
NOTICE - SOME ITEMS SUPERSEDED··oR OBSOLETE 

Schedule Number: Nl-218-10-005 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 3/5/2021~ 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

All items are active, however, three items, 0600-02A, 0600-03F, and 0600-04F are active only for 
records dated earlier than 2017. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

DAA-GRS-2015-0006-0001 supersedes items 0600-02A, 0600-03F, and 0600-04F for records dated 
2017 and later. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORD~---~JPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION 
(NIR) WASHINGTON, DC 20408 
1. FROM (Agency or establishment) 

Department ofDefense - Joint Staff 

2. MAJOR SUBDMSION 
Information Management Division 

3. MINOR SUBDMSION 
Records, Research, and Content Branch 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 
James Willson-Quayle, Chief-RRCB 703-697-9777 

6. AGENCY CERTIFICATION 

LEAVE BLANK ARA use onl 
J\.its NUMBER 

-0-
DATE RECEIVED 

In accordance with the provisions of 44 U.S.C. 
3303a the disposition request, including 
amendments, is approved except for items that 
may be marked "disposition not approved" or 
"withdrawn" in column 10. 

I hereby certify that I am authorized to act for this agency in the matters pertaining to the disposition of its records and that the 
records proposed for disposal attached 2 page(s) are not needed for the business ofthis agency or will not be needed after the 
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 ofthe 
GAO Manuel for Guidance ofFederal Agencies, 

~ is not required; D is attached; or D has been requested. 
DATE SIGNATURE OF AGENCY S TITLE 

r'f 1',q,y 2010 /4 nlb,;2"'----,_.,C""'hwie'1f..,:-~Records, Research, and Content Branch 

7. 
ITEM 
NO. 

Dr. James Willson-QuayJ--1 Information lVnma_.,_,,, 

CJCSM 5760.0lA, Vol. II 
Joint Staff and Combatant Command Records Management 
Program Manual: Volume II-Disposition Schedule 

1. Crosswalk included - See attached Excel Spreadsheet 
2. Supenedes version dated 10 March 2003 - See attached 
Word document 

ent Division 

9. GRSOR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN(NARA 
USE ONLY) 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 



CHAIRMAN OF THE JOINT 
CHIEFS OF STAFF 

MANUAL 

DOM/SJS CJCSM 5760.0lA, Vol. II 
DISTRIBUTION: A, C, J, S 1 September 2011 

JOINT STAFF AND COMBATANT COMMAND 
.. ,,RECORDS MANAGEMENT MANUAL: VOLUME Ii-DISPOSITION SCHEDULE 

Reference(s): 
a. DODD 5015.2, 6 March 2000, "DOD Records Management Program" 
b. CJCSM 5760.01 Series, "Joint Staff and Combatant Command Records 

Management Procedural Manual" 

1. Purpose. To comply with the provisions of reference a, which requires the 
Joint Staff to implement a generic disposition schedule for the Joint Staff and 
combatant commands. See Supplemental Instructions to this volume at 
Enclosure A and complete disposition schedule by Series Bucket and Sub
Bucket at Enclosure C. Crosswalks from the previous edition of CJCSM 
5760.01 Vol. II can be found at Enclosure D. 

2. Cancellation. CJCSM 5760.01 Vol. II, 10 March 2003, "Joint Staff and 
Combatant Command Records Management Manual: Volume II--Disposition 
Schedule," is hereby canceled. 

3. Applicability. This manual applies to: 

a. All_ Joint Staff directorates, separate offices, activities and agencies 
responsive to the Chairman of the Joint Chiefs of Staff. 

b. All headquarters of the combatant commands, their subordinate 
unified commands, joint task forces and all other sul:?ordinate functional 
components or operationai forces that include members of the several Services 
and remain immediately responsive to the combatant commanders. This 
excludes the Service components assigned to the combatant commands and 
other functional components or operational forces consisting of members of a 
single Service. 
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Exception: US Special Operations Command (USSOCOM) Service Components 
will maintain records generated as a result of component expenditure of Major 
Forces Protection 11 funds separate from service records and will. control them 

. in accordance with this manual. 

-c. All Joint Staff and combatant command records in any media, 
including electronic records created or stored in any automated information 
system or electronic information system, the Defense Information Services 
Organization Joint Information Service Center and Joint Staff and combatant 
command local area networks and microcomputers. 

4. Procedures. Prpcedures for using the disposition schedule in this manual 
are contained in CJCSM 5760.0lA, Volume I. 

5. Summary of Changes. Substantive changes have been made to this Volume 
reflecting its re-organization into large and small buckets. The large buckets 
are divided into 12 categories of information. Each large bucket contains 
several sub-buckets defining records with dispositions of 6 months, 3 years, 
7-10 years, and those records that are to be preserved Permanently. In 
addition, descriptions of each large bucket and subsequent sub-buckets were 
added to define and clarify the types of records that are populated there. Also 
included are lists of n9n-records and records exceptions. Record exceptions 
are either records that do not fit into any of the sub-buckets or are records that 
have event-driven dispositions. 

6. Releasability. This instruction/manual/notice is approved for public 
release; distribution is unlimited. DOD components (to include the combatant 
commands), other Federal agencies, and the public may obtain copies of this 
instruction/ manual/notice through the Internet from the CJCS Directives 
Home Page--http:/ /www.dtic.mil/cjcs_directives. 

7. Effective Date. This instruction is effective upon receipt. 
... ·. 

{NAMEl} 
{Rankl} 
{Titlel} 

Enclosure(s): 

A - Supplemental Instructions 
B - Disposition Subject Index 
C - Bucket Dispositions 
D - Disposition Crosswalks 

2 

,.. 

www.dtic.mil/cjcs_directives
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DISTRIBUTION 

Distribution A, B, C, and J plus the following: 

Copies 

National Archives and Records Administration ............................................. 5 
Secretary of Defense ...................................................................................... 2 

i 
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LIST OF EFFECTIVE PAGES 

The following is a list of effective pages for. Use this list to verify the currency 
and completeness of the document. An "O" indicates a page in the original 
document. 

PAGE CHANGE PAGE CHANGE 

1 thru 4 0 
i thru xi 0 
A-1 thru A-4 0 
B-1 thru B-34 0 
C-1 thru C-190 0 
D-1 thru D-2 0 

iii 
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ENCLOSURE A 

SUPPLEMENTAL INSTRUCTIONS 

1. Disposition Schedule Big Buckets 

0000 Series Bucket - Joint Staff (JS) Top 5 and Headquarters (HQ) 
Combatant Command Records 

0100 Series Bucket- Organization, Manpower, Committee and Board 
Records 

0200 Series Bucket - Personnel and Payroll 

0300 Series Bucket - Intelligence and Security 

0400 Series Bucket- Military Justice, Legal, Protocol, and Public Affairs 

0500 Series Bucket - C2, Operations, Planning, and Exercises 

0600 Series Bucket - Logistics, Acquisitions, Supply, Services, Budget, and 
Safety 

0700 Series Bucket- Communications, Cryptology, and Electronics Policies, 
Procedures, and Reports 

0800 Series Bucket - International 

0900 Series Bucket - General Administration and Management 

1000 Series Bucket - Information Technology (IT) Procurement, Planning, 
Operations, and Management 

1100 Series Bucket - Medical 

See individual series for further description of records covered in each 
category. 

