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NATIONAL RECONNAISSANCE OFFICE  
14675 Lee Road  

Chantilly, VA 20151-1715  

24 March 2005 

John Greenewald, Jr. 
 

   

Dear Mr. Greenewald: 

This is in response to your email dated 7 July 2004, 
received in the Information Management Services Center of the 
National Reconnaissance Office (NRO) on 8 July 2004. Pursuant 
to the Freedom of Information Act (FOrA), you requested "a copy 
of the records retention schedule,lI 

Your request was processed in accordance with the FOIA, 
S U.S . C . § 552, as amended, and Section 502 of the Intelligence 
Authorization Act of 2003. A thorough search of our files and 
databases located two documents, consisting of 200 pages that 
are responsive to your request. They are be ing released to you 
in part. 

Material redacted is denied pursuant to FOIA exempt ions: 

(b) (1) As properly classified information under Executive 
Order 12958, Section 1.4(c) ; and exemption (b) (3) which applies 
to information specifically exempt by statute, the National 
Security Act of 1947, 50 U.S.C. § 403-3(c) (7) which protects 
intelligence sources and methods from unauthorized disclosure; 
and 

(b) (2) High, which pertains solely to the internal rules 
and practices of an agency and allows the withholding of 
information which, if released, would allow circumvention of an 
organization rule. policy, or statute, thereby impeding the 
agency in the conduct of its mission. 

The FOIA authorizes federal agencies to assess fees for 
r~cord services. Based upon the information provided. you were 
placed in the "other" category of requesters, which means that a 
requester is responsible for the cost of search time exceeding 
two hours and for charges incurred for duplication in excess of 



the first one hundred pages of document reproduction costs in 
the processing of this request. The total cost associated with 
processing your request was $15.00 ($ .15 per copy X 1 00 pages). 
In this case, we are waiving the fee. 

You have the right to appeal this determination by 
addressing your appeal to the NRO Appeal Authority, 14675 Lee 
Road, Chant illy, VA 20151-1715 within 60 days of the above date. 
Should you decide to do this, please explain the basis of your 
appeal. 

If you have any questions, please call me, Chief, 
Information Access and Release Center on (703) 227-9128 and 
reference case number F04 -0098. 

Sincerely, 

) 

:::1~t) hitvd- <c.(/o..o;.O.J1LMf 
Linda S. Hathaway 

Enclosures: 
1 . NRO RCS dtd Apr 96 
2. NRO RCS dtd Apr 95 
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/ %Jltroc!UCtioD 

The National Reconnaissance Office (NRO") Records ' Cont~ol Schedule. 
(RCS) has been submitted · to· and approved by. the Archivist of the 
united States as required bY 44 U. S.C. Chapter 33, which governs the 
disPOsition of Federal records". It serves as the 9~ficial guidance. 
for the. Records Dispos"i:tion Program. Thi. program provides ;or the 
effective and effici ent management 'of records no lo~ger needed to 
conduct current business. It ·has thre"e main objectives in- accor­
dance with 36 eFR Chapter 12, SUbchapter s--aecords Ma.nci..gement, Part 
1228- -Disposition of Federal Records: . The prompt disposal of 
temporary records whose -authorized retention periods. have expired, 

. the timely and systematic eran.sfer to economical storage of records 
no longer .needed ,in local office spa"oe or computer ' sys.tems but not 
yet eligible for final disposition, and the identIfication and 
transfer of Permanent records to the National Archives for pr&serva­
tion and for reference and research (following appropriate declassi­
fication 'review) -. Disposition means those actions taken regarding 
Federal· records after they ar.e no longer needed to conduct current 
business . These -actions inclUde: 

* Transfer of records to records. storage facilities or Federal ,i records centers ·(FRCs) . . ­
.* Transfer of records to anot her Federal agency ., 

Transfer of ~ermanent rec'ords to the National Archives.* 

* D.isposal of ' temporary .records no longer needed to conduct busi­
nes~ , usually by destruction or occasionally b¥ donation. 

I~ ge~e'~al, the. ~etention ~~riod for F~deral records is determined 
.by their administrative , operational, legal,· and historical value. 
The administrative ' and operati onal val.u~ of ·a record and its att~­
dant retention period is determined by the component responsible for 
the record . The legal value of -a record and its 'attendant retention 
period i s usually determined by Federal Law and prescr.ibe<;l in the 
Code of Federal Regulations. The historical valu~ of a record is 
determi ned 'by the National Archives and Records Administration 
(NARA). NARA designates '. records as permanent if they have suffi-' 
cient historical or other value t o warrant their eventual transfer 
to NARA for continued preservatio'n by the Government. SUch records 
may be preserved because thl!!Y document' the agency ' s origins, organi..: 
zation, funct i ons, and si~ificant transactions and activities-. Or 
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. . . 

~ey may be preserved because they doc:uu:aent the persons, places, 
things, or matters dealt with by the agency; that is, because they 
contai!). i~formation' with significant research or reference vaiue. · 
The Definition of Information Management Terms; which serves as a 
companion to this document, contains the definition .of a record; 
other t~ used in," this ReS, and the ~ guidelines that were used 
to help identify the .records designated as .permanent in this Res. 

General Records Schedules (GRS·)are issued by .the Archivist of the 
United States to provide disposal authorization for temporary 
records" 'common to .several ·o~ all agencies of the Federal Government. 
They include records relating to civilian· personnel, ' fiscal account­
ing, procurement, communications, priilting, .and other COIllDlQQ fUDC­

. tions. These records ~omprise : an :estimated one-th.ird of the total 
volume of records cre~ted by Federal agencies~ In 1978, use of the 

.G:RS was made legally mandato:ty . The GRS disposal authorizations 
must be used to the greatest extent possible; Because these sched­
ules · are designed to cover records common ·to several agencies, the 
records descriptions are .generaL For the sake of · b~evity· those NRO 
records that are covered· in the GRS are desc.ribed in the NRO Res 
along· with a reference ·to the appropriate GRS. 

Each ReS· -It·em- consists ·of four. parts : an itep ·numbe:r; ; an item 

title, a description of· the recordS covered by . the item; and the 

·authorized di$posi tiOD . . The authorized disposition designates the 

records as Permanent or T~rary. For Temporary records the 


. disposition provides the retention period, that is, the length of 
·time from date of origin or other event befQre the records should be 
destroyed or otherwise· disposed. The Disposition may also specify 
the - cutoff·- for r .ecords , that is, the l~gth of time or event that 
should cause a · file ' of· records to be closed and a s~sequent . file 
opened:· Finaily, ·the Disposition JllaY specify the length of time a 
file of records is to be retained .in active local filing "equipment 
or computer storage before being ~ransferred to inactive storage in 
a records ·facility. 

Questions of applicabi~ity of any Res item to ~ecords or differ­

ences of interpretation between componen.t records . o~ficers or 

custodians and o~er personnel that cannot· be reconciled within ~e 


component may be referred to the appropriate· information management 

officer . . 
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. 	 . 
Records covered in this section document overall' policy formulation 
and 'program mariagement. Inclu~ed a.I;e records accumi.llated by the 

.Director ,and other. b~gh level officials, records of intra and inter­
agency committees, task forces, and boards," directives and other 
issUllD..ces. that es t"ahlisb .policies and ' procedures, inter-agency 
agreements, strategic ·pla.nriing records, studi~s and other records 
that assess the effectiveness .of programs, and official histories 
(with related background files). 

101 Reco~ of the Director 

ITEM 
lill2... PtSCBIPTION OF RECORpS AUTHORIZED DISpoSITION 

101-01 	 Recorda of the' pirector . 

·Peputy Director. Deputy 

pirectpr for Military 

Support. 'and Immediate Staff 


Records that pertain to the Permanent. 
. ' .. '' formulation of policies :a..p.d · 

procedures and major fUnc­
tlons and activities. 

101-02 	 Director's Action and . 

Correspondence Tracking System 


Sys'tem used for tracking in- Temporary . 
. t :ernally cre"ted documents, ~st~ay when superseded,' 
prepared for the signature of obsolete, or no longer 
the. Dire~tor or ~puty Direc- , nee.lied. 
tor, and tracking the status 
of ac.tions requested by the 

. Director ' or Deputy Director. 

101-03 	 pirector's CalenBar 

calendars documenting' the Pe:tmaD.ent .  
Director's schedule and . ap­

pointments. (For other cal­

endars see GRS 23.) 
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ITEM 
I&.. 

101-04 

PESCRIPTION OF RECORDS 

MAnagement commjttee Heeting 
Files 

Records accumulated in 
connection with meetings of 
the Director with his prin- " 
cipal. assis~ants pert~iDing 
to overall org~zation and 
management. 

a. 	 Office of record . . 

b. 	 Other offices. 

•. 

AUTHORIZED DI$POSITIQN 


Permanent. 

Temporary. 

Destroy when superseded, 

obsolete, or no longer · 

needed 


102-01 
 R9cgrd:s of -·CQminittees! TaSk · 

Forces! BOards, COuncils " and 
Simi lar" Inter ·and · Intro-Agency 
Panels 

Records pr~ed or accumu­
lated by inter and intra­
agen~ bodies pertaining to 
.their establisbin~t, mission:. · 
organization, ~rship, and 

. actions. · 

a. 	 . Offices serving as spon­
sor or secretariat. 

b. 	 Other offices. · 

1-4 


Permanent. 

Tempor.iry. 
Destroy 2 years after 
ter,mination "of group or 
when superseded, obso­
lete, or no longer 

April 27, 1995 · 
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ITEM 
IIQ.. ' DESCRIPTION OF BECOBpS AUTHORIZED DISPOSITION 

needed, 
later. 

whichever is . 

103-01 

103-0~ 

April 27. 

Directiyes and Other POlicY 
and Prgcedural Issnances . 

.'. Directives, handbooks, ma.nu-. 
als, ' instructions, and other ", 
issuances. 

a. Issuances with agency­
wide applicab~lity. 

(1) Offices responsible 
for pre~ation. 

(2) . . Other. offices. 

b. IssUances that pertain 
only to a specific of- . 
fice ~r program. 

organization Planning Records 

R\9:cords that pertain to pro­
posed changes in the overall 
organization as well as the 
~rgani%ation of componen-ts 
reporting directly to the 
Director. 

Offices responsib~e for 
preparation. 

1-5 
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Permanent. 

Tempa:rary. 

Destroy "when 'superseded, 

obsolete , or no longer · 


. -needed. ' 

. Temporary. ' 
Destroy when superseded, 
obsolete,· or no longer 
needed . 

Permanent. 

-- · -1 



ITEM .. '. , 
. 1m.. 

103~03 

a. 

. b. 

103-04 

. DESCRIPTIQN OF BF.CQBP.5 

b. Other offices .. 

Directorate-Level pol ic:vt 

pubjec"t;; Fi1., 


Records pertam' to such sub­
jects as resource alloca­
tions, ' overall ' proQrAm .man~ 
-agement, relations with Con-' 
gress and· other oversight. 
bodies, rel~tions with ,other 
agencies., arid the establish­
m~t, "disestablishment, and 
relocation of subordinate 
program 'offices. 

Files. consisting .ole~y of · 
duplicate copies. 

Office-X,eveI Internal 
Management ReCQrdt 

Reco'rds accumulated by indi­
vidual . components in connec­
tion with the establishmentl 
modification of progr~ pri­
orities, resource allo~a- . 
tions, cost analyses of pro­
po~ed changes in activitie~ 
and similar matters . . 

. ADTHOBIZgp DISPOSITIQN 

Temporary. 

DestrOy when superseded, 

obsolete, or no longer 

needed. 


Permanent. 

., . 
Tempor~. 

Destroy when ,superseded, 
obsolete, or no longer 
needed. 

. Temporary. 
Des.troy when 5 years old. 
Earlier disposal is ~u­
thorized if records are 
superseded, obsolete, or 
DO ionger needed. 
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ITEM 
Iil4. DESCRIPTION OF RECORPS 

104-01 external Policy Files 

Records pertaining to the 
formulation of policies re-

o garding relations with other 
agencies. 

a. Office of record. 

b. Other offices. 

. '104-02 Agreement Fi] es' 

Agreements executed wi th 
other "entities. 

a. Office 'of record. 
/ 

b. Other offices. 

105 Biatorica1 RecO~ 

105-01 Historical Files · 

Records that document the 
history, orgahiz~tion, func­
tions, and activities of the 
agency ' and related activities 

. of other .agencies '. 

1-7. 
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, , 

. AtJTHQRIZJID DISPOSITION 

Permanent. 

Temporary. 

De'stray wheJ? superseded, 

obsolete, or no long~ 


needed. 


Permanent . 

TemPorary. 

Destroy, when superseded, 

obsolete , or no longer 

needed. 


Permanent. 

However, duplicate and 

administrative records 

may be destroyed when no . 

longer needed . . 

POR OPPle~ &SB OH&¥ .-• 



(/ 
ITEK" 	 . 
ml.... DESCRIPTION OF RECORDS 

106-01 

l06-0Z 

,-:
• 

106-03 

April '27 , 

PIODning and -AriolySis Subject 
. Files 

.. 
.	Records that pertain . to: stra­
tegic planning, overall pro­
gram. planning, the establish­
ment 'of baseline requirements 
for programs, and the estab­
lisbment/modifica~ion of sys­
tems architecture and-con­
cept .of operations for major 
systems. 

Strategic PIO'DniDg Piles 
" . . 

Documents relating to the . 
development of strategic 
pl."s 'and road maps. 

a. 	 Final versions of stra­
tegic plans and road 
maps with related sUb-
stantive backgrouri~ 
files ,held by, office of 
record. 

b. 	 All otl;1er records .. 

Baseline Agreements 

Internal agr~ements between 
the Director and maj~r " pro­
gram 	offices. 

a. ' . Signed copies held in 

office of record under 

configuration manage­

1-8 , 

1995 

AUTHORIZED DISPOSITION 

Permanent. 

Permanent. 

Tempor~. 

Destroy after 3 years. 

Permanent. 

FOR OPl!'U!:EA* USB _., 



ITEII 

Hll.. 

106-04 


'~" 

DESCRIPTION OF RECORpS 

ment. 

b. Copies in other offices. 

, Assessment and Evaluation Piles 

Studies, reports, briefings, 
position' papers, and other 
analyses, -witb related -back­
grQund papers, prepared to 
assess ~d evaluate programs 
and"operations. 

a. Final reports, with sub-
stantive background pa~ 
pers . . . 

b. All otber records. 

~IZED DISPOSITION 

Temporary. 
Destroy w~en superseded, 

.obsolete, or no longer 
needed. 

Permanent. 

Temporary. 

Destroy 5 years -after 

completion of assessment 
or study ~ However, rough 
notes, drafts, and 'other 
transitory background 
papers _may be destroyed 
when superseded.~ obsci~ 
lete, or no longer 
needed. 

1-9 

April 27, 1995 
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/,, 	 200 Legal, . :t~U...., LegbliLtb., -..t:~1 ..laU..... (iDe1u4in1l 
roZA/PA &D4 Men4.tOr.Y .Decl...ificatiOD a.Ti.wI, &D4 .ADdlovi8Ual 
1lac0rd8 

Records"covered in this section pertain to legal matters, including ' 
1.itigation, inspections, investigations, and audits: ' public affairs; 
legislative liaison: and implementation of the "Freedom of Informa­
tion Act, Privacy ~t," and E-.O. 12356 Mandatory Review" for Declassi­
fication. Also included are still pictures, motion picture films, 
and video recordings that .depi.ct pro~ams ' and activities. . 

201 LelJlll "co~ 

ITEM 
liQ 	 DESCRIPTION of RECORDS 

. 201-01 ' Legal" Authorities Piles 

~ecords relat·ing to legal: 
is.sues, legal advice, ~d 
support concerning legal . au­

, thorities peculiar to the 
~gen~·. 

&. Office of record. 	 Permanent. 

b. 	 Other .offices. . Tamporazy. 
Destroy 'when superseded, 
obsolete, or no longer 
needed. 

201-02 .. 	 Legal Subject Files {Other 

Than Files That RelQte to 

Legal AUthQrities} 


Records relate to such mat­
ters as FOIA/PA and cl~ssif1-
cation revi~, intellectual 
property issues, ·procurement, 
and routine relations with 
other agenci~~' legal of­
fices. 	 They pertain to D\a.t-
ters that do not reflect .the 
aQ'ency' .s distinctive mission. 

1-10 

April 27, 1995 
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, ITEII 
mI... 

201-03 


D~SCBIP'rION OP RECORpS 

a . office of record. 

b. ' other offices. 

•Litigation Case files. 

Case files pertaining to lit ­
'igation and potential litiga­
tion in which the agency i. a 
part-~ or ' hAs an· interes t . 

a. Office of record. 

1; , CaseS "that r Oe"fiect 
dis'tinctive agency 

" 
activities,_ attract" 
media or" Congres'-
si~nal ' "interest"or . 
are oth_erwi-se his­
torically signifi ­
-cant. 

2. All other files. 

b. Other offices. 

AUTHORIZED DISPOSITION 

Temporary. 

Destroy when superseded, 

obsolet;e, or ..no "longer 

needed. 


Temporary., 

Destroy wh~ . superseded, 


obsolete; or no longer 

needed . . 

Temporary . 
' Destroy when all appel­
late rights have been ,ex­
haust~d or when no lo~ger 
ne'eded, -whichever is 
later. 

Tempora%y. 

Destroy on close of case 

or when no longer needed, 

whichever is later.. ' 


1-ll 

April 27, 1995 .-.... ..' 



(  

201-04 


pESCH IPTION -OP RECORDS 

standards of Conduct Files 

Forms and related ~pers per­
taining to standards of :COD-
duct matters. , 

202-01 

,,. 

202-02 

April 27 , 

InspectiOn Poliqv Piles 

~ecords pertain to ·the orga­
nization, f~ctions, ·poli ­
cies, . and actlvities of the 
office responsible for in­
spections. 

a. Office of record. 

b, Other offices
/ . 

Ijnrest.iqatiye Case Files 

Case . files on investigations 
and inquiries undertaken 'by. 

. ihvestigatl,ve staff. 

a. Files on cases tha~ at­
"tract public or Congres­
sional attention, per ­
.tain . to alleged viola­
·tions of ,the laws,. exec­
utive orders, and dit ­
ec~ives that govern ·the 
sco~ of U. S •. Government . 
activities, develop into 
investigations of espi­
o~ge, s~tage· or sub­

1- 12 

1995 

AUTHORIZED DISPOSITIQN 

Temporary. 

DestroY ' when 6 years old. 


Permanent. 

.Tempo+.a~ ~_ . 
Destroy ·When · superseded, 
obsolete, or no longer 
needed. 

Permanent. 

.... ....., 



.; 
ITEM 
till... DESCRIPTION OF RECORpS 

v~siop, or pertain to 
systemic problems in 
administration. 

. b. All other cases. 

202-03 Inspection ·Fi1es · 

Records relating to inspec­
tions "of offices and "activi­
ties. 

a. Office of record. · 

b. Other "offices. 

.' .. 

202 - 04 . Audit File"s 

Records relating to B:udits 
performed by .internal staff. 
GAO~ and similar oversight 
bodies. 

·a. Office of record. 

b .. ·All other o~fices. 

AUTHORIZED DISPQSITION 


Temporary • 

Destroy when 10 years 

old. 


Permanent. 

Temporary. 

Des~roy after next · in­

spection..:.or when all re­

·q,.liti!d foilow-Up actions · 
are completed, whichever 

·is sooner . 

Temporary. 

Destroy when 8 years old. 


Temporary. 

Destroy when superseded, 

obsolete, ' or no longer 

needed. 


1-13 

lIpril 27 . 1995 
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ITEK 
Hll.... DESCRIPTION or BBCOBDS 

203-01 


203-02 

,, 

203-03 

, Public Affairs Directiyes 

Directives that prescribe " 
agency-wide public af fairs 
.,rograms and polic;:ies.. 

a. 	 Office of Record , 

b. 	 Other offices. 

Press Roleases 

Agency-issued press release·s. 

a. 

b. 	 Other offices.. 

Internally produced Newsletters 

Periodic newsletters relating 
'to or reporting on V"a;rious 
programs and activities when 
used. by the Director or "other 
senior office~s tQ promulgat.e 
official policy. 

a. 	 ·Offices responsible for 
preparation. 

1-14 

1995 

ADTHQBIZEQ DISpoSITION 

Permanente 

Temporary. 
Dest.r:oy :when superseded, 
opsalete, or no loqger 
needed. 

Perma.ilent . 

Temporary; 
Destroy w~ superseded, 
abso,lete, or no longer 
needed. 

. Permanent. 

April 27 , 

Co. • • "'.. .  



ITEM . 
:till... 

203-05 

-


PEsCRIPTION OF RECPBDS 

b; Other 9ffices. 

T~. or transcripts 'of 
speeches made by tha Director 
'or"other Senior Officers au­
thorized b¥ the Director to 
speak for the agencY. 

a. Offic'e of record. 

b. Other offices. 

p;ess Interviews 

Tr~cripts and other records " 
of interviews of the Direc­
"tor, and other Senior Off.i ­
cers authorized by the Direc­
tor to speak, for the agency, 
with representatives of the 
media. 

a. Office of record. 

b. Other offices. ' 

AUTHORIZED DISPOSITION 

, Temporary" 
Destroy when superseded", 

..obsol~te; , or no longer ' 
needed . 

. 

Permanent. 

Temporary. 

Destroy when superseded, 

obsolete, or no longer'" 

needed. 


. -: 
T~orary. 

Destroy when superseded, 
obsolete, or no longer 
lJieeded:. 

. April 27; 1995 

1-15 




,< ITEM 
' !ill.. DESCRIPTI9N Of RECORDS AQTHORIZEQ DISPOSITIQN 

'203-06 	 PubliC Affairs Administratfve 

Piles 


Records ·relating· to the day ' T~rary. 

to day a~istration of ·pub­ ·oestroy·. ~en superseded, 
lie affai.rs programs. obsolete, or no longer 

needed. 

204-01 _ 	 LeqislAt iye .Program ··RecordS 

Records pertain to Congres­

sional oversight of activi­

ties' and programs. ' 


: a. Office of record. 	 Permanent. 

b. other 	offices. T~rary . . .... 
·Destroy when superseded;, 
ob~olete, or no .longer 
neede,d. 

2Q5 n ••4ca. o~ %DEo:ma~l~ Act:/pri...acy ActiM.n".tory ·· Deola8.ifica­
d_ 

This section covers ·certain records ·pertaining to informational 
s·ervices performed by .NJ~"o in relations with the public; including 

. records created in administering Freedoin ·of Information Act, ·PriVacy 
Act, ~ mandatory declassification p;ograms. These records consist 
of inquiries, replies, and related correspondence; in· the case ·of . 
FOIA,. PriVacy Act, and mandatory declassification files, appeals and 
other ·records; administrative back~ound files for formal informa­
tional releases, and records ·relating to ·inappropriate release of . 
privileged information. Except for :Item 205-01 the disposition of 
these records is governed by: General"· RecordS Schedule 14 , which 
should be consulted for disposition instructions. 

1-16 

April 27,. 1995 
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ITEM 

Jm.. 


205-.01 Copies Of ReleAsed Records 

Copies of 'dpcuments released 
"in whole or in· part und&r 
FOIA, PA, or Mandatory Re-· 
view: 

206-01 

.' 

206-02 .. 

Motion pictures and Video 
Recordings of ' ~rQgram Actiyities 

Hotion pictures and video re­
cordings prodUced or acquired ' 
that pertain to program ac­
tivities .- Exclude records 

. covered by Items 105-'01, 206­
02 , 702-01a, 803-04, 804-03, 
and 1203-02 . 

a. Office of record, : 

b . Other offi,ces. 

Routine MOtion piCtures And 

Video RecQrdings 


Motion pictures and video 
recordings that depict rou­
.tine ·awards ceremonies :and 
social' events or pertain to 
internal tra~ng and manage­
ment activities that do. not 
reflect distinctive progr8m$ 
and activities : 

AUTHoRIZED DISPOSITION 

Temporary. · 
"Destroy when ,superseded, 
obsolete, or no longer 
needed . 

! 
I 
i 
! 

Permanent . 

Temporary. 
Destroy when superseded• 

. obsolete, or no l onger 
' needed. 

Temporary . 

Destroy wh~ superseded, 

obsolete, or no longer 

needed. 


1-17 . 


April 27 , 1995 
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. .  

ITEM 
!I!l.; 

206-03 

· 206-04 

206-05 

206-06 

DESCRIPTION OP RECORDS 

still Pictures pf "Actiyities 

Still pictures that. depict 
dis.tinctive programs and 
activit-ies. 

a. Office of record~ 

b . Other offices . 

. . , 

RQutine stili pictureg 

Still pictures that: depict 
routine awards ceremonies~ 
social events, and simdlar 
activities not related to 
distinctive p'r'os1r~ ' and 

.. activities. 

'Viewgroph$ And Multimedia 
2r "esentat"ions 

Viewgraphs, briefing slides I 

other audiovisual briefings ' 
aids ' ~d 'computer-driyen mul­
timedia presentations used 

,for briefings. Exclude rec­
ords covered by Items 101­
04, 901-05, and 1201-02. 

Graphics Production Recgrds 

Records accumul~ted in con­
nection with the preparation 
of graphics. RecordS are 
held by units responsible for 
producing graphics for use by 

1-18 

AtlTHOBIZEP DISPOSITION 

Permanent. 

.Temporary .. 

Destroy when superseded, 

obsolete, or. no longer 

needed. 


Temporary. 

Destroy when superseded, 

obsolete, or no longer 

needed.· 


Tt!II1POrary . 

Destroy when 1 year old 

or when superseded, obso-. 

lete~ or no longer 

needed, whichever is 

later . . 


Temporary. 

Destroy when 3 years old . 


April 27, 1995 



(' 	 ITEK 
1m.. DESCRIpTION OF RECORPS AUTHORIZED DISPOSITION . 

other offices ·and inclUde 
hard and· soft copies of . 
viewgraphs:,' slides, and other 
graphics. 

1- 19 

April 27, 1995 
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300 Budget aDd rlnaDce 

Records covered in this section pertain to budget formulation and 
'execution. · Included are" cc'scSolidated bUdget estimates and . justi ­
ficationS for the entire program ·and re1atedworkinll papers, budget 
estimates ' prepared: by iridividu.&l components', reports "that document 

". 	the apportionment and ~ture of ,appropriated funds, accountable 
officers files, and ledgers, appropriation allotments, and other· 
~enditure accounting recordS. 

301 Budget ro~1atiOA . 

PESCRIPTION OF RECORQS 	 ApTHOBIZED DISPOSITION 

301-01 	 Budget" Policy. Piles 

Co=espondsnce .and subj·ect permanent. ". 

files pertaining to policies 

and procedures governing ·bud- · 

get formulation 'and adminis.­

tration a~ well as budgetary 


:aspects of programs and op­
"erations ; 

301-02 	 Budget Esthnates and ".  
Justifications 


Records relat~g to the. prep- " 
aration and sUbmission of" 
annua.l budget "estimates and 
justifications . . 

a. . Congressional"Budget. 

(1) Record Copy. 	 Permanent. 

(2) .copies ·held by . Temporary. 
other 	offiees. Destroy when 5· yea+s old. 

Earlier disposal is au­
thorized if no longer ." 
needed. 

1-20 

April 27, 1995 
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/ . ITEM 

w.... , DESCRIPTION OF BECORD~ AUTHORIZED PISPOSITION 


b. 	 Other Budget Estimate 
and JUst~fication· files . 

(1) 	 Office of record. Permanent. 

Temporazy. 

Destroy when 5 years old. 

Earlier diSposal is au"­

thorized. if no longer 

needed~ 

301-03 .. &ldget working Files 

Working paPers accumulated in Temporazy. 
offices responsible for pre~ Destroy when superseded, 
paring budget estimates. obsolete, or no longer 

. neecIed• 

.. 
. 302 .BUdget bioCutiOD. 

This section 'covers records accumulated in the process of executing 
the NRO appropriated budget. The disposition of these records is 
governed by G~eral Records Schedule' 5. 

393 	 Ac:cOUDtabl. O:f:ficer. ril•• 

'This ' sec~ion covers accountable officers ' returns and related 
records. -Accountable officers' accounts include record copies of 
all records concerned with the accounting for, availability, and 
status of public funds. There are several types of -accountable 
officers , · such as: (a) the <roflecting officer, who receives monies 
owed tq the Federal Government and ensures that it is credited to 

"the p"roper account; (b) the disbursiilg officer who is responsible 
for providing documentation to GAO" since he a"ccomPlishes the actual 
payment of public mOnies to proper Federal creditors; and ec) the 
certifyiog "officer, whose signature on a s~" attests to the 
autbenticity of vouchers listed on the schedule. . 

1-21 

April 27 , 1995 
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ITEM 

!Ill.. DESCRIPTION OF RECORDS AUTHQBIZED PISPOSITION 

This. section includes records" held for on-site audit. Under on-site 
audit, vouchers, cQntracts, schedules, statements of transactions 

. and accountability and other rela"ted supporting docUments are 
retai~ed "in NRO space fo~ auditors. 

Records relating to the availability, ' collection, and custody of 
funds include (1) the appropriation warrants, (2) other documents 
which deposit funds into the· Treasury, and (3) documents which 
provide accountable officers 'with status reports on funds in their 
custody, .~uch as the proofs of depository account and statements of 
funds to t~eir credit. Except for "Item 303-01 the disposition of 
these records ' is governed .by General Records Schedule 6. 

303-01 Imprest Fund Files 

Monthly accounting records, Temporary. 

letters of .instruction"autho­ Destroy after. audit. 

rizing expenditures , . and 

qther supporting document~- ' 
 ... 
tion·"on money ·.~es·igneci ·for '. 

small housekeeping expendi­
tures. 

Expenditure accounting records· are the ledgers and related documents 
maintained by ·th. NRO ·to show in summary fashion .ho~ funds, appro~ 
priated and nonapprOpriated, . are ·spent,· arid the so~ces and nature 
of any receipts. The key records are the general ledger accounts, 
which constitute, as a unit, ~e .heart of the agency accounting 
system. ·These ledgers summarize the financial status and financial 
tran~actions · of the agency, I!Ihowing the Current status of funds· 
available ·for exPenditure, the amounts· ~e and co,11ected for th·e 
account of the Government , accumulated .expenditures and liabilities, 
arid the values of · stock, ·equipment, and other property in .aiiJency 
custody. They are controls that serve not only as central fiscal 
records, but also as a primarY source· of data for top management 

. . ~ .

concerned with agency solvency, expend1tures, and program costs. 
Except · for Item 304-01 t~e disposition of these records is · governed 
by General Records Schedule 7. . ,. 

1-22 

April 27. 1995 
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ITEM 
.IIQ...: 

. 304-01 

DESCRIPTION OF ~ORPS 

program Accgun"tinq 5y§tema 

Automated systems used .to 
track expenditures OD pro-. 
grams ; including Payments 
made -to .contractora. 

AgTHOBIZEP pISPOSITION 

TempI~'Y 
Er~se. a when 20 years 

,"old or wh no longer 
needed,. whi 
later . . . . 

. DISfIJsi+/P'! /vot 
I}Pcf I tNed 

1-23 


April 27 . 1995 
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Records covered in this section pertain to contracting, procurement, 
and .logistics. Included are"contract files and other records 
relating to the contrac"ting function, records that document the 
acquisition o~ mat~riel needed for programs , files accumulated in 
connection with the storage and shipment of materie:l, and records 
that document "transpo'rt;ation activit"ies ~ . 

with the exception of the items listed below' these ",reCords are 

cOvered by General RecOrds Schedule 3 ~ 


DESCRIPTION OF RECQRDS 	 AUTHORIZED DISpoSITION 

401 - 01 	 Contracting Policy ond Planning 

Piles 


Files documenting the proce ­

dures arid instructions which 

provide ' guidance and .direc..., 

tion ' for all aspects o{ ;;1-0-
curement . activit~. 

a. . Office of record. 	 Permanent. 

"b. "Other offices. 	 Temporary . 
Destroy when superseded, 
obsolete, or no long~ 
needed. 

401- 02 	 Des i gnation and Termination of 
Contractjng Officers. Technjcal 
Representatives. and Prgpertv 
Administrators , 

Requests Lor designation or 

termination; statement of . 

qualificati~ns;. and designa­

t i on or termination and 

" "  

acknowledgement of receipt 

thereof . 


1-24 

April 27. 1995 
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( ITEII 
IiQ.... 

' 401~03 

, 

401~04 

401-0,5 

PE~CRTPTTON or RECORPS 

a. Designating offices. 

b. Requesting offices . . 

'Customer Reguirements Records, 

Messages, notes, status re­
port's, specifications, and . 
other, files accumulated by 
Customer account executives, 
item ~gers and other staff 
res.ponsible for determining 
what specific i~ems of mate­
riel mee~ : customer, reQu~re­

-ments -," acquiring materiel ' "for ' 
CUBtamer., cd ensuring its 
timely shiptnen~. 

Logistics Support Systems. 

Automated systems used to ­
document purchases of ma~eri­
el; 

,Contractor General Informatipn 
Files 

Documents relating to spe­

cific contractors that con­

tain such i~for.mation · as the 

co~tractor's management sys­

~ems, past performance , or 

capabilities" etc . , when 

fil~ separately from COD­

1-25 

1995 

AUTHQRIZED DISPOSITIQN 

Temporary. 

Destroy 3 'years after 

termination of appoint­

ment. 


Temporary .' 

Destroy 1 year after ter ­

mination of. appointmen~. 


Temporary. 

Destroy when superseded, 

obsolete, or no longer 

neede.d. 


Temporary . 

Purge data 4 years after 

completion of transac­

tion. 


Temporary. 

Destroy when superseded, 

obsolete, or no longer 

needed. 


April 27. 



ITEM 

till.. DESCRIPTION OF ·RECORDS AUTHORIZED DISPOSITla[ 


t ·ract case 	file!;. 

401-06 	 Contract Audit Files 

Records relating to the audit . Temporary. 
an4 review of costs which . Destroy 6 years and 3 
have been incurred or the . . months after final set ­
appraisal of the contractor's tlement ·of claims and 
operations and procedures final audit action on the 
which either contribute to, . related contract. 
or have an i.uq;)act on~ costs 
charged to or expected to be 
charged to' a sPecific . Govern­
ment contract , e.g., Perform­
ance and Financial Controls, 
Materials ~d serVices, 
Labor, Indirect -Expenses , 
Other Reviews, All Inclusive 

., 	 ~dits/ $pecial. AUQits, and . . -Negotiation M~orandwns.. . 

with the exception of Item '402-01 these records are governed by 
Gen~al Records Schedules 3 and 8 . 

402-01 . 	 Government Furnished Eauipme.nt · 
And Property Accounting Files 

Audi t and accounting records 

for government equipment, 

property, and supplies fur­

nished to contractors. 


a. 	 Office of .record. Temporary . 
Destroy 10 years a f ter 
related .contract is ter­
minated . 

1-26 
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/ ITEM 
HQ.. PESCRIPTION OP l$ECQBPS 

b. All oth.ers. 

403-01 

403-02 

403-03 

Goyernment Bills of Lading 
. (GaLS) 

Property shipped and prop­
erty received GBLs, "freight 
bill~, shipping recorQs, 
holding orders, transit re-
shipping certificat~sl re-
lease .receipt records, and 
related pap<;>rs (excluding 

. GBLs for shipments of house- . 
hold ·:goods) .; 

Transportatipn Unit Control 
. RecQrds 

Records accumulated by tran-
spor~ation units in connec-
tion with the shipment of ma-
teriel to other activities. 

Transportation DiscrgpoDcY ·  
RecQrds  

RePorts and o.ther records 
pertaining to traffic irregu-
larities, .packaging "and hand-
ling. deficiencies, damaged, 
pilfered and .lost cargo, aDd 
similar rna"t;.te~s. 

1-27 

1995 

AIJ'l'HOBI.ZED :PlijPOSITION . 

Temporary. 
Destr~y when .superseded, 
obsolete, or no longer 

·· needed. 

Temporary. 

Destroy when 3 years old_ 

IDbound shipments where 

freight charges are pre­

paid by shipper may be 

destroyed when 2 years 
old . .. 

..-

Temporaiy.  
Dest~oy when 1 year old.  
CUt off monthly if vol­
ume 'Warrants. 

Temporary.• 
DestroY when ~ year old. 

April 27 , 



ITEM 
lill.. 

403-04 

403~05 

403-06 
., 

403-07 

, ' . 

April 27. 

~,. ...... ;.. 

P8R ePPIeH£ _ 

PESCRIPTION OF RECORDS 

TranspQrtatioD Piles 

Cargo smirmaries, "itineraries, 
reQu~sts, a.tid messages ~r­
taining to specific ship­
ments . . 

Container Certificates 

Records relat.ing to the cer­
tification o~ oversize .ship':' 
ping containers. 

Annyal Reports ' of franspor­

,tation Actiyities: 


.Brief annual re~rts · tbat 
siurnnarize ·transpor~ation 

activities. 

Annual Budget Projectioo8 fpr 
Transportatign Actiyities 

See Item 301-03 

'. 

1-28 

1.995 

EIIIIrY 

AUTHORIZED DISPOSITIQN 


T~ra%Y. 
Destroy when 1 year ·old, . 

Te1!\POrary . . 
Destroy when container 
ta.keD. -out of service or 
when container 'has been 
replaced, destroyed, or 
deleted '~rom ~ctive in-
ventory. 

Te1!\POrary • 
Destroy when 5 years old 
or when no longer needed 
whichever is later. 



I' 500 ..curitr aDd c:oantedDte1lige,;.,e · 

R~c~rdS covered in-this sectiQD pertain to security ~ counterin­
telligence. .Records deal with such subjects as personnel security, 

. facilities security, information seCurity, and. counterintelligence. 
Routine. physical protect"ive' services records 'are covered in Section 
.1600. ·secUrity tr,.inirig recordS are coveted I;Iy Items 1201-01, 1201­
·02, and 1201-03. . 

~ote: ..Some recordS accumulated under it~ in this' section of the 
schedule may become relevant to an ongoing inVestigation or, litiga­
tion. If not incorporated into the investigation case -file these 
records should "be retained until completion of the investigation 
even if the~r no~l retention period h8s expired. 

501 s.<:udtr - GeDera1 

t;>ESCRIPTION 0t: RECORQS 	 AUTHORIZEP DISpoSITION 

501-01 . Security Policy Files 

Substantive Tecords relating ...  

to 'overall informat'ion secu":  
rity, personnel "security, and 

pl;lysica1 security poUcies, . 

procedures, programs, ~ 


activities . . 


.a. Office of record. 	 Permanent . 

b. 	 Other offices. Tempor,,:i:y. 
Destroy when superseded, 
obsolete, or ~o longer 
nee4ed. 

