manufacturer's opt~on. The des~gn-type
techn~cal data package ~ncludes data necessary
to manufacture a product conform~ng to establ~sh 
des~gn. These packages conta~n data essent~al 
to ensure proper performance and to perm~t
manufacture of the ~tem by a competent
manufacturer. Included are l~sts of contents,
draw~ng numbers, parts, Government-furn~shed 
equ~pment, package data sheets, supplementary 
qual~ty assurance prov~sions; spec~f~cat~ons _ 
standards, eng~neer~ng drawings; gauge numbers; 
l~sts and draw~ngs; purchase descr~pt~ons, and 
s~m~lar data. 

a. Recordkeep~ng cop~es (paper, electron~c, or 
both) 

b. Electron~c copies of records created using
word process~ng systems and electron~c ma~l and 
used solely to generate recordkeep~ng cop~es. 

a . (GRS 3/5 d.) 

(GRS3/18a) 

TEMPORARY 

a. Destroy when superseded, obsolete, or no 
longer requ~red for current operat~ons. 

b. Destroy/delete w~th~n 180 days after 
recordkeep~ng copy has been produced. 

7 



NIMA Records Schedule 

1201-11 ADVANCE PLANNING PROCUREMENT TEMP.ORARY 

Records relatlng to the release of advance 
plannlng lnformatlon to lndustrlal flrms for thelr 
use In future plannlng and to ald In submlttlng
blds for requlred materlal. Included are synopses
of advance procurement plannlng lnformatlon, 11stS 
of bldders, lnqulrles from lndustrlal flrms and 
answers thereto, reports, slmllar records, and 
related papers. 

a. Recordkeeplng
both) 

(1) (2) (3) ) 

b. Paper records malntalned 
recordkeeplng system. 

separately from the b. Destroy when 180 days old. 

word 
used 

processlng systems and electronlc mal a 
solely to generate recordkeeplng coples. 

c. (GRS3/18a) 

1201-12 INDIVIDUAL ITEM PRICING TEMPORARY 

Records used In determlnlng standard prlces for 
use In obtalnlng lmproved prlclng on purchase and 
accountlng for sale and lssue of ltems, for 
comparative prlclng purposes, and for analyzlng
prlce trends. Included are ledger sheets, and 
related papers. 

a. Records used for estab11sh1ng rev1sed 
standard pr1ces: Recordkeeplng coples (paper,
electronlc, or both) 

a. Destroy/delete when 4 years old. 

b. Records used for comparat1ve pr1c1ng
evaluat1ng pr1ce trends: Recordkeeplng
(paper, electronlc, or both) 

and 
coples 

b. Destroy/delete when obsolete or when 
longer needed for current operatlons. 

no 

c. Paper records malntalned 
recordkeeplng system. 

separately from the c. Destroy when 180 days old. 

d. Electronlc coples of records created uSlng d. Destroy/delete wlthln 180 days after 
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NIMA Records Schedule 

word processing systems and electronic mail and recordkeeplng copy has been produced.
used solely to generate recordkeeplng copies. 

1201-13	 ACQUISITION PROJECTS 
Information accumulated for acquisition proJects
to support planning, equipment analYSis, system
support equipment, turn-in and/or equipment 
revitalization, and related information. 

a. Purchased or acquired equipment/services:
Recordkeeplng copies (paper, electronic, or both) 

b. PrOJect in which equipment or serVices were 
not	 purchased or acquired. Recordkeeplng copies
(paper, electronic, or both) 

c. Electronic copies of records created uSing
word processing systems and electronic mall and 
used solely to generate recordkeeplng copies 

a. Transfer records to 1208-02 Historical 
Record and retains for the life of the 
equipment. 

b. Destroy /delete one year after study or 
project completion. 

c. Destroy/delete within 180 days after 
recordkeeplng copy has been produced. 
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NIMA Records Schedule 

1202 - INDIVIDUAL PROCUREMENT TRANSACTION FILES
 

These flies relate to the admlnlstratlon of lndlvidual procurement transactlon that lnclude data concernlng
the negotlatlon, commltment, and placement of contracts, purchase orders, and comparable lnstruments. 

Series 

1202-01 

1202-02 

1202-03 

Type of Files 

$100,000 OR LESS 
Contrac urchase orders, or comparable
lnstruments fo unts of $100,000 or less. 

a. Recordkeeplng or 
both) 

b. Electronic coples of records created USlng
word processlng systems and electronlc mall and 
used solely to generate recordkeeplng coples. 

TRANSACTIONS FOR MORE THAN $100,000
Contracts, purchase orders, or comparable
lnstruments for amounts of more than $100,000. 

a. RecordR::eeplllgcopIes (papef, elootrsi=H,C,or 
both) 

b. Paper records malntalned separately from the 
recordkeeplng system. 

word 
used coples. 

INDEFINITE DELIVERY INFORMATION 
Clrculars and related records reflectlng
lnformatlon as to eXlstlng lndeflnite dellvery
for use of contractlng offlcers In procurement 
of supplles and equlpment. 

a. Recordkeeprng coples (paper, electronlc, or 
both) 

Dl.spoSl.tl.on 

TEMPORARY 

a. (GRS 3/3a (1) (b) ) 

TEMPORARY 

b. 

a 

c. 

IGRS 313a (1) (a) ) 

Destroy when 180 days 

(GRS 3/18a) 

old. 

TEMPORARY 

a. Destroy/delete
explratlon date. 

6 years, 3 months after 

10 



NIMA Records Schedule 

b. Paper records maintalned separately from the b. Destroy when 180 days old. 
recordkeeplng system. 

c. ElectronlC copies of records created using c. Destroy/delete wlthln 180 days after 
word processlng systems and electronic mail and recordkeeping copy has been produced
used solely to generate recordkeeplng copies. 

1202-04 INDEFINITE DELIVERY CONTRACT TEMPORARY 
Records relating to indefinite delivery, Federal 
Supply Schedule, call-type, and similar 
contracts. Included are contracts, service 

-authorizations, dellvery orders, comparable 
lnstruments, and related papers. Offlces not 
administering, but procuring under these 
contracts, will handle lndivldual serVlce 
authorizatlons and delivery orders as separate
individual procurement transactlons. 

a. OPI Adm1nisterinq Contract: Recordkeeping a. Destroy/delete 6 years, 3 months after
 
copies (paper, electronic, or both) expiration and final payment.
 

b. Board of Contract Appeals Decisions: b. Destroy/delete 7 years after date of
 
Recordkeeping copies (paper, electronic, or decision of the Board.
 
both)
 

c. Paper records malntalned separately from the c. Destroy when 180 days old.
 
recordkeeping system.
 

-, 

d. Electronic copies of records created using d. Destroy/delete wlthin 180 days after 
word processing systems and electronlc mall and recordkeeplng copy has been produced.
used solely to generate recordkeeping copies. 

1202-05	 CONTRACT STANDARD DRAWING AND SPECIFICATION TEMPORARY 
Standardized drawings and specifications used in 
a sufficlent number of lndlvidual contracts to 
warrant reproduction and dlstributlon for such 
use. Reference sets of standard drawings and 
specifications are maintained by contracting 
elements. Contract files may consist of 

11 



NIMA Records Schedule 

reference to the 
speciflcatlon In 

pertlnent standard drawlng or 
lleu of actual copies thereof. 

a. Recordkeeplng copies (paper, electronic, 
both) 

or a. 
or 

Destroy/delete
cancellation. 

3 years after completion 

b. Electronic copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

within 180 days after 
has been produced. 

1202-06 PROCUREMENT REGISTER TEMPORARY 

Registers or sheets used to record and control 
the assignment of numbers to contracts, purchase
orders, leases, or similar lnstruments. These 
files are maintalned on a fiscal year basls. 

a. Recordkeeping copies 
both) 

(paper, electronic, or a. Destroy/delete when 6 years, 3 months old. 

b. Paper records malntalned 
recordkeeplng system. 

separately from the b. Destroy when 180 days old. 

c. Electronic copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

c. Destroy/delete
recordkeeplng copy 

within 180 days after 
has been produced. 

1202-07 PROCUREMENT DIRECTIVE AND ACTION REPORTING TEMPOARY 

Records used In lnltlating procurement or 
production actlon designed to provlde statlstlcs 
concernlng placement, status, dellvery, and 
settlement of procurement actlons. Included are 
procurement dlrectlves, productlon orders,
purchase authorizatlons, requisltions (when used 
as a direct basis for purchase), wrltten blds,
summarles of proposals, abstracts of blds, cost 
analyses reports, procurement activity, status,
monthly, contract settlement, reports and 
slmllar records, and all directly related 
papers. 

