
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received £//;;;.. c.f/ 0 s-
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 

1 FROM (Agency or establishment)
 
Department of Defense NOTIFICATION TO AGENCY
 

2	 MAJOR SUBDIVISION In accordance WIth the provrsions of 44 usc 3303a, the 

MIssile Defense Agency disposition request, Including amendments, IS approved 
1-::-_-=-=-=-==--=-::-=-:=:-:~=-:-:- ---1 except for Items that may be marked "disposition not 

3 MINOR SUBDIVISION approved" or "WIthdrawn" In column 10 

5	 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES4 NAME	 OF PERSON WITH WHOM TO CONFER
 

Mr Petar Sredojevic
 (719)721-8724 'f128/IJ WITHDRAWN 

6	 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertairung to the disposition of its records and that the 
records proposed for disposal on the attached (See attached) page(s) are not needed now for the bus mess for this agency or will 
not be needed after the retention pen ods specified, and that wntten concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

o lS not required	 I:8llS attached, or o has been requested 

DATE SIGNATURE OF AGENCY R~ATIVE TITLE
 
Deputy lntormatrcn Management, Chief
 

3/1 BlOB ~ 'r Information Office
 

9 GRS OR 10 ACTION TAKEN7 ITEM NO B DESCRIPTION OF ITEM ~ PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) 
CITATION 

MI lie Defense Agency records series
 
(see tached)
 

WITHDRAWN 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91)115-109 
Prescribed by NARA 36 CFR 122B 



Records Disposition Schedules MDA 8180.01-M 

tegory: 500 
Ca gory Title: SECURITY 
Cate ory Description: 

Categorj Number: 502 
Category itle: Physical Security Files 
Description: hese tiles accumulate for the implementation of physical security and 
standards to e ure proper restrictions of access. to sensitive documents and locations. 

File: 502-01 
Title: Security Poli and Direction Files T 

Description: Correspd dence and other types of documents mcluding directives from higher 
authority, reflecting pohc and direction of secunty services 

A Office of Primary esponsibihty 
Disposition: Permanent. Rev w annually Transfer those selected for closing to WRNC after 1 
year Transfer to NARA when no onger needed for operations 
Authority: 

B All others 
Disposition: Temporary. Review annua Transfer mactive files to WNRC 1 year after 
closmg Destroy when 6 years old 
Authority: 
Privacy Act: 

File: 502-02 
Title: Security Violation Reports 
Description: Documents or reports on alleged secunty iolations or practices dangerous to 

secunty, such as unattended 

classified mformation 
Disposition: Temporary. 
Authority: 
Privacy Act: 

open 

Consol

safes, 

idate 

Improper 

with Perso

handhri 

nnel Secur 

or unauthorized 

(See 

divulgence 

506) 

of 

File: 502-03 
Title: Not Used 

File: 502-04 
Title: Classification Advisory Committee Files 
Description: 
Disposition: See 508 Senes 
Authority: 
Privacy Act: 

File: 502-05 
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Title. Security Classification Assignment Files 
Descri tion: 
Disposit n: See 508 Senes 
Authority. 
Privacy Ac 

File: 502-06 
Title: Cryptolog Activities. Surveys and Inspection Files 
Description: Peno c or one tune surveys conducted pnmanly by secunty personnel Purpose IS 
to determme adequac of secunty, measures II1 all Agency installanons to safeguard mformation 
and facihnes against sa otage and unauthonzed entry 

A Cryptologic Ac vines FIles Routine surveys, studies and reports of vanous MDA 
facrhties 
Disposition: Temporary. CI e annually Cut off at the end of the fiscal year Transfer to 
WNRC/FRC after closmg Des 'oy when 10 years old 
Authority: 

B Special Project FIles One tune mspecnons or surveys made of a facility because of 
an immedrate secunty need or mcident, r apparent deficiency 
Disposition: Temporary. Close annual Cut off at the end of the fiscal year Transfer to 
WNRC/FRC 3 years after closmg Destroy vhen 10 years old 
Authority: 
Privacy Act: 

File: 502-07 
Title: Accident Investigation Files 
Description: Rep0I1s of mvestigatrons, resulting fron tires, explosions, or accidents which 
involve secunty aspects 
Disposition: Temporary. Place man macnve file upon omplenon of mvesuganon Destroy 
when 2 years old 
Authority: (GRS-18-11 ) 
Privacy Act: 