501-02 Security ReView Files 

Forms and other records accu­ Temporary • 
mulated in connection with .Destroy when 1 year old. 
the review ·of proposed 
speeches and articles to 
dete~ne if public release 
is permissible. 

1.-29 
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ITEII 

lW... DESCRIPTION Of RECORpS AJlTHORIZEP DISPOSITION 


Special Access Progrom 

AdminjstratiVe Records 


_Records relating to the , Temporary. 
es'tablishment of special , Destroy 5 ,years after 
access programs~ program "is disestablish~ 

'or disapproved, whichever 
is ,applicable. 

502 Per.,?__l _ .....itl" 

(Se~ Section 1600 for routine pers,?DD.el 'security records) 

For records related to Personnel se~itf not covered in Section 
1600 NRO has adopted 'the Records Schedule approved by NARA for the 
'Department of Defense. Refer to DOD Schedule NC1 330-76-1' for, 'the . 
dispOsition of"these records . 

503 ' Pbyoical security 	
! .. 

(See Section 1600 for routine protective services reco~ds) 

503-01 Facijiti@s Security Subject' Files 

Correspo~eJ;Ice, reports, and 

othe~ recordS relating to 

programs and activities . 

established ' to ensure that 

facilities meet standards for " 


o s~curi ty ~ -Exclude records 

covered by Item 501~01a . 


Office of record . 	 Temporary. 
Destror when 7 years old. 

b. 	 ·Other offices. Temporary. 
Destroy when ·superseded, 
obsolete, or no longer 
needed. 

1-30 
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I 
I ,TEII 

liIll.. PESCRIPTIQN OF RECORDS 

503-02 Facilities AcCreditatioD Piles 

Facility files consisting of 
physical security plans, 'sur- . 
veys and other records per­
taining to individual facili": 
-ties accredited for the stor­
age. of sensitive classified" 
information . . 

504 IAfO%m&tiOD 8eCuritr 

AUTHORIZEp DISPOSITION 

Temporary. 

Destroy 7 years after 

facility 1s "deactivated 

or accreditation is with­

o;lrawn. 

This section covers records accwnulated ' fr.om ·measures t~en by the 
NRO to protect classified information from unauthorized disclosure 
in· accordance with Executive Orders . and statuto~ or regulatory 
requirements: . EXcept for' ~e i "tems li~ted . below "the cUsposition of 
these recprds is ' governed bY. General RecordS Schedules 18 an~ 12 
(Courier and ~'il receiPts, etc.). 

504-0'1 

504-02 

Co"ntrot« FindIng, and 


Maintenonce ReCQrda 


Master indices O~ separate 
fiIidi.ng .aids .used with offi-­
cial ," fi1e systems for 16ca- " 
tion and cross-reference pur­

_poses. 

. 
Information Systems Security 
files 

Copies of repOrt~ resulting 
"from "surveys of specific in­
formation and word processing 
systeJ;nS. 

1-31 

Temporary. 
"Hold or destroy 1n aq­
cordanca with approved 
disposition instructions 
f9r the corresponding 
~i1es, or for "the appro­
priate ~ccess control 
rec~r~ items, whichever 
is, later. Review annu- " 
ally . 

T~orary. 

CUt off when information 
or wor"d i>.rocessing system 

' April 27,1995 
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DESCRIPTION OP RECORDS 

505 Counterintelligeace 

AtJTHOBIZED DIS.POSITION 

discontinued. Destroy 5 
years after cutoff. 

505-01 CounterintelligenCe SUbject Files 

Substantive records relating 
to counterintelligence poli ­

~ cies, pla,ns, and activi.ties. 

a. ·Offic~ of record. · 

b. Other offices. 

Cases" " 505-02 ·Foreign 

Case files on requests for 
approval to travel to desig­

.nated countries. .. 

ForeigD TXavel Tracking System 

Auto~ted tracking system 
·used to monitor · the status of , ' 

foreign travel cases. 

.Permanent. 

TeiDporary. 

Destroy.when superseded, 

obsolete,. or DC? longer 

needed. 


Tempo"iory . 

De~t.roy when 5 years old. 


,, 
, Temporary. 
Destroy when 5 years old. 

April 27, 1995 
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600 Cammggicationa 

Records covered in this ~ection pertain to cOD'imunications, in-
cluding. overall "communications policies and prOcedures,: commu­
nications" seC1,lrity~ and the installation, maintenance, and opera­
tlon of. c~cations systemS/equipment. 

ITEM 
lill DESCRIptION OP RECORDS 

601-01 . CQlmDunj c .o,tiona POlicy Files 

. . 
Substantive records r ,elating 

.to the fOrDn.llation an~' imple­
. men~ation of overall c;ommu­
.nications policy .and. proce­
dures". . 

a. Office of Recor.d. 

b.. . oth4!'r ~ffic~s. '. 

102 cammnDication. ~itr 

602-01 
 CommuniCAtions Security Files. 

Records that .document commu­
nications se~ity -support 
and communications" security ' 
standards and policies. 

603-01 

.. 

April 27. 

TelecpmmunicatiOns Rrp;ect 
Files 

Records relating to specific 
telecQmmUnications projects ~ 

1-33 

1995 

. . AIrrH0RIZED PISPOSITroN 

Permanent ; 

.Temporar.y • 

Destroy when superseded, 

obso~ete, or DO longer 

needed . . 


Temp<:>rary • . 

Destroy when 5 years · old 


Temporary • 
Destroy 5 years after 
completion of project, 

~.- . 



603-02 

603-03 

DESCRIPTION OF RECOBPS 

. Te;eCQmmunicatignB CircUit 
Piles 

Records relating to the pro­
Curement and maintenance of 
specific telecomiauru:cations 
circuits". . 

Location Files . 

Records that pertain to spe­
cific - telecommunicationS 
facilities . . 

AUTHQRIZED DISPOSITION 


Temporary. 
. Destroy 3 years after 
deactivation of circuit. 

Tell\Porary . 

Destroy when superseded, 

obsolete or no "longer 

needed. 


1-34 
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Records covered' in -this section pertain to technology studies and 
research and deVelo~t activities. Included are records that 
pertain to the revieW and approval of R&D proposala and files accumu­
lated by personnel responsible for Over~eeiDg BPecific Rkri ·projects. 

ITEM 
. AJ)THORIZED DISPOSITION!ill 

70i-Ol B&P -Program Files 

·SUbstantive files pertaining 
to overall adm.inistrati'on of 

'programs and' programs/pro-
jects"received from others . to. 

.execute. 

Office ' of Record, Permanent. 

b., Other" offices. , - Tenipora,i:Y . 
' 

Destroy when superseded, 
'obsolete, or no longer 
needed. 

701-02 B&P Project proposals 

Formal proposals submitted 
annually and during the year 
for approval to' HQ by direc­
torates and program offices. 

a, HQ office responsible 
for consolidation of 
annual plans. , 

(1) Approved prOposals Permanent.
and c'onsolidated 
plans,. 
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AUTHORIZED DISPOSITIQH 

Temporary. 

Destroy w.hen superseded, 

obsolete, or no· longer 

needed. 


•Temporary. 

Destroy when superseded, 

obsolete, or no .longer 

needed. 


Permanent. 

Note: Statements of work, 


.	UPs', . and other records 
documenting overall scope 
and findings of signifi ­
cant projects ~y also be 

. retained pe.rnulnently. 

Temporary . 

Destroy when superseded, 

obsolete, or .no longer 

needed. 


702-01 


DESCRIPTION OF RECORDS 

(2) 	 AU other R&D 
project pro­
.Pasal records. 

.b. 	 Other offices • . 

CQTB'S Project File 

Records accumulateq ·bY staff 
.members respOnsible for OVer­
seeing R&D projects.~ Piles 
document all phases of pro­
jects from start · to finish. 

a. 	 Final- reports " videos, 

and still ' pictures~ 


b. 	 All other project doC1,l-
mentation. (EXCLUDE r.c­
ord copies of Govern­
ment"contracts, which 
·are covered bY GRS 3 .. ) 

April 27, 1995 

.. 
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,-. ,, ITEM 
1ill.... 

702-02 

703 . otlwr · 

703-01 

7.03-02 .· . 

DESCRIPTION OP -RECORDS 

Rip Reference files 

Reference ca,pies of con­
tracts, technical reports, 
progress reports, briefing 
papers , and other records 
rel~ting to ,R&D projects, . 
accumUlated by officials . 
other than those responsible 
for direct proj~ct ~ersight . 
Also included are. general R&D 
reference' files consisting ' of 
reports, publications,' and 
other records maintained for 
reference/ infor.mation by 
~fficials concerned with R&D 
activiti~s. 

'feeimology ..late<! "cord. 

Environmental Subject Piles 

Substantive records rel~ting 
to the possible use Qf re­
connaissance 'programs for en­
.vironmental purposes .. 

Weather Files 

Working" files relating to 
weathe r support activities . 
Exclude Permanent recordS 
covered by Item 1·06-01. 

AUTHORIZED DISPOSITION 

Temporary . 

Destroy when superseded, 

obsol~te , or no longer 

needed. 


Permanent 

Te!J1POrary • 

Destroy when 5 years old. 

Earlier disposa.l is au­

thorized if records are 

no longer ·needed ." 
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·Records covered in this sectipn document the development, · acquisi ­
tion, 'installation, and operation of specific systems. . Included are 

~cifications · that establish .the performance baseline for 
sYstems (including. records that relate to modifyin!;l'specifica­
tionS under confi~ation ~g~ent 'proc&dures); 

az:awirigs and specifica~ion.s, test reports, engineering data and 
other recordS 'accumulated with th. d'e'sign, construction, mid' 
testing of system 'components ; 

records accumuiated at control and proce$sing sites '-in connec­
tion with- system operations, including plans for daily system 

.oWatio~, man~s arid other issuances that Specify proc;e­
dures for operating personnel, ~d r~rts of discrepancies . and ' 
anomalies; ' . 

installation records, including safety plans, pre-installation 
test data, 	and 'recordings of the pre-installation ass:&mbly'; and 

pe;iiOdic ' reports stmimarizing ·the . cap.ibili:tie·s, per~o~ce, anc;l . 
prodUct of systemS for management and customer review . 

'These records document the performance baseline,s 'fpr 'systemS and 
~eir components as well as the process by which these requi rements 
are modified~ . 

ITEM 
HQ. DESCRIPTION OF RECORDS 	 AUTHORIZEP PISPO~ITION 

801-01 	 system and Segment Performance 
Begyiremen'ts and SpecificatiOns 

.Official documents ' that es~ 

tablish and describe the per-· 

f~rmance re~irements and 
specifications for specific, 
systems and their segments. 

1-38 
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i ITEM 

m.. ·PESCRIPTION or RECORDS . 


., . . a • 	 Office of record. 

(1) 	 Highest level sys­
tem specification, 
including all 
change pages. 

(2 ) All other sPecifi ­
cations. 

(a) 	 Initial and 
final ver­
s.ions. 

(b) 	 Superseded 
pages. 

i, ,. 
b. 	 All other offices . 

801 - 02 C~nfjgyratjon HanaQement 
·Plans and Instructions 

. a. 	 Plans and instructions that 
specify the polic ies and pro­
cedures to be employed in . 
approving and implementing 
cbaDges to system require ­
ments and specifications man­
aged a .t the program office 
level . . 

(1) 	 Program offices. 

1-39 
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I.IJTH9B!Zm DISPOSITION 

Pe;-manent • 

.~erma.nent . 

Temporary . 
Destroy when suPerseded, 
absal.ete, or no longer 
needed . 

TempOr~. 

Destroy on termination of 

program.. However, super­

seded pages ·may be de­

stroyed when no longer 

needed. 


Pe:rmailent • 
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ITEM 
Hll.... 	 DESCRIPTION OF RECORDS AImIDBIZED DISPOSITION . 

. (2r All other offices. 

b. 	 Plans arid instructions that 
specify the policies and pro­
cedUres to be employed in 
apprOving and implementin~ 
~ges .to segment/ subsystem 
requirements and specifica­
tions managed at subordinate 
levels. 

801-03 	 ConfimJratioD Management 
Records 

.Records accwrrula·ted in con­
nectio,n. with th~ evaluation ,' 
approval, and · implementation 
of changes to · system "require­
ments and .specifications. 
(Excluded are records .covered 
by Item 801-02.) 

Telilporary . 

Destroy on termination of 

program. However, super­

seded .pages may be de­

stroyed when no ,longer 

needed. 


Temporary. 

DestrOy. when superseded, 

absoIst"e,. or no longer 

needed. . 

Temporary. 

Des-troy .on termination of 

·program. 


These r~cords documeQt the design and construction of. systems and 
their component se~ts, including testing and delivery. 

802-01 	 Drawings and Specification~ 

Drawings and related "narra­

tive .descriptions that per~ 


tain to systems and their 
segments, subsystems ; and 
components. 

1- 40 
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ITEM 

HO.... 

802~02 

,, 

PESCBIPTlptl of RECORDS 

a . 	 Top ' level assembly draw­
ings/ Specifi~ations that 
pertain to system seg-
ments and their major 
subassemblies", 

b. 

. .' . . . . .EcalneerlDg DeS1qn and Test  
Records  

Records accumulate9 in con-
nection wi th the design, COD-
struction ~ . and testing o"f 
systems and their component s. 

,	.. (Exclude records. covered by .. 
Item' s02_ill : )' , ' 

a. 	 C.ontractor records. 

(1) Documents whose 
retention is gov-
erned by FAR re­
quirements . 

(2) All other' docu­
ments. 

b. 	 Program offices and 
fie ld s i tes. 

Permanent . .. 

Temporazy ~ 

Destroy 3 ye~s after 
", final payment ' on con-
"tract.-

Temporazy . 
Destroy 3 years after ' 
final payment Oil con-
tract . 

Temporary . 
pestroy when superse ded, 
obsolete , or no l onger 
needed. 

Temporary ; 
Destroy when superseded , 

'obsolete, or no l onger 
needec;l. 

April 2 7, 1 9 95 
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DESCRIPTION OF RECORDS 

Contract MonagemeDt ond 0 

administration ­

Documents that pertain to the 
management and admdnistration 
-of contracts for the acquisi ­
tion of sfstems ~ syst~ 
segments (excluding records 
covered by 	other i tams of 
this 	schedule). 

, 
a. ~ro~am offices. 

b . Contractors.o 

(1) 	 Documents whose 
reten~iori .is go.v.:..·.· 
ern!!dby FAR , ree 
quirements .... 

(2) 	 All other docu­
ments . 

.. 
803 ' 	 Syat_ OperaU.... 

AUTHORIZED DISpOSITION . 

Temporary'. 

DestroY w~en superseded, 

obsolete, . or no ·longer · 

nee4ed. 


Temporary. 
0oestr~ 3 years after· 


final payment on con­

.tract·
 

o 

, Temporary. , 
Oe~troy when sup~rsedec;:t. 
·obsolete, or no longer 
needed . 

These records are accumulated at ·sites· responsible for ·planning and 
. implementing system o~ratioOs an~/or proc~ssing system data ~ 

803-01 	 System OPerations Plana and 
Reports 

Plans and other records .per­
taining to daily system oper­
atIons. 

Temporary , 

Destroy after 1 year or · 

when superseded, obso­

let~, or no longer 
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ITEII 
!ill.. DESCRIPTION OF REPRPS 

System Planning Database• . 

Ele¢tronic systems us"ed to 

support· system tasking and 

the .preparat'ion ,of syst.ems' 

opera"tions plans. 


. . 
System Control ',Ind Processing' 
Procedures" Issuances 

Handb:ooks, manUals , . check­

lists,' and other issuanqes 


. that spell out responsibili ­
t .ies , · proce~es .~ operat- . 
ing instructions for opera­
ti~~l .per,sonnel . 

. Training Tapes for System 
Control And Processing 
Operators 

Videotapes prepared to train 

.operating personnel. 


System Control and Processing 
Lgga 

Logs maintai ned by system . 

directors "and othe~ operat ­

ing personnel-. 


AOTHQBIZEQ DISPOSITIQN 

needed, w~cb:ever is 
later. 

. Temporazy . 

. Delete data when ~uper­
seded, obsolete, or no 
longer needed. 

Temporazy. 

Destroy when superseded, 

obsolete, ' cr no longer 

needed. 


Temporazy . . 

Destroy when superseded, 

obsolete. or no longer 

needed. 


Temporary. 

Destroy after 1 year or 


. when superseded, obso­
lete i · or no ·longer 
needed·, whichever i.s 
later. 

April 2 7 . 1995 
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803-06 . 

803-i)7 

803-08 

PESCRIPTION OF RECORpS 

Opera~ion · lnd .MajnteDance 

.tlAtA 

. Data for analysis to .ensure 
that a system's' performance 
is - s~tisfactory from the 
standpoint of "operation and 
maintenance. 

Operotional Command nata 

"Magnetic tapes containing di-
gital commands to the system. 

DiScrePapCy Reports and 
Bel ated RecgrdS . 

Reports and btber :reeordS 
documenting problems and mal·­
functions "in a system'·s op­
erations and tqeir resolu­
tion. . These reports pertain 
t ·o problems that do not . have 
a sigriificant impact ODoper- . 
"ation or the maintenance of 
the system and are either 
non-recurr"ing and/or. c~ be ' 
rectified 'without signifi ­
cant modification in estab­
lished procedures or sys-tem 
specifications. 

AIlTHOBIZED PISPOSITION . 

. 'l'emporary . 
. Delete data when .super­
seded, obsolete, or no 

·long~ . needed. 

-Temporary. 
Destroy when supersed~. 
obsolete, or no longer 
needed. 

Temporary: 
.Destroy' 'when 5 years old. 

1-44 
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ITEM 
IIQ... 

803-09 

803-10 : 

803-11 

I2f!SCBIPTIQN OF RECORDS . 

Anomaly Reports Ond Related 
Records 

Reports and other ·records 
documenting problems and ma1­
functiops "in a system's bp-
·erations that have th.e poten­
tial to significantly affect 
operation and/or endanger the 
system's maintenance. 

a. Files on major anomalies · 
·that had a significant 
impact. 

b. All other files. 

... 

BAW System Dato 

Hagnetic tapes containing 
.raw, unprOCessed data and 
tapes t~t· reflect initial 
processing of system.data. 

Fjeld Site TechnjCAl anolysea 

Reports and related records 
". 	 accumulated at field sites 

that analyze local processes 
in order to effect improve-
ments. 

AUTHORIZED DISPOSITIQN  

Permanent. 

Temporary.. 
~stroy on termination of 
system . 

Temporary • 
Destroy when superseded, 
obsolete, or no longer 
needed. 

TemPorary. 
tiestz:oY when superseded., 
obsolete·, or no. longer 
needed. 

April 27, 1995 
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iTEM 
w... 

803-12 

DESCRIPTION OF RECORDS 

Periodic Reports QQ' System 

Operations 


'period:ic (month1y~ quarterly, 
semi- 'annual, etc.) ' repOrts 
that 	pertain to overall sys-. 
tem operationS "and perfor­
mance. 

a. 	 Offices responsible for 
preparation. '. . 

b. . 	 Other office.s. 

AnTHoRIZEp DISpoSITION " 

Permanent. 

Temporary. 

Destroy wb~ superseded, 

obsolete. or no longer 

needed. 


804 Syat.. ~tallation 

"Records accumUlated in: connection" wi"Ch pre~ing systems for opera­
tion·, 

804-01 In'stal1atioQ Prer,aratign Plaps 

Records accumulated in con­
'nec~ion with preparing for 
installations. 

804-02 Pre-Installation Test Records 

Test 	reports and data accumu­
. lated at installation sites 
to ensure that syst~ and 
their components are func­
tioning properly .prior to 
installation. 

1-46 

Temporary. 

Destroy 5 years after ­

installation or when su­

perseded, obsolete, or no . 

longer needed. whichever 

is later. 


: 
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ITEM 
IiQ.. 	 m::SCRIpTtON OF RECORDS 

a. 	 Records whose retention 
is governed by PAR re­
quirements . 

b. 	 Reports control manuals. 

c '. ' 	 All other records'. 

804-03 , 	 Pie-Installation Video and 
Audio Records 

a. 	 Video-tapes and sound 'record~ 
,ings of the assembly of sys~ 
tems and other activit;es 

, , undertaken prior to installa-:' . 
tien. 

b, 	 Photographs and all other 
records. " 

804-04 " +nstol1ation Bcapine,s Review 
Recofr'ds . 

a. Reports prepared by teams 
• 	 charged with evaluating 

whether ~ystem segments and 
components are ready . for in-
stallation. 

b. 	 All other records . 

1-47 
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AUTHQBIZSP 	DISpoSITION 

Temporary. 
.Destroy 3 years after 
final paYment. 

" ' 

Temporary. 

Destroy when .suPers-eded~ 

obsolete, ·or 

, 
no longer
,

needed. 

Temporary. 

Destroy when no longer 

need~d. 

Temporary, 

Reuse tapes when supex­

~~ed, ' obsolet"e, or no 

iong;er needed ~ . :  

Temporary . 

Destroy when superseded, 

obsolete I or no longer. 

needed. ' 


Temporary, 

DestroY 5 years after 

ins.tallation. 


Temporary. 

Destroy ·when superseded, 

obsolete, or no longer 

needed. 


lOa 	OFFlelAL 9SB eHDY 
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ITEM 
Jm... PESCRIPTION oP RECQRps 

804~05 	 Installation Saf.ty Records 

a. ' Records accumulated to ensure 
. safe and successful installa­

tions. 

1. . Office of reCord. 

(a) Records relating to 
successful instai ­
lations. 

(b) · Records pertaining . 
to mishaps/fail ­

"r ures. ' . 

2. Other 	offices. 

b , All otber records. 

804-06 	 Post Installation Analysis 
Records .. 

'. 

Report~ and analyses prepared 
after installations." 

.. 

1-48 
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AUTHORIZED DISPOSITION 


Temporary." 
Destroy on successful . 
installation ' of next sys ­
tem. in the 'program~ or 
bold for historical" re­
search until no longer. 
needed. 

Permanent. 

'. 

Temporary. 

Destroy when superseded, 

obsolete, or no longer 

needed. 


Tempora%y ~ 

Deser.by· when superseded, 
obsolete, or no longer. 
needed. 

Permanent. 

Ellftay 

http:Deser.by


Records covered in· this section pertain to ' such matters as contin­
. genCy planning, systeD)S tests, and records .accumulated in. connection 
'with ' efforts to improve customer utilization ,of sy~tems, · including 
training materials .to acquaint end .users with the .capabi1ities of 
systems . . Also included ar. specifications arid manuals for ~steu 
designed to· enable end users to gather ~d' use system .data, and 
studies pr8pared to assess the ' 'effectiveness of systems in meeting 
user requirements . 

· ITEK 
.tIill DESCRIPrION OF RECORDS . AUTHORIZED DISpoSITION 

901-01 Contingency Planning Files 

F.iles reiating t 'Q the devel.­
opment Qf plans for use in 
the event .of system faIlure 
and other emergencies . 

A.. Record copies of final Permanent . 
. plans held by offices., 
respOn~'i~le ~for their · 
preparation and issu­
ance. 

b , All ·other files. · 	 Temporary. 
Des~roy when superseded, 
obsolete, or no· longer 
needed. 

901-02 User Systems gp8cifications 

Specifications for systems. 
designed to enable end users 
to. ga ther and use system 
elata. 

a. 	 Office responsible .for 
preparation. 

1-49 · 
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901-03 , 


901-04 


April 27. 

DEScRiPTION OF RECORpS 

(1) Record copy of 
final versions of 
specifications and 
interface control 
document;s . . 

(2) All other records. 

b. Other offices. 

. ·User ··Systems Operations and · 

. MAintenance MODualB 

Manuals and other issuances 
that describe pr~cedures for 
operating and maintaining 
user systems. 

a. Office of record. 

b. Other offices. 

Test and Exercise ReCords 

Records 'relatitig ' to tests of 
sys"tems, including exercises 

. carried out to evaluate the 

1-50 ' 
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AQTHORI~ED DISpoSITION 

Permanent. 

Temporary. 
Destroy 5 years after 
system .becomes obsolete. 

Temporary.  
Destroy 5 years after  
system becomes obsolete._  
i!aruer ,disposal is au" 
thorized if records are 
super~~ded, obso~ete , or 
no longer ne~ed . 

Temporary, 

oe~troy 5 year~ ' after 

system becomes obsolete. 

Temporary, 
Des~roy when superseded, 
obsolete, or no longer 
needed. 

Temporary. 
Destroy when 1 year old 
or when superseded, obso-



ITEM 
!ill.. . 

90i-05 

901-06 

. p~CRTPTION OF BEaRpS 

'effectiveness of con~ingency . 
.'.plans. 

Traininq MateriAls for Users 

Training .materials developed 
to acquaint . potential end 
users' of sy'stems with the 
overaU··.nature ·aDd scope of 
individual programs and ·how · 
they ·can acc~ss .systems .. 

a. 	 Finai products that pro­
vide broad overviews of 
all progr~ or 'over­

'views of spec:ific I?rp­
. grams. 

(1) 	, R.ecord copiies. i.n 
offi,ces responsi­
·ble for preparing 
and issuing. 

(2) 	 Other ·offices.. 

b; · 	 All other files. 

USer 	systein Problem Reports 

Reports s\lbmitteci by end 
users of data processors 
noting problems or suggesting 
changes to improv~ their 

1-51 

AUTHORIZEp PISPoSITION 

lete, or no longer 
needed, whichever is 
later. 

Permanent . . 

Temporary: 

Destroy when superseded, 

obsolet¢, or no longer 


. needed. 

Temporary. 
Destroy when superseded, 

. obsolete~ . or no long'er 
needed. 

Temporary. 

Destroy when supers~ed, 


'obsolete, or no longer 

needed. 

April 27, 1995 
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I ITEM 
" 

!ill... 

901-07 

, ,  

. PESCRIpTION 'OF RECORpS 

ut~lity , 

Operational SUppOrt Analyses 

Records prepared in order to 
asses,s and/or improve the .. 
degree to which systems 'meet 
end user requirements. 

a. Final versions of re-
ports and substantive 
background papers held 
by offices responsible 
,for preparation. 

h. All "other records 0 , 

. ADTHOl$I~m PISPOSITION · 

Permanent. 

Temporary . . 
Destroy when superseded, 

'obsolete, or no longe~ 
. : needed •. '. 

. " 
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This ~ecti~n is r·eserved to· provide guidance on the retention of E-
Mail and electronic records ac~lated by users of netWork facili-
ties pending NARA pubiication of final guidaDce' for the management of 
these' records . 

..: 

, 
" 

, " '.." . 
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1100 'dmtpietr,atlv. "p-g..-nt Recora. 

This section provides for the disposai of certain records· relating to. 
.	a~nistrative manag~t · ·activities,.· excluding records of operating 
personnel,. bUdget, .accounting, and printing functions, which are 
coy-ered by o.ther series. · Included are .disposable rt;!:cords created in 
connectIon with reco~cls management ·activities; forms management; · 
internal control revi~s., ~ admi nj stration of management improve- . 
ment programs. Refer to General ' RecordS Schedule 16 for disposal of 
these records. 

.' 

'. .. 

, 
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The _files in "t;.his section are · maintailied by operating officials arid 
personnel managemen"t s"taf! and "are used in "admin; stering"military and 
"civilian- employees "during" their assi~t. Also included are rec~ 
-ordS re~ated to training not c~ed et"ewhere "in" this schedule. 
Except for the items listed below: the disposition of' these records is' 
governed by General Records Schedule 1 and the, records sChedui'es of 
the parent. organizations" from " w~ch" NRO pe.rsoMel are assigned . 
Please refer to these SChedules for d.lspOsition guidance. " 

1201 , '!'raining I'U•• 

DESCRIPTION OF RECoRpS ADTHQRIZEP DISPQSITION 

1201-01 Training Administratiye FjleS 

Course schedules; registra­ Tempor~ry . 

tions, trai~g ,completion , Destroy when 3 years old_ 
:forms, "student evaluations, Earlier disposal is au­
~d other records relating to - " thorized if recordS are ,, ""the administration' of train- no ~onger needed . 

"." " . , . 
ing courses ; 

1201-02 Course CUrrjculum FileS 

Course descr~ptions, o~t­ Temporary . 
lines, ~esson plans , video­ Destroy3 years after , 
tapes, tra"ining aids, s "tu­ course is discontinued. 
dent work books and. text. , Earlier dis,pQsal is au­
and other records "pertaining "thorized if ' records are 
to individual a~ency-spon­ no longer -needed. 
sored _courses. 

1201-03 ExternAl -TrAjning Records­

"Info~tion relating to , Tempor!'%Y _ 
training courses . sPoIUtored by " Destroy when ~uper~eded, 
other agencies or organiza­ obsolete, ' or no lo~~er ­
tions -. needed. " 

-, 
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This section covers records documenting the movement of goods and 
Persons under Government orders that are -not . covered "elsewhere in 
this ·schedule . . The ·records include bills of lading,. transportation

.' . . ' ' . . " . . .
request.s., transportation vouchers, ' per diem vouchers, -trave;l au-

.thorizatio~, and all supporting documeDtat.ion~ "l:ncluding"thOse" 
prescribed bY .Titl.. 5 ,of the General Acc:~unting Office Policy and 
PrgcedureS ManyjI. . Record -cQpies of all travel, transpoz.:tation, and 

. freight doc:umeD.t·s used to support payments become cOmponents ' of the 
accountable 'officers) accounts (See 'Series "303-01) .. Refer ·to 
General Records Schedule 9 for -the "disposition of these- records. 

. . 
......( . . 
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1£00 Ifotor Vehiai. Operati .... &114 ·lIa1At_-nc.· llAcor<!a 

This section covers recordS pertaining to the daily use and oper­
ation of -motor vehicles. .These records cover the management, . 
maintenance, and oper~tion of motor vehicles whether pUrchased or " 
leased by the Governmen-~ or "by "il · cont~act;:or for · Government- use. 
' ·1 eFR 101-38 prescribes policies· and procedures for tJie management 

.and use of motor ·vehicles l>Y Federa.l agencies. . Refer to General 
Records Schedule 10 for the ~sposition of these records. 

. 

. . .. 
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,1500 ' Buil4iDg space, KaiDten8Dce"aa4 Facilitie. DeaigD , 

This section prOvide~ dispos~l 'authorizatiori for all 'cQPies ; wherev­
er located, of ' records" relating to build.i,ng Space , ,maintenance, and 
facilities design. Records -c:iOcumeiiting these funct .iops pertain to 
the design, construction,- "acquisition. allocation, utilization, ' and · 
reiease of building Space" And include 'related correspondence and re­
-ports submitted ~o · the. General services Admin~stration· (or equiva­
lent agency with similar Government-wide responsibilities) ," as di-
rected by law and regulation (41 CFR "101-17) I correspondence and 

. . forms relating'· to the compilation of directoJ:Y service listings; 
requests for building and equipment services ; and- c;:orr"espondence . 
files reflecting the activities ' of the unit responsible for "handling 
bui1~g space and 'rela.ted ma~~ers. , Except 'for the items listed 
beloW refer to General Records Scbedule 11, for ,the disposition 'of 
these records . 

DESCRIPTION OF ' R2CQRDS ' , 'AUTHORIZED DISpoSITION, 
1501-01 FAcilities Design- ReCords 

,i Dra~iDgs of structures ,aDQ Temporary. . 
'buildings. Also included are Destroy when no longer 
drawings of electrical , - tele~ . needed ' for administrative 
phone, . plumbi:ng, heating~ or. purposes. 
air conditioning systems. [Mete ~ Reeerd:!i deCtdflcnt 

;a9 ta8 dS8i9R sf 
weEtfie'GE faeilitiee a~e 
si.lle"itieft lIet ~Eo,ed 
.}1_diB!!J HH\..... rei iew .1 

'Soo. Roll;.,~ •j,i./9lf
1501-02 Building Space Assignment plans ,'" .;e.o '<-JS ooWi.D 

~Hv -fJ"I- -.9 
OUtline floor plans indicat­ Temporary. ~. 
ing occupancy:' of ii bUilding. .Destroy when superseded,f 

obsolete, or no longer 
needed for · administrat ive 
pUrposes. 

, , 
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ITEM 
IiQ.. 

1501- 03 

,DESCRIPTION OF RECORPS 

Host TenAnt Agteements 

Agreements between agency 
components and other agencies 

. concerning routine support· 
services to . be provided to or 
by the agency. 

, " 

APTHOBTZEO OISPOSITJ~ 

Temporary. 

Destroy when supers~ed, . 

obsolete, or no longer  
needed. ' 
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" ITEM 
DESCRIPTIQH oP RECORpS . . lillTHQRIZEQ QISPOSITXQNBl2.. 

1600 Prot:ect:he 8erYic•• __orda 

protective serVices records . include the various files created by the 
GoVernment and its contractors "to protect Government and contractor 
facilities from unautho~ized entry, sabotage, or loss; and to ensure 
the adequacy .of protective measures at contractor-owned facilities 
givEm security cogn..izance by the Govermilent. .(See 503 for records 
·.elated to physical security.) Refer · ·to ·General Records Schedule 18 
for the -diSposition of these records. 

..( 

; 
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( 
DESCRIPTION OF BE(:OBDS AUTHQRIZRQ DISPOSITIQN 

This sec~ion provides for. the disposal of all cOpi.e:& of records 
relat~ng to printing, binding, duplication, -'and graphics production, ' 
except as indicated~ The princiPal records doci.tmenting these 
functions - are " Ca) - records pertaining to r~ests for service, 
control, production, ' and distribution of individual jobs or projects 
(this material 'normally- conSists of requisitions requesting 'service 
and registers or sWlar media: utilized to control the re'ceipt of 
the requisitions, and to record the prOduction, distribution and 
cost analysis within the operating"units): and (b) co"rrespondence 

. and rePort -files reflecting the act"iviti.es of "any .unit reSponsible 
.for handling, priiltiilg, . bindin!1, duplication; and distribution 

. matters.. Refer co .General Records Schedule 13 for the disposition 
of these records. 

... 
: 
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This sectio~ p~ovides for the dispOsal of ' certain administrative 
records common 'to ·most offices. It covers administrative subj,ect 
files; facilitative records such as suspanse "files, tracking"and 
control' ricords, alendaTs, and indexes; and transitory doCuments ;" 
as ' well as certain types of records created in electronic form OD 

''' stand--alone or networked micr'o- and mini-computers. This schedule 
does not apply to any mat'erials determined to be' nonrecord or to 
materials su¢h as calendars or work. schedUles claimed as personal . 
Refer to .Genera.l "Records Schedule 23 for the diSposition of . these 
records. 

(  
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,.-
1900 KlectrOAic. a.cor4a LacktDg Bi.torlca1 81gaiflcanc.· or 
81gn1flcaDt IDfo:matloaal Value . 

This section provides ",disPosal autboriz~t:ion for .certain electronic 
records and specified bard-copy (paper) or microform records that 
are integrally .related to the electronic rec';rds, It 'applies to ' . 
disposable electronic records stored on magnetic media in central 
diita ' processing facil.ities and Local Area Network (LAN) File"Serv­
ers, including ,ones Operated for ~e Government by contractors. It 
covers records ' created by 90mputer operators, ' progr~rs, analysts, 
and systems administrators in order .to store' and maintain cOmputer 
files 'in. such facilitiesi ' certain mas~er files "relating to 
administrative functions, including some that ..are components of 
database "management systems; and certain files created frOm master 
files for specific· ~urposes . Refer to General Records Schedule 20 
for the dispOsition of these records. Section 1900 does not cgjrer 
a]] electronic: records. Electroni"c:; records not covered by items in 
Section 1900 may ·not be de~troyed unless .authorized bY another " 
series within · this schedule. 

( 

, 
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' , 81Recoid. Maneaement Fila. '1101-6 

81,Fea.lbfllty Studle. 111>1-7 
' . 82Microform InsDection Record. 110Hl 

821101-9 Information Resource. Management (IRM) Triennial Review File. 
821101-10 Document. Published In tha Faderal Real.ter 
831101-11 Intarnal Control Record. - - -_. -- - -
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lIem 

1400 Motor V,hlcle Operation and Maintenance Recorda 95 
1401 Motor Vehicle Flies 95 
1401-1 Motor Vehicle Operating and Maintenance Flies 95 
1401 -2 Motor Vehicle Cost Flies 95 
xii UNCLASSIPIED .t 
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Item Number Subject 
1401-3 Motor Vehicle ReDort Flies 
1401-4 Motor Vehicle Accident Fillis 
1401-5 Motor Vehicle Release Flies -
140Hl Motor Vehicle ()perator File. 

1500 Bul/dlnuSDace Maintenance ancl,FaclllUee De.lan 
1501 Facility Fllea 
1501-1 Facllllles Deslon Records 
15QI-2 Building Space Assignment Plans 
1501-3 Host Tenant AlIfllements 
1501-4 Bulldlna'SDace and Maintenance General Correspondence Flies 
1501-5 NRO Building Space Flies 
1501-6 Building and Equipment Service Flies 
1501-7 Dlractory Servlcli Flies 

1800 Security and PratecUve Servlc •• Racords 99 
1601 Security and Pratecllve Service. File. , 99 
1601-1 Investloatlve Flies ' 99 
1601-2 Guard Assl9nment Flies 99 
1601-3 Police FunctIOns Files 99 
1601-4 Visitor Control Fllils 100 
1601-5 Facilities Checks Flies and Security Duty ()fflcer (SDCl) Reports 100 
1601-6 Loas and Realsteis 101 

.  

Page 
95 

, 96 
96 ' 
96 

97 
97 
97 
97 
97 
96 
96 
98 
~8 

Printing, DUDllcatlon .nd GraDhlc. Praductlon Record. ,1700 102 
1701 GraDhlc. Production FII•• " 102 
1701-1 Protect Files ' 102 
1701-2 Control Flies ­ 102 
1701-3 Mailing Lists 102 
1701.,4 Internal Management Flies 103... --- - - - -
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Item Number Subleet Paae 
1800 Admlnletrotlve Recorda Common to Moat OllIe..Within the NRO. 104 
1801 . Admlnl.tniUva Fila • . . 104 
1801 -1 Office Admlnletratlve Flies 104 
1801-2 Schedules of Oallv Activities 104 
1801-3 SUSDense Flies . 105 
1801-4 Transite;;;-Flies 105 
1801-5 Tracklna and Control Records . 106 

107 

In .accordance with Public 1 
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National Reconnal •••nce OffIce ReCord. Conlrol Schedule 

Inlroducllon 

The National Reconnalssanca Office (NRO) Records Control Schedule (RCS) has been submitted to and'approved 
by the Archivist 01 the United States as required by 44 United States Code (U.S.C.) Chapter 33, which governs Uhe 
disposition of Federal records. It 'ssrves as Uhe official guidance lor the NRO Records Disposition Program. This 
program provides lor the effective and efficlenl managemenl of records no longer needed 10 conduct currenl 
business. It has thrae main objecHvesln accordance with 36 Code of Feder~1 Regulations (CFR) Chapter 12, ' 
Subchapter B--"Records Management", Part 1228-"Dlsposltion of Fedaml Recorda": The prompt disposal of , 
temporary records whose auUhorlzad mtenllon period. have expired, the timely and systematiC transfer to economical 
storage of records no longer needed Inlocsl office space or computer aystems but not yet eligible for final disposition, 
and the Idenllncallon and transfer of permanent records to the National Archives for preservation and ior reference 
and research (folowlng appropriate declassification review)_ Disposilion means those actlona taken regarding 
Federel recorda alier they are no longar naedad to conduct currant NRO buelnass. Thase acllons Includa,: 

Tmnsfar of records to NRO records stomg8 facilities or Fed8m,1 records centers. 