12 



NIMA Records Schedule 

a. Recordkeeplng
both) 

copies (paper, electronic, or a. Destroy/delete when 2 years old. 

1202-08 

b. ElectronlC copies of records created using
word processlng systems and electronlc mall and 
used solely to generate recordkeeping coples. 

URGENCY PLANNING LIST 
Records relating to urgency planning list of 
ltems publlshed by the DoD. Included are copies
of the lists and records connected with 
nominatlon to items for the list. 

b. Destroy/delete
recordkeeplng copy 

TEMPORARY 

within 
has been 

180 days
produced. 

after 

a. Recordkeeping
both) 

copies (paper, electronlc, or a. DestrGy/delete when 2 years old. Copies of 
llStS will be destroyed when superseded or no 
longer requlred for reference. 

1202-09 

b. Electronic coples of records created using
word processlng systems and electronic mail and 
used solely to generate recordkeeping coples. 

PROCUREMENT ASSIGNMENT 
Records relatlng to the assignment of specific
supply items to purchaslng agencies for 
coordlnatlon or procurement of overall Defense 
requirements. Included are DoD directlves and 
related data. 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

wlthln 180 days after 
has been produced. 

a. Recordkeeping
both) 

coples (paper, electronic, or a. Destroy/delete 2 years after 
asslgnment of responsibillty.-;GHQ 

publication
3,4&) 

of 

b. Electronic coples 0 d using
word processing systems
used solely to generate 

and electronic mail and 
recordkeeping coples. 

PROGRAM REPORTING 
to the DoD 

coordinatlon procurement 
reports and related data. 

b. (GRS 3/18a) 

TEMPORARY 
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NIMA Records Schedule 

Consolidated or 
e lng coples 

summary reports:
(paper, electronic, or 

a. (GRS 3/4a) 

b. All 

copies 

other reports and 

(paper, electronic, 

. Recordkeeplng 

both) 
b. (GRS 3/4b) 

1202-11 

c. Electronic copies of records created using
word processing systems and electronic mail an9 
used solely to generate recordkeeplng copies. 

PROCUREMENT INSPECTION 
Records relating to the inspection and audit of 
procurement matters and contracts. Included are 
coples or extracts of reports made by the 
inspector general, audit personnel, supervisory
offlces, and the General Accountlng Office; 
records lndicating correctlve action taken; and 
related correspondence. 

TEMPORARY 

a. Recordkeeping
both) 

copies (paper, electronlc, or a. Destroy/delete when 6 years old. 

b. Paper records maintained 
recordkeeping system. 

separately from the b. Destroy when 180 days old. 

1202-12 

c. Electronlc coples of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeping coples. 

CONTRACTING OFFICER DESIGNATION 
(Privacy Act Applies) 

Records reflecting the designation and 
rescission of contracting officer's 
representatlve that includes the speclflc 
procurement authorltles delegated. 

c. Destroy/delete
recordkeeping copy 

TEMPORARY 

wlthln 180 days after 
has been produced. 

a. Recordkeeping
both) 

coples (paper, electronlc, or a. Destroy/delete upon terminatlon. 

14 



NlMA Records Schedule 

b. Electron1c 
word process1ng
used solely to 

copies of records created uS1ng 
systems and electronic mail and 

generate recordkeep1ng copies. 

b. Destroy/delete
recordkeep1ng copy 

within 180 days after 
has been produced. 

1202-13 EXPEDITING FILES 
Records related to controlling and fac1litating
the delivery of materials and machine tools 
under specific procurement transactions. 

TEMPORARY 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic cop1es of records created using
word processing systems and e Le ct rorn.c mail and 
used solely to generate recordkeeping copies. 

a. Destroy/delete
completion. 

b. Destroy/delete
recordkeeping copy 

upon term1nation or 

with1n 180 days after 
has been produced. 

l 

1202-14 PROCURING OFFICE CUSTOMS ENTRY 
Records relating to the entry and admiss1on, 
free of duty, of material procured abroad or 
returned from abroad by NIMA personnel.
Included are customs permits, forms, summary
value, s1milar records, and related 
correspondence. 

of 

TEMPORARY 

a. Recordkeep1ng
both) 

copies (paper, electronic, or a. Destroy/delete when 5 years old. 

b. Paper records mainta1ned separately from the 
recordkeep1ng system. 

. 
c. Electronic copies of records created uS1ng
word process1ng systems and electron1c mail and 
used solely to generate recordkeeping copies. 

b. Destroy when 

c. Destroy/delete
recordkeeping copy 

180 days old. 

w1thin 180 days after 
has been produced. 

1202-15 LABORATORY TEST REPORTING 
Records maintained by laboratories that relate 
to tests conducted on mater1al. Included are 
chem1cal analysis, steel analys1s, phys1cal
test, macro-striat1on and macro-tech test, 
treatment and test to mater1al, and similar 

TEMPORARY 
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reports and directly related data. 

a. Recordkeep1ng cop1es (paper, electronic, or a. Destroy/delete 6 years, 3 months after 
both) final payment. 

b. Paper records ma1ntained separately from the b. Destroy when 180 days old. 
recordkeeping system. 

c. Electronic copies of records created using c. Destroy/delete with1n 180 days after 
word process1ng systems and electron1c ma11 and recordkeep1ng copy has been produced.
used solely to generate recordkeeping copies. 
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1203 - SOLID WASTE MANAGEMENT FILES 

These flies relate to the collectlon, control and disposal of SOlld waste productlon residue as defined in 
NlMA Instructlon 4165.00. 

Series	 Type of Files Dispos~tion 

1203-01	 REPORTS TEMPORARY 

Reports covering statistics for disposition of
 
paper, fl1m, aluminum plates scrap metal and
 
classlfied materials.
 

a. Recordkeeplng coples (paper, electronic, or a. Destroy/delete when 3 years old. 
both) 

b. Electronic coples of records created using b. Destroy/delete within 180 days after 
word processing systems and electronlc mail and recordkeeplng copy has been produced.
used solely to generate recordkeeping copies. 

1203-02	 CONTRACTS AND AGREEMENTS TEMPORARY 

Contracts and agreements which are used to
 
manage the recycling or destructlon of the
 
productlon resldue.
 

a. Recordkeeping coples (paper, electronic, or a. Destroy/delete when superseded or obsolete. 
both) 

b. ElectronlC coples of records created uSlng b. Destroy/delete wlthln 180 days after 
word processing systems and electronic mail and recordkeeplng copy has been produced.
used solely to generate recordkeeping copies. 

1203-03	 RECYCLABLE PAPER, ALUMINUM PLATES, SCRAP METAL TEMPORARY 

AND FILM 
Records include delivery orders, receipts,
 
welght tickets, and assoclated documentation.
 

a. Recordkeeping coples (paper, electronic, or a. Destroy/delete when 3 years old. 
both) 
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b. Electronic copies of records created using b. Destroy/delete within 180 days after 
word processlng systems and electronic mail and recordkeeping copy has been produced.
used solely to generate recordkeeping coples. 
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1204 - STOCK CONTROL AND REQUISITION FILES 

These files relate to stock control and requlsitioning of supplies for depots and bulk storage supply. 

Series	 Type of Files Disposit~on 

1204-01	 DUE-IN DOCUMENT/REGISTER TEMPORARY 

Records reflecting quantities and type of 
material due-in whlch are used as a record of 
due-in shipments, as a notification of shipment
or for purposes of warehouse space utilization 
planning. Included are coples of requisltions,
purchase orders, shipplng and delivery orders,
and Slmilar records. Excluded are such records,
when filed wlth vouchers to the stock record 
account. 

a. Recordkeeplng coples (paper, electronic, or a. Destroy/delete when 3 years old. 
both) 

b. Electronic copies of records created using b. Destroy/delete wlthin 180 days after 
word processing systems and electronic mail and recordkeeping copy has been produced.
used solely to generate recordkeeping copies. 

1204-02 SUSPENSE AND STATUS	 TEMPORARY 

s malntalned by the requlsitioned WhlCh
 
reflect t u ply status of requlsltions.

Included are cop f requisitions, supply

status, follow-up data, reconclllatlon of
 
open requlsltions.
 

a. Recordkeeping coples

both)
 

b. Electronic coples of records created using b.
 
word processlng systems and electronlc mail and
 
used solely to generate recordkeeping copies.
 

1204-03	 ISSUE FILES TEMPORARY 
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Reflect the record of each material request
release order and all supply actions taken on 
the request. 

a. Recordkeeping copies (paper, electronlc, or 
both) 

b. Electronic copies of records created using
word processing systems and electronlc mall and 
used solely to generate recordkeeping copies. 