File: 502-08 
Title: Guard Service Control Files 
Description: 

A Control center key or code records, emergency call cards, and uilding record and 

employee idennficanon cards 
Disposition: Temporary. Destroy when superseded or obsolete 
Authority: (GRS 19a) 

B Round reports, service reports on mterruptions and tests, and punch cIo 
Disposition: Temporary. Destroy when 1 year old 

Authority: (GRS 19b) 

FOR OFFICIAL USE ONLY 179 



Records Disposition Schedules MDA 8180.01-M 

Destroy when I year old 
Dispositio : Temporary. Place 111 an mactive file upon completion of mvesngation Destroy 
when 2 year old 
Authority: ( S 19c) 

D Arms stnbution sheets, charge records, and receipts 
Disposition: Temp rary. Destroy 3 months after retum of arms 
Authority: (GRS 19 
Privacy Act: 

File: 502-09 
Title: Key Accountability 
Description: Documents rela ng to Issue, retum and accountability of keys to security areas 
Disposition: Temporary. Des ·oy 3 years after tum-1l1of key 
Authority: (GRS-18-16) 
Privacy Act: 

File: 502-10 
Title: Safe Combination and Access 
Description: "Safe Combination Record' nd "Classificanon Container Combmation" f0I1115 

showmg personnel authorized to use combi anon, serial number and locanon of container, the 
current combination, and date of next combiri non change 
Disposition: Temporary. Destroy mdividual i em when superseded by new cornbmanon or 
when container (or safe) IStumed 111 

Authority: (GRS-18-7) 
Privacy Act: 

File: 502-11 
Title: Safe (or Container) Records 
Description: Forms placed on combmation safes or contau rs contammg classified mformation 
to control entry 
Disposition: Temporary. Destroy after removal from contain r, except forms mvolved 111 an 
mvesngation, which will be retamed until completion of the mv 
Authority:
 
Privacy Act:
 

File: 502-12
 
Title: Document Control Cards
 
Description:
 
Disposition: See 508 series
 
Authority:
 
Privacy Act:
 

File: 502-13
 
Title: Periodic Inventory Runs
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Records Disposition Schedules MDA 8180.01-M
 

De ription:
 
Disp ition: See 508 senes
 
Autho [ty:
 
Privacy ct:
 

Top Secret Control Records 
Description: 
Disposition: See 5 
Authority: 
Privacy Act: 

File: 502-15
 
Title: Physical Security C rpromlse Files
 
Description Reports of comp 111lSeS,vrolations, or insecure practices, with analyses of same
 
Disposition: Temporary. Tran er to WNRC/FRC 3 years after closing Destroy when 10
 
years old ~
 
Authority: ~
 
Privacy Act: ~
 

File: 502-16 ~~
 
Title: Contract Facilities Security Case F es ;z,
 
Description Case files on pnvate facihnes pe on11lng work on classified contracts These files
 
ongmate to protect MDA classified mformation id equipment 111 possession of contractors,
 
consultants and advisors, and contain all documen related to the maintenance of secunty at the
 
contractor facility
 

A Office of Pnmary Responsibihty 
Disposition: Temporary. Place individual case 111 an ina ive file upon termmation of contract 
DESTROY 10 years after termmation of contract 
Authority: 

B All Others 
Disposition: Temporary. Destroy upon temunation of contract or ase 
Authority: 
Privacy Act: 

File: 502-17 
Title: Contractor Accounts Files 
Description TIllS file contains mformation on all contractor accounts 
matenals received or generated by that account, the authonzation and the custodia sand secunty 
officers responsible It also contains copies of all mcormng TS collateral matenals 
Disposition: Temporary. Close annually Cut of at the end of the fiscal year Transf . mactive 
files to WRNC/FRC Destroy when no longer needed tor operations 
Privacy Act: 
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strial Clearance Files 
Descriptio Case files reflecting granting, denying, or revoking industnal secunty clearance 
Include such apers as secunty requirements check lists, contract security surveys, and 
personnel secur ty questionnaires 
Disposition: Te Place case m an inactive file upon term mati on Destroy 10 years after 
ternunation of con 
Authority: 
Privacy Act: 

File: 502-19 
Title: Protection of Func ions and Property 
Description Consists of \Il stiganve case tiles or mformauon acquired about activities 
threatening Defense nulitary/c vilian personnel, Defense activities and mstallanons, mcluding 
vessels, aircraft, commurucanon equipment and supplies 