Tmnsfer of records from 'NRO to anoUher Fedeml agency. 

Tmnsfer of permanent records to the National Archives and Records Admlnlstiatlon (NARA). 

Dlsposel 01 temporaryrecordli no longer needed to conduct NRO buslnesa, usually by deatrucllon or 
occaalonally by donation. ' , , 

In geneml, Uhe retanilon pariod for Fed8ml recorda la datarmlned by thelredmlnlstmtlve, opemtlonal, legal, and 
historical vaiue. The admlnlstmtlve and opemtlonal value of an NRO mcord and Its attendant retention 1>8rlod Is 
determined by the NRO cOmponent responsible for the record. The legal valua of an NRO mcord and Its attendant 
retention period Is usually detarmlned by Federal ,Law arid prescribed In the CFR. The historical value of an NRO 
record Is determined by NARA. NARA designates records as permanent If they have sufficient historical or other 
value to warrant their eventual translar to' NARA lor contlnuad preservation by the Govarnment. Such records may be 
preserved because Uhey document Uhe NRO's origins, organization, functions, and slgnlflcent transactions and ' 
actlvlUes. Or they may be preserved because they document the persons, places, Uhlngs, or metten! dealt wllh by the 
NRO; that Is, because they contain Inlormatlon with slgnlflcent research or relerence value. The Dennltlon,ol 

UNCLABSIPIIID xv 
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·1  
Information Managemant Terms, which serves as 'e companion to this document, contains the definition of a·reoord, . 
other terms used In thl. ReS, and the NARA guidelines that were used to help Identify the NRO records designated 
as permanent In this ReS. . ' . 

Generel Records Schedules (GRS) are Issuad by the Archivist of the United States to provide disposal euthorlzetlon 
for temporery.records common to seve,al or all agancles of the Faderal Governmant. They Include'records relating to 
civilian paraonnel, fiscal accounting, procurement, communlcaUons, printing, and other <;ommon functions. These 
records comprise a n estimated one-third of the lotal volume of records created by Federal agencies. In 1978, use of 
the GRS was made legally mandatory. The GRS dispOsal authorizations must be uaad by NRO to the greatest extent 
possible. Because these schedules ara designed to Cover nscords common to several agencies, the records 
descriptions are general. To avoid any confusion and the need to consult more than one document for NRO recol'ds 
disposition guidance, these schedules have been tallorl'd to the NRO's needs and Incorporatad Into this ReS where . 
appropriate. . 

Each ReS "Item" consists of flve parla: 1. The Item Number Is the number of the file series. 2. The Description of . 
Records describes the dlffarent types of files covered by the Item nOmber. 3. The AuthOrized Disposition deSignates 
the records as parmanent or temporary. 4 . . The Retirement. Instructions states the length of time from date of ortgln 
or other event that the file should be archived or destroyed. 5. The Cutoff deSignates the length of time a file Is to be 
kept or statee an event that should caue.. a file to be closed and a subsequent file opened. It may also specify the 
length of time a .file Is to be retained In active local flUng equipment or computer atorege before baing transferred to 
Inactive storage In a recorda fecility. . .' 

Questions of applicability of any ReS Item to NRO records or differences of InterpretaUon between component 
records officers or custodians and other NRO personnel that cannot be reconCiled within the component may be 
referred to the NRO Information Managemimt Officers. . ,. 

, 
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" 
100 Ovarall Progrem Managament, Policy, and AnalysIs 

Records covered In !hIs series documen18 overall polley fonnulatlon and Pl'99ram managemenl wl!hln Iha NRO. Included a", 
racords accumulaled by !he Director and olher high leval officIals; records of Inlre and Inler-agency committees, laskJorces, 

, and boards; dlrecllves and olher Issuanceslhal eslliblish NRO policies an'd procedures; Inler-agancy agreemen18; alreleglc 
planning records; sludles and olher recordslhalIiSS~B8!he effectiveness of NRO programs; and official hlslorles (wllh relaled , 
background flies). These racords are accumulaled primarily al NRO Headquarters. partlcularly1n Ihe office of !he DIrector .and 
olher slaff ofllces. 

It,m ' 
Numb,r. 

o.lcrtptlon 0' R.c~rCI. Authortud DllpollUon RetIrWmant 
Inetructlona 

CUtoff , I 
! 

101 Record, of thl DIrector . 

101 ~1 Bloom or tho D1t1dot: D1Dyty DlrtGtgr. ond Iht 
DIctcto(, Std -COITMpondence. n:'I8morandl. 
bfteflng papers. COOfdInlltkln ......; noUce• • 
minutes or meetings, and other recorda that pertain 
10 !he formuIallon 01 NRO poIIcIoa and procodutoo 
and to malor NRO function. and actlvltlH. 

Permanlnt. 
ReYiew .~r 50 yeara for 
_._ancfpooelblo 
lranIler to NARA. 
(AuIhorIzed NI-625-flS.l.) 

Hold In CUlT8nt ftla area 
for 1 year be"",, 
lralIfentng 10 the_.Center. 

" 

Cutolfftl.. 
at thaend 
c/Iho CV,. 

, 

101-2 DlrBcto(' AcUoo Ind CoauoondlDQI TtacIdog 
Svattai • Electronic .yetem used for tracking 

Tlmpo,.ry. 
Oeltroy 1 y ••r aflar iIctIon 

These fll'l cannot be 
retired to the Recorda 

NJA 

. Internally cr••ted document" prepared for·the . 
oIgnalUnl 01 tho Dlr8clor or Deputy Dlr8clcir. and 
lracklng the ltalua 0' .ctklnl requnted by the 
Director or Deputy DIrectOr. 

complolton • 
(Au1hOflzed Nl, 525-95-1.) . 

Center. They mUll be 
he'd In current pt'OgI'IIm 
.rn untillhey 8fe . 
doolroyod. 

" 

101-3 DltJcfo(. Calendae. - C.lendara documiinUng the 
Director's echedula and appolnbnentl. (For other 
~t.nda... He Item 1~01 002 .) 

Perm.nent. . 
Review aftar 50 yurafor 
dectaulnceUon and poulble 
transf.r to NARA. . 
' .... lhcirILoct NI-525-95-1 :) , 

Hotel In current nle area 
for 1 year before 
tnlnefemng to the 
Recorda Center. 

Cutoft' ftLee 
etthe end 
of the CY. 

UNCLASSIPIBD 
1 



"UHCLASSlrIBD 
1II2004D 

Numb.r. In.tructlon. 

oro. 
Review after 50 yeal1l for for 1 year before at th••nd 

and pcooIbIo lJanllentng to Ihe ofIloCY. 
Record, Center. 

aupe;.ed.d", reUred 10 the Recorda 
Center. They mJat be 
held In current program 
area un" ....y are " 

r ne.ded. 

I 
..n<'!o" 

mlmen, organization, membel1lhlp, 
(Included ara charters, agendes, minute., raporte, 
and other recordt g ....ted or received.' 

NARA. 

Iond Councl•. 
" 

or 
pertaining to 

oro. 
Ro_ itfter ro....,. lor 

. thodeet.,lIneatlon lind poaelble 

tranafer 10 MARA. 


I NI-525-95-I . 

. -"'r----y. TheM me. cannot be N/A 
Destroy 2 yeal1l after termination retired to the Records 
of group or wh8n 8Upel1leded, Center. They mull be 
obeoIeI., or no longer needed, held In curr.nt program 
whichever la laler. area untlllh~y ar. 
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It.m 
Numb.... 

D.,crlpUon 0' R.co~. Authort.ud Dlepollllon R,Un mlnt CuIoII 
In.lructlon. 

103 

103-1 

103·1 ... 
1034.1 

103-1+2 

103·1-1> 

, 

103-2. 

. 

Oeneral Menl8ement and AdnllnialriUon. , 
, 

DllWCUvs' Md otbar PqIIcy . nd PtuCldulJl1 .. 
IHuIot!tI - Dlrectlv••, handbooke, manuala, . . 
1nilrucOonl, a<td OIher I ..uencet tha. deftne 
m11l81on., .Mlgn retponslbllhl.., reeource', Ind 
'Ielllll••, I nd/or specify ponel" and, procedurH . . . 
I......,.. wtth NRc)'wIde oppilcablllly, . . I 
Omce rnpon. lble for maintaining omelll record Pennanant. Hold In current file ar•• Cutoff til •• 
copy. (Including t::OORIInetJo" .tleelllllld aubeLlnU"1 Review efter 50 .,."18 for for 1 year before . 1 the end 
backgrolXld materleli.) 

.__on_~ 

"llIfontnglo'" ottha CV. 
transfer 10 NARA. ' Record, Centtr. 
(AuIhof1zod N1-625-95-1.) 

01.... _ Temporary. Theea tI•• cannot be NlA 
Destroy when euper.dad, reflred to the Recorda 
obeolele, or no longer heeded. Cenler. TheY mulSt be(_I!" N1-525-95-1 ,) held In Q.W1"8nt program 

area until the.,. are 
dal..,yed. 

ItlU8nceS that pertain only to • lpednc NRO olllce TomporOJY. The•• nI•• cannot be NlA -
or program. Destroy when euperHdad, retlred,'to the Record' 

oblol.t.~ or nc; longer needed. Center. .They mull be . 
(Aulhclftzeel N1·525-95-1.) ~d In cooent program . 

..... until they are 
destroyed. 

Om!lOlJtllon Pfaaolng R.t:iQI"U - OrganIzation -
charta, organfzadon and funct:l0IlI manuall , Iludtee, 
raporte. and .othir records that perUln to proposed 

, 

changes In the ovaraR organlZaUon of the NRO .1 
wei as the orgahlzaUon of ~O componente at the 
Dlreclofate or equivalent Stan omce level • • . g .• 
IMINT, , SIGINT, COMM, MS&O • . 

tJNCLA88IPIID 
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nem 
. Number. 

DHCription of Recorda AuthortDd DlapoelUGn R.Urement 
Inalructlona 

Cutoll 

1'03-2'" omce. reapone!bla lorpraparauon. . 
'. 

Perm .... ,nt. 
_ after 6O __ 1or 
decl...lftcelton and poaelble 
tf8n.far to NARA. 
(~ N'-S25-95-1 .) 

. 

Hold In current file area 
for 1 year befot'~ 
tranefemng to the 
Raoord • .c.nter. 

CLtolf file • 
at the end 
of the CY. 

103-2.0 

103-3 

103003.. 

Olh9r omcea.' 

Dtntdprlllwnrl PoIIcy/SuOltfd Flit' 
Original or record copy of briefing papers, 
delegllUonl of authortty, .lucIIe., reporta, 

Ttmpexwy. 
Ontroy' when Iupet"leded, 
obllOlete, or no longer needed. 
(Authortzed Nl-525-115-1 .) . 

The.. Nee cern:~fbe 
rellnKl to the Recorde 
Center. They mUMbe 
held In current ptOOr8m 
area until they are 
deolroy.d. . . 

NI" 

P,rmlnent._.nor6O __ 1or 
Hold In current file area 
for 1 year before 

Cutoff files 
althe end 

. 

9Omtlpondence, and other record. aoeumulated by 
the Dlrettorat.. and Independent otnce and etalt 
Ofrectore and ~r Immedll......... Rec:onIs 
per1lll" 10 .uch subjects as resource anocatlona, 
overall program management, relellona with 
.CongreN and other overelght bodIe., ..ladona with 
other agenclealn the Intenlgenee Community, 'and 
the "eatablllhment. dlleetabUahment, and relocaUon 
of 1UbordIr:'.te program offk:ea. 

decl...lftcatlon and pOlllbie 
tranlfer to MARA. 
(Authortzed Nl-525-95-1.) 

tranaferrlng to the 
Recorda ~r. ' 

of the CY. 

. 

103-3.0 . Fllel conlllUng Iolely of duplicate copl..01_. • and OIher IlIUBnciIe ~ntaIned for 
referencaln the Olrectoralea or other NRO ornoal. 

----­

Temporary. 
Dn1roy wilen IU"..-. 
.obeolel' or no longer needed: 
(Aulho_ N1 -S25-95-1 .) 

The.. fll.. cannot be 
rettl'9d to the Recordl 
Center. l'hey mul l be 
held In current program 
area 0001 they are ' 
,d ..troyed. 

HI'" 

, 
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111m 

M.umb,r. 

103-4 

10306 

. 
O,ecrlptlon of Rlcord, 

Of17ct-t.,vtI lnfemat M,OIptDlIIJC Rtcordl - Mlnut • • 
01 meetings, etudlea, brteftng charta; memoranda, 
tnatructlon. , and other recorda accumulated by 
Individual NRO ~ne,* In oon~ with the 
• Itabllahmentlmodlncatlon of program prioritI••, 
resource allocations, COlt anatyua of propoeed 
chanaea In acdvlles and lbnUar matta .... 
aQ~lBtlgall M'8lMgament Bt,mrdlt 

Authorl&.d Drapolnlon 

Tampor"". 
Deetroy when 6 ye... old. 
Earlier dllpOIalll authorized If 
i'ecordI are l up8l'1l.ded . 
oblolet., or no longer needed. 
(AuIhor1zed N1-625-e&-1.) 

R,Urll1Mnt 
Inatructfona 

H9Jd In cuiTent tile ..... 
for 1 year before 
tnlll8l.ntng 10 the 
Rec0rd8 COnter. 

Cutoff . 

CUtolffll8l 
atllleend 
ofllle C;Y. 

103-6·8 

103-6-1> 

103-5-<: 

104 
104~1 

• 
Record, accumutated In connedlon wUh 
conftguraUon management ....ouree manage!'*l'. . . 
management ' IructUl'tlI , and methOdology. 
(Included 818 Raqu_ for Chango (RFC). 
configuration control board rac::ords. changa notlC81, 
.ba, .Une docu!"lentaUon, COIl 8nal)'l", reeowce ' 
allocation., Iludl ••, mlnulet of maetlng" repodland 
olher·"'..ed record ..) (Excluded are reconI. 
Cbverlng reconnalManCe syuma eovlred by llema 
801-2 ond 801-3.1" . . 
Meetlno agendaa and minute. such •• Technical 
Exchange and R ••ouree Management" BoIIrd RFC 
T achnlcal Revlawa. Mlacellaneou.· repOrt. and other 
retated aupporl docuroenlllUon that .. not part of .the· 
RFC pod<ago. 

EJectronIc mall and word procelalng recorda 
Uled 10 generate recorda covered by ItemI a and b. 

, 

, 
. 

NRO Policy Rlcord. -
NaP PoIIcv FIJg - Racord, pertaining to the 
formutalton of pollcl.a regarding NRO'a ralattone with 
other agentla.. (Included are documents relaUng to 
U.S. Govemment pollcln, which may have an 
Impact on the NRO.) 

Temponry. 
Recordkeeplng copy. C • • troy 
when.10 yea... old. 
(AuJhOllzod N1-525-00-1.) 

Tempo,.".. 
RoconJkoopJng copy. DetIrOy 
when . uperaedlKl, oblOfele, or 
noJongOt_. 
(Auttlor1zed N1-525-0I).1 ,) 

Tlmpontr'y. 
Dellroy/delete within 180 daya 
oller the ..oon1 copy hili! boon 
produced. 
1Au- N1·525-0I)..1.) 

. 
.. 

Hold In cummt ft:Ie area 
for 3 ye.. before · . 
traneferrtng to the 
_Cantor. 

Th818 fll •• cennot be . 
retired to the Rec:ord. 
Canter. They mult be 
hafd In current program 
are, ·untll ttley are · 

ed. 
Theea tlee C8Mot be 
retired to the Recorda 
Center. They muat be 
hatd In c:ur:rant program 
area until they ... 
dUb'oyed • 

Cutoff nte. 
at the and 
oftha FY. 

Cutoff fll88 
atllleend . 
of the FY. 

Cutoff fila. 
atllle end 
01 the FY. 

I 
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Humber. 

, 

110<-2-1> ~ 

... 
do....IIa~. (Ex_ ......-4enont 
egreementl providing for routfne .."ort eervIcM. 
IXlcuIed by IoCIII NRO COIT1JOnenll with hoet 
eclMlta, wNc:h .. Covered by llem 1BOt-3,) _111_ 
tho OPR.) 

by 

~.;.i.;. 

'. . . ~-, 

lor_I... 

, 

, ~ - '-, . " 

:'" . 

"" 

""-
.upereeded, 

. 

no longer needed. 
N1·62fi.95-1.) 

Inetruotton, 

1 __ 

tnm. fentng to the 
'ReoordI Center. 

. ' , 

- - .... ,Ill!lll!'l_._", 

..... ondot 
Iho CY. 

." . 

.' 

CY. " 

s~ 

6 
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Itlm 
Number. 

o.lcf1pdon or Record. AUlhoftud DllpollUon Rot""""l 
In.lructlon. 

C .... " 

104-2.0.1 O1nce,oI reCO!d (Olllco 01 Policy). (Except for , 
.." .!dve agreements, ~ will be malnlalned by 
lhe OPR.) , ' 

Plnnlnent• . 
Revtew after 60 y..... 1'or 
decI...lftcallon and poealble 
tr8nlfer to NARA.I(AuIllooUod N1-525-95-1.) 

Hold In cur'renl ftle area 
for 1 ye.. before 
trarmerring to the 
Reco~s Centar. 

Cutoffftla. 
.11he~o' 
\lie CY. 

104-2.0.2 Other omeee. 
. 

. 

.. 

Tempo,.,.. 
Oestroy when euplfleded" 
ob.ol~I., or no longer needed. 
(Aulhortzod N1-525-95-1 .), 

The.. rue. camot be 
retfred to the Record • 
(fenter. They must be 
held In CUIT8f1I program.::1I10YIlfO
dealro . ' 

N/A 

105 HI.lorlc.1 Rlcord, 
105-1 HlIIOdcaI fila • Recordl that document the history I 

organlzatJon, func:tJone , and adMlIea 0' the fr«O ,.00 
rel.t~ acttvltlee of other agand.. (Indueled.... . 
hI.toriet of specific programs, IUbel8nUvl 
~nco willi oIher 09"_, brIoIIng _ro, 
mtnute. of Inter- and Intra-evef'CY commlttn' and 
board., vehicle and launch hlstor1••, .elected 
eample. of collected intellIgenCe data. 11111 picture., 
Intervtewe wtlh former otIk:Ial., and materl.... 
(Inducing VI deOI, accumulated for dlapilY It 
annlvereary celebraUon • . ) TIl... tllea are 
OCCUmuillod by oftIcIaIo talked _ proportng 
_" builioo may _I01_ reIIlnod by 

Penn_nt. 
'Review after 50 y..... for 
decI.....catlon and pOIIlble . 
~f.r to MARA. However, 
du~and_~ 
recorda may be deItroyed when 
no longer needed. 
(Au,lhortzed N1-525-95-1 .) 

Hoklln current ftla ••8 
for 1 year before · 
transferring to th4­
Rec:ord, Center. I 

CuIoIInloo 
at the end of 
IhO CY. 

otnce. becaule of their perceived hllt~cal value.) 
I 

101 Pllnnlng Ind AnIIYI'1 Recorda , 
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. . 
wI~ related .uba~nllve background nile held by Review after 50 yea,. for "1ha end offor 1 y.ar be""a 

It.m ',De.crlptJon of R.cord• . Authorlzed DI.polltJon , Retlr.ment ·Cutoff 
Number. In..rucnon. 

108-1 Permanent. Hold In current me .,..a 'Culo" me. 
tha Director. Deputy Director. Chief ot Sis", Senior 
Planning and Anal.' Subfact filM - SIJb)!td til .. ot 

at the end 01 
ScIentist, and Sanlor Analy.t of the ~ Record. 

Review .tIer 60 yeare for for 1 yar before 
tran.fen1ng 10 the . tho CY.declalliftcatlc?" and poulble. transfer 10 NARA, . . Recorda Cerur. 

studlae, pOlIUon pap ..... and other eubatantlve 
eon••1of .ubllal1fve COf1WIIpondence, memoranda, 

(Authortzed N1-52509!;-1.) 
documenta that p8ftaJn to IlraIeglc P'.-wiIno. avera. 
program planning, tha ....bll.hm.nt of baaellna 
raqulramantl fOr NRO program'. and the 
ellabll.hmanlimodlftcaUon ,of aylteml afchttacture 
and conc.pt of opareUon8 for.m.jor .NRO ayetaIM. 

/108·2 S".",* Pttooinq flip - Oocumente relating to the 
developm.nt of NRO etralag!c plant and rold mapa. 
(Inctuded ar••,~e, brieftngl, cMrtI, notee, drane, 
and othar record.. , .. 

106-2. Penn....nl Hold In currenlllaa .,..a cutoff ....Flna' verakma of etratagk: plans end roed· mapa 

docl__ and poooIbIoofftoa of record . . •. tranefanfng to the !he CY. 
trana1er to NARA. Roconto Conte<. 
(Authoftzod NI·52509501.) . 

108·2-1> Cutofllliea 
Dastroy anar 3 Y'an. 

An other recotd8. Tamporary. Theta fI\ea cennoI be 
at!heond 01 

(AuIhOI1zod Nl'S2509501.) 
retired to the Recorde 

!he CY. 
• 

Center. They "",I be 
held In cun.nt program 
.... unIIIlhOy we 

. dellrOy.d. 
100-3 BtMIfo. AgntpmtnCI - l'!Iamal ~ntI bltwHn  

the Olnetor, NRO, and major program omcee that  
Ip8Clfy mlaalone. caPllb'UU ... and requlremante·thlll  
mUll be met and provide gufdance u to how 

rtlpoi1elbiIlUe, and mlsslona .... to balmplementad.  

Hold In currenl ftIe are. CUtoff •• . 
configuration managamanl. 

108-3 ... Signed copies held In omca of record undar P.nn.....nt. 
at the end of 

daclaurtlcatlon n possll_ 
Review after 50 yeall for for 1 year. before 

tranaf9f'ring 10 the !he CY. 
lran,far to NARA. Recorda Center. 

11Aulhorlzod NI·525095-1 .) 

B tJNCLABSIPIBD 

http:developm.nt
http:bll.hm.nt


UNCJ.U8I.IaD 
I1I200.D . 

, 
Item 

Number. 
DI.crtpUon of Rlcord. Authorized DllpollUon Rltlramlnt 

In.lrucllon. 
Cutoff 

108-3-1> . Copl. In other omcel. . 
•. Temporary. 

oeattoY when ouporHdod. 
o,*>lete. or no longer needed. 
(Au1hof1zad N1-S25-8S-1 .) 

~ ti l.. cannol be 
retired 10 the RecOrd• 
Center. They mUlt be 
held In current program 
1II""I.mlI~they ce 
deotrovod. 

Cutoff fII.. 
otl1oendof 
the CY. 

108'" . AutJ«mtnI.ad EvIIuaIIon fHt. - Stud5n. r.portl, 
briefings, polltlon papel"l, . nd other .nalyl... with 
rel8l:ed b.ckgroui'ld pe""'. prepared to ...... end 
evaluale NRO programa .nd operallone. Recordl . . 
reline to such mette,. el the proj)l1ety of relO~rce . 
allocotion., Iho dognIo 10 which NRO programo moot 
uler needl, and the methodologlea employed In 
. ...Mlng program.. (Included ere ......~ 
con<lJeted Inocoordal1Ol _ NROO 82-2.) 

,. 
. 

. . • 

106 ....... FInaJ reportJ. wfth .ub8t8nt1ve background papera. Plrmanent. 
R .... 1ew Ifter 50 yel" for 
declalllflcatlon .nd pOlllble . 
tran..... 1e NAAA. 

IiAulhorlzod N1-525-95-1.1 

Hold In c:urrent "'. ~ 
for'1 yelr before 
tnlnlfemng ~o the 
RoconIICenIor. 

C!doII1IIoo 
oil1o end 'of 
Iho CY• . 

I 

I 

108 ... .0 AN other records. 

.. 

Temporary. 
Dooin>y 5 yon oller completion 
01 ......ment or ltudY. 
However, rough notel, drab, 
end other trananory background . 
p--, ""'Y be deotroyod when 
Sup8l"1eded. obeol.... or no 
longer needed. 
(......_ N1-625-8S-1 .) 

ttold In current "'e are. 
for 1 year before' 
tran,femng the 
R~Centar. 

CUtoft'tlle. 
at the end 01 
thl CY. 

- . - . 
. . 

UlfCLASSIPIBD 

i 
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IlRCLASSIlrIBD 
H2004D 

200 Legal; Inepactor Genaral; Leglalatlve; Corporate Communlcatlona; Fraedom of Information Act (FOIAI, Privacy 
Act (PAl, Mandalory D.clalalncallon Revlaw (MDRI; and Audlovlau.1 Recorda. 

Recorda covered In Ihls sertes pertains 10 legal matters, Including IIlIgallon, Inspector General Inspections, Invesllgellons, and 
audlls; public affairs; NRO leglslallve liaison; and NRO Implementation ollhe FOIA, PA, and MDR under Execullve Order 
(E.O.I 12958 and lis predecessora., Also Included are sllli plctures,poslers, motion picture films, and video {8cordlngs thaI. 
depict NRO programs and acllvilies. These raoords,are accumulated prtmartly at NRO Headquartera partlcularty In such 
offices as Office of General Counsel, Office of Inspector Genel)ll, Office of Corporate Communlcallons, and Management 
Services and Operallons. . , , 

.I.m 
 D••cripdon 0' Rlcord, 
Number. 

201 

201-1 

201-1. 

201-1-b 

L.~.I Rlcord, ' ' 

NRO lAqIf AufhgdIttJ FtIta -Correspondence, 
memoranda, reporte, and olher recorda rel81lng to 
legallaluet, legalldv\ce and aupport concerning 
legal iu_ peculiar 10 NRO. 
omce of record (omce of General Cou.....I). 

Other oftIcae . . 

. 

Au~rtr:.d DllpollUon 

, , 

Plrmlnlnl. " 

Review after 60 yen for 
declaufftcatlon and poalbl8 
tlanlf.r to NARA. 
(Aulhorlzed N1-525-85,1.) 
Temporary. . 
Dealroy when ____, , 
obeolele, or no longer needed. 
(Aulholtzed Nl·525-95-1.) 

R"I~m• . ", 
In,truellonl _ 

Hold In CUlT8nt file ar•• 
lor 1 year bolo,. 
tranaferrlng to the
_Cenl8r. 

These tlln cannot ba 
raIIrod 10 Iho RooOrdI 
Cent,r. They must bl 
hold In culT8f1l program 
area unUI they .... 
d••lroyed. 

Cutoff 

Cutol'f,fllee 
aI!he end 0' 
the CY. 

NIA 

UHCLMuiIrIBD 10 



UNC~B8IPIBD 
1:11200.1)SEC,rt 

Itam 
Numb,,. 

D••crlp~lon ~f Recorda L . . Authorized DlapoIIUon Retirement 
Inatruellona 

Cu1Dll 

201·2 Legal SubItcC EUg lOtbtc UJaa lUI' Chat 00'" IQ
NRO lftgaI.uthgdftgl. Con'etPondenCe, 
memoranda, raporte, and othar IlKX)rdl 'relatingto 
Iegal11lU88, legal adVIce, end support that pertain to 
mat1ers that do nol relied NRO', dlaUnctlva mill ion. 
Recorda rel8l8 to IIUCh matlerl a. leeu{fty dlarene. 
adJucUcaUon., FOIA and PA and caasalneat!on 
reviews, InteUectual proper1y luuee, procurement, 
and routJne NRO relatlona witt CIA ~ 000 legll 
otI'Ioo•• Tha •• record, p'8rtaln to matter. that dO not' 
refted NRO', dllllncttve million. 

201-2-8 Oftice of record (otftce of 08neral Coun'II). 

. 

'amporary. 
Destroy When .uparHdad, 
obaolete. or no longer n ••ded. 
(Authoo1z8d N1.525-9S-1.) 

Thale nl•• cannOt be 
raUrei:I to the Record. 
Canter. TheY mUlt ba 
held In current program 
area unUI they are 
deotroyed. 

N/A . 

201 ·2-b Other ome.,.. Tampo,.ry. 
Doo1roy -. ouperoedod, 
obeolete, or no longar needed. 
(Aulhortzed N1·625-9S-1 .) 

Thll88 III" cannot be 
_tolhoRooonIo 
Cent.r. They muet be 
held In cu:rent program 
area until they we 
dntroyod. 

N/A 

. 

201-3 l..IIIgatIgn Celt Ellis - C8Ie nlee pertaining to 
IIJgOUon on<! pC,tanUolllUglllon In whlch.NRO "0 . 
party or hi. en Interest. . . I 

201-309 ~ or _ (0_ or GononII eou"'I). _L ., 
I 

201-3...1 CalM that reflect dlllInctIve NRO acUvttI••, attract 
medta or Congrnelonallnt ...... or are otherwise 
hlatorlcelly .Ignlft~nt. 

~ after 60 yea,. for 
ded...lftcatlon and poulble . 
transfer to NARA. 
(AuthOflzed Nl·525-95-1.) 

Hold In currlnl tlla .re. 
tOr 1 year before 
tranafemng to the . 
Record. Center. 

cutoIftlle. 
.1 the end of I 
Iho~. 

I 
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UllCLASBIrIIID 
IJI~ OO"D 

Itlm 
Numb.... 

D..crtptlon of Record, o Authorized D' ,poIIUon 
. 

R,tlnmlnl 
. In.true..on • 

Cutoff 

201-3+ 2 All other 1M• • Temporary. 
Dellroy when I. 8ppellete rtghts 
have been exhausted ot when 
no .longer needed, whichever III 
Is"". . 
Aulholtzod Nl·525-9S-1.l 

Then fll.. cennOl·be 
retired 10 the R,cordI 
.Canter. They muat-be 
held In current program 
area untH they are 
dMtrovad. 

NIl< 

201-3-0 Olharolncel. 

.. 

T.mpo~. 
Deatroy on clote of cue or 
......, no longer needed, 
whichever 1,later, 
(Autholtzod Nl·525-95-1.) 

These fUel cannot be 
retired to the R,corda 
CenIer> Thoy ....o1 be 
hald In current prognm 
Irl. until they Ire 
deotrvyod . 

Nil< 

. 

201-'1 _dam qf Cgnduct Flit, - FOIllll and related 
papeia.pertalnlng to Itandard, of cond~ mall,,.. 
(Included are rom. relating to fortnar employee_ 
who 8coept po.,Uone wlUl contracto,. DepOnent of 
Defen.. (DO) Form 1787 or equtvMent, rlnandal 
Interest disclosure Standard Form. (SF) 450, SF 
278. or equIvalent. and tonnlaubmltted by 
_ ... In _onco wl1h 10 II.S.P: 23970.) 

Temporary. 
OeIb'oy when 8 yeare ~d. 
(Aulholtzod Nl·525-95-1.) 

Hold In CUrTent nl. area 
tor 1 year bebre . . . 
tranafen1ng to the 
Reoorde center. 

Cutorr 11118 
o1lheend 0' 
the cY. 

202 Inlpector O.neral. Audit end In.....UDallon 
Recorde · . 

202·1 IoJpedqr OM"" flit. M eon.apondence, 
memoreni:la, r.I18, and other raeon:tIi thet pertain 
to the organlzatlon, functions, policies, and activities 
of the NRO Offtoa of Inspector Gener.l. 

202-:1" . Omce of recOrd (ornee of InsPector Olfleral). . PermanenL 
Review after 60 )'tiara for 
d_._ and _Ie . 
tranSfer to NARA. 

Nl·525-95-1 .l 

Hold In current nle area 
for 1 year before 
.....fanIng \0 tho 
Record, Center. 

Cutotr nlss 
. alth••nd of 

tho CY• 

URCLASSU'IBD 12 



ONCLABSIJ'IBD 
IM2004D 

Numan 

Intervlewe. end 

u.s. 
10 
.nd 

recorde.) . 

vIolattone of the 1..1, 
that govern the 

actMtIe", devefop Into 
..bolllg • . or IUbveralon, 

InNRG 

and 
apedal, and 

.upereeded, 
or no longer needed. 

N1-625-95-1.} 

....'101'"'",.. 
and pOIIlble 

Nt-625-95-1.} 

10 y,ari old. 
N1-525-95-1.} 

Review after 60 YA" for 
decta"lftcallon and pote6bfe· 
tniln.ter to NARA. 

InltructJonl 

reUred 10 the Recorda 
Center. They mull ~ 
held In current program 
erea until they .... 

for 1 yew before 
lran.tarring 10 the 
R_,COnIel'. 

year before . 
~",femng to the 
Record. Center. 

Recorda 

etth.end of 
1hoCY. 

IheCY 

UNCLASSIPliD 13 



UHCLUSIPIBD 
Iil2004D 

Itlm 
Numbera 

'D ••crtptlon or Rlcord, . Authorized DI.poIHlon Retlr,mlnt 
In•. ~ructtori. 

Culolf 

202-<)-1> Other oIIIcea. T.~.,. 
Ontroy after next inspection or 
when all Atqulr8d follow ....p 
actlOne ar. compteled, 
wtllchever I, IOOner. 
I(Autho!tzod N1-52So95-1 .1 

Thete nlea I*lIlOI b8 
raHred 10 the Recorda 
Center. They ITIUII: ba 
held to curi'ent program
arl. until they are 
"". _ed. 

NlA 

2024 Ad Elio • • " Record. r.'aUng to audile performed by 
the AudIta Stan, General AccounUng OfIIc:e, .-lei 
. Imlter oversight bOdI•. 

202 ....... Omce 0' record (Offtce of 'nepector OeneraUAudlla 
Slat!). 

T.mpo~. 
Dutroy when 15 yeara old. 
(AuIhor1zad N1-62So02-1) 

H"'d In cUrNnl file ..... 
for 1 ya.r before 
tranaferTing to the 
Recads Center. 

CulO« ftlee 
.1 the end or 
Iho CY. 

2024-1> All other otnC81. 

.. 
TlmpOrwy. 
Dettroy when IUperseded. 
obSolete. or no longar needed. 
(AuIhor1zad N1-52So95-1 .) 

Thase tu•• canno1 be 
reUred to the Record," 
e ,enter. They mu.t be 
held In current program 
until they are 
destroyed. 

N/A 

-
202....-0 . Electronic mall and word procelslng rec:orda used 10 

generate record, covered by I....... end b. 

-

Temporary. ' 
Dellroy/delete within 180 daY' 
after tht" record copy· ha • .,.," 
produced. 
(AuIhor1zad N1-62So02-1) 

The., 11181 cannot be 
rellred to the Record_ 
Center • . They mutt be 
held In current program 
untll they .... 
d••b'oyOd. 

N/A 

203 Public Affaln . 

203' 1 . PubIIq AIIjIItI DltBqUvu - DlrectJvas that prMCriba 
NRl>wkte pubic alYan progrllf'nl a~ pot.au. 

203-1 ... ~ 01.RlOOrd (Oftloo of CorporolO 
Communk:atlona). 

PermanenL 
Review after 60 Y'" for 
declusltlcatlon and pOSllble 
tran.r 10 NARA. 
(Author1zed N1-52So9So1 .) 

Hold In currant lie area 
for 1 Y_ before 
lranlrening to the 
Recorda Canlet'. 

CUtonnl•• 
altho end 01 
Iho CY. 



.-

tJHCLABSlrIBO 
:nt2004n 

Itlm Cutoff 
Numb.... Inltrucllonl 

IOthe, 'mol bel Nt" 
ntllred 10 the R-.I. 

or no longer Center. They mult b, 
(Aulholtzed Nl-S25-95-1.) held In CUf1"8nl progrwnI until they are .' 

203-2 Prty BtIftU. - NRO ..Iued praM I 

omoe ,of RtCOrd (Oft\oe of I IHold In current ftIe aiv. 
Communlcat\o,...' aner 60 Y'I'" for 10r 1 year before 18t the arid or 

p_bIe 
o 

tran,fentng.tothe : the CY. 
:, HAM. ' RecordI Center. 
.... --- -- 1.1 

Other omcee. I~3-2-b . I 	 I~ ---" In- niH cannol be INt" 
f when 8Upeniedld, retired 10 11:'18 R,cordt 
le, or no longer needed. Center. They must be 

(Au- Nl-52!>-95-1.1 heklln cuneol program 
, area untillhey are 

d..lroyOd. . . 

203-3 NBOPipduoId Nt""" -Periodic newalette,. . 
" 	 ralaUng to or reporting on VlrtOUI NRO prog...me . .  _ ac:IIv_. (Including RECON and IImIe, . ' ..' 


I"ulntaa.) Newalette" are not used to promutgate 

omclll polk:y. 


203-3... Ofnce retponelble for preparation. (e.g.,·omce of  lRUT111lCUiient1 l .... 	 ­Corporate A. . •.••. - _. for 2 yaare before . at the enji of __1bIaY"'" for 

.. . 1ran.len1nglOthe 
Records Center. 

I"'" CY. ,. 

-y. 	 I Melle ",. cannot be INt" 
when IUPlrHded, I

I 

retired to the Record, " 
t, or no kIngIr needed. Cenrer. They mull be ' 

. . N1-525-95-1.) iheld In current program 
... thay are 

tJNCLASsirIBD 15 



" 

1JHCLASBIPIBD 
,%1I2004D 

Itlm 
Numb.r. 

O••crlpUon of Record, Authorizld DllPOI'UOR Retlr.m.nt 
Inlrn.ctlon. 

Clllotl ' 

203" SptICbu - Text or tranlCl1ptl of apeet;heI made by 
the Onctor or other Sentor Offtcenl aUlhortzed by 

. the OIf8dor to speak for the NRO. , 

203..... omce 01 record. Plnnanerd. 
Review after ISO year. for _ ..,ncallon and _1bIo 
transfer to NARA. 
(Authortzod N1-525-95-1 .) 

Hold In current file area 
for 1 yaer before
""'termg to the . 
Record. Center. 

Cutoff III•• 
at the end of 
the CY. 

203..-1> Otheromcel. . ' 

. 