1204-04	 PRIORITY REQUISITION
Requisition records containing priority
deslgnators In the 1 through 8 categorles that 
are malntained in a separate file. 

a. Recordkeeplng copies (paper, electronic, or 
both) 

b. Electronic copies of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeping coples. 

1204-05	 REQUISITION REGISTER 
Reglsters malntained to record requlsltlons
submitted to other Government agencies for 
supplles to furnlsh to NIMA. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronlc coples of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeplng copies. 

1204-06	 PACKAGING AND HANDLING DEFICIENCY REPORTS 
Reports submitted by recelvlng activitles 
concernlng deficiencies in the preservation,
packaglng, marklng, or handling of supplies,
equlpment, or materials. Included are reports 

Schedule 

a. Destroy/delete 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

a. Destroy/delete 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

a. Destroy/delete 

b. Destroy/delete
recordkeeplng copy 

TEMPORARY 

when 2 years old. 

within 180 days after 
has been produced. 

when 1 year old. 

wlthin 180 days after 
has been produced. 

when 1 year old. 

withln 180 days after 
has been produced. 
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of 
of 

packaging and handling deflciencies, 
corrective action, and related data. 

reports 

a. Recordkeeping
both) 

copies (paper, electronlc, or a. Destroy/delete when 1 year old. 

1204-07 

b. ElectronlC copies of records created uSlng
word processing systems and electronlc mail and 
used solely to generate recordkeeping copies. 

ce sheets or comparable work papers
used for purpos lnventory, reconciliation, 
or adjustment of stock 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

within 180 days after 
has been produced. 

a. Recordkeeplng
both) 

coples (paper, (GRS 3/9a) 

1204-08 

b. Electronic copies of records created using
word procesSlng systems and electronic mail and 
used solely to generate recordkeeping copies. 

SUPPLY OPERATIONS REPORTS 
Reports and directly related records pertalning
to supply operations. 

TEMORARY 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete after 5 years. 

b. Paper records maintalned 
recordkeeping system. 

separately from the b. Destroy when 180 days old. 

1204-09 

c. Electronic copies of records created using
word processing systems and electronic mall and 
used solely to generate recordkeeping copies. 

MATERIALS HANDLING EQUIPMENT USE 
Records containing data for use in establishlng 
utllization requlrements for materlals handling
equipment. Included are daily records of 

c. Destroy/delete
recordkeeping copy 

TEMPORARY 

within 180 days after 
has been produced. 
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materlals handling equlpment operations, copies
of materials handling equlpment utillzation 
reports, and simllar records. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeplng copies. 

1204-10 FOREIGN GOVERNMENT RECEIPT 
Records bearing the signature of a 
representative of a foreign government or other 
duly authorlzed representatlve, such as frelght
forwarder carrier or in-country representatlve. 
Normally, files consist of, but are not limlted 
to, slgned supply manifests including supporting 
manlfest copies of shlpping records, u.s. 
Postal SerVlce recelpt forms, and other types of 
documentatlon evidencing receipt of materlal 
from NIMA by a foreign country. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b.	 Paper records malntalned separately from the 
recordkeeping system. 

c. Electronic copies of records created using
word processlng systems and electronic mail and 
used solely to generate recordkeeplng coples. 

a.	 Destroy/delete when 2 years old. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a.	 Destroy/delete when 10 years old. 

b.	 Destroy when 180 days old. 

c.	 Destroy/delete wlthln 180 days after 
recordkeeping copy has been produced. 
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1205 - GENERAL SUPPLY ACCOUNTING FILES 

These files accumulate as a result of account~ng for supplies and equipment, by accountable supply officers. 

Series 

1205-01 

1205-02 

1205-03 

Type of F~les 

STOCK RECORD ACCOUNT SERIAL NUMBER 
LIST 
Registers or l~sts recording stock 
account ser~al numbers indicating
organ~zation to wh~ch assigned. 

REGISTER AND 

record 
each 

a. Recordkeep~ng cop~es (paper, electronic, or 
both) 

b. Electronic copies of records created using
word process~ng systems and electronic mail and 
used solely to generate recordkeeping copies. 

STOCK RECORD ACCOUNT AUTHORIZATION CONTROL 
Background material cons~st~ng of requests for,
authorizat~on and asslgnment of, or cancellation 
of stock record account ser~al numbers; and 
~nformat~on concern~ng aud~t status,
accountability, and transfer of accountab~l~ty. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

AUTHORIZATION SUPPLY ACCOUNTS 
Records relatlng to the asslgnment of authorized 
organizat~on supply accounts to each 
organizatlonal element authorlzed to ma~ntaln 
property. 

Disposition 

TEMPORARY 

a. Destroy when 2 years old or when superseded. 

b. Destroy/delete w~thin 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete 2 years after termination of 
account. 

b. Destroy/delete with~n 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 
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a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created using
word processing systems and electronlc mall and 
used solely to generate recordkeeping coples. 

1205-04	 PROPERTY OFFICER DESIGNATION 
(Privacy Act Appl~es) 
Records reflecting the deslgnatlon of property
officers. Included are letters of appolntment
and revocation. 

a. Recordkeeping coples (paper, electronic, or 
both) 

b. Electronic 
" coples of records created using

word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1205-05	 PROPERTY LOSS, THEFT, AND RECOVERY REPORTS 
Reports relating to the loss, theft, and 
recovery of flrearms, ammunltion, and related 
items. 

a. Recordkeeplng copies (paper, electronlc, or 
both) 

b. Electronlc coples of records created USlng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1205-06	 SUPPLY OR EQUIPMENT AUTHORIZATION 

Records relating to requests for authorizatlons 
for allowances or authority to exceed or change
eXlsting authorlzatlon. 

a. Recordkeeplng copies (paper, electronic, 
or both) 

Schedule 

a. Destroy/delete 1 year after cancellation of 
all supply accounts. 

b. Destroy/delete withln 180 days after
 
recordkeeplng copy has been produced.
 

TEMPORARY 

a. Destroy/delete 2 years after termination of 
appointment. ~ 

b. Destroy/delete wlthin 180 days after
 
recordkeeplng copy has been produced.
 

TEMPORARY 

a. Destroy/delete 1 year after recovery of item 
or when 5 years old, whlchever lS first. 

b. Destroy/delete within 180 days after
 
recordkeeping copy has been produced.
 

TEMPORARY 

a. Destroy/delete when lncorporated ln a 
numbered publication or on resclssion, whichever 
lS first. 
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1205-07 

1205-08 

b. Electron~c copies of records created using
word process~ng systems and electronic ma~l and 
used solely to generate recordkeeping cop~es. 

s of reports on supply requ~rements and 
ent matters subm~ttedcfor supply 

managemen urposes (exclud~ng those 
incorporated case files or other files of a 
general nature). Exclusive of DoD reports
reflect~ng procuremen under exemptions
authorized under Sect~on l(a) of the Federal 
Property and Admin~strat~ve 
1949(40 USC 481). 

a. Copies rece1ved 
internal purposes or for transm1ssion to 
agenc1es: Recordkeeping cop~es (paper,
electron~c, or both) 

b. Copies in other reporting un1ts and related 
working documents: Recordkeeping copies (paper,
electronic, or both) 

c. Electronic cop~es of records created using
word processing systems and electronic ma~l and 
used solely to generate recordkeeping copies. 

MEMORANDUM RECEIPT JACKETS 

Records that may be accumulated by respons~ble 
officers which reflect property held on memo 
receipts consist~ng of property issue slips,
property turn-~n sl~ps, individual and 
consolidated memo receipts, and related papers
filed w~th memo receipts. 

a. Recordkeep~ng cop~es (paper, electronic, or 
both) 

b. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. (GRS 3/4a) 

c. (GRS 3/18a) 

TEMPORARY 

a. Destroy/delete upon reconciliat~on of 
account. 
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b. Electron~c copies of records created us~ng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1205-09	 CONTRACT PROPERTY ACCOUNT 
Stock record cards or their equivalent,
vouchers, and related papers mainta~ned to 
account for Government materials furn~shed to 
contractors. 

a. Recordkeep~ng copies (paper, electronic, or 
both) 

b. Electronic copies of records created us~ng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1205-10	 ACCOUNTABLE RECORDS AND SUPPORTING DOCUMENTS 
Records reflecting the description, receipt, and 
turn-ln of accountable property. Included are 
property books, receipts, t.urn-un slips, 'survey 
reports, ~nventory adJustment reports, and other 
comparable records. 

a.	 Accountable Records: Recordkeeping copies
(paper, electronlc, or both) . 

b. Other Records: Recordkeep~ng coples (paper,
electronic, or both) 

c. Electronic copies of records created using
word processlng systems and electronlC mail and 
used solely to generate recordkeeplng copies. 