A-1 Enclosure A 
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2. Disposition Detail Descriptions and Authorities 

a. The records disposition schedules that follow constitute authority for 
retention, transfer, temporary or permanent retirement, and/or destruction of 
record and non-record material within the Joint Staff and combatant 
commands. Their use is mandatory. Volume I of this manual provides detailed 
procedures for applying them. General guidelines are reiterated below. 

b. Under the major disposition series buckets, the disposition schedule 
lists sub-buckets defining records materials created in and maintained by the 
Joint Staff and combatant commands with dispositions of 6 months, 3 years, 
7-10 years, and those records th~t are to be preserved permanently. The 
dispositions correlate to type because in many cases each type may cover a 
wide variety of subjects. They also correlate to holder and holder use of that 
document. The disposition for a file will be chosen based upon both type of 
record and holder use-i.e., whether the holding office has office of record 
responsibility for it or is retaining it for convenience. Choices listed under each 
type of record provide for selecting a disposition that corresponds to holder and 
use. 

3. Fiscal Year (FY) / Calendar Year (CY) Cutoffs 

a. Files will be cut off, active files will be separated from inactive ones, 
and eligible material will be retained, retired, transferred, and/or destroyed in 
accordance with the disposition standards. The cutoff date in these standards 
is the date a file is removed from active status. Files will be cut off at the end of 
the calendar.year (CY) or at the end of the fiscal year (FY) per the originating 
office's business rules in accordance with Joint Staff and Combatant Command 
Policy. The cutoff date is also the start date of the retention period, except for 
files cut off on the occurrence of a certain event, where the start date of the 
retention period is the end of the CY-or for files maintained on an FY basis, 
the end of the FY-in which they are cut off. 

b. The following additional guidance applies to all records. All technical 
and reference material will also be reviewed on an annual basis and all 
noncurrent materials destroyed. 

(1) Files maintained on a CY basis will be cut off on 31 December of 
each year and new CY files established. 

(2) Files maintained on an FY basis will be cut off at the end of the 
applicable FY and new files established. 

(3) Files with a retention period of less than 1 year will be maintained 
on a daily, weekly, or monthly basis. These files will be cut off and disposed of 
after their authorized retention period. For example, large accumulations of 

A-2 Enclosure A 
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records that are disposable after 6 months could be cut off at the end of each 
month, a new file started, and the file disposed of after 6 months. 

(4) Files maintained as case, action, or project files are cut off on the 
occurrence of a certain event, kept in the inactive files area, and disposed of in 
accordance with disposition standards. 

4. Pre-accessioning _ 
Pre-accessioning is when agencies transfer to NARA a copy of permanently 
valuable electronic records while retaining legal custody and control over 
access to the records. Agencies would continue to maintain the record copy of 
the information until such time that NARA is given legal custody of the records, 
which for purposes of this schedule, is 25 yrs after cutoff and after 
declassification review. / /
Nft{<.~ \'~\l~~ ~Qtt.-a.c~~~~"\~ ~<)\1c..-y ~ 1q -io21~ · 
Joint Staff and Combatant Comm~d organizations that use this disposition 
schedule and are ready to pre-accession records to the National Archives 
should first ·contact the JS Information Management Division for guidance and 
assistance. _r_ .. J,,
~~ttt "'h\\ Cot\--\-)"\)-€__ -\o (ACl..f.~ ~{-e. -,J..,lle~S~-"S ~ oooo1oc11

1 
o Zoo/c"f 1 + 03co/o'-( 

5. Media Neutral 
This records schedule is written to authorize the disposition of the records in 
any media (media neutral). 

6. Sensitive Compartmented Information (SCI) 
In accordance with policy in Intelligence Community directives for SCI 
documents, retain the JS/combatant command record copy for 30 years, then 
review for removal from SCI channels. Once removed from SCI channels, 
records must conform to the Permanent sub-bucket disposition in this 
schedule. 

7. NATO 
NATO documents are to be disposed of in accordance with JS/Combatant 
Command record management policies and the United States Security 
Authority for NATO Affairs (USSAN) 1-69. See reference i in CJCSM 5760.0lA 
Vol. I. 

8. Event-Driven Records 
Records that begin their dispositioning period based on an event, rather than a 
set duration, i.e. records of departing personnel or change of administration. 
For cutoff purposes, these records begin their dispositioning either in the fiscal 
year or calendar year, depending upon business processes. 

9. Flexible Scheduling 
Flexible Scheduling allows for the Minimum/Maximum retention for records 
that have been categorized into big buckets. This edition of the JS/COCOM 
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disposition schedule includes a 7-10 year retention band. This means that the 
records in this bucket, titled "Management and Program/Operations Records", 
cannot be destroyed or deleted earlier than 7 years and no later than 10 years 
after the cutoff. 

10. Committee and Board Records 
CJCSM 5760.01, Vol. II covers records created and maintained by temporary 
and permanent commissions, boards, councils and committees that are 
mission related to the Joint Staff and Combatant Commands. 

Records that are created by Advisory Commissions, Committees, Councils, 
Boards and Other Groups established under the Federal Advisory Commit~ee 
Act (FACA) are covered by the National Archives General Record Schedule 26, 
which can be found at this link: 

<http://www.archives.gov/records-mgmt/grs/grs26.html> 

The term "advisory committee" as defined by FACA means any committee, 
board, commission, council, conference, panel, task force, or other similar 
group, or any subcommittee or other subgroup which is (1) established by 
statute or reorganization plan or (2) established or utilized by the President, or 
(3) established or utilized by one or more agencies or officers of the Federal 
government. This term does not apply to any committee which is composed 
wholly of full-time officers or employees of the Federal government.] 

This schedule does not apply to the records of Presidential commissions, 
boards, councils and committees covered by the Presidential Records Act. 

11. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS) 
Please note that EIS are not covered by this big bucket schedule. EIS are 
typically scheduled individually because the inputs, outputs, and master data 
file can have multiple dispositions. Each system gets a separate SF 115, 
whether it comes from the JS or Combatant Commands, and is processed for 
NARA approval through IMO. 

An EIS is any computer processing system that contains electronic records, 
regardless of whether the system resides on a micro-, mini-, or mainframe 
computer or in a network or stand-alone configuration, and regardless of the 
media used to store the records. EIS functions include collecting, storing, 
assembling, processing, transmitting, and disseminating information 
electronically according to defined procedures. 

For more information, please visit: 
https://www.intelink.gov/wiki/Joint Staff %26 Combatant Command El 
ectronic Information System Scheduling 

A-4 Enclosure A 
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ENCLOSUREB 

DISPOSITION SUBJECT INDEX 

(Note: The first 4 digits denote series bucket and the last 2 denote the sub-bucket.) 