T.mporery . 
Dellroy when auperl8ded, 
obldal., or no longer "Ieded. 
(Authortzod ';1·525-95-1 ,) 

' 

These nlas cannot be 
ntUred to the Record, . 
Center. They must b, 
held In cunnt program 
area untn they are 
doalroyed . 

NIA 

203-6 

. 
PnIM InIBMtWl • Trenaa1ptl .and other recon:lt 01 
Ir)tervtawl of the Director III1d other Senlor'Oftlcere 
authorized by the Director 10 ...."" lor lho'NRO wIIh 
represent..th,•• of the media. 

203-6-0 0111", 01_ (0IIIce 01 Corpo_ 
COmmunlcaflons). . 

Parmanent. 
Review .ft8r M )'UrI .for 
ded...mcatlon and pou"
transfer to NARA. 

Hold In C\lT8nt fie erea 
for 1 yur before 
......Ierrlng 10 tho ' 
Record, Center. 

CutoII_ 
at the end of 
tho CY. 

NI-525-95-1 .l 
203-5-1> OlharOmCH. T.mpor~. Theal tiles cannot be NIA 

. : • 
. . . 

Dosiroy when ..."""oded, 
ob8olel., 01" no lOnger needed. 
(l\utIIorized NI-525-95-1.) 

~Ured to the Record, 
Cenler. They mult be 
held In cunent pnxJl'llm 
area dlthey .. 
'doolroyod; , 

, 
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203-7 

UHCLUSIJ'XBD 
XII20 0 40 

Item De.c~ptlon 0' RlConl. Authorized DI.po.IUon Retlrem. nt C;ulofl 
Numbe,. In.tructlon. 

203-e Public AITII!I·Mmlnlarnrrfytp BIt. - Recordl .reletlng Tempol1lry. The.e file. cannOi be N/A 
10 \Ilo doy-l<Hloy admlnlobollon ., public_irs Deatroy when . uporudad. retired '0 the R,ecord. 
prog"ramlJ. (Included are medii eontacle lI, te. oopt81 -obtolete. or 110 longer needed. Center. They mu.t be 

203-7 .. 

203-HI 

~ 

ot neweletler1i and other InformeUooat pubiIcaUona. 
rouUne eorrelpondinc. with Ihe general public • . 
awardl, lettelll of appredaUon, cormtfnee minute., 
reports, lI. ts of volunteeT'l, partnershlp.C:!ocuments, 
atc.) 

CojnmunJtv Strdct PtPanw fill. - R~rd. relating 
to the day-Io-day admlnletration of programa 
InvoMn" community eervIoe. (Induded era the 
origlna' partnershfp docurnenll, agreements. lettera 
of appreclaUon. oommln8e meeting mlnula8. general 
conwponclence, volunteer apectafty ..... and 
refereflce matenal. etc.) 

Rocordkaaplng copy 

Ektc:tronk: mllM and word ptOOHIlng record. UI8d 10 
gener.te record. C10Vered by 111m 203-7... 

Logl, I""'" Lllllon . 

(AuthoriZed ~1-52S.95-1 .) • 

• 

Tempo,...,. 
Oeltroy when 8upernd,d. 
oblolece, or no longer needed. 
(I\uIhor1zad N1 -52S.00-1.) 

. 

TempO",,-.  
08ltroy/dllete within 180 daY'  
aftar the record copy .... been  
produced •  
.(Au1ho!1zad N1-52s.oo-, .) 

held In eurrent program 
area until they are 
delln>yed. 

I 
I 
• ! 

, 

, 
NIATheM fII8I cannot be 

reUred 10 the R8CO{d' 
center. They mu.' be 
held In current program 
area ....uI1t..y. are 
destroyed. 
Theee file, cannot be NiA 
retired to the Record. 
c:a_. They muat be 
held In current program·, 

dee"':'-=~d.1hey ... 

, 

UNCLASSIFIED 
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UHCLU8IJ'IatJ 
. :l1I2004D 

Item 
Numb.... 

Oeacrlptlon ot RecqRlI : Authorized Ollpolltlon 
. Retlremant 

Inatructlona . . 
CulO" 

204·1 LtgI,IoUyt PtPgram BtcontI - Correepondence. 
memoranda. teporll, copkte of Ie·gl.latlpn, R other 
record, ·accumulated In connac:tlon with NRO· . 
legI.lllllve lialaon. (Included are recordI that perlaln 
to Congreaelonal overalght of NRO actlvltlel and . 
prOQl arne. (Inctudfng reapon", to quistlone poled 
by overalght commln •••, propoaed legillation 
atrectlng or of IntereIt .tq .NRO, and "'-lualllcaUon of 
NRO budgellapproprtatlon requeetl tOllhe Congr ... 
and Itt commlU...:, . 

. 

. 

204-1 ... OftIco 01 ,"""'" (ROM). 

'. 

P.nnan.nt. 
Revtew after 50 yeera for 
decla..lftcatlon and poulbla 
trwlafer to NARA. . 
(Aulho_ NI-S26-9&-1.) 

Hold In currant nle ar.. 
fo.. ·1 yew before 
tranafeiT1ng to tha 
Roe<>r<fo Center. 

Cutoff nl•• 
altho end 0/ 
the CY. 

204-1.0 Olher otncea. 

. 
Tempo_. 
Dastroy whan 8uparaedad, 
obaoIale, or no Iong8r needed. 
(Authorized N1-52&-9&-1.) 

retired to the R,cordl 
Center. They muot be 
held In currant pro~ram 
area unal they .-e 
dellroy.d. 

The,. ,... cannot be NJA 

I 

Z05 FOIA, PA. _ IIDR 

205-1 Coptt. ofBtlta!td RtcOCdt - Copfel of doQ,Imenla : Tempo...,.. The.. 11.. ClM"lnot ~ NJA 
rall.sedln whol. or In part unclar FOIA, PA, or Oeelroy when l uplnalctad, retired to thl Recorda 
MDR. obsolete. or no longer needed. Cent .... They muoI be 

(AuIhottzed N1-S2&-9&-1 .) held In currant program 
..... until they are 

.' . 

205-2 EOIA !IOd' PA RtOOI1l • Recurrtng report. N on. 
ttme Infomlatlon requh"ernentt relating to NRO 
Implemfntltlon of FOIA and PA. ExclUding emusl 
repot11 10 the Cong..... a' the departrnantel Of 
agancy level. 

Temporwy. 
Deltroy when 2 y ..rt old. 
(Authorized GAS 1~ 110m 14.) 

Theel fUll cannot be· 
retired to lhe 1'1"""",. 
Center. They mUll be 
held In currant program 
.re. until they are 
deitroyed. 

NlA 

. 
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Numb.... 

lnder the FOrA 
PA, conelltlng of the orIglnl' reqUIst, 8 copy d 

the reply thereto', and all related luppol1lng fll.., . 
_ may Include 0_Il10 oopy 01 1*1_ 

the rbrda 

aeco.. 

. and 

yea.. _-dole of 
reply. 
(Authorized (lRS 14 Ilem 11..• 
~ (lRS 14 118m 21.1.) 

D.,troy 2 y&8ra after data of 
fOPly. 
(Authortzed GRS 14 hem 11-2.... 
& (lRS .14 118m 21-2.... ) 

authorized under 
·a"orb. 
. GRS 14 Item 11-2­

In.tructlon. 

rellred to the Record, 
Center. They mull be 

In culT8n~ program 
ooUI they are 

11>0 

after date of for 1 year bafore 
__ ,,'1" lranIfentng to the . 
(Authortzed ORS 14 Item 11-3- Record, Center. 

UNCLASSIP'XBD . 

at the and ot 
IhoCY. 
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trHCLUSIJ'IaD 
1:IQOO4.D 

Item 
Numb.r. 

o.lertptJon 0' Recordl Authorlud Dllpolldon 'Retirement 
In"ructlona 

CuIoII 

205-3+3-b Requ.l t appealed. Temporary. Hold In eumml me area 
Dellroy .. aulhortzed under tor 1 year before '. 
Item 205-4. tl1lnafen1ng to the 
(~d GRS 14 Item 11-3· Recorde Center. 
b. ' 

Cutoff nlee 
altho ond 01 
tho CY. 

205-3-1> omclal nla copy of requeeled recorda. Tampo,..ry, Theee 1'lea cannot be 
Dlepo<o olin accont_ with redred to the Recorda 
approved dflpoelUon InItruction ce........ They mu. t be 
for the related records, or with held In eurrent program 
the relaled FOIA Ind PA . area untl they are . 
requalt, .whlchever II later. deI1royed. 

, IA..horizod GRS 14 Itom 11-1>.\ 

NJA 

• 

205-<1 FOiA Itld PA ApgtaII • FUel created ... rnponcllng 
to Idmfnllttattve appeals uri~r the FOIA and PA for 
rel.,.11 of InfonnaUon denied by Ihllll agency, 
COOIlltlng of the appeleor. leiter, a cOpy of the reply 
thereto, and rel~ l upportlng documentl. wtltI;h 
may Include the omelel me copy of record, under 
oppeoI or copy thereof. ' " 

: 

I 

205-4... Corre.pondenee and 8upportlng docuniente. 
(Exdudlng tho .10 copy 01 tho ,_ undot' 0_1 W 
I\Iod heroin.) 

Tamponry. Hold In current nla area 
Dellroy e yeal8 after final for 1 year before 
cteten:ntnatlon or e ye ..dar trarwtemng tp the 
the time at which a requMtar R8CXIf"dI, Center. 
coutd file lull, or 3 yearI after 
final edJudIoa1lon by COUI1II, 
wtilchever 18 Isler •.. 
(AutIlorl~d GRS 14 It om 1:k.) 

Cuto" fila. 
at tho end 01 
tho CY. 

205-4-1> omelal tile copy of recOrda under appeal. 

'. 

Temporary. The.. fll.. cannot be 
OJlpoea of In accon::lanoe with retired .10 the Rec;ordl 
approved dlBpOlhlon Inllrudlonl Cenllr. Thay mu.1 be 
for the related record. or wtth the h.ld In currant program 
relate-;t FOIA and PA requllt. area unUI thay are 
whk:hav8r II taler. deI1royed. 
(Authorized ORS 14 Item ~2-b . ) 

NlA 

---­

2 0 tJlfC~SIJ'IBD 



IlI'ICLUSIPIIID 

111m 
Numb.,. 

205-5 

. 

205.s~ 
, 

205-11+1 . 

205-5+2 

205-5...2-. 


205-5+2-b 

2~5...3 

205-5...3-a 

2 


. 


DelcrlptJon 0" R.cord~ . 

MDB EMu - FUe. creal~ ·ln ftilpon" to reque... for  
Inforinatlon Wlder the MOR provilkM11 of E.O. 12968 

and Itl predeoi"ol'l con.lliing of. the ortglnal 

request, • copy of the reply thereto. a~ aM relaled  
I UpporClng tile., ·whIch may 1nc:Iudo.tho otnclal tile  
copy of requested reCOfdl o~ a oop)'· th~of•  
eorrelpondence .~ IUpportfng docur:nenli. 
(Exdudlng the omdal me copy of the, recOrd,., ftled 
herein ' and eanltlzlna hlitrudlOlll ' If '.6Dlitlbie." 
Grandng aocne 10 all lhe requuted r8corde. 
. 

Responding to requeeta for nonaxlltenl recordII; to 
requ••tal"l who provide Inadequate deisct1pt1one; and 
10 _ who f1IIIlo. PlY ropnlduC1lon _. 
Requa,t not appealed. 

. . 
Requ..' appealed. 

-

Denying __ 10 oil or pori of !he rocordl 
I,..uo_. .. . . 
Requnl no! _.led•. 

Authoriz.d DI.~ltIon· 

r·mpo~·
D••troy 2 yea... after date of  
repl)'.  
(Aulhorlzed ORS 14 llem 31...-
1.)  

Temporary. Thee. flleI cannot be N/A 
o_troy 2 yeai'll after date of reUred to the Record. 
reply. C.nter.1he)'mUllbe 
(Authorized ORS 14 lIem 31-2, held In cunent proglllm 
e.) area until they are . d . 
Tampo...ry. Hold In current at. area CUtoffftl.. 
Destroy .. authorized under for 1 yeer be~ at the and of 
Item 205-6. hOIIfentng to the rhe CY. 
("'ulhortzod ORS 14 110m 31-2' Recorda Canter. 
b.) . .. 

Tamporary. 
Destroy 5 years after date of 
reply. 
(l\ulhof1zod GRS 14 Itom 31-3-..) 

Rellt,mlnt 

In.truetlon. 


TheI. tllee cannot be 
retired to the Record,' 
Cenler. Th8y mull be 
he~ In current program 
area unU! they are 
dlelroved. 

HokIIn current ftla arae 
for 1 year before 
tranaren1ng to thl 
Recorda Cenler • 

Dl200tD 

CUIDIf 

,N1A· 

.  

CU1of1l11.. 
attha end of 
thl CY. 



", 
OKCLABSIPI BD 

IK2 00 4D 

II.m O.,crlpUon of Rlcorda ~uthOrl.l.d DlapoIIUon Retirement CulOfl 
Numbe,. In.truetlon. 

205..s..~b . Reque,. appealed. Temporary. Hold In current tile are. Cu\otII\Ie. 
Deatroy .a euthorlled I..Ilder "lit the end of 
"em 205-8 . . 

for 1 year before 
tranlfamng to the the CY. 

. .Rocon1a Cen1ar.\'r'Oftzed GRS 1. 110m 31-3­
b. 

205-5-1> T.mporary~O~ctarftla copy of requa.led.records. Tha.. ftle. ClMol be NfA 
DIspose of In aocordance with 'retlred to the Rooordo 
approved dlaposltlon In.ltructlone Center. They mUll ba 

. held In current progI'Im 
the retated MOR requaa', 
for the "'l!Iled records, or 'A1th 

are. untH lhey are 
whichever I, later. dellroy.d. 
(A<Ohor1zed GRS 14 110m 31-1> .) 

I 

205-5< SanUtzlog Inltructlonl. . T.....,arary. "These fllee cannot be NfA I 
Dellroy when lupar.eded; or retired to the Record, . when requelltd documem ..... . Center. They mull be 
.dllClllllfted or destroyed. held In currant program 
(Authorized GRS 14 Item 31~. ) . 81M "until they are 

de.1nMK!. 
205-8 MOB ApR"" EI/oa - FilM created In responding 10 .admlnlllratlve.appe:aI, under the mandakMy review 


PfOVioton.oI E.O. 12958 and I1a ,,",,",,""",,", for  .ral ..... of Intonnatlon denied by the aganey. Fllea  
oonete' of Ihe appelenr l tltler, I copy of IhII'8p1y 

thereto, and related l upportlng documents. whtch 

niay Indl.l!:le thl ofIIclll Ne copy of reoordl under  
.....1 or <00._'. . . 

Cutofffll •• 
(Excluding the olllclol II. copy 01"'" _. under 
Correspondence a nd i upportlng documl nts: Temporllry. Hold In current fill area2015-6-8 

for 1 ye.,. before et!he end of 
Ippeilif filed h ....ln.) 

De.troy 4 )'UrI ....r ftnll 
the CY. 

(Authorlzed QRS 14 II... 32-<1 .) 
detennlnaUon. tranaferrfrlg lc? ,the 

Recordl Center: . 

ONCLASSII'IBD 

ET 
22 

http:PfOVioton.oI
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Numbe,.. 

to _II. (Including 
record, IIsling dtta, nature. llind 

and name end addrau of 

Dttpoa8 of In acoordance wtth " 
approved aglncy dispOsition 
InIIInK:tIona for Ile related 
records, Or with the related MOR 

1.lliter. 

v.- Inerda• • 
(AUlhorl;odGRS I' 110..334"1 

In.INctlon. 

retnd to the Rec:on:fs 
Center. They "roos' be 
heklln QMT80t progI_" 
area uptI1 they ere 
doltroyed. . 

.'!he 

oe.troy 6 )'811'1 aftar nnel action for 1 ylar before .t ~e Ind of 
by the "lionC)'. ....,ontng to tho . the CY. 

·1 (Author1ud GRS 14 .11om 33-1>.) _.·centor. 
I ?N:.....IlI MOB BtpodI flit, _ Reporta reldng to agen:::y Tempo,.,., Th....... 1111- ...........t _ UI.&. " 

Impiemonlotlon of the _OIl ravlow proYIotono Dootroy whorl 2 )'Un old. 
_. _ ............... -nd Ita predecellora. (Including (AUthol1zed ORS 14 118m 34.) . .. 

MOB.4daJiIUtnIItJ( EIIN - Record. rellIIng to thl T....pO,.,. 
Qenerallmplementatlon of the mandatory revtew Deelroy when 2 years "" old. retired to the Record, 
provl~ of E.O. 129!58 ond Ita p_. (AuIhortzed G~ 14. Item 36.) Cenlor. They mull be 
(Including notIcee, memoranda. correepondenca, held In current program 
and relatld record••) erea un1ll they ere " 

URCLASSIrIBD 

.wuRU 
23 
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lll'fCLUB.IrIIlD 
11I200'D 

Itam Ollcrlptlon of Rlcord, Authoi1&ed DJapoatuon Retirement CUtoII 
Humblrtl In.truc"on. 

208-1 MotJoo Pld.u,.. lag: ~12 R.amllnQl.:M. t!lBQ
AcQvIUt. ' Molton Pk:turet and Video ,Recording. 
produced or acquired by NRO pertaining to NRO .progranw and actMIfN:. Induclad are_program .
overvlewl, documentar1ee, recordlngl of .. 
oonfarences, and reoordlngl that depict k!!llY actlvIU••  
In the ~ and depIoymont 01 

reconnaillance IYIllmt Including launch,•. Also 

Included Ire production "_ IhIIt document the origin  .'. and development of audovteu" iecon:I, and any 
flndlng aida.) Ex~lude record, covered by ltema 105- . .
1. 206-2.80~. 702-1-• • 804-3. and 1.201-2. . 

Cutoff ftl,.2Oe~1 .... omce of record (primarily M8&0), but for lOme . Hold In current 1I1~ ..... 
. production., program omoae may be oIIca of recOrd. Review after 50 year. tor . 

Panna"'"t . 
for 1 year before at bend 01 

. ~ecI..IfI~'oo and poellble , the CY. 
transfer to NARA. Note: Durtng 

transf9rrino to the 
R8<:Ofda Center • 

• n:I1IYOI _log NARA may, 
destroy ~~,det.rmlned to ­. be laelOOg hlltoftcal value . . 
(Aulhorlzed N1-G~5-96-1.) 

208-1-1> NIA 
_ 10 tho Roconlo

Temporary. Thase IU•• cannot beOther oftlC81. 
Deatroy whon lUpOIHded. 
obiolete. or no longer "..ectad. Center. TheY mull ba

held In WIiont _rem(Authodzad N!-525,95-1 .) . area until they are 
do.....od• 

. 
N/ATheae fin cannot beTemporary.205-2 BowtIot MoCIgn PIctwu and Yldto R*gmtinqI ­

retlreid to the Records 
rouUn. award. ceremoill .. and aocJlII lvenla or . obaolate,.o< no ~ neadad. 
·Motlon picture. and video reCordings ttI.t depk:t OMtroy when l upereeded, 

canter. They mua\ be 
pertain to Intemal tnllnlng and manag,rpent scOville. (AuthorIzed NI-525-9&-I .) held in current program 
that do not raftect dletlnctlva NRO pt'OQrarN and are. untlilhay ere 
• ctMU•• (e.g., \nIInlog In Equal Emplo)/ment -"". 
op~~rtunltv (EEO), Interp~r:sor'l. 1 conimunlClUonl, .' 
atc. . 

UHCt.A.BSIPIBD 
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200-3 

200-4 

206-5 

Item 
Numbe,.. 

200-3.­

.  
200-3-b 

-

.. 

206-e 

UNCLUSII'IBD 


DeacrlpUon qf Recorda 
.. 

Authorized Ql apoal~on Retlremlnt 
IhltrucUon a 

$WI PlctUfU of NRC AcUrIIIt. ~ Stili pk;tur .. that 
depict dllIJnctlve NRO programa.."d ectIvttlel. 
(Included are negative, print, and caption, • well •• 
ony ftndlng ald • . ) 

Otnoe of reoord. Permln,nt. 
, Review after 50 yeo,. ro.-

deel8llm~t1CSn and ponltM 
Iran,fer 10 NARA. Note: DuItng 
archlv.1 pfOceulng NARA may 
dOm>y r-oc:<>m dotennlnod I. 
·be:llCklng hlltorlcal value . 
(Aulh.1Izod Nl -52~95-1.) 

Other omcea. yamporary. 

Datroy when , uperaedad, . 

ob8Iol., or no longer needed. 

(AuIhoo1zOll Nl-525-95-1.) 


.RguIIot.StIlI Pktucu - Sltll pk:turea hi deptd Tampon".. 
~utln. awarda ceremonl... aoclalev' nta, . nd Deetroy when 1 year old. 
l imY., .ctM.... not relat.l to dlaU~ NRO (_ORS-21 110m 1.) 
programe ·and actIvltlea . . 

.. 

VItmpphlMd M1IfIImtdII ",."",.ftoo.I ­ . Tomporory. 
VlewgraPhI. brfeflng .lIdaa, OCher ·.udlovlsual brtefIng Dellroy when 1- yell' old or 
ald., and computlr-drlvan mulUmedlai prnantaUon. 
used for br1ennga: (Exdude recordl CoVered by 

when IUpa!'l8d~, obaolete, or 
no longer f!Mded, whfchever .. 

Itama 101-~, 901-e, and 1201-2.) later. 
(Aut1or1zed N1-525'95-1.) 

Hold In current ml Ire. 
for 1 year before 
tranlterrtng to the 
Record, Center. 

. Theae ftl.. cannot be 
retired to the Recorda . 
Center. They mUit b:e 
hold In curron! program 
area unal they are 
deltroYad. · . 
r...........- .. 
retired to the Recordl 
CenIe<. TIiey muo1 be 
held In cummt program 
8I"8a until they Ire 
deltroyld. 

Theaa 1111, cannot be 
ro1l!od .10 Iho Reccirdo 
Center. They muat be 
hItd In ~nl program 
area unUl .d'tey are 
do.lioyed. 
Hold In cunnt tile. areaTlmponry.ampblCl PI12d!ItifIgn Btopa1t - Record. 
ro.- 1 year be,":'. ccumulated In the preparaaon of graphlca: Recorda: Oo'''''y. when 3 yeo,. old. 

ere held by unlt~ rllponilble for produdng graphics (Authorized N1-525-95-1.) . . tranl fen1hg to the 
. Recordl Canter. for ule by other NRO otnoee and Induda hard and 

eoft COpisl of vlewgraphl . endR, and other graphics. 

/ 

It J 

l112004D 

Cutoff · . . 

Cutoft fill' . 
at the end·of 
thl CY. 

N/A 

. 

NlA •I 

, 

NlA 

Cutofttll.. 
.. the end of 
the CY~ 



OHCLA89IrIG 
111200.D 

, of I Cu_Itam 
Numb.,.. In.truelton. 

___ CI and IPoIfera. -1 208-7 
IlIIlupport 

___... -: __ lOr ollplay In NKU facilities. · Note: This  
1 
ham does not axdude the requirement to rnUlteIn a  
copy of the poeter with the colT8spondlng l ubJect·ftla.  

•wi. be ...,. by IN1A3IONRO. 
-.-. :----"­ I)NARA.on 

oommemoratlons; and other mIeIIo~rel.ted 
Traneter two coPle' of each 

an •• needed buls.~ potter In original fonn 
subf_cts. upon publcaUon to 

MS&OIPSQ/IMD/RMC. 
Aulhortzed ~ 


208-1-b 
 Posters relating to routine eventla .ubjec:tt; Temporary. I ThMR fIIell cannot be IN/A 
common to molt agencle., auch a. aavlnge bond 08ltroy whfin two y..... old. 
campalgllI. CFC compaIgm. blood drlwe. end EaItIef dI,_I·11 aulhortzed W Cente,. They ....1be 
health and ..fety education prograflll. record... no longer naeded for hald In cunent program 

NRC bu.I,.,.... .... until they .. 
. 11 

Thl.. til.. cannot bel N/A 
rouI/n. _. Iayoutl. pro~ old. retired to the Racordl 
graphic material. Eal1ler dllpoealls authorized tf centar. They lTlult ~ 

s .a Jl) kInger needed for hekt In culT8llt progmn 
NRO bUl lnen. ara. unUllhey are 

I • • •• N1-521>02·1) IdHtroyed. 

UHCLASSIJrIBD 
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300 Budget and Finance 

Records covered In this serle. perteln to budget fonnulatlon and execution. Includad are consolidated budget estlmat~. and 
justlflcatlonsfor the enUre NRO program and related working papere, budget estlmates prepared by Individual NRO . 
components, reports that documenlthe apportionment and expenditure of appropriated funds, accountable officers' mea and . 
ledgers, appropriation ellotments, and other expenditure accounting record.. . 

Numb.n 

Budaet PoIJcv File. -
g.....",1ng 

end admtntetratlon u well •• 
a.peete or NRO program. end opendlon. 

IG!II. • Ro<ord. 
I 10 the pre.,.auon and eubmllitoo 01 .....' .. .. .I.Idgel eatlmtltee and Ju.tlnc.tlone. \1r:tQUQ80 

111'8 the Congreis,lonal Budget JuetlftcaUon Book 
(CBJB), eehete., juettncetlon" budget guidance 
document., subml••lon. prepared by NRO program 
ollce., .nd rolaled Idloduleo and dila.) 

01~2-e IC'BJ 
()1_2...1 Rae 

_ after 50 yHIO for 
dedaaatftcatlon .nd pONRJle 
tnlnlfer to 

Oeetroy when 6 yeanl old. 
ElI1Ier dl.poaal I. aun,orlz.ed If 
aupereeded, obllOlete, or no 

needed. 

In.lnactlon. 

tolh<i 

for 1 VHr before 
tnll)lfentng to the 
Recorda Center. 

.ro. 

for 1 year before 
tnlnlfentng 10 the 
<;eroer. 

at the end of 
CY• . 

attha end of 
the FY. 

2 7 UHCLASBIPIBD 
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ONCLa.88I~IBD 
11I200t D 

--liim- . D ••crtpUon of R.cord.· Authorized Dllpolltlon R.tlr.....nt CutoII -: 
Numb.,. •Inltructlonl -

·Cutoff ftI.. 
Relllew _ 60 yeIIfO !or

301-2..f>1 PI,"",.n. n'. . Hold In current me .....OIIIco of reconl (ROM). 
at Ill. lind or 

decluellCltlon and poulble 
for 1 yew befote 
....ferrlng to lhe Che FY• 

transfer to NARA. Records C.nter. • fAuIl1011zed Nl·525-95-1 .l . 
301'2.0.2 QUwomcea. Tamporwy. Hokiin current tile area CUIO"_ 

at tha end of 
Ear1ler disposal II .uthorlzed if 
Cestroy when 5 years old. for 1year before 

tha FY. 
superseded. obioIale. or no 

lransfemng to the 
Rec;ooIa CenIer. 

longer needed. I.)
AuIhOIIzod N1-525-95-1 . 

301-3 Cutoff 1IIes 
In o~. l'8II~bI. for pr8fSarlhg budget altlmal... 
Budget Woddna FUel • Working p.pa ... accumulated Tampol'llry. Theee 1IIai cenn01 ba 

al the and of 
(Indudad _r:e COlt .tatemenll. raw datil. c:omputer. 

retlr"id to Iha Record,O..IrOy_ ~ed. 
~.FY.obeolete. or no·longer neacled. C......,.. They mul' be· 

ganerated reporta on expandlture8. arlcl other (_ad N1-52~95-1.) held In current program 
record, ulld 10. prepare budgel ntImetea and area until they .... .. 
jull.COUono.) .doalroyed. 

BueI.... ExecuUon 302 
31)2·1 Budget RtpgIft fIlM • Pertodlc r.po", on the .tatus  

of __..- and oppoo1Ionmonl 


. Cmotlnl ..Annual report. T. mpol'llry • Hold In c:urnmt 111......302-1" 
atth. and 01 

. 
for 1 year befo ... O_troy when 5 yaai8 old. 

!he FY•.(AAIII1ot1zod GRS 6 I...., 3-a.) banlferrlng to the 
_ConIar, 

Cutofl' fila.· . Hold In cumtnl fila areaAll other raportl. Tamporary. 302+" Ial lt1.a~ ofDHtroy 3 yen after tha and of for 1·year before 
the FY.lnlnor.ntng 10 lila1110 ...... yeor. 

. . (I\uII1orIzed ORS 6 Ilam.3-b.j' ReoordI Center • . 
c utoff fUaaTamporary. Hold In currant 1IIa areaBudgtt AQpottIQnatsnl EIlt, - Appo~onmant and302-2 

Do~ 2 yen ollar Iho _ at lila and 0/ 
obNSallon. under each authortzed appropriaCIC?"' 
re_monIlICheduloo prcpollng quar1er1y for 1 year before 

tha FY; 
(Authorlz.ed ORS 15 lIam 4.) 
of fMI n.caJ year. lnlnoferrlng 10 1110 

Racorda ~lI!nter.. 
303 Accountabl. Offlc.", Fila. 

' .. 
. 'S'~U ­

, 

2 
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s~ ONCLABSII'IBD 
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Numbe... 

linDlJlal FUndBlu 
DMOoy 

other lupportlng documentation on money 8IIlpned I(Authorized N1·52~9S-1.) 
for .mell hOU'8k~.p'ng expenditures. 

In..ructlon. 

..UtedIoIheReCOfdo 
Center. They muat be 
held In currant 

AcOOuniai=JI... . , I, . I de!!royld. · ·1 . .... 
and 3 month, accounts maintained In the NRO for .I~ ludn. 

conalltlng of .tetemen. of trIIneadlonl, .tatemente 
of .ccounta~lIy. coUedIon achedUe'; collecQon 
vouctiere. cI,btnemlht lChedulea, dl'burMment 
voucherl, and all other Ichedulea and vouchera or, 
documentl used .1 ac:hedul•• or vouchen, 

I(~~;~dll:'·l':)'"1. I ReCOfdo 
lito 

. . trehoporta1Ionrecord.. ,Under 8., 
IIJ>1l<OYOd by Gonerol 

omco (OAO), certain rocjulrod 
lupportlng vouchers. andIbr lChedul•• 

the alta audit recordl. Th... record. 
only ~ bUc ftnandal tran~, monay 

and money ~d out or deposited In the 
Stte audit recorda. Include, but 
SIancI.-d and OoUona Form. 

AlIa 

traneactlon. and 
tupportlng vou:hera, lCtIedUlal, 

not covered elMwhere In tN. 
freight record. ,covered by 

t year old. 
GRS e lIom1,b.) 

r 

Irettracl to the Record. Iat the end 
Center. They must be the FY. 
held In «UT8nt program 
area until they Ire 
destroyed. 

UHCLASSIPIBD 
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Number. ' In.tructlon. ' 

yeare .,d 3 month. 
after audit. 
(Authorl&od N1-025-9$-1.) I Recorda 

ot ""end.,
tha FY. 

yewafteroxcopllon . reUred to the Re<:ordl 
repoI1ed .. cleare.d by center. They mult be , 

held In current program 
(Authorl&od ORS 8 Item 2.) area unOl they arelUAU. 

Cttt1IIIcaIH a{];eIfJfII1IfII1iBM& 

.tatement. lind 
record•. 

after date 01 
HttIemenl. 

(Authorized ORS 8 Item 3-0.)  

luboequem 
.....m.\1I I. 

received. 
(AuIhor1zed ORS 8 Item 3-b.) 

dePOI" of fUndi. (Including old. , 
and C8f1tftcetel Of dapoll., 

Covervd by I"m 303-1 01 

FedertJl PelBOlJnel SU/8tV Bond FUn. 

adorney. yeanl after end of 
bond premium period. 
(Authorized GRS 8 Item 

lor 1 y_ be10re 
tnlnefentng to the 
Recorda center. ' 

~. ~.-. 

~Ired ,to the Reoorda 
Center. They 
held In ClJlT8nt program 
.... _1hey." 

IRecord .. Center. 

ton y.ar before 
trenlrentng to the 

8188 
at lhe enA n' I 
the FY. 

R.oo~ Canter. 

ONCLASSIJ'I.BD 30 
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Item Cutoff ,D..crtpdolJl 0' Recorde ' , AuthortuCi Dlapolldon Retirement . . . ,Numb.,. Inatructlonl-

OCher bond file • . Tempo....,. Hold In a.rtenl fll, area Cutot! nta. 
DeetrOy when bond become. 

303-7-1> 
for 1 year before , It the endot 

inactive or after the end of bond lran.fnng 1o th8 the FY. 
premium pertod. ' R_C....... 

- Ir.....IhOrl1ed GRS 'S Item 6-b.) 
303-6 GtIOllnt SoIg 77cAwI,. ReoordI ,.lellng to T_.-y. CUIOrr fII8I 

aVlllabllity, collection, cu.tody, and deposit of fundi. 
HokUn currenl fila .. 
for 1 year before at the end of 

(1nc\ud11lQ! 8PPfOprlirtlon WIlT8ntl and cei1lftca1.. ~ 
Deatroy when 3 yea... ~. 

tho FY.lAuthoftzedGRSSItem7.) tran.fen1ng to the 
depoen, othel: than Ihoee recorde covered ,by Item RecordI Canter. 
303·1 of thle achedule.) 

Temporary. . Hold In currenl file area CuIofT mil 
avaUabUlty, collection, C:Ullody, Ind depcilll of fundi. ' O_troy when 3 va.... old. , 

303-9 loJeOhQOt loU nCUta • Reoorde reI~.to , 
tor 1 year before at the end of. 

(Includtng appropr1a~ warrant. and cer1lftc1tee of (AuthorI1ed GRe 8 Item 8.) tranltemng to the tho FY. 
depollt, other thIn thoee recordl covered by Itlm Recorda Centlr. ' 

• 303·1 of IN, IChadute.) 

damta1lfnlUm Clalma FIlM.3O~-10 

Tlmponry. ,,' , Hold In current me araa303-1 CHI Recorda rel~~n" 10 c:laIme against the U.S. for Cuto" ftlel 
moneYI which hlva been mrnlnlltraUvely (1) Deitroy whon 8 y..... and 3 at the end of . 
dllallowed In lull or (2) allowed In IUII« In pe~. oncI 

for 1. year before 
_old. lraneferrtng to the tho FY. 

Recorde Center. 
c:falrnl_ by oub Item c bIIow.) 
to final payment of the amoun~ ~arded. (Exclude . (Auth9r1ud GAS ' ,Item 10... ) 

Cialma by the U.S. aubJecuo the F~~ Clalme "303-1~ ,Collection ,8tandatdl and 28 U.S.C. 2416 or 31 
U.S.C. 3718(c)(1). ~8icordn.latlng to clalme for  
money or property whk:h were IIdmtnllltrllttvety  
determined to be due.and owing to the U.S. lind  
whJch arelubJld ~ the Fed....-Clalma CoWeetIon  
Standard, (4 CFR. Chapter II). (Exctudl ctolml  

.covered under sub hem c below.) 
Hold In current me area CutolT ftIeI 

oompi'omll. agreement PUf'i,Ulnt 10 4:CFR P1II1103. 
Temporary.Clalml which were ,paid In tun or by ~ 0' II303-1~-1 

al Ile..,d of 
months okf. 

for 1 year before Destroy when 8 yeara and 3 
....ramng.to Ilia Iha FY • 

(Authorized GRS 8 Item 10-1>-1.) Record, Center. . 
.Clalma tor which c:oflecUon acHon hal been 

terminated under 4 CFR Part 104. 
303-1~-2 

OltCLASSIPIBD 31 
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Itlm D..crlptlon 0' Recorda Authorlnd Dlapodlon R.........nt 
 eutarr 

Number. Inetruetl9ne 

303-10-0-2-8 ClalOll for which the Govemrnanfa I1ght to collect Temporary. Hold In curT.nUlla ..... Cutoffn,•• 
WIll not extended. DestrOy 10 yee,. and 3 monthl for 1 year before at the end or 

lifter the year In whldllhe trenafemng to the 'he FY. 
Govemment. rtght to collact tlrat Reoorde Canter.; 

..-.~Iho_ GRS e Item 10-1>2· 

303-10-1>2-1> ClaIm. fot which the GovemmenI II aritttled (per 28 The.. tI•• cannoI beT~. . Cuto"Nee 
U.S.C. 2416) to additional time to Initiate legal ,dlon. Oestroy 3 montha after the and reUred to the Recorda .at the and of 

of .he -.clod period. Center. They mutt be the FY. 
(Aulhorlzod GRS e Item 10-1>2· held In current program 
b .) .r.a until thay .... 

do . 
303-10-1>-3 Claim. which tha agency admlnlttrauvely datarmlne Temporary. Hold In cul1'lnl nla ara. Cuto"fll•• 

are not owed to the U.S. after coflecllon actton wu . DeoIR>y _ e ye... and 3 for 1 year before II the end of 
1nJ1IaIad. ....._g 10 the , .he FY.monIho old. 

(Authorized GRS e lIem 10-1>3.) Recorda Cent.r. 

I 
303-1<><: Clal". .... that .re affected by • Court order or that Tempo,..,.. Hokt In current tile ..a CUtoff .... , 

are iubJed to litigation proceeding.. . at the end 01D.ltroy whan the court ord.i' I, ~r 1 year before 
_. HIIgoIIon 10 oondudod. or tho FY. 
when e yeo.. and 3.monIho old. 

"'_"",9 10 thO 
Record, Center.  

whk:h ever Is leter.  I(Au......ed GRS e llorn 10..,.)  
303-11  Wolytr qt CIaImJ fill•• Record. relaUng to waiver of  

claims of the U.S. agalntt a perlon artsIng out of an  
elTOO8OU. payment of pay allowance .. travel 

expen, ee, or reloeaUon expeneel to an employee of  
an agency or. member or former member of the 
 .unlformed'. ervlces or the NaUonai Guerd. (Including  
bills of coftectJon, requ ..te for waiver of dalm,  
,""elUg,llve repcwts, declalonl by egency and/or  
GAO approving or denying the waiver, and related  
record•.) ..  

,-
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Numb.,. Inllf1lctlonl 

nol moy end 3 month, 
approve any amount). the ftacal yaIr 

w.tver was IRICOfdI 

Electtonk;.etDatam ACODUnIIna Svatama 
on 

Prog""".. (Including poymonto
contractore.) 

~1.MkJot7l 
ehawlng debit and 

8lCp11ndll\n8' In 'UI'f'Im:IUY. 
ond 

n. _ . ' 
to the genera! and allotment ledae ... , and 

elHWhere In thle .chedule •. 

retaled ~ Ne, 
In .acord.nee with Iteme 303­
ll1-b ond 303-10<: .,thl. 
It:hedule. 