1205-11	 HAND RECEIPT 
Recelpts reflecting acceptance of responsibility
for ltems	 of property listed thereon. Included 
are lnd~vidual recelpts and l~stings. 

b. Destroy/delete wlthln 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. D~sposition lnstruction appllcable to the 
related contract file wlll also apply to these 
contract property account flIes. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when 2 years old or after 
page lS fliled and lnltlal accountlng entry lS 
carried forward to a new page. 

b. Destroy/delete when 2 years old. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 
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a. Recordkeeping copies (paper, electronic, or 
both) 

b. ElectronlC copies of records created uSlng
word processing systems and electronic mall and 
used solely to generate recordkeeplng copies. 

1205-12	 OFFICE NONACCOUNTABLE PROPERTY 
Records relatlng to the recelpt and issue of 
Government property which is not recorded on an 
accountable stock account, such as stock cards, 
property issue and turn-in slips, copies of 
purchase orders, and shlpplng records. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic coples of records created using
word processlng systems and electronic mail and 
used solely to generate recordkeeplng coples. 

1205-13	 PROPERTY ACCOUNTABILITY TRANSFER 
Records attesting to the transfer of property
accountabllity from one accountable officer to 
another. Included are certificates of transfer, 
inventory lists, and related records. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronlc coples of records created using
word processing systems and electronlc mail and 
used solely to generate recordkeeping 90pies. 

1205-14	 RETURNABLE CONTAINER 
Records reflectlng the recelpt, transfer, and 
return to vendor of accountable containers. 
Included may be coples of lnspectlon and 

a. Destroy/delete on turn-in or other complete
accounting for the property, or when superseded
by a new recelpt or listlng. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when 2 years old or on turn-
in of equlpment. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when 2 years old. 

b. Destroy/delete wlthin 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 
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receiving reports, reports of survey, shipping 
records, stock cards, memorandum receipts,
reports, and similar papers. 

a. Recordkeeplng coples (paper, electronic, or 
both) 

b. Electronic coples of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeplng coples. 

1205-15	 EQUIPMENT RECORD CARD/LOAN
Records maintalned to provlde an lnventory of 
selected major or end items of equlpment, tools 
and material for the purpose of retaining timely 
data for requlred equlpment reports. Included 
are equlpment inventory cards, record support
cards of repair parts, reports and agreements
and related records. Excluding documents 
requlred to be fl1ed in property accounts. 

a. Recordkeeping copies (paper, electronlC, or 
both) 

b. Electronic copies of records created using
word processlng systems and electronlc mail and 
used solely to generate recordkeeplng copies. 

1205-16	 PROPERTY INSPECTION AND INVESTIGATION REPORTS 
(Privacy Act Applies) 
Reports of lnspectlon of property records and 
related papers reflecting results of semlannual 
inspection. Reports that describe the 
Clrcumstances and recommend actlon, concerning 
the loss, damage, or destructlon of Government 
property. Included are financial llablllty
investigations of property loss. 

a. Recordkeeplng copies (paper, electronic, or 
both) 

a. Destroy/delete 3 years after return of 
contalner. 

b. Destroy/delete wlthin 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY ( 

a. Destroy/delete when 2 years old. 

b. Destroy/delete withln 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete 3 years after date of survey
actlon or date of postlng medlurn. 
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b. Electron~c cop~es of records created using
word process~ng systems and electronic mail and 
used solely to generate recordkeep~ng cop~es. 

1205-17	 INVENTORY ADJUSTMENT REPORTING 
Approving author~ty copies of reports used to 
adjust ~nventory discrepancies disclosed as a 
result of phys~cal ~nventory. Included are 
~nventory adJustment reports, inventory count 
cards, cop~es of reports of survey, and related 
records. 

a. Recordkeep~ng copies (paper, electronic, ar 
both) 

b. Electron~c copies of records created us~ng
word process~ng systems and electron~c mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

( 

a. Destroy/delete 2 years after date of survey
act~on or date of posting medium. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 
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1206 - SELF SERVICE SUPPLY FILES
 

These files accumulate in connection with self-service supply operations and relate to recelpt, storage,
di~trlbution, issue, and responsibility for supplles under thlS system. 

Type of Files	 Dispos1tion 

1206-01	 ACCOUNT AUTHORIZATION TEMPORARY 
Records relating to the establishment of
 
monetary credit authorizations for parent
 

raccounts and sub-accounts drawlng supplies from (
a self-service supply center. 

a. Recordkeeping copies (paper, electronlc, or	 a. Destroy/delete 1 year after posting
both)	 authorization to customers ledger and ledger

card. 

b. Electronic copies of records created using b. Destroy/delete within 180 days after 
word procesSlng systems and electronlc mall and recordkeeping copy has been produced.
used solely to generate recordkeeping copies. 

1206-02	 AUTHORIZED SUPPLY REPRESENTATIVE (Pr~vacy Act TEMPORARY 
Applies) 
Authorizatlon identifying lndlviduals as supply

representatives, requests for issuance of
 
correspondence concerning lost and found
 
authorization, and related records.
 

a. Destroy/delete when 2 years old. 
a. Recordkeeping copies (paper, electronic, or
 
both)
 

b. Destroy/delete wlthin 180 days after 
b. Electronic copies of records created using recordkeeplng copy has been produced.
 
word processlng systems and electronic mail and
 
used solely to generate recordkeeping copies.
 

1206-03 AUTHORIZED SUPPLY REPRESENTATIVE REGISTER TEMPORARY 
Registers reflectlng receipt, lssue, and 
dlSposition of authorlzed supply representative 
cards. 
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1206-04 

1206-05 

a. Recordkeeping cop1es (paper, electronic, or 
both) 

b. Electron1c copies of records created using
word processing systems and electronic ma1l and 
used solely to generate recordkeep1ng copies. 

PRINCIPAL ACCOUNTING 
Records const1tuting princ1pal accounting data 
for self-serv1ce supply centers. Included are 
inventory rec~1pts, general ledger; voucher 
register; customer's ledger cardJ sales, and 
sales return Journals, and comparable records. 

a.	 CUstomers' ledger card: Recordkeeping copies
(paper, electron1c, or'both) 

b. Other records: Recordkeeping copies (paper,
electronic, or both) 

c. Electron1c copies of records created using
word processing systems and electron1C mail and 
used solely to generate recordkeeping copies. 

MISCELLANEOUS STOCK CONTROL 
Records used to control stock 1n self-serv1ce 
supply centers. Included are want slips,
merchandise control books, restricted 1tem 
sl1ps, and related records. 

a. Recordkeeping copies (paper, electron1c, or 
both) 

b. Electron1C copies of records created using
word process1ng systems and electron1C mail and 
used solely to generate recordkeeping copies. 

REPORTS 
Reports relating to self-service supply center 

a. Destroy/delete
has been forwarded 

b. Destroy/delete
reco~dkeeping copy 

TEMPORARY 

a. Destroy/delete
balances are brought forward to new card. 

after list of current cards 
to a new sheet. 

w1thin 180 days after 
has been produced. 

( 

2 years after filed and 

b. Destroy/delete 

c. Destroy/delete
recordkeeping copy 

TEMPORARY 

a. Destroy/delete 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

when 2 years old. 

with1n 180 days after 
has been produced. 

when 2 years old. 

within 180 days after 
has been produced. 

1206-06 
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operations. Included are statements of 
operatlons, statements of customer accounts,
similar reports. 

and 

a. Recordkeeping copies (paper, electronic, 
both) 

or a. Destroy/delete when 2 years old. 

b. Electronlc copies of records created using
word processlng systems and electronic mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

within 180 days after 
has been produced. 
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1207 - CONCESSIONAIRE FILES 

These flles relate to concesslonaire activlties serviclng of the NIMA. 

Series Type of Files Disposition 

1207-01 CONCESSIONAIRE OPERATION TEMPORARY 
Copies of agreements with concessionaires, and 
records reflectlng the performance of 
conceSSlonalres. Included are current agreement
and assoclated records; records concerning (
compliance or noncompllance with standards of 
service, sanitation, and safety; patron 
complaints and commendations; and related 
records. 

a. Recordkeeping coples (paper, electronlc, or a. Destroy/delete 3 years after termlnatlon of 
both) agreement. 

b. Electronlc coples of records created using b. Destroy/delete withln 180 days after 
word processing systems and electronlc mail and recordkeeping copy has been produced.
used solely to generate recordkeeplng copies. 