Abstracts of Joint Staff Papers 

Accounting (See Financial Management) 

Acquisition 

Additional Duty Designations 

Administration (Series Bucket) 

Administration, of a specific activity or program -
See subject activity or program 

Administrative Grievance, Disciplinary, and Adverse 
Actions Files 

Administrative Instructions, Joint Staff 

Administrative Orders 

Administrative Publications, Joint 

Administrative Records - See subject to which the 
record relates 

Aeromedical Evacuation 

Aerospace Defense 

Agenda, Joint Staff 

(Exe) - 0000-06-G 

(Exe) - 0600-06-G 

0600-07 

(Exe) - 0900-06-N 

0900 

(Exe) - 0200-06-GG 

(3yr) - 0000-02-H 
(Perm)-0000-04-Q 

(3yr) - 0900-02-V,W 
(7-10yr) - 0900-03-M 

(Perm)-0900-04-S 

(3yr) - 0000-02-G 

(7-10yr) - 1100-03-G 
(Perm)-1100-04-G 

(Perm)-0500-04-Z 

(3yr) - 0000-02-1 
(Perm)-0000-04-S 

B-1 Enclosure B 
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Agreements - See also the subject of the agreement 

Agreements, for communications services (3yr) - 0700-02-B 

Agreements, General, involving Joint 
Staff/Combatant Commands 

(7-1 0yr) - 0900-03-B 

Agreements, International (Perm)-0800-04-B 

Airspace Management and Use (3yr) - 0500-02-H 
(Exe) - 0500-06-L,M 

Alerts and Warnings (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

Allied Communications Publications (Perm)- 0700-04-B 

Antiterrorism (7-1 0yr) - 0500-03-E 
(Perm)- 0500-04-AA 

Application for Civilian Leave (3yr) - 0200-02-L 
(Exe) - 0200-06-T 

Applications, Information Technology (See 1000 Series Bucket) 

Attendance (3yr) - 0200-02-Y 
(7-1 0yr) - 0200-03-Q 

Audio Recordings See 0900 series, note 
#4 

(Exe) - 0900-06-C,D 

Audiovisual Documentation (Exe) - 0900-06-V 

Audits, General (Short) - 0900-01-D 
(3yr) - 0900-02-D 

Audits, Security (Short) - 0300-01-B 
(3yr) - 0300-02-M 

(7-1 0yr) - 0300-03-E 
(Exe) - 0300-06-N 

Awards, Civilian Employee (3yr) - 0200-02-Q 
(Perm) - 0200-04-A 

B-2 Enclosure B 
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Awards, Military (3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 

(Exe) - 0200-06-U 

Background Papers (Perm) - 0900-04-C 

Badges, General Identification (3yr) - 0300-02-K 

Badges,JCSidentification (3yr) - 0200-02-S 
(7 -1 0yr) - 0200-03-J 

Ballistic Missile Defense (7-1 0yr) - 0500-03-G 
(Perm) - 0500-04-CC 

Biological Warfare· Plans and Programs (3yr) - 0500-02-J 
(Perm) - 0500-04-EE 

Biological Weapons, Logistics (7-1 0yr) - 0600-03-C 
(Perm) - 0600-04-C 

Biological Weapons, Preventive Medical Defense (7-1 0yr) - 1100-03-A 
(Perm) - 1100-04-A 

Boards and Committees - See also subject of the 
board 

Boards and Committees, General (3yr) - 0100-02-E,F 
(Perm) - 0100-04-H 

Budget (Acquisition, Logistics, Supply, Services, 0600 
Budget, and Safety Series Bucket) 

Budget, General (Perm) - 0600-04-
E/F/G 

Bulletins, Joint Staff and Combatant Command (Short) - 0900-01-C 
(3yr) - 0900-02-C 

Case Files - See subject of the case and/or 
proponent of the file 

Case Files, Official Joint Staff/Joint Chiefs of Staff (Perm) -. 0000-04-A 

Casualty (Perm) - 0200-04-E 

B-3 Enclosure B 
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Chairman of the Joint Chiefs of Staff Memorandum 
(CM) 

(3yr) - 0000-02-C 
(Perm) - 0000-04-

D/E/F 

Chairman of the Joint Chiefs of Staff Records (Perm) - 0000-04-G,H 

Chairman's Memorandum (CM) (3yr) - 0000-02-C 
(Perm) - 0000-04-

D/E/F 

Chairman's Memorandum of Policy (7-1 0yr) - 0000-03-C 
(Perm) - 0000-04-0 

Charter, Organizational (Perm) - 0100-04-B 

Chemical Warfare Records (3yr) - 0500-02-J 
(Perm) - 0500-04-EE 

Chemical Weapons, Logistics (7-1 0yr) - 0600-03-C 
(Perm) - 0600-04-C 

Chemical Weapons, Preventive Medical Defense (7-1 0yr) - 1100-03-A 
(Perm) - 1100-04-A 

Circulars, Joint Staff and Combatant Command (Trans) - 0900-01-C 
(3yr) - 0900-02-C 

Civil Service Retirement System (3yr) - 0200-02-E,F 
(7-1 0yr) - 0200-03-F 

Clearance Investigations (Perm) - 0300-04-C 
(Exe) - 0300-06-B 
(Exe) - 0300-06-T 

Climatological Files (Perm) - 0500-04-DD 

Codewords/ Nicknames/Exercise Terms (3yr) - 0500-02-E 
(Perm) - 0500-04-K 

Combat Camera (Perm) - 0500-04-W 

Combatant Command Headquarters Corporate 
Records (Series Bucket) 

Command and Control ( C2, Operations, 
Planning, and Exercises Series Bucket) 

0000 

0500 

B-4 Enclosure B 
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Command and Control Centers 

Command and Control Systems 

Committee and Board Records 

Communications (Communications, Cryptology, 
and Electronics Policies, Procedures, and 
Reports Series Bucket) 

Communications, Operations 

Communications, Publications, ACP 

Communications, Publications, JANAP 

Communications, Reports and Reference 

Communications, Security 

Congressional Correspondence 

Controlled Material 

Joint Staff Top 5 and Headquarters Combatant 
Command Records (Series Bucket) 

Correspondence - See subject and/or proponent 

Counter-Intelligence 

Counter-Intelligence Investigations 

Counter-Measure, Electronic Warfare - See Frequency 

1 Sept 2011 

(7-1 0yr) - 0500-03-C 
(Perm) - 0500-04-V 

(See 1200 Series ~ucket) 

(3yr) - 0100-02-E,F 
(Perm) - 0100-04-H 

0700 

(Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exe) - 0700-06-A 

(Perm)- 0700-04-B 

(Perm) - 0700-04-C 

(Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exe) - 0700-06-A 

(3yr) - 0300-02-E 

(3yr) - 0400-02-B 
(7-1 0yr) - 0400-03-A 

(Perm) - 0400-04-B 

(Exe) - 0300-08-L,M 

0000 

(3yr) - 0300-02-Q 
(Perm) - 0300-04-H 
(Perm) - 0300-04-C 

(Exe) - 0300-06-B 
(Exe) - 0300-06-T 
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or Spectrum Management 