DIepooIIIon Not Approved. 

8 yetr'l and 3 months . 
doee of the ftIcaI year 

and 3 month, 
oIlhIfIocaIyoor 

,.ured to the Record" . 
Cent,r. They mu.t b. 
hMd In CtM'IlInI program 
Ira. until they are 

for 1 year before 
IranIf.ntng to the 
Records Canter. .... 

.tth. end of 
tha FY. 
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Itlm 
Numb.,. 

D.,cl1ptlon of Recorda - . Autho~.d DI.~ltJon Re'lr'Iimlnt 
InltrUctlonl 

Cuto" 

304-4-.11 Ortginel rec::ordl. 
-

Tempo,...,. 
Ooolroy .__ 3 Y'" old. 
(Authorized GRS 7 110m 4-0.) 

Holefln current ftll araa 
forI year_ 
tranlfen1ng to the 
Recorda Center. 

Cutotfftlee 
at the and of" 
the FY. 

304-4-1> . Ccpin. .. 
. 

Temporary. 
DHtroy when 2 year. old. 
(Aulhoftzod GRS 7 110m <lob.) 

. . _---­ -

TheI, "'" cannot be 
rtUred to the Recorda 
Center. They mult be '" 
held In current program 
area unUi they are 
de1Ilroyod . 

HI... 
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400 Contracting, Procurament, and Loglatlcil Recorda . 

Records covered In this series ·perlalns to conlraellrig, proeuremenl, and loglslles operallons, Including lransportallon. 
Included are eonlraet Hies and othar recordsrelallng to Ihe conlraellng lunellon, records ihal documenf ihe acquisition end 

. accounllng 01 materiel needed lor reconnalssanee programs, flies accumulated In connecllon with the storage and shipment 01 
materiel, and records that document 1l:ansport8l1on missions al\d aellvilies. 

35 

of 

or lermInaIIon and 
of receipt thereof. 

.. 

Review after 50 y..... for 
dedliMlllcatIon and poel lbla 
lranl fer to NARA. 

Dellroy When ouperoedod, 
obtmete, or no Iongar~, 
(Authorized NI-625-95-1.) . . 

(Autholtzed N1-525-95-1.) 

Inltructlon • 

., for 1 ye.. before 
ttonolerr1ng to tho 
Record. Canter. 

retired to the 
Cen1er. They mutt be 
hMd In .current program 

they.,. 

reUred to the Record. 
Center. They mul t be 
hekt In current program 
area unUI they are 

tlNCw.sSZPIIID 
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Item 
Numb.... 

o.lcrfpUon of Record. AuUtorlzed Dllpo,"on .R ..lr ...... nt 
. In,tructlon, 

Cuto!! . 
401 -2-'0 Requeeung ~oee. 

. r·mporary. 
Oeatroy 1 ,...r.,.,. tennk'l1IUon 
of appo\nlmant. 
(_. NI-525-85-1 ·1 

Tha,e N .. c.nnot be 
reUred 10 tha Reawdl 
Center. They mu, 1 bl 
hekf In currenl program 
..... unllilhey are . 
de.....ed . . 

N/A 

401-3 Cuatpmtr BoguIt!mtutt3 Btqzat. - M....ge•• 
notes. 1\l.lue reporta. lpeClftcatlOfll. and other III.. 
eocumula1ed by customer account executJv... ".m 
managere, alid other Ita" relponl lble~ 
de*mInIng whit apeak bmI of rna ImMI 
cu,lomer r.equlremenll, for ·.c:q.llrtng ..,..81811al for 
c:u. IomIn, and for ol1lUllng III U....y oblpmont . . 

T.einporary.
D81troy when eupef88ded, . 
oboOIeIoI, Of no longer needed. 
(Aul!1ortzed NI-525-95-1 .1 

TheM tin ceooot be .
..atnd to· the Reoortt, 
COnIer. They mult be 
held,In ,current program 
.... unal they are 
doo1royed. 

NlA 

401-4 LoqItllcl $un" S"''''RII . - Automated I)'.tem, 
uoed 10 _I'purch_ <II "-rfel.: (lncluded 
• re Infom)atlon on prtorlly of ordlr., .tatua of 
traneaellona, WarehoUM tocaUon, of rMI~. funclt 
available, and , lmll... inilna,..) 

T.~pof1ll'J'. 
Purge datil 4 y..,. after 
oompleUon of lraneacUon • 
(AuIhortzed Nl-S25-85-1 .1 

ThaN Ne. caMot be 
rellred 10'" Rooorda 
Center. They mUl l be 
held In current program 
• re. uirtlllh,y .,. 
deoJroyod, 

NlA 

• 

401-6 CooftJctpc GtottJllolpanaltgn EIItI - Documantl T_ooy, The8a .... cannot be NlA 
. . relating to apectllc conlrw,dore thlt contain euch 

Wormadon a. the contractofl manegamenl 
IVIlems, pa.t performance. or capabilities. Itc.. 
when fled Hparately from conlrad cue ..... 

Oeatroy when IUp.",eded, 
~"e, or no.longer ileeded. 
(_NI-52MI5-1.) 

reUred to tha, Record• 
Center. They muat be 
held In current prog~m 
area t«lU1 they are 
destroyed. 

.-
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,  
,.,umb.... 

ConJiacf Audlf FUn -
eo 

ConIreetAudkAgoncy Manual (DCAAM) 5016.1. 
CH 9,"Flte Sert•• 800. ' (Included artl'8COf'dl ... lating 
to the audit and review 01 COIta which hllve been 
Incurred or the appralaal.of tlie contractor'a 
operatJonl end pnx:edu," whkh ellher contrfbute 
or hIve an Impact on, coata charged 10 or expected 
10 be charged to • lpeclrlc Government CXHttI..,:t, 
e.g., performance and ftnanetal oontroll, metettal., . 
'eMcee, 'abor, Indirect .xpen~, othe,r review., III 

I Iinclullve _to. opedel oudllO•. end negoIal!On
memorand 

"01-7. CqoItact 6 . .. .. 

Intemel 
covenICI 

record • . 

RguUo' Ptpt;ummtnt FIIo, . 

52.000. 

order, ...... and bond and IUf8ty record" 
corfMl)ondence and nilated papers 
to award, edr'nlnIInuo~. recttIpt, . 

and 3"rnonthl 
....ment of clalme 

audit acUon on the ' 
(:COnd.

(_0_ N1-62&-95-1.) 

2 yea... old. 
(Authoilzod ORS 3 lIem 2.) 

Deolroy e )'8811 and 3 mont"" 
after final payment. 
~ulhor1led GRS 3 lIem 3-.1- .•.) 

In.truetlon. 

10<.1 y_ bO/onI 
lnIn.fentng 10 the 
Record, Center. 

retired to the ReCords 
Cenler. They must be 
held In currant"program 
"8 unOl they ... . 

unH11InaI peymenl 
before tran.ferrlng fl!_ 
to lhe Recorde Center • 

,37 UNCLASSIFIBD 

~ 



. UHCLABSlrIBD 
11I2004Dcs~ 

· It.m DllcrlptJon o'·Recorda . Authorized Diapoilion Retirement CUtoll 
Numb.r. In.trucHon." 

«11-7-2-.2 Tran.actlona at or belOW the Ilmpllfted acqulalUon Tlmponry. Hold In eurrent IIle area CutaR'n••• 
Ihreahoki and all conltructlon contrIctI.at or below DeItroY 3 ye.... after Inal unUI ftnal payment aUhl end of 
$2,000. payme"t before trataferrlng fHea the FY. 

(Authortzed ORS 3 Item 3-..1· to the Recordt Canter. 
b.) 

401 -7-2-b Procwemenl or plrChaee Ofglnaatfon, Wld .....Ied 
paper.. Transaction dated 8ar1\er than July 3, 1995 . . . 

. 

40t-7-2-~1 Trarw8ttlortl that umlze olh8r IhIn .matl purttl... Temporary. HokI In current fI.. area CUtoff III.. 
proeadur8rt and all ccinltrucUon contrade a~ce.dlng Destroy 8 yea,. and 3 month, until flna' payment at the and of 
$2,000. aIIer tlnal payment 

, 
befor, transferring ftlee the FY. 

(Authoflud GIIS 3 tem 3-.2­ 10 the Reeord, Center . •.) . 
401-7-2-1>2 T...n, lICtIonIlhet utlIIze amall purchue procedure . Temporary. Hold In c:ul'ftlnt "" are. Cutoff nil' 

and.1 conatrucllon conlradl under $2,000. Dellroy 3 ye.,. ....r final "nIIl final _I at the and of 
payment before tralJlfentng fllel the FY. 
(AulhorlZed GRS 3 110m 3-~-
b.) 

to the Record, Center. 

401-7·2-c Obligation copy. Tampol'llry. The8e tile. Clnnot be N/A IDaltroy when tuncta are . reUred to the Record, 
oI>IIgaIad. Cen..... They mull be 

I(AuIhorlzed GRS 3 lIem 3-b.) . held In CUfI'Oni program 
, =tr=tey~ 

401·7·2·d Other cop," of re<:ardl dela1bed abbve ~ by Tempol1lry • . The,e tMeI cannot be N/A • 
component elementl 018 procurement otllee for Deetroy upon lennlnatlon or . retired to the Recorda . . 
admlnletrallve purpo.... oompIellon; Center~ They mu .. be 

(AuIhorlzed GIIS 3 110m 3-<>.) hefd In ~t program 
. area::" they are 

daetro ad. 
401-11 SoIIcIItd IIOd Uoaollclltd BId' IOd Pdm"" EDt• . 
401-808 Succ.aful bide and propolall. . Tempol'llry• . , Hold In current m. 111'88 Cutoft' tile. 

Dellroy wllh related contract unO! nnll payment al the end of 
QlSI til. 8 yea... and 3 monthl before tran. ferring Nee the FY. 
aftertlnsl payment to the Record. Centef. I(Auihorb:ed GfUJ 3 Item 5-:a .) 

- ---­
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Item 
Numb.... 

401 -8-1> 

401-8.... 1 

D••crlpUon of Rlcorda, 

-Solici ted and uneollchd UI\IUCClNfuI bid, and· 
propoilil. . 
Relating to am" p.n:h8108 as deIned In FedI~ 
Acqulamon R.gulatlo~. 48 CFR Part 13. 

Authorized Dilpoilion 

Tlmpor.-y. 
Review avery 2 y .... unlll final ' 
payment II mad,: DellrOy one 
year aft., dale of award or fInIII 

Retirement 
In.tructlona 

.Thea. " • •. cannot be 
retired to the Record. 
Center. They muet be 
held In current program 

Cutoff 

NlA 

. 

401.a-b-2 · 

401-8 .... 2-. 

401-8 .... 2-b . 

401-8-<: 

401~-1 

401-8-0-2 . 

. . 

Railltlng to trlf'\l8Ctlonl abo.,. the amel purthaae 
,llmlltIIlona,1n 48 CFR Part 13. , 
When-tiled aeparately from contract fila. 

When tiled wMh contract caM Net. 

. 

Can~led Soltdtatlo!" FII". 

FOflMI,oIdlallons of offef1l to PfOYIde pnKIuctt or 
.aMen (a.g .• In~tlon. for Bide, Requnt for 
Propoeall , ReqUMt for QuotaUons) .whlch were ' 
c:::anceted prior to award of • contrad. The fUel 
Indud, pt114OfIctteOon documentation on ·the 
requirement, any offere that were op~ried pr10r to the 
cenceUatto~, do<:umenlaUon Of' eny OOvemrnent 
action up to ~ tme of cancellation, and.vldence of 
the cancellaUon. 

Unopened S.d • • 

.f,I,Ylnant, whichever lelalar. '.) 
AUthortzed ORS 3 Item 6-b-1 . 

Tl m porory_ . . 
_ 0YefY 2 _ unIII 
oontrec:t completed. Deelroy 
when related contract, I, 
_lOd. 
~~GRS 3 110m 5-1>02­

T.mpo,wy~ 
Deolroy .wllh ..laled _ 
ee• • file eyean and 3 month. 
•ft.rnn8I pa~nt 

(~GRS 3 ltom 5-1>-2­
b .. . 

T....porary. 
~. 5yea...llard"'01 
canCaRaUon. 
(Aulhoflzed GRS 3 110m 1>0-1.) 

Tampo,.,.. 
Retum 10 bidder. 
(Aulhorlzed GRS 3 Item 5-<-2 .) 

area until they are " 
da.troyed . . 

T~'H fila. c;an~ be 
reUred to the Recorda 
Cei1ter. Th~ mu.1 be 
'heldln cunwnt program 
..... unlIl they are 
do_ed. 

Hold ,In current Nt, ere. 
unl' final payment
bafor. tranafen1ng tllee 
to the Recorda Center . 

Hold In current file area 
unUl cancelled bero;e 
tra!'1lf1rt1ng fll .. to the_CenIOr, . 

Thes. fllea cannot be 
retired to the Recorda ' 
Canter. 

NlA 

Cutoff ftI" 
at !he ""01 
!heCY . 

Cutoll_ 
at the .n.dof 
IhICY. 

NlA 

UNCLASSIPI.D 
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lifter date or 
conIl'1ICl unt... 

for 1 year before 
,raiw,.,rtng 10 the 

and or 
1118 CY. 

Numb.... In.truc\lon. 

l uperled.• d or ... tlred to the Record. 
ott.oiete. Center. They """I be 
{AuIho-.GRS 311<1m !><I.} hekt .1n current program 

untlllh.y are 

401..s ConItlGC Appt'" Qw FIIH ~ Contreel .pp.... ee.. Temporwy. 
nla. artllng under the Contract Dlsput.·Act. DHtroy 1 yea .. after .nal action retired to the Reoord. 
conalll~g of noUOoa of _01 ond ' 00 _ . ee_. They mull be 
acknowledgemenl8 thereof; conelpondence (Authortzed ORa 3 lIam 15-b.) held In current program 
between partie.: copl .. of oon .... cte. plaRl, ar.a uRlI! they are 
apec:;H\C8IIon•• exhlbb. change orct... lind deltroyed. 
amend mente; ,,..,.8crtpIa of helll'lngt.; documentl . 
recelvad frOm partlaa concernad: ftnal dedllona; and 

Labor Departmenl raouIaHonl, with related .  
certlneattont, anQ--Idckback amdlvlta, ;and Qiher  Ie ,ubjeel Record. Center. 
related Pipers. .:. . IUch 

I(AuIhorlzod GRS 3 110m 11.' 

fp(, SIt"'""" pi CgoCloqtnC'Pr Ofbtr ftH ~ T.mporwy. The,. Nee cannot be NlA 
Contractor's Statement of ContInget:lt or D8Itr9y when superMded, . retired to the Record, 

other F ... or llitement In l'-u oftheffotm. ftIed obIoIete. or no longer needed. Cenler. They mutt be 
iepol8lely from the contiac:t COOl 110 ond _ (I\!JIhOfIZed GRS 3 ,_ 18:, held In .....111 p_
for enforcement or report pUrpol88. are.~ unUI they are 

doIuovod. 

ltudln, goalstat.manla, · O_roy -when 3 years old. for f year before at tha end of 
~ - Temporary. Hoklln current: me ..... Cutoff Nee 

. to the 1In".-ld (Aulhottzed GRS 3 Item 17.) lnIilltermg to the the CY. 
bua1nea8 UUIzaUon prOgraml IS f~ cfMlIer . 
~~- . .' 
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Ue m 
NUlnbe... . DeecrlpUon of Record. Authorlud DI,.po••lon Ret' rement 

In.lnactlon. 
Cutoff, . 

401-13 RuJ PJDDIctr Ell" - THIe pape ... and other record. 
documenting the acqul.ltlon of real property. 

. 

Tempoi'll..,. 
Deetroy all racor:dl ~cept 
al»tJw.cte or certlftcate. of UUe 
10 ye.. efter uneondIIJonai I8Ie 
or rei.... by 1M Gov.rnment of 
condition., reltr1ct1ona, 
mortg_gN, or other !Ien •. 
TfW'Ilfer ebatnlctl on:ertHlcatea 
01 au. 10 _or_ . . 
uncondltlonl!l IIle or reIM•• by 
the Gov.mmenl of condlUon., 
... elrlalo .... , ~rtgage. or 9ther 
.an •. 
(AuIhor1zed N1-S25-95-1 .) 

Hold In current ftl . ...... 
fQr 1 year before 
trln.ferrlng to the 
R~CenIar. 

-
. 

Cutoff ftl •• 
a. the end of 
tho CY. 

.  
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URCLASSII'XBD 

Dl2004n 

402 ~~Accoun~lng. Invenl0l')' Control. Md 
Su Rlcorda . 

402-1 GovornattOl Fumlalrtd EquIptoent .cut fcoparfv 
Accquotlng fIIta .. Audit and accounting recorda tor 
govern..- equipment. properly. ond.eupplloa 
fumlahad to c:ontraetol1l. . 

402-1. Reoordk~ _ whon __.1Iom 

contract fila. 
Tim.,.,...,.. 
p••troy 8 y881'8 3 month. after 
ralaled conlr'llct I. terminated. 
(AuIIIorIzad Nl' 525-02-1) 

Hokf In cUfT8nt IUe area 
1 y••r before 
Ir8nIfInIng Ilea 10 Il10. 
Record. Cantar. 

C\MtIIIIo. 
attl'la and of 
Il1o CY. 

.c02-1ob When fI~ with contract files 

. 
• 

Temporary • 
DooIIoy Q )'0818 3 mont'" olio, 
flnat.,ttlemant 0' claim, and 
1Ina! audit adIon on tho _ 
IO'troc;t . . (ReIo, 10 Ilem 

1 
f l -8.) 

AuIIIorIzad N'-525-02-1 

Hold ,In ClIfT,nl file lrei 
for 1 year before 
transferring fll.. to the 
'RecordI Center. 

Culoftlftl.. 
at the and of 
Il1o CY. 

402-1-c Allothe .... Tamponiry. 
DMtroy ...,... auperudod. 
obtai"" or no longer needed. 
(Au_od NI-625-95-1) 

. 

II_heM fll .. ca~not be . 
reOred to the ·Recorda 
Canter. They must ba 
held in ct.IT8n1 program 
..... untl' th'!lY are 
do . 

NIA 

402-1-<1 Electronic man and word proceMlng reoordl.UHd to 
generate re~. covered by lIem. " b, and c. 

Temporary. 
D8itroy/dllete within 180 d-VI . 
after the record ~y hu been 
produced. 
(AuIholizOd NH2~-I) 

TheIe til.. cann91 be 
retired to the Record, 
Center. They mull ~ 
h81d In current program 
unIIIlheyoro 

ed. 

NIA 

402·2 . Invwztocr Ellg. 

.402-2. Invenlofy II .... " T.__ry. · 
Destroy 2 yeara frOm date of 1I.t. 
(Authorized GRS 3 Item 11-0.) 

Thooe _ cannot be 
reUred to the Record, 
eo_. Theymuatbe 
held In current program 
area"unUilheyare 
d..ln>yed. 

IUA 



.~. . 

.UHCLAS8Ir·IBD . 

1112004D 

. 

, 

IUrvey TlI.... nd other papers used .s 
for fidlustment of Inventory recOrds not_InthII_lo. 

Dellroy 2 ye.1"I after 
d1t.oon\fnuance 0' Item; or 2 
)'8'" .r ItodI: baIence I. 
nnlfen'ed to • new Clrd or 
rec:orded under a new 
cl...IIC1t1on, or 2 )'8.... after 
equipment I. removed from 
Govemment control. 
(Aulhorl~d GRS 3 Item 8-b.) .. 

modlum. 

after date or 
or dolo 01 pooling 

(Authorized ORS 31Ioml~". ) 

r.Ured to the Record. . 
Center. ThO)' rnuatbe 
heklln c::urrenl program 
~I oolJl they ere 
d~stroyed. 

reUrad to the Racord,IConI,,; Thoy mult be 
. In current program 

unUl they are 

ollor compIeUon IroUred \0 tho Recordo 
Center. They mult be 
held ..... current program 

Pipe.... 

e_oold. 
ORS 3 110m 8-b.) . 

p~ IDoolroy when 3 yeo.. old. 
(AuIhoI1zod N1 .52&-95-1.) 

wtIh ·...Ieled IDe, troy returns and reporte 
yeal"l ok(. Dellroy' 

papa ... whan 2 y.lra old. 
(Authorized N1· 52&-9&-1.) 

.rea unm they ere 
leatroved. 
"heM II.. (lannol 

1 

..... _ \0 tho Rooordo 
Cantar . . They mUlt ba 
held In currant program 
araa unlll thay are 

" 
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tJRCLASBI.IRI) 
11I200tD, 

.  

403 

403-1 

403-2 

Shlpplng and Tl'lnaportatlon 

BlltMid . 

DaomcutIUgo UnIt Conlmt Reoocdr - Recorda 
accumulated by tran,portaaon tintliin c;onnectlon 
with the .hlp.manl of materiel to other I'iRO BetMUM. 
(IndUded are ,uc:h foima .. 00 Forme. 1348-1 and 
1149, manlfHtI, requlsltlona. log bocke, recelpta. 
and periodic acllvlty _.) 

TampolWy. 
Dettroy when 1 year old. Cut oft' 
monthly tf vo!ulT!e wamlnta. 
(Au1l\ol1zed NI-62f>.95-1.) 

Th8wfIIe.cannotbe . 
retired to tha Rec:orda 
c.~r. They must be 
hold In __ 
aree"untll thay are 
do_yael. 

Culoff ' ' 
monthly If 
volume 
V(....'!ta. ., 

403-3 Ttanapodafion DlICCIROIJcV 8tgpnta - Reporta and 
9ther recordl pertaining to tramc IrregtiIarttIea; 
po"'ogln9 and ..ndllng doftclondeo, dolNlgod, 
pilfered an~ 100t cargo: and elmllar matta,.. 

Tamporary; 
ONb"oy when 1 year old. 
(Authorized NI-62f>.95-1 .) 

Th_•• nle. cannot be 
retired to the Recorda 
Center. They ~.t b. 
hatd In cunen! progrem ...~:toy ...d..tro . . 

N/A 

403-4 Trwwzgdartgn MIgfon FIIg - cargo aummal1a•• 
lUna........ requaltl, and m ...eo_ pertelnlng to: 
epaclnc II'In.port.llon fllgftti. . . 

Tamporary. 
Deetroy when 1 y .... okl. 
(AuIhol1zed NI-62f>.95-1.) 

Tha.. fit.. CIInnot be 
reUred 10 the Rec:ord, 
Center. They must b. 
held In cunnt program 
area until they .... 
doolroved. 

N/A 

403-5 Ale WgctbIntM CttUIIr.aIH ~ Record, .....dng 10 lhe 
certification of overelze ehlpplng containers. " 
(Includod an. bluOl>linio. noqu_1or _UOno, 
and approval • • ) 

'ampcnry. 
D.,troy when container taken 
out of aervICe or when container 
hal been replac::ed. destroyed, 

I r: delated from actlve In~rtory. 
__ NI-625-95-1. 

TheI8 tIIea ~nnol b:e 
retired to the Recordl 
ceder. They mull be 
held·"'. currenl program 
area unllllhay ara 
do 

NiA 

403~ Ann"" Blpgda of Tllnspqdlrtoo ActJvttIta -Brtef 
an...'" .._thol oummllltze InII\IpdotoIIonloalon
.eIMII... (Included .... ldnnoge and axpondllure 
datil Ind Ilmlllr Infonnlflon.) 

Tempo,...,.. 
Deatroy when G y..,. old or 
when aupereeded. oblOlale, or 
no longer needed. whlmavlr II 
loIi<. .I(Autt.o.izod NI-52&-85-1.) , 

Tha.. ftle. cannot be 
.......d to the Record, 
cantor" They mull be 
held In c:urrent program 

~..:':IIoy""de d. . 

N/A 

403-7. StnMtd . 
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UlfCLASSII'IIID 
DlZOOCD 

500 Security and CountertnteUlgenca!Cl) 

Records covered In this series pertains to security and counterintelligence. Records deal with such subjeCts as personnel 
security activities Including background Investlgatlona and non-<llsclosure agreements), facHltlea security, Information 
security, and counterintelligence policies and acUvlUes;lncludlng investigations: Routine physical prplecllve service records . 
are covered In Series 1600, Security training records are covered by Itams 1201·1,1201:2, and 1201->1. 

Nole; Some recordsacCumulaledunder Items,ln this 8erles of the schedule may becoma relevanl 10 an ongoing 
Invesllgatlon or llligallon. If notlncorporeled Into the Invesllgatlon case file, these records should be retained until completion 
of the Invesllgatlon even If thalr normal retenllon period has expired. ' , 

45 

Numb.... 

'-

lecurlty. peraonnel 
polld••• prooedurM,

pndudad.,. 

noIaI, 
9~1I 
and phyeloal 
and 
10 ouc:I1 

Iialion with other sgenell'. ~'_ 
of ,t.lncWdl 'Of aecurtty dllltftcaUon, 

decl8lllftceUon. downgrading, and the nature 8n~ 

5Oye.. ror· 
decl...ItICltlon and poulbll 
hI"";'r to NARA. 

Destroy when luperaeded, 
obIMla, or no longer needed. 
(Aulhor1z8d NI-52&-9S-1 .) 

UNCLASSIFIBD . 

In.trucOon. 

reUred to the Recorde 
Ce~er. They mull be 
held In current program 
area untJlthey are 
destroyed. 



URCLA.8BIJ'IBD 
11I2004D 

Numb,r. 

..... ~stQ 
programt, approvals, dllapprovals, and 

bltenng chlltl ulld to read per'IOn'nel lnto spednc 
_,..... ) (Th!a Item """,100 onty io IIIe . 
approval/disapproval' of requeetei to eetablllh ',peelal 
acceae programs, nol the rKOfdI aocurTUated by 

1 vearold. 
NI-526-95-1.) 

.fter. program Is 
dlHltabli1lhed or dlaapprovecl, 
whlehever I, appnceble. 
(Airth6ftzod NI-526-95-1 .) 

Inltructlo n. 

to the Records 
Center. They muat be 
hald In current program 
area unlll ihey era , 

for l ' yelr before 
Ironslerrlng IO'1IIe 
Record, Center. 

... 

_1M tn_n I. dOveloped. .. IOootroy 15 yeaIO .nertut . Ifor 1 y--­
nle. Prior to delbuctlon tranlfen1na to·the 
III Non-Dledolure 
onto. (SH Item 502-3.) 
<eel Nl -&26-00-1. 

._lft'IPO"IrY. Hold In current fill ... 
InfonnaUon: IDellroy 25 yea... after iIIlt for 1 year before 

I nle. ~rtor to dellruc"Ofr 1ron.1wrfng to IIIe 
all Non-DJlcloaure Record, 

IIIe CY. 

IlIIeondO'IIIe CY. 

Cutoff..... 1 

the end of ' 
the CY. 

46' UNCLASSIJ'IBD . 
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JlllCLASSXnBD
• X1I2004D. 

Number. 

and Interviews. 

Olvl_,. 

ttem. 8 and b. 

ReuMldMtroy tepee, when 
luperweded. 'obIoIete, or no 
longer needed. 
(Aulholtzed NI-521>OO-1.' 

wllI\In 180 days 
after the record copy h.. been 
produced. 
(AuIhOf1zed NI-525-(l().I ., 

IUperaeded, 
or no longer needed. 

(Authorized GRS 18 llam 23.' 

70 ye.... old. 
GR~ 18 llam 26«., 

7 yalire old. 
(Au1horlzad 1011-525-95-1., 

to the Record, 
CaMer. They muat be 
held In c;urrent proQIWn 
area until they are 

Iho 

for 1 ye.r before 
the 

Record, 

.... 
!he CY. 

the .n~ of 
the CY. 
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11I200{D 

Numb.... . 

48 

IUp8rseded, . 
or no longer needed; 

(Aulllor1zed NI-52~9S-1.) 

retired to the ·Rapordl 
Center. They mul. be 
held In currenl progrlm 
•• until ~Y are 
00' 

tqttptJ ACXjIIClIUIUQO tlfH · Faclllty·alea c:onalaang Temporary. Ha ... 
phyalcal HCUrfty plan" aurveye, and other recordl O..lroy 7 ~ars after facflily II for :1 year before 
Irtelnlng to individual facllItI~ IIOCI"edIIed f« ItM deactivated or M:Cf8CllIllUon II tranifen1ng to the 
orage 0.' Sanalove COmpartmen':-d I.,fonnatlon. ~~~~n.. ... __ _ _ _ . . ReoordI Center. , 

CnnieaU'" BIt.-ldentHk:atIon aadentlall and· Tlm... _._.#. 
related papers. IdanUftcaUon credentlal~ Indudlng Oellroy credential, 3 mon~1 
card" badg... parlc.1ng penni". photospphl ·."gency ....er ,..tum 10 iNuing ofllce. 
pannltl to ope,... mOlorvehicl.l. property, dining (AuthOt1ud ORa 11 Item 4-8.) 
room, and vI"tor'I puaet, t;IIld other klanlfftcaUon 

or In acoordance 
lyaI8ml for I~on II'Id CI"OIH8..re~ PlMJlOl8l. 

and word pr0c::eu6ng IYltanl. 

paurea to the Rec:ordl 
Center. They mull be 
held In cutrent erea until they are 

I..~n.d to the .Racord~ 
~nter. They mull be 
. .. In currenl progrim 

1 
_. -- unUilhay IlnII . 
deatroyad. 

yell 
b'enlrantng 10 the. 

area 

or word 
Reoon:ta Canter. protaMlng 

Iya.am I. 
discontinued• 

.UHCLASSIPIBD , 



In.......tp"""",,, 
they are 

10 Ihe RtK:Ot'dl 
Center. They mull be 
. .. In current ptogr8m 

unUI thlY are 

tJIiICLA.SSIPlaD 
D11200'D 

. Numb.ra In.trvotJona 

yea,. old. Note: 
Thlaltem doN not cover recorda Center. They mu.t be 
-.nonllng poIIcIiIo ond hold In current program 
procedures accumulated In ... unUI they ere 
O",cel having agencY wide dutroyect. 

2 yea ... old. 10 tho 
ORS 18 ltom 2.) . 'They muat be 

i 2 year8 old. 
(Authorized ORS 18 ltom 3.) 

Tlmponry. 

Dealroy when 2 ye .... old. retired to the Record, 

(Authortzod GRS 18 ttom 4.) ' 	 Cont.. ThOy mult be 

J'leld In current program· 
.... until they are 
destroyed. 

504.74 	 Fonn., kI"" reglillra, or da"'", Ullld 10 Tlmponry. .~ In currenl tnll ... C~ Nee .t 
.ccounta~l!ty and Rnal dlipoelUon of Top Deatroy 6 y..... after the for .1 yeer before the end of 

SCI documents. document lhown on Ihe lren.ferrtng to the the CY. 
aocounllng record he. been Record, Center. 
ded....".d, downgraded from 
control, transferred outside the 
control-

DocutnDI RiCeJiil FIIU 

ClUslfttd OocumtnllnVIDCgty EIJu • Forma, 
ledge.., or regl"II,. used to thow kl8ndty.lntemal 
rouUng, end ItnoI dt,pooMIonmodo oIduolftod 
documontt. but exclullve or eluded ~ocument 
recalptt; i:teetructlon certlftcatee. and documenta 
relsUng to Top secret maler1a1 covered elsewhere In ... . .. '. 

1504-7 
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11I200'D 

doeumenta to tho 
namee or peraone handling 
Oftl08 routing. and comparable data. 

when related document 
~,or 

retired to the Record. 
Center. They ..... be 
hetd In current program 

GRS 18 Item 5-0.) wee tM\U1 they .... 
del_ed. . 

th••rid of . 
1110 CY. 

Coudtt RtqtIpt fUl. - Courter Recelpll UI8d 10 - TampolW)'. . n.e filet cannot be NlA 
document the transfer 0' packag8d clu8Uled Deltroy when 1 ye .. old. retired to the Raeon:ta 
matertallo 8!'1 oI'ftclai cour1er or other authorb:ed (Authoftied N~-62a-~S-1 . ) center. They mLiIt be 

held In ClUff'8nt program 
area unUl they are '. 

moll poudlol , rogIotorod, 
ovemlght, expr.a. , and apedal 

I
U.S. ­ SO<VIoo. Ondudlng
recelpto.) 

1 year old exeept 
by the Iwh8n held a. part of an ongolnq 
return . Invedgatlon 1118. 

(Authorized GRS 12 .Item 5-0.) -604-9.:.t) Recorda of recelpt.,d routing 01 IncomIng and Temporary. TheM I 
CMltgoIng mal) end .eme handled by ptlvate doilYOf)' Dootroy when 1 yow Old ""-' _ 10 1110 _. 
oompanl.. such 8. United Parcel SeMC'At, Federal when held I. part or an Oflgolnu Center. They mUll ba 
_ 0, Ole. (Excluding bOIh ..... covered by Item In-ag-. No. hold In cunem Pf'OUI'OITI 
- ­ . .. . . (Authorized GRS 12 Ilam 64,) ,rea until they 111'1 

-upl,.... 
GRS 18 Item 8.) 

Ireun.:. t.Oho R_. 
Center. They mutt be 

Number. 

504~ 

hold In cunent program 
area until they are 

. UNCLASSIFIBD50 
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Numbere 

acee.. lnt~ 

NRO 
vtolatlons of E.O .• 1&wI; or 

ornau....1 

by • new fonn or 
....., , .......... turrHn of container. 
(Authortzed ORS 18 Item 7 ... . ) 

Hr10ue natUre that they are referred to the Destroy 6 yeara aftar cIote of 

InetrucUon. 

re,dred to the-ReCOrdi' 
Center. They must 
hekf In ament progr-.n 
..... unW th.• vare. 

proeec:uttve ees.. . Ilranaterrtng to the . 
by Dopar1ment (Authorlzed ORS 1~ Item 24-<1.) _ 

of JuetIce or Defenae oflk::et raaponalble for making 
tueh detennlnaUont. 

pef'lOOOll fokSel'l. 

_,"""olller 
reccmIa ralaUng.to c:ouniertnteillgence 

plana, """ 1IdIvIIIeI. (Including ~aIaon wtth 
ol'llca and .g.ndee.) 

after ClOf1lPeUon Iretnd to the Recorda 
Cel'!'er. They rnt.IIIt be 

In current program 
until they are . 

...... rw 
dadaealftcatlon JIInd pOlllbie 
transfer to NARA. 
(Authot1zod Nt-525-95-1.) 

on• 

tho 

. UNCLASSIPIBD 

Ihoondol 
the CY. 

tho ey.-

51 



URCLUSlrlml 
l11200'DSEC~ 

Humbe,. 

requaall 
oounlr1e.. (Induded lie requa,ta.approve", and 
related documenll.) 

Folfllan T18wi TRlCldna..Svatem 
...... 0/ """Ign 

Data ellmanll Include name or peraon 
I approvel, cou~h'y. name of action 

countar1nlelllgence Inv8ItlgaUonl, conaliUng ot not•• 
or interview•• love.tlgaOva repoftl, memoranda end . 
other·rec:ordl. 

lupel'l8ded. 
oblo"(•• or no longer needed. 
(AulhortZlld N1-S25-85-1.) 

5 )'.a~ old. 
N1-52!1'85-1.1. 

6 yeal'l okI. -
N1-625-85-1.) 

Revtew after 60 yeal'l for 
and Pollible 

N1-S25-85-1.) 

In.lructlonl 

retired 10 the Record, 
C .• nter. They rrult be 
held In QJrrent progl1lm 
..... until they are 

.rea 

.,.. 

-

the end of 
th8CY. 

ttteend of . 
the CY• • 

S2 UHCLA.8SIPIBO 
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mt:C~SSII'I.D 
llUOOtD 

DllcrlpUon of Rlcord, AUthortzeci DI,polllionItlm Retirement Cillo!! 
Number. anetructlone. 

COMSEC Stcwttyl FIl" ~ CorrelPondencl, ,tudlN, 
Inlpectlon reporta. and other record. th~t doI:;ument . 
~Ion. MCUI'Ity ,upport proyIded to NRO 
actlvltla., and communication...curtty a'lnd.rdl 
81M poIk:I.. glneraUy. 

802-1 

Temporary. Qally.lnvenlOrt... (COMSEC Form 9, TheM fR...cannot be802-1-8 NlA 
SF 153); Security Container Check Record. O..lroy when 1 year old.- reUred to the Recorda 
(COMSEC Fonn 7). (AIJtho<1z8d Nl-525-~1 .) cemr.·They !T'ult be 

~ In cwrent program 
Irea unUi they are 
~olltroyed. 

T...po...,..Appolntmenl 0' COMSEC Manager. (COM~EC Fonn, TheM ft... cannot be NlA802-1-1> . 1); Regional COMSEC OftIce Local Hand Recelptl. Dellroy when . uperaeded oj no retired to the Recordl 
Ionger_. Center. They mull be 
(_ed Nl-525-~1.) held In current program 

lrea unUI thlY Ire 
dolltroved. . 

Roqueal for COMSEC _ ond Author1zallon Tempontry. Hoki In current fI' ....802-1-c C~fI.. I 
(COMSEe Fonn 2 ond 3). . at the and 01 

'I debrtar.d. 
Doo1roy 3 yetII'1I ofter IndMduoI for 1 year betore 

tranef9mng .to Ihl the cv. 
(Authoftzod N1-S25-~1.) Recordt Cenler. 

Timpol'lll')'.COMSEe Material Tranefer Report and Chang' of Theal Ne. c::aMot be !'UA 
COMSEe Man,gar Inventory (~OMSEC Form 13 

802-1-<1 
De,troy upon reoondllaUon of retired to the Records 
.-50_... IllVtIflfory. Cenlor. • They _Ibo 
(Aulliortzed N1-S211-85-L) 

and 18). 
held In current prognIm 
area unUI they are 
do_ed. 
The.. IRe, cannot be,Keying Molorlal DIopoolllon C_. TemporM)'. NlA 

OeetrOy when 2 y.ara old. 
802a 1 ... 

retired to the Record. 
(_ed,Nl-625-~1.) Coni... Tho)' ..... be 

hold In c....nI ptOgI'1IIII , 
lrea until ihey Ire 
deltroyed. '. 

UNCLA99II'IBD 

'REf 
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URC~SInllD 
11I2004D 

o.acrlptlon of Reeorde A~ortnd OlepoeldonIt.m R.tlrament Cutall 
. .Number. '"..ructlon. 

Temporary.COMSEC Il)Cldent ReJjortl. HOkt In currenl. are. Cutoff • • 
Dettroy 3 yea,.. from doIure of 

802·1-1 
for 1 year bet0r8 altho end 01 

Inddant. tran.fen1i'1g to the the CY. 
(AuIhoI1zadNI-626-96-1 .) 