1207-02 CONCESSIONAIRE OPEN APPLICATION TEMPORARY 
Applicatlons submitted by persons desirlng to
 
operate a concession.
 

a. Recordkeeping copies (paper, electr~nlC, or a. Destroy/delete 2 years after concession is 
both) no longer consldered for operation. 

b. Electronlc copies of records created uSlng b. Destroy/delete within 180 days after 
word processing systems and electronic mail and recordkeeping copy has been produced.
used solely to generate recordkeeping copies. 
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1208 - MAINTENANCE FILES 

These files relate to the program designed to keep equipment in working condition. They accumulate incident 
to the receipt, operation, maintenance, management modificat~on, reporting, transfer, and disposal of 
equipment. They relate only to items of supply, not real or installed property. 

Series Type of F~les	 Disposition 

1208-01 CALIBRATION DATA	 TEMPORARY 
Cards used to record each standard, or ~tem of
 
test and measuring equ~pment requiring a ,
~(
cal~bration service, and to record calibration 
accomplishment. 

a. Recordkeeping copies (paper, electronic, or a. Destroy/delete 10 years after no longer
both) needed. 

b. Paper records ma~nta~ned separately from the b. Destroy when 180 days old.
 
recordkeeping system.
 

c. Electronic cop~es of records created using c. Destroy/delete within 180 days after 
word process~ng systems and electron~c mail and recordkeeping copy has been produced.
used solely to generate recordkeep~ng copies. 

1208-02 HISTORICAL RECORD OR LOGBOOK	 TEMPORARY 

Equipment logbooks and ma~ntenance h~storical
 
records begin at the t~me of delivery of the
 
equipment by the manufacturer. These records
 
are identified, ma~nta~ned, and accompany the
 
~tem of equipment until it is dropped from the
 
NlMA ~nventory. Historical maintenance records
 
prov~de maintenance personnel up-to-date
 
~nformation concerning the readiness and
 
condit~on of equipment, and ma~ntenance
 
accompl~shed and requ~red.
 

a. Recordkeep~ng copies (paper, electronic, o~	 a. Retain for life of the equipment or dispose
both)	 of when ~t is no longer a part of the NIMA 

inventory. 
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b. Electronic copies of records created using
word processlng systems and electronic mail and 
used solely to generate recordke~ping copies. 

1208-03	 MAINTENANCE SUMMARY AND MANAGEMENT 
Records relating to the summarization of data to 
the general management of malntenance operations
and functions, such as varlOUS operational forms 
contalnlng detalled data of value in managing 
aspects of maintenance, forecasting workloads, 
work-tlme standards, parts supply, cost, quallty 
control, and operational improvement. Included 
are reports, summaries, listings, tabulations, 
and machlne runs. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Paper records maintained separately from the 
recordkeeplng system. 

c. Electronlc coples of records created using
word processlng systems and electronlc mall and 
used solely to generate recordkeeplng copies. 

1208-04	 MAINTENANCE MANAGEMENT INSPECTION 
Records relating to inspections of malntenance 
management of equipment. Included are forms 
used as worksheets for recording shortcomlngs, 
deflciencies, or faults; recommendations; 
varlOUS reports, and related data. 

a. Recordkeeplng coples (paper, electronlc, or 
both) 

b. ElectronlC coples of record? created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeplng coples. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when 5 years old. 

b. Destroy when 180 days old. 

c. Destroy/delete withln 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete 1 year after completlon of 
next comparable inspectlon. 

b. Destroy/delete withln 180 days after 
recordkeeping copy has been produced. 
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1208-05	 MAINTENANCE TECHNICAL ASSISTANCE TEMPORARY 
Reports and related data accumulating from the 
conduct of technlcal asslstance programs
deslgned to furnish technlcal asslstance and 
advice to improve the performance of 
organizatlonal maintenance. 

a. Recordkeeping coples (paper, electronic, or a. Destroy/delete when 5 years old.
 
both)
 

b. Paper records maintalned separately from the b. Destroy when 180 days old.
 
recordkeeping system. (
 

c. ElectronlC copies of records created uSlng c. Destroy/delete withln 180 days after
 
word processlng systems and electronic mall and recordkeeplng copy has been produced.

used solely to generate recordkeeplng coples.
 

1208-06	 EQUIPMENT OPERATORS' PERMITS AND REGISTERS TEMPORARY 
(Privacy Act Applies) 
Permits and reglsters authorlzing lndividuals to
 
operate Government equipment.
 

a. Destroy/delete 3 years from date of issue or 
a. Recordkeeplng copies (paper, electronlc, or when revoked by proper authority, whichever is 
both) first. 

b. Destroy/delete withln 180 days after 
b. Electronlc copies of records created using recordkeeping copy has been produced.

word processlng systems and electronic mall and
 
used solely to generate recordkeeping copies.
 

1208-07	 MAINTENANCE REQUEST AND EXCHANGE TAG TEMPORARY 
Records used to request maintenance services,
report accomplishment of modification work 
orders, record maintenance performed, report
receipt of defective material, and submit 
equipment improvement recommendations. Also,
records or register used to record and control 
maintenance work. Related records include 
transfer and re]ectlon memoranda, property issue 
and turn-ln SllpS, labor time tickets, tags used 
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as recelpts for replacement of parts or 
equlpment and simllar data. 

a. Recordkeeplng copies (paper, electronic, or 
both) 

b. Electr-onic cop i es of records created us i nq
word processing systems and electronlC mail and 
used solely to generate recordkeeping coples. 

1208-08	 SHOP PROPERTY ACCOUNT 
Records accumulating in tool and parts rooms,
and exchange points in maklng maintenance items 
more accesslble to maintenance personnel.
Included are stock record cards, vouchers, 
reglsters, dlrect exchange cards, property lssue 
and turn-ln SllPS, and similar records 
reflectlng the issue, turn-in and usage of 
ltems, such as repair parts, kltS, tools, and 
assernblles. These records may also constltute a 
sectlon of the accountable offlcer stock record 
account. 

a. Stock records cards and d1rect exchange
cards: Recordkeeping copies (paper, electronic, 
or both) 

b. Electronic copies of records created uSlng
word processlng systems and electronic mall and 
used solely to generate recordkeeping coples. 

1208-09	 SHOP LOCATOR RECORD 
Locatlon sheets, cards, tags, and other records 
constitutlng a part of a location inventory, or 
identification system for equipment sent to 
shops, or utllized as a check or inventory for 
such equlpment. 

a. Recordkeeplng coples (paper, electronlc, or 
both) 

a. Destroy/delete when 6 months old or 0 the 
return or issue of related equipment. 

b. Destroy/delete withln 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Continue to use untll fliled or final entry
is made thereon. Destroy/delete after 1 year. 

b. Destroy/delete withln 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/destroy on return or reissue of 
related equipment. 

I 
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1208-10 

b. Electronic cop1es of records created uS1ng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

PREVENTIVE MAINTENANCE SCHEDULE 
Records used for schedul1ng per1od1c prevent1ve 
maintenance services, load tests, and 
c~l1bration of assigned equ1pment. This 
schedule will accompany related equipment when 
it is transferred. 

a. Recordkeep1ng copies (paper, electronic, or 
both) 

b. Destroy/delete w1th1n 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete after transferring the 
requ1red 1nformatlon to other records or on 
dispos1tion of the related equipment, whichever 
1S f1rst. 

( 

1208-11 

b. Electronic copies of records created using
word process1ng systems and electron1c mail and 
used solely to generate recordkeeping cop1es. 

EQUIPMENT INSPECTION AND MAINTENANCE WORKSHEET 
Records reflecting the performance of preventive
ma1ntenance lnspection, services, diagnost1c 
checkouts, and spot-check inspect10n of 
equipment. 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

with1n 180 days after 
has been produced. 

a. Recordkeep1ng
both) 

copies (paper, electronic, or a. Destroy/delete on posting
equipment logbook on enter1ng
new form, or on complet1on of 
serviceab1lity test or check, 

to related 
defic1enc1es on 
next 
as applicable. 

a 

b. Electronic copies of records created uS1ng
word processing systems and electronic mail and 
used solely to generate recordkeeping coples. 

b. Destroy/delete
recordkeeping copy 

with1n 180 days after 
has been produced. 
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\ 

1209 - STORAGE FILES 

These f~les 
materials. 

relate to storage of supplies and equipment and to the stockpile of strategic and critical 

Series Type of Files Disposition 

1209-01 WAREHOUSE PLANNING AND LAYOUT TEMPORARY 
Warehouse, shed, or open-storage space plann~ng 
and layout diagrams, or comparable papers 
relating to space planning and layout. ( 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete 2 years after terminat10n of 
assignment or when base 1S cancelled, or when 
plans are superseded or obsolete. 

b. Electronic copies of records created us~ng
word process~ng systems and electron~c mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

with~n 180 days after 
has been produced. 