Counter-Narcotics (7-1 0yr) - 0500-03-F 
(Perm) - 0500-04-BB 

Courier, Defense Courier Service (7-1 0yr) - 0300-03-A 
(Exe) - 0300-06-R 

Cover and Deception Operations (3yr) - 0500-02-C 
(Perm) - 0500-04-G 

Crisis Action (Perm) - 0500-04-M 

Cryptology (3yr) - 0700-02-J 
(7-1 0yr) - 0700-03-C 

(Perm) - 0700-04-E 
(Exe) - 0700-06-E 

Customer Service, IT and Helpdesk related (3yr) - 1000-02-P 

Declassification (7-1 0yr) - 0900-03-1 
(Exe) - 0900-06-0 

Defense Readiness Conditions (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

Delegation of Authority (Exe) - 0900-06-N 

Destruction Certificates (3yr) - 0300-02-C 

Director, Joint Staff Records (Perm) - 0000-04-M 

Directorate Instructions/Manuals/Notices (3yr) - 0000-02-J 

Directorate Numbered Memorandum (J# M/DM) (7-1 0yr) - 0000-03-
H, I, J 

Directorate Secretary's Memorandum (J-#SMs) - (7-1 0yr) - 0000-03-K 
(Also known as a Transmittal Memorandum) 

Directory Service Listings (Short) - 0200-01-F 
(Exe) - 0200-06-FF 

Disclosure, Financial (Exe) - 0200-06-RR 
(7-1 0yr) - 0200-03-S 
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(7-1 0yr) - 0800-03-CDisclosure, Foreign 

Distribution Authorization Sheet (3yr) - 0900-02-Z 
(Perm) - 0900-04-T 

(3yr) - 0900-02-BB,CC 
(Exe) - 0900-06-F,R 

Distribution Management 

(3yr) - 0300-02-BDocument Receipt 

Electronic Mail - See the subject of the Email 

(3yr) - 1000-02-R 
Documentation/Metadata/Software 
Electronic Records, Technical 

Electronic Warfare and Countermeasures - See 
Frequency or Spectrum Management 

0700 
Electronics Series Bucket) 
Electronics (Communications, Cryptology, and 

(Perm) - 0500-04-0Emergency Planning 

Environmental File (Perm) - 0500-04-DD 

(7-1 0yr) - 1100-03-G 
(Perm)-1100-04-G 

Evacuation, Aeromedical 

(7-l0yr) - 1100-03-H 
(Perm) - 1100-04-H 

Exercises, Medical 

Exercises, Operational (3yr) - 0500-02-D 
(7-l0yr) - 0500-03-A 

(Perm) - 0500-04-1 
(Exe) - 0500-06-

A,H,l,K 
Exercises, War Games (3yr) - 0500-02-F 

(Perm) - 0500-04-P 

(3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Facilities Management 

(7-1 0yr) - 0200-03-PFacilities, Foreign for US civilian employee training 

Facilities, Foreign for US military use (Exe) - 0800-06-B 
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Facilities, Information Technology (3yr) - 1000-02-H 

Family Advocacy (3yr) - 1100-02-B 
(Exe) - 1100-06-D 

Federal Civilian Workforce Information Systems (See 1200 Series Bucket) 

Federal Employees Retirement System (3yr) - 0200-02-E,F 
(7-1 0yr) - 0200-03-F 

Federal Employees, Political Activities (3yr) - 0200-02-EE 
(Exe) - 0200-06-EE 

Federal Workplace Drug Testing (3yr) - 0200-02-
BB,CC 

(Exe) - 0200-06-
BB,CC 

Financial Disclosure (Exe) - 0200-06-RR 
(7-1 0yr) - 0200-03-S 

Financial Management (7-1 0yr) - 0600-03-G 
(Perm) - 0600-04-G 

Financial Records, Information Technology (3yr) - 1000-02-N 
Resources and Services• 

Finding Aids (Perm) - 0900-04-B 
(Exe) - 0900-06-S 

Flag/General Officer Nomination (Exe) - 0200-06-
G, H, V, W, X, Y 

Flimsies, CJCS/JS/JS Directorate (Perm) - 0000-04-A 

Flimsies, Service (Perm) - 0000-04-C 
(Exe) - 0000-06-C 

Force Health Protection (7-l0yr) - 1100-03-F 
(Perm) - 1100-04-F 

Forces, US Military, General - See Operations, 0500 
Planning, Command and Control Series Bucket 

Foreign Disclosure (7-1 0yr) - 0800-03-C 
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Foreign Military Sales, Security Assistance (7-1Oyr) - 0800-03-A 
(Perm) - 0800-04-H 

Foreign Nationals (3yr) - 0300-02-R 

Foreign Training (7-1 0yr) - 0800-03-B 
(Perm) - 0800-04-1 

Forms, JS and Combatant Command (7-1 0yr) - 0900-03-A 
(Exe) - 0900-08-H,L,M 

Freedom of Information Act (3yr) - 0900-02-J,K 
(7-1 0yr) - 0900-03-

E,F,G 
(Exe) - 0900-06-B,T,U 

Frequency Management (3yr) - 0700-02-C 
(7-1 0yr) - 0700-03-

A,G 
(Perm) - 0700-04-D 

(Exe) - 0700-06-D 

General/Flag Officer Nomination (Exe) - 0200-06-
G, H, V, W, X, Y 

Graphic Arts (3yr) - 0900-02-R 
(Perm) - 0900-04-K 

(Exe) - 0900-06-J 

Graphics Management (3yr) - 0900-02-BB,CC 
(Exe) - 0900-06-F,R 

Green Papers, JCS (Exe) - 0000-06-G 

Ground Support Equipment and Maintenance (7-1 0yr) - 0600-03-J 

Health Records, Mental (Exe) - 1100-06-F 

Health Records, Military (7-lOyr) - 1100-03-1 
(Perm) - 1100-04-1 

Historical Records, Combatant Command (Perm) - 0000-04-
EE,FF 

(Exe) - 0000-06-D,E,F 
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Historical Records, Joint Staff (Perm) - 0000-04-V,W 

Identification Credentials (3yr) - 0300-02-K 

lncident, Crisis (Perm) - 0500-04-M 

Incident, Security (3yr) - 0300-02-L 
(7-1 0yr) - 0300-03-D 

(Military Justice, Legal, Protocol, and Public 
Affairs Series Bucket) 

0400 

(Information Technology Series Bucket) 1000 

Information Conditions (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

Information Memorandum, SJS (Exe) - 0000-06-A 

Information Operations (7-1Oyr) - 0500-03-B 
(Perm) - 0500-04-S 

Information Paper (Perm) - 0900-06-W 

Information Act, Freedom of (3yr) - 0900-02-J,K 
(7-1 0yr) - 0900-03-

E,F,G 
(Exe) - 0900-06-B,T,U 

Inspections of Joint Staff and Combatant Command 
Activities 

(3yr) - 0900-02-P 

Inspections, Security Inspections (Short) - 0300-01-B 
(3yr) - 0300-02-M 

(7-1 0yr) - 0300-03-E 
(Exe) - 0300-06-N 

Inspector General (7-1 0yr) - 0900-03-
K,O 

(Perm) - 0900-04-H 

Instructions/Manuals/Notices, CJCS (7-1 0yr) - 0000-03-C 
(Perm) - 0000-04-0 

Institute for Defense Analysis (Perm) - 0000-04-U 
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Intelligence (Intelligence and Security Series 0300 
Bucket) 