A Non-DOD Affiliated Or aruzanons/Individuals not posing continuing threats 
Disposition: Temporary. ten 90 days old 
Authority: 

B Non-DOD Affiliated Orgaruza ons/Indrviduals posing contmumg threats, such as 
demonstrated hostile activities In which an tual example of VIOlent or cnmmal hostility has 
been earned out within the previous year, thr tened hostile activities which dunng the previous 
exphcitly threatened DOD functions, and dissi nt acnvities, which dunng the previous year 
have counseled or published mformanon, activel encouraging violations of the law 
Disposition: Temporary. Review annually, at th end of the fiscal year Destroy when of no 

further reference value ~ 

Authority: ~ 

C Routme Investigations ~~ 

Disposition: Temporary. Destroy 1 year after service IS scont~ed 
Authority: 

D One- Tune Request for Admittance to Installations ( eakers, band, dn 11team, etc) 
Disposition: Temporary. Destroy when 90 days after event 
Authority: 

E Requests for DOD Personnel to Attend or Officiate at Meetings, Ceremonies, etc as 
representative of DOD 
Disposition: Temporary. Destroy when 90 days after event 
Authority: 

F Investigations Pending on Date of Annual Venfication 
Disposition: Temporary. Destroy 1 year after mvestigation IS completed 

Authority: 
Privacy Act: 
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This file consists of documents used for the control and accountability of one-time 
secunty pas sand couner badges 
Disposition: ernporary. Transfer to WNRC/FRC after 30 days Destroy when 5 years old 
Authority: 
Privacy Act: 

File: 502-21 
ipt Files 

Description Records d umentmg the receipt and Issuance of classified documents 
Disposition: Temporary. Destroy when 2 years old 
Authority: (GRS-18-2) 
Privacy Act: 

File: 502-22
 
Title: Survey and Inspection Fi s (Government-owned Facilities)
 
Description Reports of surveys an mspections of Government-owned facihnes conducted to
 
ensure adequacy of protective and pr entive measures taken against hazards of fire, explosion,
 
and accidents. and to safeguard 1I1f011n IOn and facihues agamst sabotage and unauthonzed
 
entry
 
Disposition: Temporary. Destroy when years old, or upon discontinuance of facility,
 
whichever IS sooner
 
Authority: (GRS-18-9)
 
Privacy Act:
 

File: 502-23
 
Title: Survey and Inspection Files
 
Description (Pnvately-owned Facihties) Reports of s rveys and 1I1SpectlOl1Sof pnvately owned
 
facihties assigned secunty cognizance by Govemment a encies, and related documents
 
Disposition: Temporary. Destroy when 4 years old or \ len secunty IS term mated, whichever
 
IS sooner
 
Authority: (GRS-18-10)
 
Privacy Act:
 

File: 502-24 
Title: Guard Assignment Files 
Description Files relating to guard assignments and strength 

A Ledger records 
Disposition: Temporary. Destroy 3 years after final entry 
Authority: 

B Requests, analysis, reports, change notices, and other papers relatm 
assignments and strength requirements 

FOR OFFICIAL USE ONLY 183 



Rec ods Disposition Schedules MDA 8180.01-M 

Dlspositi n: Temporary. Destroy when 2 years old
 
Authority. (GRS-18-13b)
 
Privacy Act.
 

File: 502-25 

Description Files r lanng to exercise of pohce functions 

A Ledger reco s of arrest, cars ticketed, and outside pohce contracts 
Disposition: Temporary Destroy 3 years after final entry 
Authority: (GRS-18-14a) 

B Reports, statements of witnesses, warmng notices, and other documents relating to 
arrest, commitments, and traffic 'lolatlOns 
Disposition: Temporary. Destro when 2 years old 
Authority: (GRS-18-14b) 

C Reports on contract 
Disposition: Temporary. Destroy 
Authority: (GRS-18-14c) 
Privacy Act: 

of outsi 
whet 

police 
I year 

With building 
old 
~ 

~ 

occupants 

File: 502-26 ~~ 
~Title: Personal Property Accountability Files 

Description FIles relating to accountability for per nal property lost or stolen 

A Ledger tiles 
Disposition: Temporary. Destroy 3 years after final en 
Authority: (GRS-18-15a) 

B Reports, loss statements, receipts and other docum ts relating to lost and found 
articles 
Disposition: Temporary. Destroy when 1 year old 
Authority: (GRS-18-15b) 
Privacy Act: 
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