-
Record, Center. 

002-1-9 Record 0' COMSEC 'n.~ (COMSEC Farm 

11). 


602-1-0-1 Tamponry. -User LocaUons. Thase flI8I cannot be NIA 
Deot,,;y after .... lnopedJan •. retired to the ReeordI . 
{Au1haI1zod NI-626-9S-1.) ContOr. They mull be 

held In current program 
am until they are 

, 
. 

de .  
602-1-0-2 
 Temponry. CutaW_RegIO",' COMSEC~. Hold In current file area 

O_troy when 3 yore old. for .1. year before at the end 9' 
(Authar1zed NHS26-96-1 .) traneferrtng to the tho CY._Center. I 

COMSEC M.t.~aI DeolrucUan RoCOfd (COMSEC .602-1-/, I 
Form 14) • . 

UtI.,. Locations. Temporary. Thne flies c:annot be NlA602-1-1>1 • . . Daatroy upon reconcftlaUon of retired to the Recorda 
next SIIfriJ..AnnuII Inventory. . Canter. They mUll be 
(AlI1haItzad Nl·626-95-1 .) held In curant ~m 

81M 1I,1tII.ll1ey .... . 
dootroyed. 


602-1-1>2 
 Temporary. NlA 
DeaRy when 2 ye .. otd. 

Th.. fill' CIInnot beReg'anal COMSEC~. 
reared to the RecOrda 

(_N1-526-9S-1.) Canter. They mutt be 
hald In current program 
area until they· .... . 
dellroyod. 
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Number. 

OOll1rOy -" 
reoondllaUon of next Semi-
Annual Inventory. 
(Aulhol1Zod N1-525-96-1 .) 

In.trucUon. 

are 

eo2-1~--2 Regional COMSEC OftIce. Temponry. 1 

T.,.oommulilcationi pml.cfHei 

Dellroy when 1 year old. be raUred to the 
(AuIhortzed N1-525-86-1.) ROCXIfdI C.-. 

They mutt be'held 
In CUlT8nt program 
area unUl theY are 

and other record. relaUna to 
proj..... 

ofter 
01 project. 
Nl-S25-96-1.) 

1 year lit Ihe and of 
beIoie IraM*rtng tho CY. 
to the Recorda 

NH25-96-1 .) 
~ 

LoGoIton FBI. - CorTeIpor14Hnca. inN.lgel, reporta, and Tempo..,. T 
other record. Ihat pertain ,to Ipedflc NRO Ollltroy.when lupernded, be retired to the 
teleoommunlcaUone facilltle.. Record. providing obsolete, or no longer needed. Record, Center. 
InformeUon ooncamlng each facility'. capdltSe8, (AuIhortzed N1-52&-~1.) They mull be held 
equlpment,-actlvllfe, and IdenU!,),lng pOInt. 01' contact. . In current program ­, 

area unUi thay .re 
dOlItoyed. 

at the end of 
the CY. 
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old. 
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' 700 Toi:hnoloDV Studl••, R ••••rch end Dovelo~.nt (R&D) Prollrom. 

Records covered In this series pertains to technology studies and research Bnd development activities throughout the NRO. 
Included are records that partain to the review and approval of R&D proposals, flias accumulatad by NRO personnal ' 
responsible for overseeing spaclnc R&D projecte, and records that deal with such subjects as the use of reconnaissance dala 
for environmental purposes end weat""r support activities. ' 

Item ' 
Numben 

DeacrtpOon of Recorda , Authorb:ed DI~"on Retirement 
In,lruet"a 

c_ 

701 Ov.fIIll .R&D Progr.ma ' , 

701-1 R&D prqwwm Flit. - Subillanlive til. pertaining to 
.. overeIl IdmInI,IrIUon 01 NRO progrwnl and 

prvgramo/proI_ lllal \he NRO .....1Ye.1rom _ 
to execute. (Including fUnding. R&D ..1.Uon, WIth 
other agencln ot the l~teIll8enC8 Community', ~&D 
Strategic Plans. lind monltor1ng or the program,) 

, 

701-t-8 0\IIC8 of noconI. Penn..en•• 
Review after 60 ye .... for 

Hold In currenl fie ... 
for 1 year before 

Cutoffn'n 
It the endot . doctaoa/llcatlon and poooIblo tranlfenlng to the tho CY • 

" , lranlfer to NARA, 
__ N1-526-95-1.) 

Rlcordo «ontor. 

701-1ob Other oftloel. . 
" 

, . 
T.mfM;lrary. 
Dellroy when l upel'Hded, 
ob8Ol~. or no longer needed. 
(AuIhorIzed NH26-95-1 .) 

, 

ThreM fllel c:eMOt be 
retired to the Record. 
Cenler: They mu.t be 
held In current program 
... una! they are 
dollroyed. 

NlA 

I 

701 '2 R&D Pmitcl PtppOMIt - Formal propo .." lubmttted 
annually and durfng the )'fir for apProVal to NRO, by 
NRO dnctonltoo and _'"'" ._. (1_ •• 
propel.' that partain to etudylng and teeIIng new 
concepll, propot.'. for proJectI that are already well 
advenced, and proPOI." dealing with tactical 
oppilcallono.1 
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Numben 

pi.." . 

SOye,,, for 
and poIIlbio 

NARA. 

8UperHded. 
no longer·needed. 
Nl·525-95-1.) 

In.tructlon. 

Iho · 
Recorda 

center. They mUlt be 
held In CUlT8nt program 
area ooW they .. 
D 

701-2-b OtherofnCe!e. Temporary. " TL __ ... .,­ ___....___ _ 
. Destroy when luper..ded. r:eUred to the Record, 

_ ... or no long.._ed. ConIor. They "",II be 

reoponaIbIe for ovoroooing R&D 
proJectI. Flia. document If! ph••• of 
proJeo1a from """ 10 fInIih. (fncluded.r. ,laIImenII 0' work, op8f1IUoneI 
concepti, req&lnte for propotall, 
oontractor propoull and related 
anelye8l, !lp8dflcallona and progrM8 

reportllUbmkted by contractOr'l, COl' 
reports. brlanng matarla", minute. of 
maaUngi. tinal ... portl. ,UII plctur81 and 
vfdeo.. Induct• • In-hou•• technical 
, tucll•• done \I1eter .l.i k brde" • wen 

(Au1hor1zed N1-525-95-1.) hold fn culTOnl PfOIl""" 
area until they are 
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H\lmb.... 

EiCfUdid 
.,. covered 

.-s. 

bY 

correspondence, memoranda. proposal., lind other 
records relslng to the poulble UN of 

~.-. or no longer.needed. 
(~ Nl' 62..i6-1.. ) .. 

COnter. They ~ b. 
hIkIln C:urr.nI ~ 
..... untI"lhey.,.....T__ ~~. . _ .. 

ond 

....nId ...... _ 

O.IIoy_ .~~• 

. 

...•..;:. 
".". 

Review efter 50 yea... for 
dedalllflceUon and possible 

reconnalsaance progre..... for .m1rQ..."'IITI".........1 Irana'er 10 NARA. 
purpOS9l. - . (Authorized N1· 525-95-1.) 
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800 Reconnal••ance Syatem Development, Acqu,.'t'on, Operation, and Launch 

Records covered In this serl8s documents the develoj>ment, acquisition, oparatlon, and launch of speclHc reconnaissance 
systems. Included are speclHcatlons that establish the perfonnance baseline for reconnaissance systems (Including racords 

. thetrelate to modifying speclf1catlons under configuratiOn management procedures); drawings and speclf1catlona, teat reports, 
engineering data, and other recorde accumulated with the design, construction, and testing of system components; racords . 
sccumulated at mission control and ground processing slles In connection wllh system operations, Including plans for dally 
system operetlons, manuals and other Issuances Ihat specWy procedures for operating personnel, and reports of 
discrepancies and anomalies; launch records, Including aafely plans, pre-launch test data, end raCiOrdlngs of the pre-launch 
assembly 6f Hight vahlclas and payloads; and periodic rapo~ summerizlng the capabilities, performance, and ~uct of tha . 
system. for NRO management and customer ravlew. · . 

lIem 
Numbert 

Delertpllon of Record~ . Authorb:ed Dltpotilion Retirement 
Inttructlont 

. CUtotl 

801 Byt.em Development· ThUe recordi document 
the perfonnance belliin.. for reconnaleaanea 
'yata,..,. and their CQrTC)OI"MHlW a. well u the 
procell by whk:h theee r.quirerrtente Ire mocIfted. 

.. 

801-1 

. 

sKlram .ad StgmlDt PtttumMGt R1AIJlntmInlt 
and SDttiJlcatiool- otndal docutpente thai ....~11ih 
and deea1be the perfonnanea requirements and 
apaclflcatlons for individual NRO eyeteml and their 
.egmenC.. Alto Included ere documentllhal 
.delC11be the Inlerfaea betw8ernegmentB of 
individual progf'lml and.between tegmenta of 
dlllerenl N~O progranw. Typlollly. tho.. doaJ....... 
ere Id.nU~edlllt~ on -.peclftcatlon trail!- pre(lar8d 
for Individual programl. 

. 

. 

801-1 .. 0IIk:e 0' roool'd (USUllly program 0IIk:e). 

·801-1+1 ~t rev" l)'Item tpectflc8l1on. (Including an· 
~hang. pages at the block level.) 

Pennanent. 
Review attar 50 year8 for 
ded.eaJncaUon and ~ 
tran,fer to NARA. 
(Authortzed .N1-525-95-1.) 

Hold In c::urnnl tile erea 
for 1 year before 
Iranafen1ng to the 
Recordt Cenler. 

Cutoff Riet 
al the end of 
the CY. 

6 
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Itam 
Humbe" 

O..cr1pt1on 0' Record. Authorlzad olapoaHlon RaUrlmant 
InatrucUona 

Cutoff 
, 

801·1 .... 2 All other apedfteaUona, (e.g., Hgment aperJnc;;etlona, 
Inlerfeol .cootrof docurnenll, ele.). I 

801-1+2-. initial and ftnaI veralona. (Indudlng maJor.upgradea 
and ~k changea.) . , ' 

Panntnlnt. 
Revtew after 50 yeara for 
.dedaaalflcatlon and p"ouIbla 
trwlIfer to NARA. 

liAuthor1zod NH2~95-1,) 

Hold In current tue area 
lor 1'_ before 
tranalerrlng to tho 
Recorda Center. 

Cutoff ftioo 
at the end of· 1 
tho CY, 

8Oh1+2·b Supel'llded pegea. .. 
, 

Temporary. 
olltroy.when aupereeded. . 
·oblolate, or no longer needed. 
(AIJ1hor1zod Nl·52~95-1 .) 

Tha.. tile_ camol be 
relfntd.1o the Recorda 
center. They m ...t be 
held In CUT8n1 progrlim 
area. unlM they are 
dee1royod. . . 

·N/A 

801·1-11 

. 

1101·2 

An other orne•• 

. 

ContkJuraUon lIanaaement Plana a 1hItImdJotu. 

Planl ancllllltructiona that lpectfy the piOtlcl.. and 
procodunio to be ompIoyod In opproving .-1CI 
implementing ching.. to ~aiaaanba ayltem . 
.-.qulram,nll and apedncaUona managed at theprognom __. 

. ... . 

Tempol'llry. 
Review every 5 yen unUl. the 
_ qltho program. Doolroy . 
on.lennlnatton of program. . 
H_,~odOf 
obeOlete pegee may be 
deatroyed.when no longer 

- . I.) Authortzed Ni·52~95-i . 

Hold In cummt file ..... 
for i -year before· 
InInoIen1ng to tho 
~ICenter. 

Cutotfnl.. 
atthaendot 
!he CY, 

801·2.­ .. 

. 

. . 

801-2+1 Progfllm ofl'k:ea. 

. 
- -

PlrmMlint. 
ReyleW an.r 50 yeo," lor 
decla.llflcaUon and poaalble 
lrenIfer to NARA. 
(Author1zod Nl-52~9~l,) 

Hold In cunvnt ftIe area 
lor 1 yoor-. 
tranlferr1ng to ~ 
Recorda Cenler. 

Cutoff fllea 
a1!heoodol 
.tho CY, 
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NUMb,,. 

10 be ompIoyad 
change. 

and 

managed at 
mla,lon control oenler, 

every 5 yeera until the 
ollhil program. Deatroy 

_.. tennJnatlon of program. 
However, IUparaedad Or 
_ .... _maybe 
destroyed when no tonger
-.t. . 

IOeetioy when aupel'Hded. 
obeoltte. 
(AAJIt1Of1zod NI-52H5-1_, 

year befolJl 
trallltantng to the 
Ratordl Center~ 

... 

to the Records 
They 

until they are 
delb'oyed. 

althe end or 
the CY. 

qmnquctflOO IIIMI8QIIDIOl NlOOOlI - R I . Temporary. HokIln cumnt lYe .... Cutoff Nee Iaccumulated In.connection wtth the 8VII1~atlon. Review every 5 yea,. unOl the for 1 year before at the and of 
apprOval, and ImplementMton or dI.-.gea to doee or the program. Dellroy tranetarmg to the the r::f. 
reoonnal..ancetyltem requirements and . on termination of program. RICOfdI Center. 
oped_I. (Induded .re oucII rocordi.1 (AuIhorIzad NI-52Il-1I5-1_, 
program change board record,. change 
noUcetldlrecttv... agaodu. rrilnutet. 'Ind other 
racordl of ool'lftgtJrMlon f1'I.,~ntlcontroI boerds, 
r.qu..te for change paellag... anglna""ng review 
board record" .nd lintlor documonll., (Exdudod 

and oonatructlon of raconnalManCi lyatama 
_nta. ~nctudlng_na 

D18Mnaa and -soeabriolH 

ayatems and 
In to .reoonn"ttaIlCe 

aublyateml. end 
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'tim 
Num~.• r. 

802·14 

802,1-0 

802·2 , 

Deecrtpllon of Recor'dl -

Top Mtvel ....mbIy drawtngtlepeclncatlbn8 that 
pertain to ayltem eegmentl and their malo.r 
8ub...emblles. (Including major UlIgl'ldN and biock 
chang••• ) . . 

~ other. 

Enqlnudoq D'alan and rut Btcpn1l- Recorda 
accumulated In connection with the detlgn, 
eonatrucUon. and 'eating of ralXMlnatuanc:e ayalema 
end their componentl. (Included .... te.l 
procedures, c:heCkIl• • end reportt of .....: wOlt 
orden and other recorda that eornprt8a the 
t!pedlg~· of Individual componanw (alto calted . 
build loa' or ceo1lllOatJon loa'); detailed procurOmont 
'l*illc8tlono. (Including 110111 01_military end 

Aulliorlzad DlepoalUon 

Permanent. 
Review aftar 60 year8 for 
dodaaalncotlon and pciuJbI.
tran_ to NARA. 
(Authortzod Nl-526095-1 .) 

ramporwy. 
Destroy 3 ye.... after flna' 
payment on contract.. 
(AuIhoftzod Nl-626095-1.) 

. 

R......menl 
Inltruct!ona 

Hoidln cunM'lt fUe ateII 
for 1 .year before 
tnIn,rontng to the 
Recordi Cenlar. 

Hold In currant,.. .,••
'0,..1 year before • 
"1I1m,len1ng to the . . 
ReoordI Center. 

cu_ 

CUtoII_ 
81 tho 0I1d 0' 
tho CY. 

CutoII_ 
at the and of. 
thoCY. 

. 

802-24 

!I02-2+1 

802·2...2 

fadlrel apedflcatloni; and docume~ 8cx:umu'ated 
.when products .... deUvered (lIOOIptenC8 datil 
~)). (Excludo recorda covorad by ltam 80:!­
1.1 " , 
Conlnc:1ofO. 

Documentl whole retanUon I. govem8d by F~ 
requirements. " " " 

AI other documen... . 
. 

. 

Tampomy.
Donoy 3 yeoio _ nnal 
payment on"contract. 
(Authortzod Nl-526085-1.) 

T.InPO~. 
Oeetroy"whln IUperHded. 
obIolet., or no Iong~ needed. 
(Authortzod Nl-526095-1.) 

Hotel In current nle .....'ot 1 r- boIonI 
tronolerrlng to tho 
R«lOI'dI c.nter. 
Theee ..... eannot be 
retired to the Recordl 
~.r. They rnuet be 
hekf to current program 
area unm they are 
de8U'oyod. 

Cut""nl.. 
Itthoondol 
tho CY. 

NlA 

" 

~ 




1JHCLU8IJ'IG · 

IiI2004D 


Numbera In.trucHon. 

IUperweded. IOthdIOUioReoord. 
no longer ne&dad. Center. They must be 

(Aulhor\z8d N1-625-95-1_l . held In cUl'T'eht program 
area untM IfleY are 

.""admlnlltratlon of contracta for Ihe Icqullltlon of . 
ayet..m end a)'ltem aegmenta. (Exduclng recordl 
covered by other Itame--o' ttl. achectule.) (Included 
.. coat management plana, Mcu1ty plane. 
contractors conftguntlon management plelll, 
pertodlc financial/coat reporte, recorda ,ubmltted In 
eomecdon wtlh.dNkIn nmew., and periodIo 

be 

."'" 
Uio · 

luperwded, Record. 
no longer n ..ded. 
Nl-625-05-1.) 

after tlruil 
c:ontraet. . 
Nl-625-9&-1.) 

requlR!mentl. 

~uperwded, 
or .no lonuer n8eded. 

(Au1hoItzed Nl-526-9&-1 .) 

,
ettt:ae.end 0' 

I Uio CY. 
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111m 
Numb.,. 

o.lCrlpUon o r Rlcorda ' Authorized DllPOlltlon . R"hlMnt 
. I~.tructlon. 

Cutofl 

803 8p•• m OperaUon -1"hMe reconII are eccumu,eted 
at NRO alte. relponllble for planning and 
implemenUng reoonnal ...nce mllelon. and/or 
prooneIng Iho ....ulHng dala. . 

803-1 . SVIta OpmUoDl Plan' and BIQPdI _ P"ne and 
other record. perta~1ng to daly .yltem mlMlon, end 
operatlo,... (including timetable. for deploy~nl of 
night v,hlde, dala lranlmllllon, and product 
h.ncll~ri .) (IndUded!!lre plan, that pert.aan 10 
Indl...ldu. l ·pa....• bY,the flight vehicle, dally planl, 
and longer tenn (I .•.• 5-15 day) plana; Ihort....rm 
Inatructton. to ~ .pedrytng aClfyMJ.. 10 ba 
undertaken on a lpectfto day or dultng Individual 
pII..a; and form. COft'Ipteted by operetore after 
individual 0 .....: ' . . . 

Temporary. 
DellrOy after 1 year. or when 
auper1l8dad. oblolete, or no 
longer needed, whichever 'I 
1aI.... 
(AuIhor1zod N1-625-~1.) 

Th...m•• can!lOt be 
retired to 111. Raconla 
Center. ThIY mutt be 
held In current 'program 
.,.. l.I\lM they .. 
dootroyod. 

N/A 

I 

I 

I 

803-2 MIMIon Planning Data"""' -Electronic 'Yltam' 
uaed to fUPPort the mIeaIon talklnll procell and tha 
prep....1on of .yolamo ___ pIani lI1al 
maximize tha eyetam'l ability to ..Uefy the prlorttlal 
__hod by tho Inlallgenco Community. ," 

TamporVy. 
O,1ete ~al8 when euperaaded, 
obeo...., or no k»nger needed. 
(AuIhor1zod N1-525-~ 1 .) , 

TheM nil, cannot be 
retl~ to the Record,
Comer. They mull be 
held In current progrem 
.-ea l.I1L11 thay are 
~od. . 

N/A I 

I 

I 
803-3 

-­

. Al/MIqo CgnJmllOtI Gmuod .PcpquaInQ sn. 
t'coced&itu IiIUIOCII -Handbookl, mlnu., 
checkllall, and other I ..~nc:e. that epell out 
I'MPOnelbllttl... proceduree, and o~ng 
Inelructlona foi" operational per80nnel a, m ....on 
control an~ ground proceulng Ilte1. Then 
laauancea peI1atn both to ongoing prootduree .1 well 
at 10 'hott-term modlftcatlonl and conlhgenct••. 
(e.g., In, lruellon, to effected per.on~ that a ptece 
0' equipment wll be c;MJt ~, aaMoe during a epeclfted 
lime period). 

Temporary • 
D"1toy whon'ouporoodod, 
obBot,te, or no longer needed. 
(AuIhorIzod N1-525-95-1.) 

. 
. 

The., ftlM cannot be 
leUrod to Iho ROeonto 
Centor. They mull be 
held In current progl'llm 
area until they are 
d.oItoyO!I. 

N/A 
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Numb.r. 

lupfteded. 
and ground or no 'longer needed. 

lit... NI-525-96-1.} 

Inltruetlonl 

center. rhey mUit ba 
held In eunnt program 
.... until they are 
dollroyod. 

~~ Temponry. Theae .... oannot be ' ·N/A 
Ither ' Deatroy ....r 1 ye..or when retired to the Recordl 

operallng pef1lonnel a. mlIIlon control and ground .....,.,.eded, obeotel8, or no Center. They IlJJlt bl 
procel8lng 1111•. Loge pertain to '8CtIYItI.. and tonger flNded, whichever II held In current program 
_venti thet took place during the ,.p.... Ihlft. latar. af,. until they are 

. . ..,...,/..cr 
TT""'=".,=rrv"'DaJa==­

to enlura thai the 
perlonnance 10 _factory from tho otondpoInt of 
million aooompIl8hmont and tho oY"*n'o health 
and_tv· 

DDeIitIonaI Commend Dste 

NI-525-96-1 .}· 

when IUparHdad, Iretired to the Recorda 
~. c..l1.... They mull be 

........-y 
IUpar8eded. 

or no longer needed. 
(AuIhoItzod NI-525-95-1.) 

Deelroy when 5 y .... old. 
(AIIIhottzod NI-525-95-1 .) 

In current progtam 
until they are 

_ to tho Rooordl 
Center. They mult be 
hekt in currant program 
area ~Ilhay are 
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, ueact1'pllon or,Rlcorda AuIhortled IXapoalOon R.tlremlnt . Culofl'III" 
Numblra InatrucOonl 

.803-9 Aoomatv Rtoot1a tod BaIaItd Btoontt - Reports 
and other recorda documenting problemli and 
malfunctiont In a t yitem'a operatlona that have the 
potenUaI ·to iJgnHk:anlly affect million performance 
and/or andlnger the a)'ll8m', hellth and ..rely. 
(Included .... de&a1pUona of the problem. 

co.mparteons of wheI 0CCUTed with what ahoukl have 

takan place, Il'anl forcol'T8c11ve action, and the 

..ouIUng "",I lnolnldlOne.l . 
 -
FI.. on mlJor ,nomaNII ttat did; In feet, have a Perm.....nt. Hold In CIUTl'8Rt file .....803-9-e Cutoff fllea 
algnlncanllJllpact on the .yetem.~ , RlVlew after 50 yea... (or . for 1 year before at the .end 0' 

II'1I00fentng to Ihe . .. 
__lion _ .,.,.-

IhO Cy, 
tranlfir 10 NARA. Recorda C8htar.. 
'"",,,orlzod Nl-525-95-1 ,) 

"-803_ Tamporwy.AU oCher N... T.heI.. fll•• camoI be Nil'. 
Destroy on termln~on . of retired to the Rlcord. 

, I ya'am. Center. They mu.1be 
(Aulhor1zed Nl-525-95-1 ,) 

0 

held In c:urrenl program. 
area ~=~ey ere · 
doolro , 

803-10 Raw R.QQf!OftIIunQl DaII- ~tI containing raw, T.mporwy. , , ~e flea cannot be Nil'. 
ul:lproce...d data Ind tlPel that ~flect 1",ltlal DeStroY when luperwed.d, .. reUred to the Recorda 
pr<><»oilng 0/ _anco dala. 0btaI.-. or no longer needed.· Center, They muoI be 

" 

(AuIhorIiod Nl-525-95-1:) tM,kI in Cvrenl program 
lraa until they Ira 

Idoolroj'od, 
. ToriIponry,Gcguta1 SI! T.cttnIGaI AtHWaM -Raporta and. ThoMftlnoannolbe Nil'. . I803-11 

related recorda accumulated at groundl. lte" that Olllroy whln auplrieded. retired to the Record • . 
enalyz. IocaI·ProoaMe. In order to etrec:t . oblde", or no longer needed. Center. TJ:Iey mutt be 
Improvenwntt. Al80 !nCluded arei tech(llcal a~ (Aulhor1zed Nl-525-95-1.) I 
of emltt.,. dertved from racoMal ... nce daw. 

~ In curnnl progntm 
1Jlra8 uiltJl they .,. . 
dnIrovod. , 
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Item 
Numb". 

D••crlpUon of .RICOrdl · 

803-12 PtdqdIc RtqqrlI go syam 0DtcatI0n. ~ PGf10dIc 
(monthly, quartll1y;.,mHlnnual, ate.) reporte lhat 
pertain to overall ayatern operatIona and 
perfonnance. Rlpolte Include ",8rrat1vel, cha"', 
·graphl, and table, and reilita to ayatem "statu" 
..oklng. collection. proeeeling. and reporting 
acflvlU.I. A1lo IncJuded .... dlleuellcml of 
partlouterfyolgnl1l_lnfonnatJon __,by the 
Iyltem .. well .1 technlcallnfonnatlon on the 
IVllem', oerformence. . 

803-12.. 0fTIce, relponllble for preparation. 

803·12-0 Other oMceI. : 

.04 

_-I 

804-1 .. 

. 

, 
8yltem Launch • Record, accumulated In 
connection with prepert,\g rec:onnallHnce eyaten. 
t»r launch. 

LaWlCh PreparaUon Plena. 

Plane. agreemenla, requirement' documents, lind 
either rec:ont. eceUn:JUfated In connection with . 
preparlng"for launch•• Thaae recorda document the 
• equence of ....antl for eaeh launch, checkout " 
procedurH, tachnl~1 ;.qulrem'nll, and other 
operaUonl Ihal "lre ,necllIMY 10 entI.I"8 e .uoceafuI' 
launch. 

Authorlnd OlapoIIUon 
" 

. . , 
" 

" 

. 
Perm_lient. 

Re'Aew after 60 yeara for  
dedeulftceUon and poutbla 
trenerer to NARA. 
(Authortzed NI·525-85-1 .) 

Teniporwy. 

Olltroy wh,," l upe ...ded, 

obeoIel:a, «no longer needed. 

(Authorlzad NI-525-8SoI.) 


, 

. 

Temporary • .  
Dellroy ti Y" after launch or  
when lupel"Hded, oblOlele, or  
no longer needed, whichever ..  -. ' 
(""""""'ad NI-525-8S0I .) 

Retlremlnt 
Inatruellon. 

Cutoff 

. 

, 

Hold In current fila am. 
for 1 year befof'a 
tran.fening to the 
Rac:ordo CerUr. 

CulofflUH 
a'the end of 
the CY. 

The.. Nee c::annot be , 
retired to the Record, . 
center. They must be 
held In current program 
area until they ~ 
dOllroyed. 

NJA 

Hold In CUl'Nnt N, eraa 
for 1 year IJeforll ' 
,tnInlfentng to the 
R,oordl Cenler •. 

~"nl••· 
.. the end of 
the CY . 

. ./ 

Sf~T 
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, 
o••crlptlon of R,cordl R,tlrem,ntIt.m AuthOrtz'~ ol.po.ltlon Cutoff 

, In.trucUon.Numbe" 

T,mporwy.All otHer recordl. , Theee Nee CWlMf be804-1-b NlA 
Destroy when . upe_ded, reUred to the Record. 

Center. They mu.1 be=c::~_~r'85:~ed, h,1d In cunnt program 
wee unUllhey .111 

ed" 
804-2 pct-L4unc;b .ruc Baopa1I- Teet report8 and dlta 


aeo.imulated at 'lunch lit .. 10 enlure thai lyaleml 

, end 1helr oomponen1o "",1unc1JonIng prope~y pr10r 

, •to launch. 
Temporary.Recorda.whoM ...tenllon.11 governed by FAR Hold In curnnt ~le .....' Cu1of1ftloa,804·2 ... Da1nly3yeoco __I ,' requr.menta . . for 1 y ..r before althe end of 
plyment.. . IraRlferi1ng to the : !he Cy" 
Au1hoItzod N1-525-85:1.} . Rec:orda Center. 

804-2-b T,mporary.Reporu control ~nual.. . Thele fII.. cannot be N/A 
o.lrroy_ IUPOraodod, .._ 10 "" RecionIl 
oblOlete, Or no longer needed. Center. They mull be 
(Au1hoItzod N1-625-85-1,) hetd In cumnl program 

area until they are· 
doolroyed. 

temporary.All othir recordl.804~2-c Th... file. caMol ~ NlA 
reUred to the Rec:ordIDeerroy '"""" luperaodod'

oblolete, or no longer needed. Center. They mult be 
(Au1hor1zed N1-525-g$.1 .) , heed In current PI ogrwn 

lrel unlll they Ire 

"'" .Pre--Launch Vldeo Ind Audio Record•.804-3 

rompo..ry. .Vldaolapee Ind lOund recordings of the ....mbty of Theel m •• cannot be NlA 
liyatema and other ac::tIvfIIeI undlftlk .... prlor to 

804-3.. 
R...... tape. when IUperHded, retired to the Reoord, 

launch. obllolete, ' or no longer needed. . Center •. They mUit be 
, , (Au1hor1zed N1-625-85-1,) h81d In cuiTenl program 

area until they Ire
"'"Iroyod,. 

. 
. 
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DelCl'lpOo~ 0' Record, Authorized DI,po.IOon ·Retlr.....ntItem Cutoff 
Number. In.truellon. 

Photographl and all other reeonIl.804.,1-1> TemPO...,.· Th_Ne.~be NlA 
Oe.lroy when Iupl!lnaded, . retired to the Recorda 
obeoIete, or no k)ngar .needed. Cenl:ar. They mu.t be .. (Authorized Nl· 625-95-1 .) hal~ In currerit prOgram 

area unUI they .. 
,d ..troved. 

.. Laun::h Reedl ....Rev~ RecordI.804'" 

804...... 
 Temportlry. .. Reportl preplred by tearTW eha~ed ~Ith evaluating HOld In current tile area Cutofftllu 

wheCher ')'Illm eegrrien"le and componenll ere De.lroy 6 ye.,. after leunc:h. lorI_before . althe end of 
ready for Ilunch. (Authorized Nl·625-95-1.) traRlten1ng to thl . the CY.

_Center. 
Tempor..,..- , .. ' All other recordl. The.. file. cannot be N/A .804 ... -1> 
D..I~.when lUp8nIeded, retired to the Record. . oblolete, or no longer needed. Cenler . . They mult be 
(I\I*loitzed N 1 ·525-1$.1.) heklln ·current program 

araa until they. are 
deetrvyed. 

La,,!nch Safety. Recorda. 

Safety pl.nl, IICCkIent rt.k a""lmente, mlnut.. of 
tedlnlcallhtarchlnga meeting., alfety oertJtIcedonl, 

804-8... .. 
end .other records aocumulated to IflIUrB late ~ ..locceufullaunc:hel. Ttte record, ldentlry·poten4Jal 
hazard, Ind ,peclfy the precllUllOn. and other 
brocedurH needed to minimize rita. 
0fII00 01_ (0fII00 0/ ~ Lounch).804-6..1 

Cutotr Nee . 
Olltroy on .uocellfullaunch of . for 1 yea' befor~" 
Tempor.-y; Hold In curren!: lie ....a. Recordl ralallng 10 ~ Ieuncl:'M.804-6+1~a 

at the end 0', next whJde In the,program. or tranolentnglothe the CY. 
hold for hlltor1cal r8188rch untft .RecordI center. 
no longer needed.· 

• (_ed Nl·525-a5-1 .) .. 

UHCLASSI:rIBD 72 



-. 

~l J 
o.lcrfplfon of Rlcordl Aulhorizlld DllpolHfonIt.m R.tlr....nt culofl 

Numb.r. -In,tructlonl 

804-6+1-b 

804-6-<>-2 

. 
. 

804-5·b 

804-e 

. 

Recordl pertaining 1o mtlhaptlfalknl. 

. 

Other oflk:el. 

AlIother_. · 

. 
Pp.tt LAunch An"v", BtCjOCdl-'Repol'tl and 
onolyooo ...pored oftor louncheo._do.plOYtdo 
data and ana!WJl. cOnC$nlng IndMdulillaunchM, 
probiem are•• noted, and IUgg.~ons tor 
Improvomenl . 

~n~ 
Review after" 60 yea,. for 
dedaqJftcatlon and poealble 
hnlfer 10 NAAA. 
(Authorized Nl·525-115-1.) 

Temporwy. 

Dutro)' when llg)8rudad. 

obeolete, or no longer needed. 

(_ Nl·525-95-1 .) 


Tampoqry. 
Destroy whan ,up8l"Hded, 
obioI.... or no longer needed. 
(Aulhortzod Nl·.52&-1I5-1.) 

Pennanant. , . 

Revtew after 50 yeIIrI for 

dec:lliutnc:atlon end po~lbIe 

tran.rer to NARA. 

(IIuIhortzod Nl· 525-95-1.) 


Hold In currerit lite area Cutofffll.. 
tor 1 y:,ar before at the and 0' 
tranarerrtng to tho tho CY. 
_Collier. 

Theee file, cannot be NJII 
retired to the Record. 
.Center. They ITIUIt be 
held In current program 
area unUl ".y'are 
dealroyed . 

NIII 
retired to the RICOi'd. 
C.~. They mull be 
hetd In cunnt program 
area UntIl ~y are 
~. , 

Thela ftkIl Clnnot be 

Hold In current fll, area Cuton' fll•• . 
lor 1 """ boloro 81 tho ond 0/ 
tranafen1ng to the tho CY. 

ReQordl Center; 
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900 OperoUonol Support and U ••r Applications 

Records covered In this series pertains to such matters as contingency planning, systems tasts, and records accumulated In 
connection with effort. to Improve customer utilization 01 reconnaissance systems, I.ncludlng training matarlals to acquaint 
end-u.ers with the capabilitle. 01 NRO systems. Also Included ans specifications and mal)Uals lor sYstams daslgned to . 

. ensble end users to gather and use reconnaissance data and studies prapansd to assess. the allactlvenesa ol .NRO eystems 
. . In m~Ung user requirements. ' 

Item 
Number. 

Deecrlplion or Rlc:ordl, Authorllild Dllpo..Oon RetI ......... nt 
Inatructlona 

CUtoff . . 
110' Support FIII~ 

901-1 Cootlnatpcv Plannlng ,FIIt, ~ Reeorde rIIaDn" 10 the 
development of plana for LIM In the event of mI..lon 
or eyatem felture -and other emergendee. (Included 
are final narrettve piai'll Ind related drab; 
admlntltntUve fIl88IIIgel, and 'olher blld<up pepetl.) 

. 

901·1 .. Recon:t copy oUnl1 pllnl held by omcee 
ruponoIbie for their preperallon end lIIuonce. 

Pannen.nt. 
Ravtew aner 50 yeal'l for 
declueHlcatlon and poalble
nne"" 10 NARA.• 
(Authorized N'-525-9$.' .1 

Hold In current file area 
lor • . ~ bofonI 
tranefening to the 
Recona. ~er. 

Cutoft' me• . 
.. tho endo! 
thl CY. 

901-1-1> AU other recordl. Tlmponry. 
Dellroy when aupel"l8tjed, . 
obIolete. or no longer needed. 
(Authorized NI-525-95-1 .) 

Thua mil c:tJinnol be. 
_ to tho Record, 
Conler. Thoy muwt be 
held In current program 
.... unltI they .. 
dol1royed. 

NI" 

901·2 EmfoIfIUgn Sy1ftmI Sptqlfc;!IIftgn ~ Speclfk:d0M 
for ayatem. del1gned to enlble end UIII'I to gathe,. 
and UN reconn..ieance dell, SpecIftc8IIon. ~n 
to parformance Ilandarele eyatema which mUlt 
alUsfy. the hardware and ,ottware requirements thai 
muat be mel to enlure performance, and Interfacea 
between exP!ollaUon hardware and IOflware and 
extemaf hardware and IOftwwe. 
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Itlm ' Deecrfpdon ot RIco"" Aulhorfz.d D1I,o.lllon R.lIremlnt Cutotl 

Number. InltruCtlon • . .OIIk:e reoponelble lor preperetton. .901-2. 

901 -2 ....1 . Record copy of final ve... IOf'II or t pedftcatlonl and Plnn'l)lnt. Hold In me are. CutolUlea 
Interface control doctmen&a.. Rovtewall'r 50 yean fer for 1 yew before .1 the end 01 

decl...!ftgaUon and poulble tranefarr1ng to tie lhe CY. 
tranlfer 10 NARA. . 0" R_Center. 
iAutt,orlzed NH25-SS.1.) 

901 ·2 ..2 All other record.. (Indudlng IOftwert rei.... · Temporuy. HQld In QlrrerW lie ..... CutoIffU•• 
documentaUon, mlnutei and other .-.cord, of· O.,troy 6 yea,. aft8r eyltem for 1 yelr before . at the end or 

_.0II101e1e. 'c:ontiguraUon oonlrol board •• e"lli""r1ng review lroi1elenlng 10 the the CY. .. 
bo'rd.;.~nt8rf.c8 pontrolgroupe. and design review . Recorda Con.,; 
recorda. . 

(l\uthOrIzeO N'-52S.I15-' ;) 
, 

Other oftk:ee. Temporary. CuIofI jIeo901 -2-1> Hofd In current ate ... 
~88troy 5 )'881'8 after 'YIl8m for 1 y.ar before at the end of 
bec:omn obtotete. Eerier the CY. 
dl,polal l. 8uthOf1zed If record. 

IranIforTInglothe 
Rec:ord, Center. 

ere lupefMdad. oblOfete. Of no 
ionger needed. , 
( .... _eO NI-52S.115-1.) ,-

EmIpIt§tIoo Sy"'m. OpttIUgn, .nd Mtln"naaqt 
. Manuola ·' Menu.la end other IeeUancel thit 


delcribe prooedurel for operating and mltr)t.lnlng 

rec:onna!Maoce exploltaUon _pl,ma; 


801-3 ... 

901-3 

T.mporary.OIIk:eolrocord. Cutotl'lIl•• 
O..troy 5.yalra a~r IYItam. 

Hold In ~nt ftIe area 
for 1 YHr before at tha end of 

becOme, o..ot•••. " . the CY.Ironar.nIn; 10 IIMi. 
(AuthofIzed NI-52S.SS.1.) "Recordl Center. 
T....porary. These ,... cannot beother oftIcee. Nil. 