Intelligence, Joint Strategic Planning Documents (Perm) - 0500-04-Q 

Internal Control Program (3yr) - 0900-02-0 
(7-1 0yr) - 0900-03-J 
(Perm) - 0900-04-G 

Internal Placement, Personnel (3yr) - 0200-02-D 

International (Series Bucket) 0800 

International Joint Board Files (Perm) - 0100-04-G 

International Security (Records-related) (3yr) - 0300-02-N 
(7-1 0yr) - 0300-03-G 
(Exe) - 0300-08-D,E 

Interoperability Standards (7-.1 0yr) - 0700-03-
B,H 

Interviews with Employees (Short) - 0200-01-A 

Invention, Patent, and Trademark Records (Exe) - 0400-06-E 

Inventory Reports (3yr) - 0300-02-F 
(7-l0yr) - 0300-03-B 

IT Asset and Configuration Management (3yr) - 1000-02-1,J 
(Exe) - 1000-06-B,C 

J-# Director Memorandum (J-#DM) (7-1 0yr) - 0000-03-
H,I,J 

J-# Instructions, Manuals, and Notices (J-# I) (3yr) - 0000-02-J 

J-# Memorandum (J-#M) (7-1 0yr) - 0000-03-
H,I,J 

J-# Secretary's Memorandum (J-#SM) (7-1 0yr) - 0000-03-K 

Joint Staff/Joint Chiefs of Staff Histories · (Perm) - 0000-04-V,W 

Joint Chiefs of Staff Identification Badge (3yr) - 0200-02-S 
(7-1 0yr) - 0200-03-J 
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Joint Chiefs of Staff, Memorandum (MJCS) (3yr) - 0000-02-D 
(Perm) - 0000-04-J 

Joint Chiefs. of Staff Numbered Paper Register (Perm) - 0000-04-T 

JCS Send Messages (Perm) - 0000-04-R 
(Exe) - 0000-06-H 

Joint Action Directives (Perm) - 0000-04-X 
(Exe) - 0000-06-1 

Joint Administrative Instructions (JAi) (3yr) - 0000-02-H 
(Perm)-0000-04-Q 

Joint Army--Navy-Air Force Publication (JANAP) (Perm) - 0700-04-C 

Joint Experimentation Records (7-1 0yr) - 0000-03-G 
(Perm) - 0000-04-BB 

Joint Interoperability of Tactical Command and 
Control System (JINTACCS) 

(3yr) - 0700-02-1 
(7-1 0yr) - 0700-03-F 

(Perm) - 0700-04-H 

Joint Manpower Program (JMP) 

Joint Program Assessment Memorandum 

(Perm) - 0100-04-F 
(Exe) - 0100-06-A 

(Perm) - 0500-04-Q 

Joint Publications/Joint Administrative Publications (3yr) - 0000-02-G 
(Perm) - 0000-04-P 

Joint Requirements Oversight Council (JROC) (7-1 0yr) - 0000-03-E 
(Perm) - 0000-04-Z 

Joint Security Assistance Memorandum (Perm) - 0500-04-Q 

Joint Staff Agenda Files (3yr) - 0000-02-1 
(Perm)-0000-04-S 

Joint Staff Case Files and Papers (Perm) - 0000-04-A 

Joint Staff Top 5 Records (Series Bucket) 0000 

Joint Staff Flimsies (Perm) - 0000-04-A 
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Joint Staff Green Papers (Exe) - 0000-0~-G 

(Perm) - 0000-04-V,WJoint Staff Histories 

(Exe) - 0000-06-AJoint Staff SJS Information Memorandum (IMs) 

Joint Staff Instructions, Manual, and Notices (JSis) (3yr) - 0000-02-H 
(Perm) - 0000-04-Q 

Joint Staff Numbered Joint Action Directives (Perm) - 0000-04-X 
(Exe) - 0000-06-1 

Joint Staff Policy Memorandums (JSPMs) - (Short) - 0000-01-A 
Information copies only 

Joint Strategic Planning System (Perm) - 0500-04-Q 

Joint Strategic Target Planning System (Perm) - 0500-04-R 

Joint Warfighting Capabilities Assessment (JWCA) - (7-10yr) - 0000-03-F 
(now known as Functional Capabilities Board records) (Perm) - 0000-04-AA 

Labor Management Relations (7-10yr) - 0200-03-H,I 

Leave, Civilian Application for (3yr) - 0200-02-L 
( (Exe) - 0200-06-T 

Leave, Donated Leave Program (Exe) - 0200-06-R 

Leave, Military (Exe) - 0200-06-HH 

Legal (Military Justice, Legal, Protocol, and 0400 
Public Affairs Serles Bucket) 

Legislative Testimony (Perm) - 0400-04-C 

Lessons Learned (Perm) - 0500-04-J 
I 

Library Material - (Considered Non-Record Material) 

Logistics (Logistics, Acquisitions, Supply, 0600 
Services, Budget, and Safety Series Bucket) 

Logistics Readiness Reports (Perm) - 0500-04-D 

Logistics, International Conference (Perm) - 0800-04-G 
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Mail Control (Short) - 0900-01-E 
(3yr) - 0900-02-

X,Y,AA 

Mail, Electronic - See the subject of the Email 

Mailing Lists (Short) - 0900-01-F 

Management (General Administration and 0900 
Management Series Bucket) 

Management, of a specific activity- See the subject 
activity 

Manpower (Organization and Manpower Series 0100 
Bucket) 

Manuals/ Instructions/Notices, CJCS (7-1 0yr) - 0000-03-C 
(Perm) - 0000-04-0 

Medical (Series Bucket) 1100 

Medical, General Administration (3yr) - 1100-02-A 
(Exe) - 1100-06-A 

Medical, Preventative Defense (7-1 0yr) - 1100-03-A 
(Perm) - 1100-04-A 

Medical Video Recordings (3yr) - 0900-02-S,T 
(Perm) - 0900-04-L,M 

Medical, Personal Injury Files (3yr) - 0200-02-Z 

Memorandums - See subject and/or proponent of 
the memo 

Mental Health (Exe) - 1100-06-F 

Message Center Operations, Communications (Short) - 0700-01-B 
(3yr) - 0700-02-E 

(Exe) - 0700-06-F,G 

Messages, General and Special Handling (Short) - 0700-01-C 
(Perm) - 0700-04-F 

(Exe) - 0700-06-
H,I,J,K 
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Messages, JCS Send (Perm) - 0000-04-R 
(Exe) - 0000-06-H 

Metadata (3yr) - 1000-02-R 

Military Assignment (3yr) - 0200-02-V 
(7-1 0yr) - 0200-03-K 

Military Awards (3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 
(Exe) - 0200-06-U 

Military Justice (3yr) - 0400-02-E 
(Perm) - 0400-04-1,J 
(Exe) - 0400-06-C,D 

Military Personnel Health Records (7-l0yr) - 1100-03-1 
(Perm) - 1100-04-1 

Military Personnel Records, Official (Short) - 0200-01-D 
(3yr) - 0200-02-R 
(Exe) - 0200-06-