1209-02 STORAGE REGISTER TEMPORARY 
Voucher assignment registers, sh~pp~ng control 
reg1sters, tally numbers registers, and 
comparable dev1ces mainta~ned for storage
control purposes. 

a. Recordkeeping
both) 

copies (paper, electron~c, or a. Destroy/delete when 2 years old. 

b. Electron~c copies of records created using
word processing systems and electronic ma~l and 
used solely to gener~te recordkeep~ng copies. 

b. Destroy/delete
recordkeeping copy 

w~thin 180 days after 
has been produced. 

1209-03 STORAGE IDENTIFICATION AND INSPECTION REPORTS TEMPORARY 
Records relating to the identif~cation,
classif1cat1on, and 1nspect1on of items in 
storage or received for storage from sources 
other than contractors. Records reflect the 
physical condit1on of the items, packing 
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procedures useo, and the examination and testing
of items, for the general purpose of determining
the suitability of storage methods and 
condltlons, and to assure that the supplies and 
equipment wll1 be ln usable condltion at all 
tlmes. Included are surveillance lnspection
reports, quallty hlstory records, test data 
sheets, stock dlscrepancy reports,
classification reports, and comparable data. 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete when 3 years old. 

b. Electronic copies of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeping coples. 

b. Destroy/delete
recordkeeping copy 

within 180 days after 
has been produced. 

1209-04 WAREHOUSE SHIPPING AND RECEIVING TEMPORARY 
Arrlval reports, shlpplng records, tailles, 
stock or packing tags, or comparable records 
retalned for the purpose of car spottlng, the 
assignment of labor and equlpment, the unloadlng
of supplies, packlng and loadlng stock for 
shipment and other purposes connected wlth the 
receipt of supplles at warehouses. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created uSlng
word processlng systems and electronic mail and 
used solely to generate recordkeeplng coples. 

a. Destroy/delete 

b. Destroy/delete
recordkeeping copy 

3 months after shlpment. 

within 180 days after 
has been produced. 

1209-05 TEMPORARY 

lubricants. 
to the 

Include 
lssue of gasoline and 

ales tickets and 
abstracts of 

a. Recordkeeping
both) 

coples (paper, electronic, 
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nic copies of records created us~ng
word processing systems	 il and 
used solely to generate recordkeeping copies. 

1209-08	 SOLID FUEL CONTROL 
Records relat1ng to the rece1pt, storage, and 
use of sol~d fuels. Included are copies of 
annual and supplemental requ~s1t~ons, cop1es of 
contracts, shipping notices, receiving reports,
analysis reports, reports of burning tests, 
rejection reports, s~milar records, and related 
data. 

a. Recordkeeping copies (paper, electron1c, or 
both) 

b. Electron1c cop1es of records created us~ng
word process1ng systems and electronic mail and 
used solely to generate recordkeep1ng cop~es. 

b. (GRS 6/12) 

TEMPORARY 

a. Destroy/delete when 2 years old. 

b. Destroy/delete w1th1n 180 days after 
recordkeeping copy has been produced. 
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1210 - LIBRARY SUPPLY FILES 

These files relate to the operation of offlcially designated 

Serl.es Type of Files 

1210-01 LIBRARY CATALOG 
List enumeratlng authors, tltles, cross-
references, and subJects arranged in 
alphabetical order and indlcatlng descrlptlve 
details including location of books, maps, 
charts, and photos on the shelves. 

a. Recordkeeplng coples (paper, electronic, or 
both) 

b. Electronlc coples of records created using
word processing systems and electronlc mall and 
used solely to generate recordkeeplng coples. 

libraries. 

Dispositl.on 

TEMPORARY 

a. Destroy/delete when related books, maps, 
charts, and photos have been permanently removed 
from the library collection. 

b. Destroy/delete wlthin 180 days after 
recordkeeplng copy has been produced. 
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1211 - PERSONNEL TRAVEL AND TRANSPORTATION FILES 

These f11es relate to the control, adm1n1stration, and operations 1nvolved 1n the travel and transportat1on
of NIMA personnel. 

Series Type of Files Disposition 

1211-0 TRAVEL (Privacy Act Appl~es) TEMPORARY 
ds mainta1ned for the purpose of planning,


reV1eW1 and furnishing information in
 
connection wi avel of authorized personnel
 
to attend meetings 0 hnical, sC1entif1c,
 
profess1onal, and similar 0 'zat1ons.
 

a. Recordkeep1ng (GRS 9/1a)
 
both)
 

b. Electronic cop1es of records created using b.
 
word processing systems and electronic mall and
 
used solely to generate recordkeeping copies.
 

1211-02 (Privacy Act Applies) TEMPORARY 
ation: Documents relating to the lssuance a. (GRS 9/5(a)) 

passports, includ1ng requests for
 
passports, tr ittal letters, rece1pts, and
 
copies of travel a rlzatlons.
 

b. Annual reports concerning ficial b. (GRS 9/5(b))
 
p~ssports: Reports to the Departme f State
 
concerning the number of offlc1al passpo

1ssued and related matters: Recordkeep1ng

copies (paper, electronic, or both)
 

1L~. Electron1C copies of records created using b. 
word processing systems and electron1c mail and 
used solely to generate recordkeeping copies.
Note; Off1c1al passports should be returned to the
 
Department of State upon exp1rat1on or upon the separat10n

of the employee
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1211-03 PASSENGER WARRANT (Privacy Act Applies) 
Copies of used and cancelled passenger warrants,
transportation certiflcates, travel orders,
similar records servlng the same purpose lssued 
for travel of personnel ln overseas areas,
registers, and related correspondence. 

TEMPORARY 

a. Recordkeeping
both) 

coples (paper, electronlc, or a. Destroy/delete when 3 years old. 

1211-04 

b. Electronlc copies of records created using
word processing systems and electronlC mail and 
used solely to generate recordkeeping copies. 

CUSTOMS DECLARATION 
Copies of certiflcates or other forms prepared
for the purpose of enabling NlMA personnel and 
frelght to pass customs inspections and to 
prevent import into the United States of 
unauthorlzed ltems. 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

withln 180 days after 
has been produced. 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete when 6 months old. 

b. Electronic copies of records created using
word processing systems and electronlc mall and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

wlthin 180 days after 
has been produced. 

1211-05 ~RNMENT TRANSPORTATION REQUEST (Privacy Act 
App Coples of lssued and cancelled 
transportat requests, transportatlon 
certificates, an transportation
authorizations, travel 0 

pertinent correspondence 

TEMPORARY 

a. Recordkeeplng
both) 

coples (paper, (GRS 9/lc) 

b. Electronic copies of records created using
word processing systems and electronic mall and 

b. 
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used solely La gelleLate feeerdkeepiR~ copies 

TEMPORARY 
ertalning to the issuance of local 

ferry ticke commercial bus tokens, and toll 
bridge or tunnel ets for official travel of 
Government personnel. 

a. Recordkeeping cop1es a. (GRS 9/1c) 
both) 

b. Electronic coples of records created uS1ng
word processlng systems and electronlc mail and 
used solely to generate recordkeeping copies. 

IVIOUAL TRAVEL (Privacy Act Appl~es) TEMPORARY 
s pertaining to the processing of 

ind1vi dependents prior to travel to and 
from author ed dest1nations. Included are 

el for dependents; letters 
notlfying dependen of eliglbility to travel to 
authorized destination d authorization to 
obtaln passports; question ires and information 
sheets used for 1ssuance of tr el 
authorizatlons; port calls; 
correspondence. 

a. Recordkeeping coples (paper, electronlc, (GRS 9/3a.) 
both) 

b. Electronic copies of records created uSlng b. 
word processing systems and electronic mall and 
used solely to generate recordkeeping coples. 
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1212 - PROPERTY DISPOSAL FILES 

These flIes relate to the program for dis~osltlon of surplus, 

Series Type of Files 

1212-01 PROPERTY DISPOSAL ACCOUNT 

Records maintalned to account for the receipt
and dlsposition of property for which the 
property disposal offlcer lS accountable. 
Included are voucher registers, vouchers and 
supporting records, lnventory adjustment 
reports, stock record cards or equivalent forms 
used for the same purpose, and other records 
supporting the account. Unfilled stock record 
cards will be retained ln the active file until 
fllled or flnal entry lS made thereon. Excluded 
are accounts that lnvolve the receipt of 
surplus, salvage, or scrap property from 
contractors; or property related to contract 
property accounts. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. ElectronlC copies of records created using
word processing systems and electronlC mail and 
used solely to generate recordkeeping copies. 