. D88troy wh.n aup.l'Hded. 
901-3-1> 

retired to the R.corda 
obtolete. or no longer needed. CenI«. They ..... be 
(AulhorlzeO NI-52s.e5-1.) held"ln current program 

... unO they are 
destroyed. 
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1 ),881" okI or . to the Recordi 
when luperl8decl, obtolete, or ,mull be, 
no longer needed, wNchever Ie heklln current program 
laler. ..... unUlltlay .... 
(AUIhortzod N1,52~8&-1.) · deatroyod. 

• 

_ Quito 
of contingency plane.) 

are tee' plan., after ectIon repone, 
teet procedurel and requlrementa, 

archltecturee and c:omrmJ~'I!C8Uon. ayat...,. 
be Of11)Ioyod, U... of penOnrieI and oqulpmoI1I 

n••ded for: the exerd,., and other admlniltrailvi 

end u.aera of NRO 
wllh the ovenill nIIIW'e and IOOpa of. 

NRO R.conn.....nce Proarallll and how 
they Cf,n acx:ell 
textual and 

overview. of 
all 

• 
1N<*1g. Re.... after 5O)'earI for _ •..-on and poaaIbIe

I~,,!~fe~ ~ NARA. 
"'. 

IU~, 
obeotete, or no kmger needed. 
(AuthCMtzad N1-526-05-1.) · 

901-6-b All other record.. 	 TI!"potW}'. . " 
Deetroy when luperaaded, 
oblol.... or no lonser needed. 
(AuthOr1zed N1-62~95-1 .) 

area 
altho Indo! 

!he thl ey: 

The.. ft_ cannot be N/A .. 
rotIred to !he Rocon!l 
Center. . They mutt be 
held In current program 

they ... 

1 
retired to'the Record. 
Center. They mUlt be 
held In c:urrent program 
area until they 118 
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o....rlptlon of Rlcord,Item Authorized DlipollUon 'Retirement Cutoll 
Numb'HI InltrveUonl 

90H Sy.ttm PJpbItm Rtporlt • Reporta .ut;mltted by end Temporary. Tha•• fila. cannot be NlA 
..... of toctlcal data _ noIIng prob_ 0.- Oeatroy when IUpeqeded, retfrad 10 the Record. 
luggaUng chang.e to Improve their utility. ob,oleta, or no longer needed . . Cent.r. They muat.be 

(AuIhofIzed N1-525-115-1 .) held Incurronl program 
area until they are . doIlroyed . . 

OptllUonjtl Suppqtt Anoly"• • atudle., repot1l.901'7 
_ pa".... end ....., _ ","pared In order 10 

...... andlor Improve \hI degree to Which NRO  
collection eyitema meet end -uter requirements. 
 .
(I~uded Ire final veralol'll of.reportllind I Uch 
IUpporting documentl·•• ~Ign revtew.,.brteftnci 

, pap ...., liidea, vlewgraph" Motee, drab. raw data. 

and other relaled recorda:)' . 


901·7... ' 

. . 

Final vaJ'llona of reports and l ubatantlve background P,nnanent. Hold In current fll, area Cutoff "I.. 
__ hold by -. ~Ior....,....uon. Revtew after 60. yea,. for for 1 y.... before atlhland or 

dec:laealftcetlon and POI8Ibte traillferrlng to the the CY._c._.__10 NARA. · 


I_ Nl-525-95-1.) . 

901-1-1> 
 Tlmponuy.AI other record•. TheM N•• cannot be NlA 

D.,troy when IUperaeded. retired to the Record, 
obllOlete, or no longer needed. Center:. They rrult be 
(AuOlo_ Nl·525-115-1.) held In cunnt program 

area until they .... 
dMoyed. 

, , 
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1100 AdmlnlatreUve Menegement Recorda 

This i!erles provides for the disposal of Certeln record;' relating to administratIVe management actlvltlesln the NRO. excluding 
records of operating personnel. budget. accounting. and prlnUng functions. which are covered by othet' aeries. Includad are", 
disposable records created In connection with, record manag,!",ent activities; forms management; Internal control revlsws;' 
and administration of management Improvement programs. 

Item 
Nur:nbe... 

OeecrlpUon of R~corde . Authortz~ OI.poalOon Retirement · 
Inetructlone . 

Cutoff 

1101 AdmtnIat,..l.,. FIIea 
1101·1 Ad~au.Uvell8U8nC8'. . 
1101-1.. NotIoee en~ other type .. of luuance. related to 

routine admlnl8tnttlv8 tuncllonl (e.g., peyron, 
prOcurement • .,......,001. poridna). ' 

Temporary. 
Deetroy when IUperaeded Or 
obeolete. 
(Author1zod GRS 161tom 1 ...) 

Theel lUe. cannot be 
rellrod 10 IIlO Rooord.
00_. They muel be 
held In current progr.m 

N/" 

, , 

..... unIIIlhay .. 
dooln>yed., 

1101-1-1> 

1101-2 

1101·24 

CaM tHee related to (a) above which dOCument 
• _ oIlIlO dovelopmenl of iIl8 11IIUOI1C8. . . ' . 

, 

Btcpn:fI DlIDptiH<)n fIlt, - o••Clfptlve Inventorta., 
dllPOlllll authortzllUQIl' , lChedulei, ~nd reporta. 
Balfe documentaUon of reoorde dncrlpIton and 
dlepOiIUon program.. (Including SF 115, Requaet 
for R_ DlopoolUon Aulhortly; SF 135. Reco.... 
Tran.m1nal and Receipt; SF 268, Agreement to 

Tampor...,. 
Doo1roy'_loouonCo 10 
dntroy.d.
tAulhorlzed GRa 18 110m lob.) 

The.. flee cannOi be 
n>Urod,1O iIl8 Record • 
Center... They muat be 
held In cc.i~progrwn 
area until they are 
de . 

",I" 

~ 

1101·2..·1 

, . 

Tranefer R8CO~. tf;' MARA: and related . 
documenlaUon. ,. 
SF 116a that have baeh approved by NARA. Tempo...ry. 

Oeetroy 2 yea,. 
after· luparu8l10n. 
(AuOhorized GRS 161tom 2+1,) 

Hold In C\Jrrent fila area 
for 1 yew before 
.\ran,femng t9 the 
Recorda Cehler . . 

CutotrmH 
It the end of 
trni CY; 
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_lonnie 
luperHded, or 

(Authorl%Od GRB 18 110m ~.) 

Num~ere 

OHCLASSXI'IBD 

Inetn.(ctlone 

.ner the retated 
dutroyed or after Ihn~;8n1ng'

record..... -" -
to the N.llonal 

U.S.• whtchever 

1 2 YlNlra old. Iretlre~ to the Rei::orda 

XM200"n 

" 
ORS 18 item 2~.) center. They mult be 

held In current program 
.... undllhey .. 

related In,trueltona".nd documentaflorl ,howfng at the end of
-J!IIon._. end __ of ","Ionn. I 101m lheCY. 

-. 
cancolod. 

Recotd HoIdina FJJ..  
iIIl_ 0' _ dl,poood 01 by 

whiCh prep..... reports on Teniporwy. Hold in currenl file arel CuIoft'm.. 
NRo-wlcfe record, holding.. " o,etroy when 3 years old. for 1 year before at the end of 

(Aulhotlzod GRB 18 110m ....,) InIn,len1ng 10 U10 tho CY. 
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II,m D..crlpUon or Record. . Au~d Dllpolltlon Ret....m.nt ' CufoII 
Numb.r. lriatructlon. 

'101-4-0 . Record, held by other otncH:. Tampo,.ry. 
Demay when 1 )'1:11' old. 

TheM fll•• cannot be 
rW1in<1lo tho _ 

NlA 

(~GAS 1811em 4-1>.) eon..... They mull be 
.. held In current program 

area ,untllhey we . dootroyod . . . 
1101-6 Rtportt ConItpI flit' - ClIH'lIteIlMIntelned for Tampo..,y. The.. ftteI cannot be NIA . 

each NRO repOrt created or propoted. (Indud.eeI are Deetroy 2" yea... etler the report reUred to !he Recorda 
_ ..nce forme, OMB 83 (fonne<1y SF 83); 00pIe0 of IldioconItnued. ' .' Cenler. They mult be 
pertinent .folTlll or deecr1ptlona of fonnat;, copies 0' . (AuIhorizad GRS 18 110m 8.) held In current program 
authortztng dfrectfvel; prepwwtIon ,lnItrucUonI; and •• until I'Iey ... 
documents relaUng to the evlluatJon, c:onUm"Uoh. 
revl.'on, 8nd,.~I.oonUnu.noe of reporilng 

deeb'oyld. . 
~RmMQ. . . . . 

1101-8 BtcpllM Mtm!jaom.oC fifo. - CorreepCndance, Temporary. Hold In currant fila ..... Cutoft' fllel 
reportll, aulhorlzaUom!. and other recOrd, that retat. ~ when eYUrI Old. for 1 year betora at tho ondol 
to tho monigoment of NRO _. (Indudlngl~ EOI1IordlopoUlla_ W ",,""Iorrtng to tho the cy, 
matt, nI •• 1ormt. correepondenoe. ",portl. ITIIIII, and record, ara IUpeneded, Record. center. 
ft... n:aanagemant; the UI8 of ~. ADP obItotete, or no longer needed" 
IYlteme, and .word 'p~lIng; reoordllman.;eme!"lt tor'.....nc • . 
,urvey.: vtteI record. prognme; and 1111 other (AU1I1011zed GRS 18 110m 7.) 
..pectI of reooniI management not covered 
etnwhere In ttll••chedule.) .. 

H01-7 Ft"'bIIfY StiJrIIt. ­Stud~ concIueted before the Temponry. Hold In current til. area Cutotr_ 
Inotallilton or .ny tochnoIogy or oquIpmont Deatroy 6 yeoro .1Ier oompleUon for 1 yair before althe ,end 01 
auoclaled with ,Infonnatlon technology or Infomldon 
mlll'l8g8fneOt .yetl"", euch at looIIl .Area Networb 

or cancell.Uon of study. 
<Autho!tz<id GRS 18 110m 8.) 

transfemng to the
_center. 

the CY. 

(LAN.), word proceliing. copl.ra, micrographics, 

. and voiCe and date communtcatlone, StudIIe and 
.y.ttlm'anIIfyHs for the In"1eI eltabftlhmenl end 
maJor changa. of th....yeteme. Such etudl •• 
·typlcally Include • _ or Ih.....moII"'. 01 
the Pl'9poeed 'ey8tem arid a coltlbeneflt "'aIYIII, 
(Indudlng an .nalyall of the Improved efficiency and 

, 
, . 

eftedlYen.., .10 be expected tro.:n the propoeed 
Iyet,m.) 

UNCLUSIPXO 
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.  
111m 

Numb.... 
OelCrtptfon of Record. Authorlz.d Df.poatuon "Retirement 

In••ructlon. 
Cutoll 

1101·8 Mlcro,form Inapactlon Record, . . 
1101·11-0 Inventorial, loge, and repone documln~ng the Tempor~ry. Thete·fll .. cannot be N/A 

lnapaction of Permanent .mk:toform recorda, ... DHtroy 1 yeOr ofter Ihe recordo retired to the Record, 
required by 38 CFR Part 1230. Ira transferred to. the lega' . Center. They mutt ba 

custody 01 ""' Natlonill ArchlYea. held In current program 
. (Autholtzod GRS 18 110m ·10«.) .... unIIllhey era 

. dlllroy.d• . ' 

1101·~ 

1101·9 

Copy 01 logo and ..her rocordl_n1Ing tho 
lnapactlon o~ temporary rnIcrofonn recorda, al 
recommended by 36 CFR Part -1230. 

JnIbonaClqa B.IQUOiI' MlOItlIllltOIlJRAU TtttooI" 
Blk1tw EUu ­ R.porte required by the Oanara1 
SoMco. AdmInI_ concomlng ..-oIlRt.! 
practlcee. (Induded are aIIOdated COiTeIpondence,
atUdIoo. _ ... feeder .._. and monItor1ng 
.....v..nd rooorta.l . 

Temporary. " : 
DHtroy when 2 yoaro old 01' 
when , uparaaded, whIchever 1I 
laler. · ' 
(Authortzod (lRS·8Itom 10-b.) 

Tamporwy; 
Oeetroy when 7 ya.,. old. 
(AuIhorIzod GRS 181_ 11.) 

Thee. IIIn cannot be 
retired to the Record. 
Centei'. They muSt b. 
held In CUfTenl.program 
ar..·until thay are 
daolroyod. 

NlA 

CutoIIlIIn . 
atthland of 
Ihe CY: 

I 
Hokt In coownt nil ... 
for 1 yeer before 
trwlIfer 10 the RtcOrdI 
CanlOt'. 

. 
1101·10 . Documentl PubHl~d In the Federal Regllder. 
1101·1O-a F... ~ ""' _Ing 01 noIIcee . 

lIMounclng committee meeting". (Indudlng 
mooting. open to tho publio under Ihe Governmont In 
Sunohlno Act 1(5 U.S.C. 562b (.) (3)); ho.rlng ond 
Invedgeflonl; ftnng of petHlonl and appllcaUona; 
leauanoe Of revocaUon of ,1Icenae; ~ eppltalon 
deadllnee: the ..,.lIablllty of cer1llln environmental 
Impo" at_; doIog..... 01 authority; and 
other. mattan that are not codUkklln the,CFR)-

Tempo"".
OanoY when 1 year okl. 
(Authortzed ORS 18 110m 1)<0.) 

Th... tIfea cannot be . 
retired to the R.corde 
Center. They muat be 
held In current program 
area untn they are 
daoOoyed • . 

_101ho_ 

NlA 

I110HO-b FilII docu.mentlng the processing of Hmlannual 
regulalory agenda. . 

TimpanI')'. 
Deltroy when ~ yea... old. 
(Authorlzed GRS 18 It.m 13-1>.) 

TheM'ftl.e cannot be 

Center. ' They mUll b • . 
held In current program 
lrea unO! lhey are 
d_oyed. 

N/A 

. 
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ret1red to the Recordl 
Center. They mUM be 
held In current program 
area untIlheY are 

"-'''-reared to the ReCl!)l'dIC._, llIey IIIUIt be 
held In CUmNlt program 

11120040 

83 

tJHCLUBII'I.O 

, 

~troI aid; .xtamal 
CIrt\llar ""'123: -nc;I 

OM8 
linIng polIcy 

tJHCLASSII'IBD 

. Number. In.tructlon. 

Intemai COniroI-RiiiOiiii. 
accordance wtth proceduree mandeled;by Ot,1B 
ClrcuI.,. A-123. Internal Controe Syatanw. Ind PubUc 
law 97-255, the Federal Menegefl' Anandal 
kltegrlty Act. Under LheI8 authorttJe. , agencIM are 
required to perfonn evaluatlone of their IOCOUntlng 
and adminletraUva controte to pravenl walla, fraud • . 

Destroy whan IUD.,Ud.d. 
(Authottzed GRS 18' llom 1",) 

and procedure for manageme;nt reviewa. 

to eneure 
18 1tem.14l1,) with 

·BllIe An'1yaM . 
to documenl revJew at program ...... for . CUt off doled fll.1 annually. 

IUl08ptlblnty to lou or unauthorized u .. of oe.troy after next revtew cycIe • .-
rellOUl'C8e. INTOfI In reportl Mld lnfonnaUon. and (AuIhof1zod ORa 181_ 14-0,) 
IHegl1 and unethk:al _ctlonl. 

CuI 011 __ _ y, 
o_troy afttir neld reporting 
cydO, Nolo: _ Item _ not 
cover the ooneolldated IInal 
ropo<1a _milled d1roc1ly to tho 
Preeldent or Congreae. The" 
lInal reporte mUl t be . chaduled 
by submitting a SF 116 to 
NARA, 
(Authol1zed GRS 18 Item 1A-d.V1 

_tothoRooordo 
Center. They must be 
heklin cunni program 
area unUI they are 
doItroyod, 



mrCLASSlrIBD . 
1112004DSEptEi 

"Retirement .O••crlpUon ot Rat;ordl Authorized DlapoIIUon Cutoff 
Number. 

"1m 
lnatructJona 

Temporary. N/A 
ena Umellneu of aubml,,1on of feeder r~. 

1101-11-. TtacIdaq FIlM - FU•• ul8d 10 en,welhe completion The.. file. ~ be 
Deo1roy 1 y_.1or report Is retired 10 lhe Record, . 

(Including lChedulea of evaluations, Intertm . completed. Center • . They ITIUIt be 
nopor1Ing, •• of unb requI.... 10 report, end (AuIhortzod GRS1811em 14-0.) . hekt In current progrwn.. colTHpondence relaUng 10 the perfonnanoa of the .rea.unUI they .... 

dolbvyad•.. revtew•• ) 
Rtyftw EUg - Correepondence. ,,~, l~on 
copl_ of audit fti1dIngI. and other record, thlt 
Identify program Internal control weaknnMI, and 

1101-11·' 

corrective action, takan to 'resotve such problema. 
,Since OMB A-123 provide. for anamelJve Intemal  

control review. under OMB Circulars /4,.78, ""1~l. or  , 
A-130, Ihlallem ...0 ..... 10 coptel 0'''' 
revlewl, provided they are klenUnad .. alternative 
revtew. In the man~nl controf plen. 

1101-11-1·1 Cutoff 111..omce with ,.aponllblllty for coo~ln.Ung kltemal Tamporary. Hold I~ current nt. area
for1y__ 011110 end 01 

cOrrectIv. fIdkm II n8CHIary. 
control function •• CuI off when no fI.<1he< 

,tranefentng to the thl CY. 
Dootroy 5 YO'" after cutoW. Recorda Center. 
(AulhofIzad GRS 18 110m 14-~ 
1.\ . 

CopIoo moIn!OInod by oIhor'-' II,_ T.... _ cannoc be NlA 
review.. 

Temporwy.1101-11-'·2 
retired to the Records 

correcttve.atlon It l'HKallary. 
Cut.off whftll no further 

Cenler. They nail. be 
Oeatroy 1 yur after cutoff • . . held In QUrnnt pl'OQfIIm •
~ed GRS 18 110m 14-~ -:~:Ih.r ..._ ed. . 

. 
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1200 P....onn•• Managem.nt 

Themes In this series are malnlalnsd by operating officials. Employee Assistanca Program (EAP). Faclllty·Servlc98 Group 
(FS@). Equal Employment OpPortunity (EEO). and Ollk:e of Human Resouroas (OHR). ","0 InCluded.are records related to 
training not covered elsewhare In this schedule. Except for the Items listed balow the disposition of thsse records Is 
governed by GRS 1 and the records schedules of the parent organizations from which NRO personnel are assigned. Please 
refet to thsae schedules for dlaposlUon guidance. .' 

110m 
Numbera 

D••crlplJon of Rlcorda · AuUI~ Dlipoelion R,Urement · ",. 
, In'tr:uctlonl , 

. Cufol 

1201 Tl'lllning Fn•• . 
1201· 1 TlIIoIaq ArIlJJItPInIIIv fHt. ~ Courwe IIChedul • • , . 

regI, tretion., tralntng completion forma, studen1 evwaUonl, 
and other recorda relating to the admlnlltraUon ~f training 
courae,. 

Temporwy. Hold In cun.nt fie a.:ee 
DeI1roy WIlen 3 yo... old. fori yeorbeforil . 
E.~1er dIopoMlJo ._H _g10 the 

f8COI'da ere luPtl'laded, Rec:otd, Center. 
oblolet., or no longer needed. 
(Aut~ed Nl·625-95-1 .) 

Cutoff fila., 
01 \he end 01 
the CY. , 

1201·2 Cowu Cuo1cuhMn BIOI - eou.... deacrj)tJon •• olilJIneli, 
lel eon plana, videotapes, training aids. atudanl wor1cbook. 
and t.xtI~ and other recorda pertaining to Indlvldual-NRO· 
lponlOred c:oureH. 

Tempo...". Hold In current Nt; area 
Deetroy 3 yeari ...... COU",8 " "tor·1 year before 
dfecontInued. EII1Ier dllpouIl. tranlfentng lo""e 
IUthortzed If rKOrd. are R_d' C_. 
auperaeded, oblOleta, Of no
Ionver n_cI. . . . 
IIAulho~zod Nl ·525-95-1 .1 

eutolllll•• 
at I1e .-.cI ot 
the CY. 

.. 

1201·3 ExftmtI TIIIning Rtqrat. - InfonnllHon relating to training . 
courae~ . ipon~red by other agentlee or o~.nlz.ltton• • 

TempoIWJ'. TheIe fRee C8'1not be 
DIIboy when lupel"ledld, reUred to the Reoordl ... 
obtoleta. or no longer needed . . Conlet. They mUll be 
(AutIlot1zod. NH25-95-1.) held In ~rrent program 

_ untIthey.., 
d..lroyed. 

NJA 

, 

1202 AWlrd.·MMI Decoration. · Deocntiorwlo individuate· 
(military Ind civilian). Cue tire. of recommend.do .... , 
daclaton., aw.rds. announcemente. board meeCfng rMlul88, 
and related documents. Approval of peacetime U.S. military, 
U.S. nOfHnllllel)' and foreign decoraUonl aI the 
awarding/approving authOrity. 

, 

.8·5 1ntct.AsSIJ'.I. D 

. S[~ 
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25y.... 
• Nl·625-()()'I.) . 

" 1202-b Electronic mIll and word procelllng recordi ueed to Temporary. , Tl.~__ . 
generate record, covered by.Hem a. Destroy/detell VtiIhIn 180 days reUred to the ReoordI 

. after the rec:ord copy h;. beln Center. ·They must be 

and __• (Including summary 
an Indlvklual employee'. medical 

lind vtaIII: to Govemment healih 

alcohol. ~l\Ig 
til.. (Including reportl of interviews, 888M,menll, and 
other related records.) 

produced. .. hold In cooont pn>gram 
(Authqrtzed N1-526-00-1.) area until they are 

lrea ' 
00a1r0y 8 )'tin alief dale olIO" 
entry. 
(AiJIhOrized GRSI 118m 19.) . 1_ 

_eftetlat1 
entry. ICanter. They multbe! 
(AuIhor1zed GRSI II"", 20...) hold In ....... ptOgI1IITI 

area uriUl1hey Ire 

to 
Canter. TIley mull be 
hold In curnnI ptOgI1IITI 
.... until they .... 

........ endot 
the CY. 

8 6 tJNCLASSIPIBD 
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by 

• .' 

.. -;{.- -. 
.',! 

~ "" .. 

"".... 
'" ,- or1jIIno! 

.'.: 

180 dIt)'8 

;;dlj~:'l""":.' - 0fJ'f hIa ~.•n 
__ N',S26-00­

"
). 

Inetruc:U~. 

, Jl<"!~" 

.....,. .1Ier I'8IOk!Uon 
ofca..; ,": 
(Au1hoiIud ORSl IIe!n 26-e.) ,," . . 

fY. 
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87 



'\, 

~ UNCLASSIFIBD 
1112004D . 

Humbere 
· 201·'-1> . '. ' __1Il00 or t'l""'_ 

c:tocuri1tn1S , ng to ~ fII.. r.~ln,", tn dfrIcIaI . ~. 1 )'Mr lifter reeoIutI.On of 
_mlliolldn ""'1'fIIoIh' CoM No~ . .. 

. . ' ~ GRS , 110m 25-1>.) ptOgr8I'I1 . 

oftorllnol 

1UMn 25-0-1 .)' 

~ T.~po"",. !",noror to tho _. ~,,,too . 
Orllctlcn. ~ wM!17 y... old.. ~ . c.nhl~ when no longer at-th. tIOd d 

GRS 1ltiim 25~~1 .1 · .... . the FY~ 
- - to ... _ NoI-.---- ... 1'201"~~ I:;:::~:.~. I~ 

.. 
" 

... 

UNCLASSII'IBD 
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OHcLASsIrlao 
11I200'D 

....ted _. 
._. _. 1904. the EEO Act of 1812, and any pertinent later 
fegtl'8Uon, and agency EEO CommInee meeting re:cxwdl, 

••• 

. 10 booed. 

Numb.,. 

EEaJ3fHJeraJ FIJN 

~.o- . 

copy 

at the wad 
I Uch II tJme or ligrHn eheeta; Ume cerdt (Iuch I. Optional Y"fO old. _10oooner. 

audtt or 8 
tho CY. 

Fonn 1139); ftextJm. ,OCO<da; leavo opplk:otlono lor Jury and (AIrthortzod GRS 2 Hom 7.) ' . 

.._.- _. -_.. _... ._
for 1 year before 

\Recorda Canlar. 
military duty; and author1zed premkJm PI)' or overtime. 
maintained at duty poet. upon which ..ave Input data " 

baled. Recorda may b, In .I~r m.chlm~·readable or pap.r  
form. ~ 


u..ten1ng to the 

",.trucUona' 

petIolnlng to the Clvtt RIghts IDootroy ...... 3 ·yea,. old. Or ICeI1ter whon no ~ 
when lupeJ'88ded or o*lite. &dive. 

the 
the FY. 

yea", from date of 

from date or 
_ pion 0< when 

achll1nlatratlve purpo... hive 
beln HIVed. w~che...r I, 
oooner. 

yowolrom date 01 

no 0'aca... the N . 

Center wtian no longer . lat "'"and of 
oc:Uve. . the N . 

Center when no longer 
oc:Uve. 

Canter wben no longer 
0dIve • 

• 

N . 

.tltl••nd . 
tho N. 

-....  

. UNCLASSIFIED 
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II.m Delcrlptlon of R~ . Cutotl 
Numbe'" 

Autbortud DtIpoalUon Retirement 
Inltrucdona 

.
120&:1-b 11m. and Artendaoct inPUt Rtpgda • Reco~ In either Temporary. "Hold In current ftle 11'&1 Cutoff ftle. , 

paper or m8Chlna rtl!adable form used to Input lime -and lithe and of 
atlendanoe data Inlo • payroll Iyltam. maintained either by 

Doolroy otler GAO audli or B for 1 yo,", before 
ye.... old, whichever I. aooner. the CY.lroI\IIorrIng to the 

ogeney or payroll p.-.or. • . . (Au1hor1ad Glls 2 110ni S.) Recorda Center. 
1209 Em • OrtIVIm':1 FII•• 

Em%ve. Gdo\"DQI . Recorda ralaUng 10 grtevanc:ea railed . 
by e mploy .... except EEO complelntl. TheIe ftI_lnclude 

12~1 

., the Impk)yee', -GI1avtiICe Record-, which Inldatel the . 
grlevanoe and Itatea the nature of the grievance. The 
Itelemen', of wHn..... , c\n::umatancee th" caund Ihe 

grtevance, report, of Interviewl and h.arlngs, examlner'e 
 -ftndInge and -rec:ommendellonl, ~oyee WIlhdntwel, and 

Ifinal reiolutlon ~f the glievance. If 8ppealMt, the corT!Plate .. 
fila wtl be transferred -to the 0fBce 0' Inspector General. I 
(Soo liom 202-2) . 

Cutoll Nee 
recetved from componenti: 

Tlmpol'8ry. Hold In current ftl. ar ••120~14 . Grievance caa8 fllel Inmated at Directorate 'ava' or ftl•• 
OItho.ond 

oIoood. (Au_ad N1· 626.()2· 
0eItr0y 7 yeare after ca,a II . 2 ~.. after ctoeure 

before tranlferr1ng to the "'tho CY, . 
2) ~Cenlera. 

NIl.Electronic mall and word procHIlng record, used to !:omponry, . Theee fi les cannot be ' 120&-1-b 
0.0Ir0y/_ within 180 day. rMnd to the Record_ 
after,the record copy !la, been 

generate reconI. covered by Item a. 
Center."' They muet be 

produced. (_oct N1·526­ hoIdln ....... _ 
02-2) area until they are 

doolroyod• . 

8upervlaor'!a P ....onn.1 FII ••  
,  

1210 

.1210-1 McmogtlntDt IoAuily FlIt. - InteTVIew ftl., correipondence, 
reportt. and OCher documenlallon-"'8I1ng Iq management , . 
InqUiries Into allegations 01 hara8lment, mlaconduct, and . 
other Inappropriate behavtor, . 

0 
. 
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Item 
Number. 

Deecrlptlon ot Reconl. . Authoi1Dd DI.po.lOon Rell,.menl 
In.lructlon• 

CUIOfI 

121~1.. Rooord Copy , 

. . 

Temponry. 
Retain fo:r It lent 1 year from 
dolo 011'" cIoaJmerot ....1AId 
";Idng to !he Inquloy: After 1 
~ d8Woy when no I~r , 
needed onuperMCIed. 

N1-626-02-2) 

The.. ft" caMot be 
retired 10 the RecQrds 
CoilIer. Theymual be 
held In current prGgIO!11 : 
erea unUi ~y .... 
doolniyod. 

CutoIT ftl.. 
at Ihe end of 
Ihio CY. 

121()'1-1> Elec:tronlo rnaH and ·word proce.lng recorda UHd to 
generale ,-.cord. covered by Item a . 

-- --­ . _.. 

Temponry. 
n.oi>yldelolo wIIhIn leo doyo 
after the record copy hal been 
_uoed. (AuIhot1zad N1-626' ' 
02-2) , 

Th..e ftl .. CIInnot be 
,.I\red to the Record. 
Center. They mult be 
heklin current program . 
area unUI they are. 
deolniyod. " 

NlA 

" 
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1300 Trayeland Transportation. Records 

This series .covers records documenting the movement of goods and persons under Government orders. The records 
Include bIHs of lading, trsnsportatlon requesl8, trsnsportatlon vouchers; per diem vouchers, travel auth<!rlzatlons, and all 
supporting documentation, including those prescrtbed by TlUe 5 althe GAO Policy and Procedures Manual. Record copies of 
all travel, transportation, and freight documenls used to support paymenls become componenls of the accountable offlc8rs' 
accounls (see lIem 303-1). Disposilion for commerclallransportallon and frelghtsl)e audit records Is covered by lIem 1301-
1,b oflhls schedule. 

'tem 
Number.-

o.lcrlpllon of Recordl Authorlud DllpollUon Retlr.....nt 
InltrucUon. 

CUIoII 

1301 ~nlpo_rtllllC!" F'Ie. 

1301·1 ComaJtn:Iol flIlghC IDd eallOOAtC Trto.OCKtIfIoa 
fII& I 

1301-1... Original voudIe.. end ._documento covlIIIng 
cornm«dlllroighl and po_nnl__ 
chargee 01 ..tiled ftacal accountl. (Indudlng 
regl.,. and other control documentl.) (ExdUd!~
thole covereid bv Item 1301-1-0 of Ihle ,lchedfAe. 

Temporary. 
DellrOy 8 yea,. after the pertOd 
of the account. · 
(Aulhorlzoci GRS 9 110m I-a.) 

Hold In c:umtnt 1Ite area 
Ior.l ",,' be""" 
InInalonlng 10 !he 
Reeo:nts Center. 

CUIoIIftI.. 
altho and 01 , 
the FY. 

1301-1.., 

. 

Racordl covlNlng peymont lor commen:lal kalghl· 
and pasHnger tranlportetton chargee for HMcel 
lor which 1) noIIco 01 oven:I!orgo h.. boan or 10 . 
oxpodad 10 be loouad. or W• rail fnIIghl overpoymenI 
Ie Involved, 2) deduction or collectton action hu 
bean Iokan. 3) voucher con1elnllnbound Ironott 
oIiIpmont(o). 4) poronl voucher hao ""'" 01 paid
IUppiemenlll biB allOClated, 5) voucher ha. become 
Involved In lIt/gaUon, or 0) any ot~er condition that 
fIfO"",,1o !he HCtIng 01111. ecoounl. roquI~ng !he 
voucher to be retained beyond the IIx ye.... retention 
_perlo.~!~u~_~~~tect!on o! _ ~v.!f'Ch.rg~. 

Temporwy. 
OIliltTOy when 10 y.... old. 
(AuIhorIzad GRS.911om I-b.) 

.. 

Hold In current"lUe ..a 
for 1 ~r before 
tranalorrlng 10 the 
RacoIOocanior. 

- _.. ­

CuIoft'mea 
at the end of 
!he FY . . 

,  
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·--U13Aoreq_.. _...._. _ 

I
__.._.._._~_.. reque. (SF 11ee or ~ 
travel authortzattona, and au --- - ~. 

01Il10 IICOOUI\I. 
(Aulhoo1zed GRS 8 118m 1-0.) 

lranI(errtng to Ula th. FY. 
Record. Center. . 

Item O.lcr1ptlon of Rlcordl 	 AuthortZid Dllpolltlon Rlthmlnt Cutoff 
NumbeR li1atrucOo~1 

g otfk:e cop''' of Government« t . Hold In curntrnt rue... Cutotf II.. 
~ne of lading, commerdae . the pertod for 1 yelr before It the end of 

~ ofe ~be IN/A .__.__ IoIhoR_vouchtrt. 
obligated. Center. They mult be 
(AUIhorIZod GRS 8 110m 1-d.) !1eId In cwrenl progrOm· 

area unUI they are 
... ~~. 

11301-14 . Unused ticket redemption fonn••.• uch II SF 1170. Temporary. TheM ftlta cannot be 1 N/A 
. DeItroy 3 yen after the year In retired to the Recorda 

• I whk:t..thl tranl8Ctlon 'Ii . Ceni8r. T1ley must be 
completed. held In current program 
(Auit,orIzod GRS8 118m 1-e.) .... unIIlIhoV'" 

I . . . ' . de.boYed. 
11301-2 . Lpalocl2actJaqeQSbIpmtnC'F".-Sch8duIeaof Tlmponry.. ' HofdInClWTBrtftlell88 Cutoffftlel 

valuablet thlpped, oorrespondence, rePorts, Ind . OMtroy when e year1I old. for 1 yeer before . at the .nd of 
oIhor rooonIo reloling 10 Il1o __"" 01 the (AuIIlooIzeel GRS 8 110m 2.) _.~ 10 Il1o the FY. 
Government Loue. In Shipment Ad. . Record, ·",enler. . 


1301-3 . 
 Nqocgipmercttl; R"".",.,. T"~ - Cop" .1 . 01 record.....ltJog 10 relmbUra'nQ Ina Ul1',I'-
_it orden. per _ V<IUChon. end .. oII!er  

.. dooumenll ..,otIng 10 ol8olel _01 br  
~. de""-.oro"'" . 

brlewl 

Hold~. _. 
'( when 8 ye.,. old. 

I oIRce ....~ 	 ._--,­
tOt 1 year before at the end of 

ORS 8 118m 3-0.) lranolenlna 10 tho the FY. 
~.QW.. 	 I 

1301-3-b. ObfIglllon coplel. 	 Temporary. These ftlel cannot be NlA. I 
DellrOy when fundi .ra ~Ured 10 the Recordi 
obligated. Center. They mult be 
(Authoflzeel ORS 8 118m 3-b.) hold In cunni prog..n\ 

. area untlilhey are 
deo~. 

OHCLASSIPIBD 
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Numb,r. 

to 
.tem ..... ) 

.1\8,.0 .... 

GIIo.. 4-b.) 

01 

'-.' 

- . I I,, . 
'- ..' 

_rIO. 
" ORa.it !~~.j , 
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. 1400 Motor Vehicle Operation and Maintenance Recorda . 

this serles covius· NRO records pertaining 10 Ihe daily use and operation <>f motor vehicles . . These ra""rds cover the 
manegement, maintenance, and· operation of motor vehicle. used·by the NRO whether purchased or leased by the 
Govemment or by a contractor for Government use 41 CFR 101-38 .prescrlbes policies and proceduresJor the management 
and uile of motor vehicles by Federal agencies. 

Inatructlona 

10401·1-b Mllntenance record •• (Including thole relating to 
Htvlce' and repair.) 

MoIii ythlgre Coat FIIg 
coet and 

ond 
.Agoncy 

Oeatroy when 8 mOnihi old. 
(Authortzed GRS 10 Item 2·,q 

·Temporary. 
De.troy When 1 year old. 
._GRS 10. Item 2-1>.) 

3yearo __01 

rwUred to .... 
C,nler. They mUM be 
h.d In cUrrent prograin 

:.=~tIley 0... 
TheIe tIIel 
retired to 
Con ..... , 

1 yOor boron. 
.ranlferrlng to the 
Recordl Center. 

.... 
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, 
Item 

~umb.rl 

.Deacrlptlon of Record. Authoriled DI.~.",on Retirement 
Inllf\jctlonl 

. Cutoll 

1401-4 Motor ytblde Aq:ident EJIg ­ Records·rell.ng to 
motor vehicle Iccldents malnWlnecl by pm,pof1atlon 
omee•. (Including SF 81 , 0p0ia101'1 R~ of M_ 
Vehicle AcckIlnt Report, InveeUgeU.,1 Reports, and 
SF ~ Statement of Wllne8s.) . . 

Tempor.ry. 
Oealroy 8 yelrl Ifter cue II 
cIoaed.. 
(Authorized GRS 10 Item 5.) 

Hold In _ ale .... 
for 1yooi before 
"noforrlngtolhe 
Recorda Center. .­

CW>If IIIeIi 
althe end of 
the FY. 

1401-5 Mplpr Vlhh;lt BtlMn FIlt, • Record, rellUng 10 
traRiter, lale.. donlUqr\. or e}(change of vehk:fel. 
(Including SF 87, Tho U.S. Govemment eo-. 01 
RelGne ~ ~In Tlde to 8 Motor V~hide.) 

Temporery. 
DeItroy 4 )'lin after vehicle 
leavel NRO cultody. . 
(Authorized GRS 10 110m e.) 

Hotd In current ftle area 
lor 1 yeti\' be""" 
~nefentng to the: 
Rooordo cent•. 

CUiott' ftlea 
II the encI.ot 
the FV. 

1401-8 Woe y"*,, Oqotalq' FtItt •Recorde ....... lng to 
IridlYldullemployee operatlone of Gov.mm.... ' · 
owned Yehle.... (Including drfver leeta, aulhortzedon 
to UH, I~e driving awardl, and related . 
correspondence.) 

r..porary. 
Dellroy ~ yen after MplraUoo 
of empk)yeel or 3 ye81'1 after 
redelon of authorization to 
operal, Govemmenl-owned 

IC:hlcle, whichever I, IOOO~.J' ._rIzed GRS 10 110m 7. 

Hold In curont tile ... . 
for 1 year before . 
....Ientng to Ihe 
Record, Center. 

. 