HH,11,JJ 

Military Training, General (3yr) - 0200-02-W 
(7-1 0yr) - 0200-03.-

L,M 

Military Training, Individual (Exe) - 0200-06-Z 

Mobilization, Logistics (7-1 0yr) - 0600-03-B 
(Perm) - 0600-04-B 

(Exe) - 0600-06-A 

Mobilization, Support (7-1 0yr) - 0600-03-D 
(Perm) - 0600-04-D 

Motion Pictures (3yr) - 0900-02-U 
(Perm) - 0900-04-P,Q 

National Intelligence Analytical Memo (NIAMS) (3yr) - 0300-02-P 

National Intelligence Estimate (NIE) (3yr) - 0300-02-P 
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National Security Council (NSC) (7-1 0yr) - 0000-03-D 
(Perm) - 0000-04-Y 

NATO Messages (3yr) - 0700-02-F 
(Exe) - 0700-06-

H,I,J,K 

NATO Supplements to Allied Communications 
Publications 

(Exe) - 0700-06-C 

Navigation and Overflight (Perm) - 0800-04-F 

Negotiations, International (Perm) - 0800-04-A 

Newsletters, Joint Staff and Combatant Command (Short) - 0900-01-C 
(3yr) - 0900-02-C 

North Atlantic Treaty Organization (NATO) Files (Short) -
(3yr) -
(Exe) -

0800-01-A 
0800-02-A 
0800-06-A 

North Atlantic Treaty Organization Exercises (3yr) - 0500-02-D 
(7-1 0yr) - 0500-03-A 

(Perm) - 0500-04-1 
(Exe) - 0500-06-

A,H,I,K 

North Atlantic Treaty Organization Security 
(Records-related) 

(3yr) - 0300-02-N 
(7-1 0yr) - 0300-03-G 
(Exe) - 0300-06-D,E 

North Atlantic Treaty Organization Security 
Violations/ Incidents 

(3yr) - 0300-02-L 
(7-1 0yr) - 0300-03-D 

North Atlantic Treaty Organization, Reconnaissance 
in NATO Countries 

(Perm) - 0500-04-N 

Nuclear Safety (Perm) - 0600-04-K 
(Exe) - 0600-06-B 

Nuclear Weapons, Logistics (7-1 0yr) - 0600-03-C 
(Perm) - 0600-04-C 

Office Administration (3yr) - 0900-02-DD 
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Office Copier Management (3yr) - 0900-02-BB,CC 
(Exe) - 0900-06-F,R 

Operating Instructions (01) (7-1 0yr) - 0900-03-N 

Operational Requirements Document (ORD) (7-1 0yr) - 0000-03-F 
(Perm) - 0000-04-AA 

Operations (Series Bucket) 0500 

(3yr) - 0500-02-C 
Operations, Cover and Deception (Perm) - 0500-04-G 

Operations, General Purpose (Perm) - 0500-04-H 

Operations, Information Technology (3yr) - 1000-02-L 

Operations, Medical (7-l0yr) - 1100-03-H 
(Perm) - 1100-04-H 

Operations, Planning Contingency (Perm) - 0500-04-L 

Operations, Plans (OPLAN/CONPLAN) (Perm) - 0500-04-L 

Operations, Policy (Perm) - 0500-04-A 

,Operations, Records of Codeword / Nickname (Perm) - 0500-04-C 

Operations, Satellite and Space (Short) - 0500-01-A 
(3yr) - 0500-02-1 

(7-1 0yr) - 0500-03-A 
(Perm) - 0500-04-Y 

(Exe) - 0500-06-
C,D,E,F,G,J,N 

Operations, Security (7-1 0yr) - 0500-03-D 
(Perm) - 0500-04-X 

Operations, Special (Perm) - 0500-04-F 

Operations, Summary of (3yr) - 0500-02-A 
(Perm) - 0500-04-B 

Order, Information Technology Purchase Order (3yr) - 1000-02-F 
(7-1 0yr) - 1000-03-B 
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Order, Purchase Order (3yr) - 0600-02-D,E 
(7-1 0yr) - 0600-03-H 

(Perm) - 0600-04-H 
(Exe) - 0600-06-C,D 

Orders, Administrative (3yr) - 0900-02-V,W 
(7 -1 0yr) - 0900-03-M 

(Perm) - 0900-04-S 

Organization (Series Bucket) 0100 

Organization and Manpower Correspondence (3yr) - 0100-02-G 
(Exe) - 0100-06-B 

Organization Charter (Perm) - 0100-04-B 

Organization Structure (Perm) - 0100-04-C 

Organization, Planning (3yr) - 0100-02-A 
(Perm) - 0100-04-A 

Orientation (Exe) - 0900-06-Q 

Parking Permits (3yr) - 0300-02-K 

Passes, Identification (3yr) - 0300-02-K 

Patent, Invention, and Trademark Records (Exe) - 0400-06-E 

Payroll (Series Bucket) 0200 

Payroll Correspondence (3yr) - 0200-02-B 
(7 -1 0yr) - 0200-03-

A,B 

Permits, Identification (3yr) - 0300-02-K 

Personal Papers, Unofficial 0900-08 

Personnel (Series Bucket) 0200 

Personnel Correspondence, General (3yr) - 0200-02-A 
(Exe) - 0200-06-A 

Personnel Correspondence, Individual Employee (Short) - 0200-01-C 
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(3yr) - 0200-02-G 

Personnel Directories (See 1200 Series Bucket) 

Personnel, Civilian, Adverse Actions (3yr) - 0200-02-K 

Personnel, Civilian, Alternate Worksite (3yr) -
(Exe) -

0200-02-DD 
0200-06-DD 

Personnel, Civilian, Appeals (Exe) - 0200-06-GG 

Personnel, Civilian, Counseling (3yr) - 0200-02-1 

Personnel, Civilian, J:?isplaced Employee Program (Short) - 0200-01-B 

Personnel, Civilian, Donated Leave Program 
-

(Exe) - 0200-06-R 

Personnel, Civilian, Drug Testing 

Personnel, Civilian, Employee Performance Files 

(3yr) - 0200-02-
BB,CC 

(Exe) - 0200-06-
BB,CC 

(3yr) - 0200-02-C 
(7-1 0yr) - 0200-03-

C,D,E 
(Exe) - 0200-06-P,Q 

Personnel, Civilian, Employee Records Cards - (Exe) - 0200-06-0 

Personnel, Civilian, Employment Offers (Exe) - 0200-06-
I,J,K,L 

Personnel, Civilian, Employment Records General (Exe) - 0200-06-M 

Personnel, Civilian, Equal Employment Opportunity (3yr) - 0200-02-H 
(7-1 0yr) - 0200-03-G 

(Exe) - 0200-06-S 

Personnel, Civilian, Federal Employees' Retirement 
Records (FERS/CSRS) 

(3yr) - 0200-02-E,F 
(7-10yr) - 0200-03-F 

Personnel, Civilian, Grievances (Exe) - 0200-06-GG 

Personnel, Civilian, Incentive Awards (3yr) - 0200-02-Q 
(Perm) - 0200-04-A 

Personnel, Civilian, Incentive Awards Program (3yr) - 0200-02-P 
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Reports 