1212-02 REPORTS 

dissemlnate information 
concerning av ility of excess personal 
property, listings, and simllar 
records. 

a. Recordkeeping coples (paper,
both) 

b. Electronic copies of records created using
word processing systems and electronlc mall and 

salvage, scrap, and excess property. 

Disposition 

TEMPORARY 

a. Destroy/delete when 2 years old. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

(GRS 4/2) 

b. 
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used solely to generate recordkeeping copies. 

1212-03 SURPLUS PROPERTY CASE FILES 
Case files on sales of surplus personal 
property, comprising invitations, blds, 
acceptances, Ilsts of materials, eVldence 
sales, and related correspondence. 

of 

TEMPORARY 

Transactions of 

Record cEe~~~......c~ 
both) 

more than 25,000: 
or a. (GRS 4/3a) 

b. Transactions of 
Recordkeeplng copies
both) 

25,000 or less: 
(paper, electronlc, or 

c. Paper records maintained 
recordkeeping system. 

separately from the c. Destroy when 180 days old. 

d. Electronic 
word processing
used solely to 

coples 0 

systems 
generate coples. 

d. (GRS 4/5) 

1212-04 EXCESS PROPERTY DONATION 
Records reflecting the donation of obsolete 
maps, charts, photos, books, manuscripts, works 
of art, drawlng plans, and models not needed by
NIMA or veterans organizations, state museUms, 
educational museums operatlng under charters 
forbidding the accumulation of proflt, and 
municlpal corporatlons. Included are shlpplng
orders and records, schedule of collections, and 
related papers. 

TEMPORARY 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete when 3 years old. 

b. ElectronlC 
word processing
used solely to 

copies of records created uSlng 
systems and electronic mall and 

generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

wlthln 180 days after 
has been produced. 
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1213 - MOTOR VEHICLE MANAGEMENT FILES 
These flles relate to the control and management of admlnistrative vehicles, motor pool operations and the 
supply and control of motor vehicles. 

Series Type of Files D1Spos1t10n 

1213-01 FILES TEMPORARY 

not 

ence In the operatlng unit responslble
maintenan nd operation of motor vehlcles 
otherwise cover this schedule 

a. Recordkeeping
both) 

copies a. (GRS 10/1) 

b. Electronic copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeplng coples. 

1213-02 TEMPORARY 
rat1nq records 1ncludinq those relatinq

consumpt1on~ dispatchinq, and 
Reco e lng copies (paper,

electronlc, or both) 

a . (GRS 10/2 a ) 

b. Ma1ntenance records, includ1nq t 
relat1nq to service and repa1r: Recordk~epln
copies (paper, electronic, or both) 

b. (GRS 10/2b) 

c. Electronlc coples of records created using
word processing systems and electronlc mail and 
used solely to generate recordkeeping coples 

c. 

1213-03 MOTOR VEHICLE SERVICE REPORTS TEMPORARY 
Reports reflectlng cost and performance data 
relative to the operation of admlnistrative 
vehicles. 

a. Recordkeeplng
both) 

coples (paper, electronlc, or a. Destroy/delete 3 years after date of report. 
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b. Electronic copies of records created uSlng
word processlng systems qnd electronlC mall and 
used solely to generate recordkeeplng coples. 

1213-04	 MOTORVEHICLE RELEASE FILES 
Records accumulated in connectlon with a 
transfer, sale, donation, or exchange of 
vehicles, includlng SF-97, The United States 
Government Certiflcate to Obtain Tltle to a 
Motor Vehlcle. 

~. Reco!dReepln~ sspjes (paper, electronic, or 
both) 

b. Paper records maintalned separately from the 
recordkeeping system. 

word processing systems and electronlC 
used solely to generate recordkeeping coples~ 

1213-05 
relating to indlvidual employee

operatlon 0 vernrnent-owned vehicles, 
includlng driver t authorization to 
safe drlving awards, and r ed 

a. Recordkeeplng copies (paper, 
both) 

b. Electronic copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeplng coples. 

1213-06 
Reports rela 1 otor vehicle 
malntalned by transportatlorr-~~L
SF-91, Operator's Report of Motor Vehlc 
Accident, SF91A, Investigation Report of Motor 

Schedule 

b. Destroy/delete wlthin 180 days after 
recordkeeping copy has been produced. 

TEMPORARY. 

a. (GRS 10/6) 

b. Destroy when 180 days old. 

d. (GRS 10/8) 

TEMPORARY 

a. (GRS 10/7) 

b. 

TEMPORARY 
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Accident, and SF 94, Statement of 

a. Recordkeeping
both) 

c a. (GRS 10/5) 

b. Paper records malntalned 
recordkeeping system. 

b. Destroy when 180 days old. 

1213-07 

c. ElectronlC copies of records created uSlng
word processing systems and electronlc mail and 
used solely to generate recordkeeping copies. 

VEHICLE TITLE FILES 
Records relating to the registratlon of 
vehicles, Included are titles, manufacturers and 
dealers' statements of orlgin, and related 
papers. 

I a. ~ecoLdkeep1ft~ e6~ies (~S~@ri electronic. or 
both) 

b. Paper records maintained separately from the 
recordkeeplng system. 

of records created using
word processing systems and electronlc mal 
used solely to generate recordkeeping caples. 

c. 

TEMPORARY 

a. (GRS 10/6) 

b. Destroy when 

c. (GRS) 10/8) 

180 days old. 

50 



NIMA Records Schedule 

1214 - SMALL BUSINESS PROGRAM FILES 

These files result from the NIMA program to assure maximum participatlon of small business concerns ln the 
procurement of supplies and services. The flIes accumulate in offices of small buslness advisors or 
speclalists, contracting officers, and ln other offices engaged ln these actlvities. 

Type of Files D1sposit10n 

1214-01 SMALL BUSINESS INFORMATION TEMPORARY 
Records relatlng to communlcations or 
dlScussl0ns WhlCh provide small buslness 
concerns' wlth competency certificates and 
informatl0n about requirements for suppliers on 
bidder lists, adapting their productlon
facilities. Compete for prime contracts or 
subcontracts, changes in specifications that 
make lt possible for them to meet future 
procurement, and other matters concerning the 
particlpatlon of small business concerns ln the 
procurement program. Included are lnquiries
from small business concerns, lssuance or 
wlthdrawal of certificates of competency as to 
their capaclty and credit standing, memorandums 
recording dlScussion with representatives of 
small business concerns, and similar records. 

a. Recordkeeping copies (paper, electronlc, or a. Destroy/delete when 6 years 3 months old. 
both) 

b. Paper records maintained separately from the b. Destroy when 180 days old. 
recordkeeping system. 

c. Electronic coples of records created uSlng c. Destroy/delete wlthin 180 days after 
word processing systems and electronic mall and recordkeeplng copy has been produced.
used solely to generate recordkeeplng copies. 

1214-02 SMALL BUSINESS REPORTING TEMPORARY 
Records accumulated by small business advisors 
for revlew and analysis of small business 
activity. Prlmarlly these are reports received 
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from procurement offlces on such subjects as 
proposed procurement actlons, procurement action 
summarles, and lndivldual procurement actlons. 

a. Recordkeeping coples (paper, electronlc, or 
both) 

b. Paper records maintalned separately from the 
recordkeeping system. 

b. Electronic copies of records created uSlng
word processing systems and electronlc mail and 
used solely to generate recordkeeping copies. 

1214-03	 SMALL BUSINESS DATABASE 
L1Sts of buslnesses determlned to be quallfied
to partlclpate in the small buslness program. 

a. Recordkeeping coples (paper, electronic, or 
both) 

b. Electronic coples of recor~s created using
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1214-04	 APPOINTMENT NOTICES 
Letters of appolntment of Small And 
Disadvantaged Business Speciallsts (SADBS). 

a. Recordkeeplng coples (paper, electronlc, or 
both) 

b. Electronlc copies of records created uSlng
word processlng systems and electronic mail and 
used solely to generate recordkeeping copies. 

a. Destroy/delete when 6 years old. 

b. Destroy when 180 days old. 

c. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 

TEMPORARY 

a. Destroy/delete when superseded, obsolete, or 
no longer needed. 

b. Destroy/delete within 180 days after 
recordkeeplng copy has been produced. 