CIAoIIIIIoI 
at the.end of 
lhe.FY . 
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1500 Building Space, M.lntenance,.nd FaclilUa. D ••lgn 

This aerlea provldea dlapoaal authorization fot.a" coplea, wherever located," lhe NRO, of recorda relating 10 building apace, 
maintenance, and facllltiea dealgn. Recorda documenting !hese functlona perlaln to the dealgn, conatructlon, acquisition, 
allocation, utilization, and releaae of building apace and Include related co~pondenc8 and ,epor18 aubmltted to the GSA (0' 
equivalent agency with almllar Government-wlde refiponalbliltlea) aa directed by law al1\l regulation (41 CFR 101-17); 
correapondence and forma relating to !he compilation .of dto:ectory aervlce Malinga; requests for building and equipment 

.aervlcea; and correspondence flIea reflecting lIie activities 0; the Untt responsible fci, handling building apace and related 
mailers wllhln the NRO. . . 

Numb.,. 

of e'actr1cal. . 
heating, or .... c:oncItIOnIng 

0"eor object hM 

I(AUihorlZOci ~~1o;='a.) 

! Tenaol AqMmtnlt - Agreements betwMn Ternponry. 
) components and other ageclel.. ~mlng' Oeetroy When lupel"Mded, 

In.tructlon. 

--- -- ­- - -­

retired to the Reooids 
Conto<. They ITlUIt be 
held In CUlTent program 
are. unttI they are 
dootroyod. : 

retired to the R_
e...... 1'I1oY ...1t be 
held In current program 
.... undllhey ... 
do_~. . 

routine IIUPPOrt ••rvIcee to be provided to or by obeoIete, or no longer needed. Center. They mutt be 
NRO. Recorde raiD to IUt'h meltera .1 Ire .' (Authottzed N1-525-85-1.) h..d In current pwgram 
protection. guard ,"Nice., .now removal. repair and . area until they .re 
malnlenanee 0' roadt, and simi.- IUblectI- These deltroyed. 
agrelmenta are normally negollated locally and do 
not Involve forefgn govem~. 

UHCLASSIPIBD 
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· I.em 
Numb.r. 

1501-4 

Dlecrtptlon of Record. 

lIwllQIag SDliI:ll: IDa: MIlOllnanc:. Gene'" 
CgOWlQOf1dtOCl FlIt. - CQrrnpondenoe fll.1 of the 
unit reepontllfe for: bulking ...,. and mllntenlln08 . 
mattera, pertaining to ttl own admlnletratlon and 
operadon, and related papER. 

Authorlud DI.~Hlon 
" ' 

Tlmpoi'ary. . 

R..........nt 
In,truollonl 

TheM fUel cannot be 
retired to the R.cordI 
Centor. They muet be 
held In current program 
.... ....en they ara 
delltrOyed. 

CUIOII 

N/A 
Deetroy when 2 yea'" old. 
,(AIIf>ortzed GRSH 110m 1.) 

1601·5 NRO BuIldIng SDtC;. Flip - Record, reladng to.the 
allocation. uflllzallon, and rei .... of bulktlng apace 
under NRO conlrol, and ,.lIIted reporta. 

I 
I 

1601-5-e Building plan tll_. IUrveye. and other recorda 
ulHlzed In NRO butldlng apace' planning, 8ulgnmant, 
and edjuOtmonl. 

T.mporary. . 
Deltroy 2 yea,.. after ttlirmlnatlon 
of "'gn"*,,, or when ..... II 
canceled, or wtlen ptana are 
~odiod or oI>Ioiote. 
(Authortzed GRS 11 Item 2 ••) 

Theta niH caMOt be 
nltked to thl R~ 
ee.-. Theymuolbe 
held In current program 
erea untM they If'8 

delltrOyed. 

N/A 

1501·5-1> COrreapondenCl! with and raporte to Illrr Igenet" 
rellIIIig 10 NRO building lpace hoIdlogo and 
requlnNn...... Agency I'8QOrt.8 to the GSA. Indudlng 
Sf 81. Reque" for Spa.. and related documenle. 

Tlmpol'llry. 
Dooroy When 2 ye.. old. 
(Authortzed GRS l111em 2-1>-1.) 

" 

ThHe tllea cannot ~ 
_10 the Roeontl , 
Center. They muet be 
held In ,current program 
... undl they ... . 
d 

N/A 

1501·8 BufdIog ODd EpYpmtnC Soa1ca flit, - RequeIti·for 
buUdlng and equipment maintenence.HfVlCH. 
(excluding noc:al copl...) 

T...,..,..,.. 
DelttOy 3 monthl after wortc: II 
pedonned or requilltion II 
cencoIed. 
(Authortzed GRS 11 nom 5.) 

Thaeo __be 

_totheRoeont. 
Center. They mutt be 
heklin current program 
... until they are 
dealn>yed. 

NlA 

1501·7 DitIGIgN_ fIu·~.-. 
and other reoon::I, ralatJng to the compilation of . 
dlrettory eervlce Oltlngl. 

Temporwy. 
Destroy 2 monthl atter.lnuanoe 
of nlDIIlI. 
(Au1I1ortzed GRS 11 110m 3.) 

Thooe _ connoI be 

reU.red 10 the Recorda 
Ce_. They IllUII be 
hefd In current progrem 
area unlll they are 
deltroyed . 

NlA 

• 
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1800 Securtty end ProtectIv. Servlc•• Recorda 

Securfty and Protective Services records Incl~ the varfous flies created by the NRO and Its contractors to protect 
Government and contractor laclllUe. Iromun.uthorfZed entry, sabotage, or Io.s.; and to elisure the adequacy 01 protecUve 
measure. at conlractor-owned laclllties given securfly cognizance by the. Government. (See Item 503 lor recorda related to . 

. physlcet.ecurlly.) . . 

It.m Ollcrlptl9n.ot R.cord• . Aulhorlnd DI.pHllIon Culoff 
Numb.r. 

Retlr'tl~.nt . 
. InltrvCllon. 

IIecurIty Ind ""'_.. ._ FIIo••1101 

T__cannot be. Ioyutlatltyl BIg - InvelUgadve file. ao::uinulaUng1801-J NlA 
frQm Invettlg~Uon. of tim, explOilon., .nd 

.TIIII'IpOIW'y. 
O••troy when 2 ye.... old. retired to th, R.Cord. 

acdd.n&I, C!OI'IIIJ.Ung of rttaIned ~.. olreportl (AuIhoItzO<l QRS IS I..... 11.) Cenler. They mueI be .and _ted doeumeh18 wf'Ien the ortgln" reporta are tJeklln current progrem 
tubmltled for review and Nina In other agendal or .... unUlthey ... 
orglnlzetlonal elements••nd reporteand related . dooln/YO<I. 
pep.... ooncemIng oceurrencee Of IUell • minor 
nature thlt IhIy ... t etllad locality wIthoUt referral to 
oth.r orgtnlzllUontl alemanta. 

1801-2 . Guam AulanaJIm Ello - FIIae relating to gu.n:I 
a.tlanrnenta and . . 

T.mporwry. HokIln current file ..... Cutoflftleo1801-2 ... Ledger recordt. 
. for 1 year before at .. end ofDNtroy 3 )'0010 oftor lInoi entry. . .. . . IhOCY....-.gIG ....(Au1horIzed QRS 1S 'tom 10k.) 
Roconlocentor. 

1801-2-1> . T.mporary. N/AThete fIItt cannot beReque.... anllyl8l!, reportl. char\g4t notIceI. an.d . o.troy·whln 2 y .... old.othor po,,"," _ling to pool u~ and retired to th8 Record • . 
_ngIh requlramento. . . (AuIhoI1zed GRS 18 Item 1~.) · ce_. They mueI be 

held In current progl'lm 
IIf"U WltII they are 
d••troyO<l. 

1801-3 PolIce EuacfIoo' file - Filet reta:tlng 10 ex.rcl". of . pollee function • . 

9 9 tJRCLABSIPIaD 
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111m 
Number. 

DeacrlpUon of ,Record. Authorized Dripoailion Rot"""'nt 
. Inttructlon. 

CUtotl 

1601-3-0 Ledger records cif arret',' care flcket.ed, and outside 
polfoe contacte. 

Ttl1lponuy. 
D_troy 3 )'earl after final entry. 
(AahoIIzed ORS' 18 110m 1 ..... :) 

Hokiin curreot file ..... 
for 1 year before 
Ir8nOfenIng \0 !he ' 
Record. Center. 

CutoII~l.. 
IIlh..nd of 
!he CY. 

1801-3-1> . Raporte, llalemanta 0' wUneI.... warning notice', . 
and othl!r document. relaflng to arrest, . 
co'!1mftmenta. and tramt vtotaUo.,., 

Tempo,.". 
Dettroy when :2 yea", old. 
(AuIhorIud GRS 1811... 1411.) 
• , 

TheM fl•• cannot btt 
retired to the Recorda 
CenIor. Thoy ...itbe 
.held In current program 
ar.. untH they ara 
dellroyed. 

Nt" 

1801-3-0 Reportl on contact of·outelde police with building 
occuptlnla. . 

T.mpor.ry~ 
Dee\roy Whon 1 year old. 
(Authorized ORS 18 110m 14<:.) 

Then ~Iee cannot be 
rttIrod \0 !he Rooonta 
Center. They mUM ba 
hek:lln current program 

ore.=~ ...de_ . 

Nt" 

1601-4 , Yl.tlloc Cgnkpl fIIg - RegIe.,. ,or JogI UI8d to 
I'8C:»rd nemu of outlkta contrectoJ"l, Hl'Vlce 
penonnel, vleIlorj. employe...dmIited to ....., 
and raporte on automobile. and p~ng.I'II. 

-

1601-..... For area. un~.r maximum ••curtly . . Tamponry. 
Dee\roy 6 yoors anw ~nlll Olllly 
or, 6 yeara attar date of . 
document... apprOprIate. 
(,t,uthorlzod ORS 18 110m 17...) 

Hold In CU{feflt file ..... 
lor 1 r- bofOro 
tralllfemng to the 
_Contor. 

" 

Cuton.ftr..· 
III !he end of, 
thit CY. 

1601-411 For other treat. 
, 

Temponry. 
Deetroy 2 ye.,. after 1\081 enb'y 
or 2 veer- lifter date of 
document;.a appropriate. 
(AIIIhortzod GAS 18 110m \1-0.) 

The.. 111_ cannot be 
rttIrod \0 lhe Rooonfo ' 
Center. They muat be 
held In currant program 
area unUI they ... 
doolroyed. . 

Nt.... 

1601-5 FacINUn Cbtc;kI FIIu and Stem Duty omqc 
(SOOI Blow· Fila, rel.Ung 10 periodic guard force 
facility ~hecka. 

-

.  

~ 




tDlCLAB8IJ'IBD 
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Itlm 
Humbe... 

D..crlpUon ot Rlcorda o Authorized DI.po.ltfo~ · R.tlr.m.~t 
In,tructiona 

culOn. 

1801-~ Oal. Ihlett, door slip 1U11VT\8I'Ie', c:Mck ahelta, and 
guard reports on nclWtty tnddente and vlollitlom 
(except copl,. In ••curtty vlotltlQn cue m.. 
_nod.In NRO oec:urlly _). 

Tlmporwy. 
Otetroy when 1 year old. 
(AuIhortzOd DRS 181"'m 1k.) 

TheR II,. cannqt be 
retlred 10 the ~ecord. 
Center. They mutt ba 
hekllri CUfT'8nt ptOgrllm 
lrea until they Ire 
dollroyed . . 

NIl; . 

1801-5-0 Raporte of routtne e1'I:er-hoUf'l a8CUrUy checb which 
either. do not renec:t eecurtty Incldenll or vkIIetiona, or 
for whldl. the InfonnlUon contained thaf.8llil. 
doa.menled In ~ leciJrffy vtoteUon ca.. 1l1e, 
maintained by NRO lecUrtty ome... 

Temporwy. 
Doo1roy when 1 monIh old. . 
(Aulhor1zod DRS 18 1_ 1&1>.) 

The...... cannot be 
reUrlld to the Record, 
Center. TtI~ mUit be 
held In c':'"'8"l program 
area unUI they Ire 
deOlrOyfd. 

N/A 

1801-8 l.oaI and R,at",,., ­ Guard logl and reglate,.. not 
ooverodoloowhonlln ___• 

1601-8-e Central guard . o~ m~et.r logs. Temporary; 
~ 2 year. after flnalanlly. 
(Aulhor1zod DAS 18 1_ 26«.) 

Thela mea CIInnot be 
raUted to the Re<:ord_ 
Center. They mult be 
held In currenl ~m 
..... willl .they ·.... 
de_vod. 

N/A 

, 
. , 

1801-6-b IncI~U. ,guard poll tog. ot 0CCI\If'Rnce8 entered In 
mut8!logl. ' . 

, 

T.m~. · 
DeI1roy 1 year after nnal antty. " 
(_GRS 1811... 2Gb.) 

TheM fie, cannot be NiA 
..UrocI 10 !he RoooRlo 
00_. ll10y muol be 
t'leld In current prog,.m " 
..... unUllhey .. 
de 
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1700 PrlnUhg, Duplication, and Grapl)1ca Production Recorda 

This aeries provides for the disposal of all copies, wherever located In the NRO, of records relating to printing, binding, 
duplication, and graphlca production, except as Indicated. The principal racords documenUng these functions sre .(a) records 
pertaining to requests for seNce, control, production, and distribution of Individual Jobs or projects (this material nonnally 
consists of requlsltlomi requesting service and reglaiers or similar ITl8(jIa uUNzsd to control the receipt of the requisitions and 
to record the production, distribution and cost anslysls wllhln the operating unlls); and (b) corresjxmdence and report flies 
renectlng the actlvilies of any unll responslbla for h,;ndUng, printing, binding, duPlication, and dlatrlbutlon matters within the 
NRO. .. 

Item 
N~mb.r. 

DelCrlpUon of Record. Aulllortuc:ll DJapoelllon : Retl,.rnent 
In.tructlona 

. CutoI! · 

1701 Gl'llphlc. Production FII... 

170101 PtpIet;C EUu -Job or pro)ect record, comalnlng 
InformllUon ~ 10 ."amlng and execution of 
prlnUng, binding, dupHcaUoni and dltrlbutlon Jobe. -r-. be

1101-1.. FIIoI po<1alnlng 10 ... ~""*" 0/ tho job, 
containing reqWaltJonl, bll.., Mmpl••• manuea1p1 
ctearancea, and retlted doamentI exduetve of (1) 
requlalUonl on the pubic printer and related recorda; 
and (2) recorda ~1.1ed to .arvlon obtained oulIkIa 
tho NRO. 

Tamporwy. 
Destroy 1 yeaf lifter compleUon 
01 job. 
(Auiholtzod OIlS 13 ltom 2...) 

__ 
retJred to-the Recorda-
Center. They ..... be 
held in current program 
..... untllihey ara 
deolroyed. 

NlA 

. 

.1701+1> FI!ea pertaining to planning and other ~mlcal 
melt.,.. 

Tlmpol1lry • 
Doolnly when 3 yeaIO old. 
(Au1ho_ ORS 13 110m 2./).) 

Hold In cummt. tlla area 
lor 1 yea,_ 
.... ll8ferJtng to the 
Recordo Contor. 

Cutoffft,.. 
It the end of 
the CY. 

I 

1701·2 CpobpI FIltt - Control reglltera pertaining to . 
requilUlons and wort!; C?Jdera. 

Tempo,.,. 
DMtroy 1 year after dole of 
nscel yaar In which compiled or 
1 yea' after ftllng 01 rogIItor,_.d. applleoblo• . 
(AulhorUad GRS 13 ltom 3.) 

Ttt••• til.. teImOI. be . 
retlml to the Rec:ordI 
Canter. They mutt be 
hold In cumont program 
area unlJllhey ore 
deatroyad. 

NlA. 
, 

1701·.3 MaMi1g Uili. 
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. Cutoff 
-Numb.ra 

"Itlm Authorll:ed Dltpolltlon RetlrHl,nt~..crlptlon ·ot.Rlcord. 
Inttruction. 

Correepondanol. request tonnl, and other recon:ts·1.701-34 Temporary. Theee tu.. e8.mot be. Nt" 
relating to dlange8 In malMng Hill. DeRoy .lerapproprtate retrid to the Racordl 

revilion or mlUlng nat or tfler 3 Ce~. They mustbl 
montha. whichever Ie eooner; held In currant progrmI 
(AuthOltzed GRS 13 Item ..-e.) .r.. unUI they are 

dootn>y8d. I 
T.mpol1lry.Cenllillta. Thl. nl•• c.nnot be1101·3-1> NI" 
O_1rOy lnd~kSu" card. when ;'UrecI to the Record. 
canceled or reviled. c,~. They mUlt be" 
(~ GRS 13 lIem 4-1>.) hold In cunenI p_ 

area untlHhey arede_. . 
InIImaI Mtnagtmtnf ElM - Record, related to rlmporwy.1101-4 The" ftl. cannot be Nt" 

o ..troy when 2 yeara,old.Internal management and opei'adon ohny unh retired to the Reo;»~ 
RIIpOnIIbIo ior handling, prInUng, bIIicIng, Center. They muot be . 
duplication, and dllb1butJon of NRO publlca.tlonl or 

(AuIJl9r1zed GRS 13 110m 8.) 
held In current program 

dOc:umonlollon. .~ unlIl they 8(8 

d~. . 

, 

. 

/. 
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1800 Admlnl.tratlv. Recont. Common to Moot Ollie•• within tho NRO 

This s.erles provides for the disposal of certain administrative records common tOemost officea In the NRO. It covers 
. administrative subject flies; facilitative records euch es suspense flIe., tracking and. control recorns, calendars, ·and Indexas; 
and traosltory documents; as wetl as certain types of rBCO(ds created In electronic fonn on stand-alone or networked micro 
and mlnl-computers. This schedule· doss not apply to any materials that the NRO has detennlned to be norve<;ord or to 
materials such ail calendara or WOrk schedules. claimed as personal. 

Numbel'll 

IIdmlnlllrallon or· hou~ ocav_ "' ...._ 
rether than the functlont for which the otnoe axilla. 
In general, theN recorda .....le to ltaftIng. 
procedlJnJt, and oommunlcatlo....; the IKPendlture of 
lund.. (IndudIng budge! i1Ioordo; day~...doy
odmln_Von of _ pe_ including ~elrlng 
and travel; luppll•• and otnce urvleel arid 
equipment requ.te and rvce(pII; and the.usa,of 
oftIce apace and uHlm". They may alia Include 
copel or Internal actMly IIIld wortr.load '-porte, work 
progree., ataVlllcal, and nanUve repott. prepared
In ... _ and Iorworded 10 higher _i and _Im......'. that do not eerva .. unique ~on 

old 
231_ 1.) 

""on · 

. I"muctlonl 

ICenter. They muol be 
held In CUl'1'ent progrem 
.....unWlhey ... 
dooIroyec 

copy 
(Exdudlng the onctota calendar; covered 

flam 101~3 and AlIt,rt,1 dete""*1ed to be 

or no 
for current 

reference. . 
(Authorfzed GRS 23 Item 5-b.) 

held In current program 
area ~tJI . lh.y ara . 
deetroyed. 

. We-LASSIFIBD 
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chrono1oglca1 order al a remhder 
required on a given date or that a 
oxpected and. If not roc:oIYed. 

Numbe,.. Inatruetlona 

en 8CCI~n 'e 
to action Ie  
I tral;»d on • 


ac:1fon 10 taken. roIIrod .to tho R_ 
GI!S 23 Item H .) Center. The~ mutt be 

held In Cunnt program 
area unUllhey are 

oran 

communk:ation,·fled by the elite on ~ reply" 
 WJthdraw cIocurnenII when reply . retired to 1he Record, 
.~. I .. rec:elv.ed. (1) If eulpenee Center. They ml,f1t be 

.copy 18 an extra copy. deetroy held in ament program 
Immediately. (2) If ouopen.. ... unCIIlhoy ora'I the nle copy, Incorporate, dHtroyed.

tho _01 _ . 
GRS 23 118m 

_ 

or old 
nonnelly need not be-kePt more than 90 day•• . 2311am 7.) ..... 
Exampl•• of traneltory COI1'8Ipondence are.lhOWf' fleId In current ~nlm 
befow: .(a) Routine requee.. for Intormedon or area unUI ehey are . 
publlc.tlo.... and copr •• of repll•• which :requl,. no dallrOyed. 
admlnlltretlve action. no"poucy dectalon, and 'no . 
_oIoompIIOIIon"'~Ior..,.y. (b) 
OrlglnaUng office copl.. of Iettere of tranlmltlal that 
do not .ckIII'IY InfonnaUon to that contained In the 
~nlmllted meterlat. and receMng oftIC8.~ If Ned 
separately from tranlmm,d matertal. (e) au.... 
offtclol noIIcel. (Including ","RlOnInda and other 
record, that do not ••rve .. the ba,l, of offk:fal 
action., I Uch .a noUCtlI of holidaY' or charity and 
welfare fund appeaJI, ~d 6empalgnl. and 1Im1I~r 
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Item 
Numbe,. 

o.acrtptJon. c;J' Raeorda 
, 

Authorlod DI.poaltl~ Retirement 
In.truGtkm. , 

Cutoft 

1~O1-5 TtacJrIog and-ConttpI RtcOJTI• • logI, reg_,., end 
other recordi ueed to contror or document the .tatu. 
of ~rT8Ipondenc::e, reportl, or other reeol;d. thll Ire 
IUIhorized ro~ deetructlon ~ the GRS or A ~ 
approved SF 115. 

TelftpOrwy: 
DoI1rGy or doIete whOn 2,ye ..... 
old, or 2 )'til,. after the date of 
the 1....1entiy, whichever Is 
Ippllcable. 
(_rtzod GRS 23 Item S.) 

Th••• til.. cennot be 
re1InodlO1heRocordI 
Center . . They mult be 
held In cunnt program
....1 unOI they are 
de,tn>yed. 

Nt" 
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1800 Electronic Re!'Orde LlICklng HI.torlcal Significance or Significant Inlonnallonal Value 

This series provides disposal euthorlzatlon for certain electronic records and specified hard copy (papsr)  
or microform records that are Integrally relatad to the electronic records. Itappll .... to disposable  
electronic records stored on magnetic 'madla In central data processing facilities and Local Area NetWork  

'(LAN) File Servers, Including one8 opsretad for the 'NRO by contrllC(ors. It Covers records created by 
, computer operetors, programmers, analysts, and systems administrators In order to store and maintain 
computer OIes I,n such facilities; certain milster Illes ,ral8llng to administrative functions, Including 
some that are components of database management systems; and certain mea created from master oI&s for 
spaclfic purposes. Series 1900 doss not cover a II aleclronlc records. Electronic records not covered by Itams InSeries 1900 
may not be de.troyed, unle.s authorized by another series within this' schedule. 

Item ' 
Nl!mb.r. 

Deacrtptlo~ of Record. 
.. , 

~ortzecI Dlllpolmon R.U.....nt 
InlltrUctlon~ . 

CuIOII 

1~1 Electrvnlc F ..... 

1801-1 FqlMlReoords Created In Centrlll Automated Data 
Procnllng (AOP)·FlClllUes. Mlnagement, end 
SuppOrt OP-.ratktne. to·Create, UII, and Maintain 
Master FIlM. 

1901~1... Electronk; ..... or record, Cf8III8d IOIeIy to teet 
eyetem perfonnanoe ... well II hard copy prtntouts 
and related documentation for the electronic 
NeeJrecon:ll. 

Temporary. 
Delete/de,troy M1en 
,~, obeoIeIe. or no
""-_. 
(AuIhofIzed GRS 20 1_ f...) 

Theee lleo cannot bo 
retlr8d to the Recorda 
Cantor; They muel bo 
held In .current 
proglll~. a.... unttJ 
!hoy ... daaWyod. 

NlA 

1801-1-11 Etectronlc fII.. or record, used to create or update 
a maar nle. (Including, but not limited to. work 
lilli, veld trwlIICtIon ..... and 1OIermedI... 
kJPUVoUlpUt record,.) 

" . 

T....po.,.". . 
DIIete lifter klformaUon ha. 
been banet.mMI to the maater 
IIle 'and vertfled. 
(AuIhorlzod GRs 20 118m 1-11.) , 

ThMe m. cannot be 
reared to the Recorda 
eontor. They muoI bo 
held In current 
program· areil untU 
!hoy ... deoItoyed. 

NlA, 

.-

107 UNCLASSIPIBD S~l 



\~ . UJlCLASSUIlID 
·. 1II200.D 

, 

Item O••crtptlon of Rlcorda ,\uthorlud Dlepollllon . Ratlr.ment Cutaff 
Number. Inatructlonl 

1901·1.., Electronic 1\1•• lind hard copy printouts created to Tamporery. TheM ftlee cannot be NlA 
monitor .yatem wlge. (Indudlnsj. but not Imlled to, Delltold••trny when ,.t/nd to thoRecor\to 
Iog-fn ""'. pellM'Ord mal,"audit trail ..., IY'tem eonler. They ..... be 
ueaga files, and cott-tiack filet tI,.d to ...... 

IUpetMdad, ob~. or no 
. held In cumint 

charges for ,yltem uSe.) . 
longer needed In accordance 
_ eound'bu_ proctJc:o Program area unll . and 'agency atandarc;i operating ' they . • '" doetroyod . 
procedlM"n., 
(Authorized ORS 20 110m 1..,.) 

1901·2 . Input/Source Records. 
" 

1901-2.. Non-electronlo documentl or form, deelgned and TainporMy. Th... Nel cannot be NlA 
Deltroy after the Information .ueed lOIa'y:"to create, update, or mod!fy~. recorda reUred to the Reoordl. 

Center. They ..... be 
or I,gal purpOiea (Iuch .1 na.d for ,Ignatu,...) and 
In an electronic nledklm II!Ild not requlr~ for MId" h.. been con....rted to an. 

aillctronlo medium and verltled. hald In CUlT8nt 
not ,cheduted tor penMfl80l retention In another program ... 00IIor when lupeI'I8ded, oblOlela, 

'they are d..~.•~rte. of thl. achedul•• or no longer naitdad to IUpport . ,
tha .~of.or.erve 
II the backup· to, the malter 


,  ...., wNchever 'I 1Mer. . (AuthOltzod ORS 20 110m 2...) 

1901·2-1> Tampor..-y. . NlA . 
C, onloM Into th. oyotein during on updale _ 
e_recorda, ..copt •• noted.1n nom 1901·2· Thoooftleocannotbe 

Delete when data have been rotIred 1D .1ho Recorda 
and not ~ for audtt and 1egll Purpol~. entered Into the matter fOIl or Cente:r.· They must be 

dllteb... ..net ¥eft"'. or when held In ""non! 
no kmger required to elJpport 

. program ..... until . 
recontb'ucIon of, or MfV8 .. I110Y - -..yod.
backup to, • maltar me.ofd""'•. whichever ....... 
(Authorized ORa 20 lie", 2-1>.) 

lOB OHCLASBIPllU) SEI 
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Of. or aerve u . 
...-110 or 

. ar.. untU 

__ ... -
program 

, 
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Numbere In.truction. 

-- .-' . . 

and unvalktaled dlgl..' or anafog data coIeded 

end used •• Inputteouree recorda.by the - when data have been . nlllrod to tho ,Recorda 
. (~cludlng record. prodUced ,by·..,othaf agency ' entered loto lhi rpaiter me or Center. They mull be 
under the IIfTIlI 01 an Interagency 19tMm8nt" or datMJala and vertfIed, or whan ~ In CUfTtHll 
reeordl Created by anolher II$J8ncy In ,reapor'U to IUpel"l8ded. obeolete', or no 
I prog...m arM untJI 

the lpeetftC Intormetlon n8ecta 0' the NRO.) lOnger needed to .upport . !hoy""'~ 

or 
riecrell,ary dale _dto 

during oblervltlon or mHlUl'ament actlvlU .. or been inCorporated Into a . Center. They muat be 
_ alo,rMearch and devek)pmenl programe and ueed ,_ heklln c:urrent 

InpUt for • dlgltll mM18r tlla ~ dlllllba... (~ GRS 20 Item 2-d.) 

are 

iadoog ~- olgn\ftQlnoo.) ....., . 
fliel that: (a) l1Ip1ece.1n whol. or In pert; recorda . or ~ lupeqecled. oblOl.... 
acheduled for dllpoeal under one or more fie"" In or no tonger needed; wNcheYef 

1.I.tar. 

retired to the Recorda, 
Center. They ..... be 
held In current 
progf1lr11 ..... until 
!hoy_ dootroyod. 

acceaeed; .theee may nol be de~ before 
lecurlng NARA approva!.) 

ONCLASSIPlao109 · 

dalabae management aylteme tho oxpIraIIon ., 
Ole retenaon pertod aUthorizedto admlnlatraUve functlonl and ·other . 

thl. schedule; and (b) consllt only of the .ame 
111_.. 'a c:ontelnod In .. or -..,... 

"*... oIoposabio hard cOpy ftIo 1' 

__,n. === , 

(_.GR9~0_3-6-

Record. tha ......." .." ......." ........... v, ....v' .. I11.....~ I....................,' ..._, .......... 
1nIo__by ~ date......,.. or _hi, or "0 longer not 
Individual ot.ervaUona from a ling" maiter tile or for ament bUllna..._.thoI 10 dllpos_ ..- on Item 01 .... · (_eel GR9 2O·lIom 4.) 
ech8dula. (Exctudlng data .11.. that era (a' created 

dllcl......rroo nloo to allow public IICCOIIto tho 
or (b) created trom • !'fl.,ter tile or datlbue 

_ .n_ .• unacheduJed or thai we. scheduled.. " Iparmanent but no longer exlltt or can no longer be 

http:l1Ip1ece.1n
http:recorda.by
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Mumbe,.. 

from • I ingia m.llar 1\la or detab ..a that 18 
dllpOl8b1e under lIame In S.... 1900 or epprOved 
for dalallon under anothar 1,1111 0' Ihll Icheclule. 
(excluding utrac10 tho . ..: (a) produc:od •• 
dllClolur.... tlla. to .now public accea. 10 the ' 
data; or (b) produced from • ,mIIlter tile or databa.. 

II unlChaduted or that wal lChaduled H 

databale 

but no longer exl .. or can no longer be 
' or(c)prOducodbyon __ 

the Infonnlltlonal content of the ' 
lite Of "bale; theM may not be 

NARA approve") (For 
tue. ... It..... 1901· 8 

i when auperMded, 
obeolete, or no long.r needed 
for c:urrenl bUllnnI. 
(AuthortZed ORS 20 llama 6-. 
&~.) " 

V!'hen .upna~. 
or no longer needed. 

GAS 2O'1Om 8.) 

auporoeded,
0_,or no Iongor '-od. 
(AuIhortzOd GAS 20 'IOm 7.) 

f8IkOd.olhoRecordo 
Canter. They mull be 
haklin current . 
program .,.. until 
.hoy ... doollOyod • . 

10 Il1o Roc:ordI 
Cilntar. They mUll: be 

""'"'" 111'81 until 

_...._. --
_10Il10_ 
~. Thoy muoI be 
held In current 
PfOIII1II1l .... unIII 
they are dlltroyad. . 

, Ina.ructlona 
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Number. 

ArchIv... Oeteta when 1M klenlcel 
1"e9OI"d' have ~.n tranafe~d 
to the NAAA and aucceeefuly 
cOpied or replaced by • backup 
1IIe.. 
(-< 

Ioh_ 
Center. They mUlt be 
held In current . 
program area until 
lIioy ... deatroyad.. . 

1901~B-b File Identical to ,ecord~ authorized for dlepoulln . 'Temporary. 
tN. echedufe. Delete wh~ the Idanlk:al . 

recorda hay, been deleted or 
,.".oood by • backup ftl •. 
(_eel GRS 20 II... !HI.I 

EtodIoa NtIs (or Indtxa' 
reglllel'l, related record, or 

retired to the Racordl " 
Center. They mutt be 
held In current 
progrom ..... unIII 

provtde 8OC8II to record,eulhortzed for deltructlon 
by this _"'0. (Ex_log _ c:ontoInIng 
.bIt....ctIi or other lnfonn8Uon that CIIn be uHd .. 
lin InformaUon .oun:e eparI from the relllled 

when 'LJP.8~. obIoIete, or 
longer nieded. whk:hever Ie 

I_r. · .. Iprogram 
(Author1zocl GRS 2Q 110m 9.1 . . 

SDec:IaI PUlDOMI PfDDtfIlDS 
~ lolely to UN or maintain a maMer ftIe or rDolete wbon rel,ted mUlor 810 or 
datllb... aulhortzed for dlipoHlln thlllChedul•• 
(excluding _ .. purpoI8'-';" noc:oourylo I(A_ ORS20ltom 10.) 
use or maintain any unecheduled master fRa or 
dltab... or any melter fila or dalabeHlCheduled _._, _. ______,, __. 

? 

• • ... N__.) 

~"~~~;;;;;;===4;;;;;;;;============t;~;;;;;;;;~~~~==:q", ilia ipec:mca_. .. T_nllY' TheM __be Nt" 

111 

hal been 
ocIloduie. 

record '.yooIII, ueer gukl ... output Oeetroy or det. when retired.to the Recordl 
and fin. reporte (regardltiel of - lupernded or obiotete, or Center. They mull be 

to a mattar file or de"'". lh.. . upon aulhortzed deleUon or the held In current 
for d"lructlon by Ihle ~.ted master tlla or database. program area until 

(AuIhot1zeel GRS 20 '!em 11-<>.1 tMy .... __.. 
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11120040 

't.m 
Numb.r. 

j901-11·b 

1801·11~ 

1901-12 

1901·12·. . 

. 

D.ecrlptlon or R.conl. 

Reoordkeeping copl •• of computer center . record. 
relating to eyatem eecuttY. (Indudlng rebonII 
documenting pertodlc ludltl or review end 
recer1l1lcetlon of ,wllive appIIcaUonl, dII....... and 
_utty ~, and rtak iRIIIYlIe.) 

Electronic man and word procHllng record, uHd 
to generate recorda covered by ltema a ind b. 

. 

Dgwntgadod .ad CoDItd Doft· Dertved dMa,n::I 
data _ wflIch .... oopIed, _, II1OIVOd oi 
calculaled from __, whon .... onglnol _ 10 
_ned. 

Derived dllta ulild for ad hoc or on.tlml 
lnepectton. anetylll,· or review. If·the CIeftved datil 
•• not needed to auppor1 the reautll of IhII 
InlP8ct1on. analyatl, or review. 

Author\Ud DllpoalUon Retirement 
In.trvetlon. 

CutoII 

Tlmporery. 
Deetroy when 5 '""' 
(Authorized N1-525-0

old. 
2-1) 

Hold In current tile 
..... for 1 yew boron. 
transferrtng to the 
RecordI Center. 

CutorT nle' 
·811110 end 
01 tho CY. 

,Theee fll~ cannot be .Tlmponlry. NJA 
D.,troy/del..e within 180 dlY. nrtIred to the Recorda 
after the record ~ h.. been Cen~r. They mutt be 
produced. held In cunnt 
(AuIhorized N1-525-02-1) program until thay Ira 

. 

These tile. Clnnbt be . NJATemporary.
Delat. when tho _ f8ll1ed to tho Roconf. 
,_.Chottfloy .. no Conler. They mull bo 
longer needed for heki In current 

progmn .... untMIIdmlnlltnlUvl. legal, audit or 
Ihoy ..~.---pu_.  

Authorized GRS 20 Item 124. 
1901-12-b Dortved _that ~ u.... _In lieu of TlftlporMy. TheM .... cemot be NJA · 

hard COp)' reportl that lire authorized tor ~lIIpou1 . Delete when the agency ~ to tho Roc:orda 
detennlRH that they a.. no . 'Center. They'mUll be 
~_for held In current 
admlnlltrdve,legll. audit. ~ progrwn arM untn 
other operational PUfPOl:lI. they"", doetroyod. 
(Aulhorlzod GRS 20 118m 12-1>.) 
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Itam 
Numbe,.. 

O••. cl1ptton of Racorda Authorized DI.po.l~on Retlremant 
Inatrudlona 

CUtotl 

1901-12-c Malad... or reference da'a, such ... format. range 
or i:torMln l pec:mc.uon.. wflk:h are tnlnifemKf from . 
• hOlt compUIer or' Nrver to another corhput~r for 
Input, updaUng, or tranuctlon proc;:8M1ng 'operatlono. 

0 

romponllY, 
Delete 110m ... -",1n(I 
ayelem Of device when no 

(~~~. ) 

TheM tlIe8 cannot be 
_tolhoRecordI 
Center. They mlJlt be 
·hald In cur{tlnt . 
Pf99r8RI.. • rea unt. 
they ~re d-'yed. 

N/A 

, 
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2000 Congressionally Authorized Commls.lon itecords of the NRO. 

The 2000 series euthorlzes the archiving of the Congressionally Authorized CommlsalonRecords of the NRO. 
Thls.erles was created to schedule the NRO Commission Records Collection .and may be used to retire other 
Congressionally authortzed commlilalon records, 

Item OtlCl1ptJon of Roconl. .AJJthortzed Dllpolttlon RaUrement Cutoff 
Numbin InttruCllonI 


2000 
 Cong.....lon.lly· Authorlzea Comml ..l~n Recorde of the 
NRO. . . .. 

20()()'1 Recorda of the Natlonal Commllalon for tt. review of the 

NRO In aCqordance wrth Public lIiw "108-120 . 
. 

2000-1.. :. Gtdttaf RfJOQfd«,. An'aItg8d'tn bRJln and~. Memoe, TI1InI_1o 1hePenn..-. End of 
agendu. c:orrelpondance, reporta. bI1aftng•• lChedulee, Tran.fer to the ~~an 30 Recorda Center upon Comml"Jon. 

~af ___ old, ·organization chi,., miNion "'lemenll. 1IlI'I'IIMrIeI.  
qUalllonl and BMW.IlI, brleftng booke, drab, and other . 
 ..port.(AulhorlEed N1·22o.01·2) . mllt,rtal directly rtJIaUng to the work end actlvlll.. of ttl8 ' . . 
commt..lon. 

2QO().1,b Th.., tK. cannot baVIdeO. An undualftad 61 minute VHS video ,nUlled ·CNN: Tamporary. Endaf 
NRO.CommIlllon Newa ConfereI:'CIe.11/16J2000: · CommIuIon. 

. obsolete, or no longer needed. 
Deetroy whln IUperMCied. .....d to the Rlcordl 

Center. They ITIUIt be 
(Authorized N1·220.0H) hakt In ~l'I1Int 

program area trill 
Ithey Ira de8lroyecI. 

l'tIaea tH_ CMnOt be End or2000-1.., EIec:trunIc .copIeI. A oIngIe 2GB Jazz _ """"',ng 01 Tempe...:t)'. 
Commlallon.electronk: versions of recorda created using word proceI8Ing O-.y/dofote within 1S0 doya retired to the Recorda_tho _~ h.. f!aln c.ur. TheylTUlbeopplk:ellon•. 

, produced. held In CUlJ'8nt 
prog,am lrea unUl 
thlY are destroyed. 

(AuIhoI1zod N1.-220.01·2) 
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