Personnel, Civilian, Injury (3yr) - 0200-02-Z 

Personnel, Civilian, Interview (Short) - 0200-01-A 

Personnel, Civilian, Job Announcements (Exe) - 0200-06:-KK 

Personnel, Civilian, Labor Management Relations (7-l0yr) - 0200-03-H,I 

Personnel, Civili~, Leave Application Forms (SF 71) (3yr) - 0200-02-L 
(Exe) - 020Q-06-T 

Personnel, Civilian, Occupational Injury/Illness (7-1 0yr) - 0200-03-R 

Personnel, Civilian, Pay (Exe) - 0200-06-AA 
(Exe) - 0200-06-LL 

Personnel, Civilian, Payr?ll Correspondence (3yr) - 0200-02-B 
(7-1 0yr) - 0200-03-

A,B 

Personnel, Civilian, Political Activity (3yr) - 0200-02-EE 
(Exe) - 0200-06-EE 

Personnel, Civilian, Position Classification (Exe) - 0200-06-
C,D,N 

Personnel, Civilian, Promotion and Demotion (Short) - 0200-01-E 

Personnel, Civilian, Promotion and Internal (3yr) - 0200-02-D 
Placement 

Personnel, Civilian, Reports, Statistical (3yr) - 0200-02-A 
(Exe) - 0200-06-A 

Personnel, Civilian, Retirement Assistance (3yr) - 0200-02-F 

Personnel, Civilian, Standards of Conduct (3yr) - 0200-02-J 

Personnel, Civilian, Supervisors' Records (3yr) - 0200-02-N 

Personnel, Civilian, Time and Attendance (3yr) - 0200-02-Y 
(7-1 0yr) - 0200-03-Q 
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Personnel, Civilian, Wage Survey 

Personnel, Civilian, Within-Grade Increase, Denials 

Personnel, Military, Assignment 

Personnel, Military, Awards 

Personnel, Military, Casualty Reporting 

Personnel, Military, General/ Flag Officer 
Nominations 

Personnel, Military, Individual Training 

Personnel, Military, JCS Identification Badge 

Personnel, Military, Leave 

Personnel, Military, Official Military Personnel 
Record 

Personnel, Military, Training Programs 

Photos, Motion Picture 

Photos, Still 
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(3yr) - 0200-02-X 
(7-1 0yr) - 0200-03-

N,O,P 

(3yr) - 0200-02-M 

(3yr) - 0200-02-0 

(3yr) - 0200-02-V 
(7-1 0yr) - 0200~03-K 

(3yr) - 0200-02-T,U 
(Perm) - 0200-04-C 

(Exe) - 0200-06-U 

(Perm) - 0200-04-E 

(Exe) - 0200-06-
G, H, V, W, X, Y 

(Exe) - 0200-06-Z 

(3yr) - 0200-02-S 
(7-1Oyr) - 0200-03-J 

(Short) - 0200-01-D 
(3yr) - 0200-02-R 
(Exe) - 0200-06-

HH,11,JJ 

(Short) - 0200-01-D 
(3yr) - 0200-02-R 
(Exe) - 0200-06-

HH,11,JJ 

(3yr) - 0200-02-W 
(7-1 0yr) - 0200-03-

L,M 

(3yr) - 0900-02-U 
(Perm) - 0900-04-P,Q 

(3yr) - 0900-02-Q 
(Perm) - 0900-04-1,J 

(Exe) - 0900-06-1 
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0500 

Planning, Anti-Terrorism/ ~orce Protection (7-1 0yr) - 0500-03-E 
(Perm)- 0500-04-AA 

Planning, Ballistic Missile Defense (7-1 0yr) - 0500-03-G 
(Perm) - 0500-04-CC 

Planning, Emergency (Perm) - 0500-04-0 

Planning, Information Technology (3yr) - 1000-02-B,C,D 
(7-1 0yr) - 1000-03-A 

(Exe) - 1000-06-A 

Planning, Intelligence (Perm) - 0300-04-B 

Planning, Joint Strategic Planning System (Perm) - 0500-04-Q 

Planning, Medical Operational Support (7-l0yr) -
(Perm) -

1100-03-E 
1100-04-E 

Planning, Medical Strategic (7-l0yr) -
(Perm) -

1100-03-D 
1100-04-D 

Planning, Operations (Perm) - 0500-04-L 

Planning, OPLAN/CONPLAN (Perm) - 0500-04-L 

Planning, Organizational (3yr) - 0100-02-A 
(Perm) - 0100-04-A 

Planning, Programming, and Budgeting System (7-1 0yr) -
(Perm) -

0600-03-E 
0600-04-E 

Planning, Reconnaissance and Surveillance (Perm) - 0500-04-N 

Planning, Single Integrated Operational Plan (SIOP) (Perm) - 0500-04-R 

Planning, Strategic Planning and Arms Limitation (Perm) - 0800-04-D 

Planning, Strategic Planning System (Perm) - 0500-04-Q 

Planning, Strategic Target Planning System (Perm) - 0500-04-R 

Point Papers (Exe) - 0900-06-W 
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Policy, Budget 

Policy, Chairman of the Joint Chiefs of Staff 

(7-1 0yr) - 0600-03-F 
(Perm) - 0600-04-F 

(7-1 0yr) - 0000-03-C 
(Perm) - 0000-04-0 

Policy, Foreign Disclosure (7-1 0yr) - 0800-03-A 

Policy, Information Technology (3yr) - 1000-02-A 

Policy, Intelligence (Perm) - 0300-04-B 

Policy, Joint Staff (Instructions/Manuals/Notices) (3yr) -
(Perm) -

0000-02-H 
0000-04-Q 

Policy, Memorandums of (Perm) - 0000-04-A 

Policy, Operations (Perm) - 0500-04-A 

Policy, Procurement (3yr) - 0600-02-D,E 
(7-1 0yr) - 0600-03-H 

(Perm) - 0600-04-H 
(Exe) - 0600-06-C,D 

Policy, Public Affairs (7-1 0yr) - 0400-03-B 
(Perm) - 0400-04-D,E 

(Exe) - 0400-06-A,B 

Policy, Readiness (3yr) - 0500-02-B 
(Perm) - 0500-04-D 

Policy, Reconnaissance and Surveillance (Perm) - 0500-04-N 

Policy, Security (Perm) - 0300-04-A 

Position Papers (Perm) - 0900-06-W 

Postal Administration (Short) - 0900-01-E 
(3yr) - 0900-02-

X,Y,Z,AA 

Printing Management (3yr) - 0900-02-BB,CC 
(Exe) - 0900-06-F,R 

Prisoner of War (Perm) - 0300-04-1 
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Privacy Act Reports (3yr) - 0900-02-L 

Privacy Act, General Administration (3yr) - 0900-02-M 

Privacy Act, Requests for Personal Information (7-1 0yr) - 0900-03-H 

Procurement, General (3yr) - 0600-02-D,E 
(7-1 0yr) - 0600-03-H 

(Perm) - 0600-04-H 
(Exe) - -0600-06-C~D 

Procurement, Information Technology (3yr) - 1000-02-F 
(7-1 0yr) - 1000-03-B 

Program Objective Memorandum (POM) Records (3yr) - 0600-02-A 
(7-1 0yr) - 0600-03-F 