TEMPORARY 

a. Destroy/delete when superseded, obsolete, 
or no longer needed. 

b. Destroy/delete within 180 days after 
recordkeeping copy has been produced. 
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1215 - TRAFFIC MANAGEMENT AND FREIGHT MOVEMENT FILES 

These f~les relate to the direct~on, control, and supervision of funct~ons ~nc~dent to the effect~ve and 
economical use of transportation services and to control and adm~n~ster the operations involved in moving 
freight primarily by rail and highway transport. 

Ser1es Type of Files Disposit1on 

1215-01 TRAFFIC ENGINEERING SURVEY AND STUDY TEMPORARY 
Records relating to transportation eng~neer~ng

studies and traffic surveys that normally cover
 
all aspects of transportat~on and traffic. The
 
surveys and studies are performed by traffic
 
engineer~ng teams. Included are requests for
 
surveys and survey reports, and related papers.
 

a. Recordkeeping copies (paper, electron~c, or a. Destroy/delete when 3 years old. 
both) 

b. Electronic cop~es of records created us~ng b. Destroy/delete w~thin 180 days after 
word process~ng systems and electron~~ mail and recordkeep~ng copy has been produced.
used solely to generate recordkeep~ng copies. 

1215-02 MATERIEL TRANSPORTABILITY TEMPORARY 
Records relat~ng to transportability of overs~ze
 
or cumbrous materiel having characterist~cs
 
which make transportat~on difficult or
 
hazardous. These records reflect l~aison with
 
other techn~cal agenc~es during the planning,

developing, and in~tial production stages.

Included are proposals, concurrence,

photographs, charts, reports, publ~cat~ons,

spec~fications, sketches, and similar or related
 
records.
 

a. Recordkeeping cop~es (paper, electron~c, or a. Destroy/delete when 2 years old. 
" both) 

b. Electronic copies of records created using b. Destroy/delete w~th~n 180 days after 
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1215-03 

1215-04 

1215-05 

word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

TRANSPORTATION REPORTS AND CONTROL NUMBER INDEX 
FILES 
Reports reflecting tonnage shipped, shipments
made, personnel moved inquiries that cite the 
transportat~on control number on the 
Transportation Control Movement Records. 
Included are reports, consolidated reports, and 
related papers. 

a. Recordkeeping copies (paper, electron~c, or 
both) 

b. Electronic copies of records created us~ng
word process~ng systems and electron~c mail and 
used solely to generate recordkeeping copies. 

TARIFF AND TENDER 
Records relat~ng to the establishment,
mod~ficat~on, and acceptance of tariffs and 
tenders for the carriage, storage, or handling
of NIMA mater~el. Included are proposals, study
data, tariff and tender records, and related 
papers. 

a. Recordkeep~ng copies (paper, electron~c, or 
both) 

b. Electron~c copies of records created using
word processing systems and electron~c mail and 
used solely to generate recordkeep~ng copies. 

that r author~zat~on and 
routing of freight Shipmen 'ned for any
point in the Un~ted States or overseas. 
Included are requests for routing, route orders,
and confirmation of route orders, reports of 

recordkeep~ng copy 

TEMPORARY 

a. Destroy/delete 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

a. Destroy/delete
terminat~on. 

b. Destroy/delete
recordkeeping copy 

TEMPORARY 

has been produced. 

when 3 years old 

within 180 days after 
has been produced. 

on cancellation or 

within 180 days after 
has been produced. 
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permlt authorizations, 
dence about routlng. 

and 

a. Recordkeeplng
both) 

electronic, or a. (GRS 91la) 

b. Electronic 
word processing
used solely to 

copies of records created using 
systems and electronlc mail and 

generate record keeping copies. 

1215-0 ACCOUNTS TEMPORARY 

relatlng to lnqulries concernlng carrler 
charges r transportation serVlces performed;
claims again arrlers for losses, damages, and 
shortages relative shipments; lnvestlgatlons,
reviews, and recommenda' s pertaining to the 
settlement of dlsputed carrie I bllls for 
freight services; and simllar matte 

a. Recordkeeping
both) 

GRS 9/la) 

b. Electronic 
word processing
used solely to 

copies of records created using 
systems and electronic mall and 

generate recordkeeplng coples. 

b. 

1215-07 CAR RECORD FILES TEMPORARY 

Books or registers reflect1ng each car handled 
and containlng lnformation necessary to check 
demurrage bills and agreement abstracts 
submltted by carriers in support of bllls. 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete when 3 years old. 

b. ElectronlC 
word processlng
used solely to 

copies of records created using 
systems and electronlc mail and 

generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

withln 180 days after 
has been produced. 

1215-08 MOTOR CARRIER FILES TEMPORARY 

55 



NIMA Records Schedule 

Records malntained for use in selecting proper 
carriers. Included are questionnaires completed
by commerclal motor carriers indicating their 
facilities for handling freight, operating
authorlty, photographs showing types of 
equipment avallable for utillzation, related 
correspondence, and slmilar records. 

a. Recordkeeping
both) 

copies (paper, electronic, or a. Destroy/delete when 3 years old. 

b. Electronlc copies of records created uSlng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeplng copy 

within 180 days after 
has been produced. 

1215-09 TEMPORARY -
relatlng to inbound and outbound 

shlpment. Included are property recelved and 
property-shlp bills of ladlng, freight bills, 
shipping records, lpment planning work sheets, 
express receipts, tal heets, waybills, dray 
tickets, holdlng orders, s . ching orders, 
demurrage reports, transit priv' e bills of 
lading cross-reference sheets, and and 
related records. 

a. Recordkeeping
both) 

copies (paper, electronic, or 

b. Electronic coples of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeplng copies. 

b. 

1215-10 TEMPORARY 
~~~ort discrepancies in 

shipments such as over, astray, loss 
or damage to NIMA freight; improper by
carrier; misdlrected shipments; documentation 
errors; nonobservance of carrler tariff 
requirements; and other discrepancies. 
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NIMA Records 

b. Electronic cop~es of records create 
word process~ng systems and electronic mail and 
used solely to generate recordkeeping copies. 

1215-11 AND PRIVATE DELIVERY SHIPMENTS 
Sh~pp~ instructions or other records 
~dent~fying' ms shipped v~a parcel post or 
private del~very anies. Included are item 
release-receipt records 
contain~ng s~milar data. 

a. Recordkeep~ng cop~es

both)
 

b. Electron~c cop~es of records created us~ng
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

1215-12	 TERMINAL FACILITIES 
Records maintained to aid ~n mak~ng rout~ng 
determinations. They reflect facil~ties for 
cargo handling at term~nals, including types 
most suitable, storage ava~lable, rail 
fac~lities available, photographs showing
load~ng and unloading processes, and sim~lar 
data. 

a. Recordkeeping copies (paper, electronic, or 
both) 

b. Electronic copies of records created us~ng
word process~ng systems and electron~c mail and 
used solely to generate recordkeep~ng copies. 

1215-13	 PORT OF ENTRY CUSTOMS 
Records accumulated at ports of entr~es that 

Schedule 

a. (GRS 9/lb) 

TEMPORARY 

(GRS 12/6.a.) 

b. 

TEMPORARY 

a. Destroy/delete when 3 years old. 

b. Destroy/delete with~n 180 days after
 
recordkeeping copy has been produced.
 

TEMPORARY 
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NIMA Records Schedule 

relate to free-of-duty entry and admission of 
material procured abroad or returned from abroad 
by NlMA. Included are: Consumption Entry 
Permit, Summary of Entered Value, Custom Entry,
or simllar Custom Forms; related correspondence;
and other records pertaining to the entry of 
materiel through customs. 

a. Recor,dkeeping copies (paper, electronic, 
both) 

or a. 
the 

Destroy/delete
account. 

6 years after the period of 

b. ElectronlC copies of records created using
word processing systems and electronic mail and 
used solely to generate recordkeeping copies. 

b. Destroy/delete
recordkeeping copy 

wlthin 180 days after 
has been produced. 
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Redactions have been made to this record control schedule pursuant to 5 U.S.c. 552(b)(3) 
with the correspondmg statute 10 U.S.c. 424, wluch protects from disclosure the 

"organization or any function of, and certam information pertaining to, employees of the 

National Geospatial- Intelligence Agency (formerly National Imagery and Mappmg Service)." 

You will need to subrmt a Freedom of Information Act (FOIA) request to the Office of the 

General Counsel for the withheld information. 

http://www.archlves.gov IfOla I 

http://www.archlves.gov