(Perm) - 0600-04-F 

Project Control (Perm) - 0900-02-F 

Property and Space Management and Services (3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Property Pass (3yr) - 0300-02-1 

Psychological Operations (Perm) - 0500-04-F 

Public Affairs, General (7-1 0yr) - 0400-03-B 
(Perm) - 0400-04-D,E 

(Exe) - 0400-06-A,B 

Public Relations (Short) - 0400-01-B 

Publications, Allied Communications (Perm)- 0700-04-B 

Publications, Joint (Perm)- 0000-04-P 

Publications, Joint Army/Navy/Air Force (Perm) - 0700-04-C 

Publications, Reference - (Considered Non-Record Material) 

Purples, Service (Perm) - 0000-04-C 
(Exe) - 0000-06-C 

Readiness, General (3yr) - 0500-02-B 
(Perm) - 0500-04-D 
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(Short) - 0900-01-B 
(Exe) - 0900-06-A 

(3yr) - 0300-02-B 

(Perm) - 0500-05-F 

(Perm) - 0500-05-N 

(3yr) - 0900-02-1 
(7-1 0yr) - 0900-03-D 

(3yr) - 0900-02-H 
(7-1 0yr) - 0900-03-C 

(Perm) - 0000-04-T 

(7-1 0yr) - 0300-03-A 
(Exe) - 0300-06-R 

(7-1 0yr) - 0600-03-1 
(Perm) - 0600-04-J 

(Exe) - 0600-06-E 

(3yr) - 0900-02-E 

(Exe) - 0300-06-0 

(Perm) - 0900-04-E 
(Exe) - 0900-06-P 

(3yr) - 0900-02-BB,CC 
(Exe) - 0900-06-F,R 

(7-1 0yr) - 0000-03-F 
(Perm) - 0000-04-AA 

(3yr) - 0600-02-D,E 
(7-1 0yr) - 0600-03-H 

(Perm) - 0600-04-H 
(Exe) - 0600-06-C,D 

(3yr) - 0500-02-G 
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(Perm)- 0500-04-T 

Safety, General (7-1 0yr) - 0600-03-K 

Safety, Nuclear (Perm) - 0600-04-K 
(Exe) - 0600-06-B,F 

Satellite Communications (SATCOM) (7-1 0yr) - 0700-03-E 
(Perm) - 0700-04-G 

Satellite Operations (Short) - 0500-01-A 
(3yr) - 0500-02-1 

(7-1 0yr) - 0500-03-H 
(Perm) - 0500-04-Y 

(Exe) - 0500-06-
C,D,E,F,G,J,N 

Schedules of Daily Activities (3yr) - 0900-02-N 
(Perm) - 0900-04-F 

(Exe) - 0900-06-K 

Sensitive Compartmented Information (SCI) (3yr) - 0300-02-0 
Documents (Exe) - 0300-06-J 

Science Advisor (7-1 0yr) - 0900-03-L 
(Perm) - 0900-04-R 

Secretary, JCS Memorandum (SM) (3yr) - 0000-02-F 
(Perm) - 0000-04-N 

Security (Series Bucket) 0300 

Security Assistance (7-1 0yr) - 0800-03-A 
(Perm) - 0800-04-H 

Security Investigations (Perm) - 0300-04-C 
(Exe) - 0300-06-B 
(Exe) - 0300-06-T 

Security, Access (3yr) - 0300-02-D 
(Exe) - 0300-06-A,K 

Security, Accreditation (Exe) - 0300-06-H,I 
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Security, Classification Guide (3yr) - 0300-02-G 
(7-l0yr) - 0300-03-F 
(Exe) - 0300-06-F,G 

Security, Clearance (Perm) - 0300-04-C 
(Exe) - 0300-06-B 
(Exe) - 0300-06-T 

Security, Communications (COMSEC) (3yr) - 0300-02-E 

Security, Container (Short) - 0300-01-A 
(Exe) - 0300-06-P 

Security, Correspondence (3yr) - 0300-02-A 

Security, Data (3yr) - 1000-02-K 
(Exe) - 1000-06-D,E 

Security, Destruction Certificate (3yr) - 0300-02-C 

Security, Document Receipt (3yr) - 0300-02-B 

Security, Inspections (3yr) - 0300-02-M 
(7-1 0yr) - 0300-03-E 

(Exe) - 0300-06-N 

Security, International (Records-related) (3yr) - 0300-02-N 
(7-1 0yr) - 0300-03-G 
(Exe) - 0300-06-D,E 

Security, Inventory Reports (3yr) - 0300-02-F 
(7-1 0yr) - 0300-03-B 

Security, Personnel (3yr) - 0300-02-J 
(7-1 0yr) - 0300-03-C 

(Exe) - 0300-06-C 

Security, Policy (Perm) - 0300-04-A 

Security, Property Pass (3yr) - 0300-02-1 

Security, Report of Investigation (Exe) - 0300-06-0 

Security, Rosters (3yr) - 0300-02-D 
(Exe) - 0300-06-A,K 
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Security, Surveys (3yr) - 0300-02-J 
(7-1 0yr) - 0300-03-C 

(Exe) - 0300-06-C 

Security, Systems (3yr) - 1000-02-K 
(Exe) - 1000-06-D,E 

Security, Technical Surveys (3yr) - 0300-02-H 

Security, Training (3yr) - 0300-02-J 
(7-1 0yr) - 0300-03-C 

(Exe) - 0300-06-C 

Security, TS Register (7-1 0yr) - 0300-03-A 
(Exe) - 0300-06-R 

Security, Violations (3yr) - 0300-02-L 
(7-1 0yr) - 0300-03-D 

Service Memorandum/Flimsy (Perm) - 0000-04-C 
(Exe) - 0000-06-C 

Single Integrated Operational Plan (SIOP) (Perm) - 0500-04-R 

Software, IT Source code (3yr) - 1000-02-R 

Sound (Audio) Recordings See 0900 series. Note 
#4 

(Exe) - 0900-06-C,D 

Space (Short) - 0500-01-A 
(3yr) - 0500-02-1 

(7-1 0yr) - 0500-03-H 
(Perm) - 0500-04-Y 

(Exe) - 0500-06-
C,D,E,F,G,J,N 

S_pace Management and Maintenance, General (3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Special Access Program (SAP) (3yr) - -0300-02-S 
(Perm) - 0300-04-J 

Special National Intelligence Estimate (SNIE) (Exe) - 0300-06-V 

Special Operations (Perm) - 0500-04-F 
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Special Studies (Perm) - 0800-04-E 

Spectrum Management (3yr) - 0700-02-C 
(7-1 0yr) - 0700-03-

A,G 
(Perm) - 0700-04-D 

(Exe) - 0700-06-D 

(3yr) - 0400-02-C 
(Perm) - 0400-04-F 

Speeches 

(7-1 0yr) - 0700-03-Standards of Interoperability 
B,H 

(Exe) - 0200-06-QQStandards of Conduct 

(7-1 0yr) - 0900-03-NStandard Operating Procedures 

(3yr) - 0900-02-Q 
(Perm) - 0900-04-1,J 

(Exe) - 0900-06-J 

Still Photography 

Strategic, Capabilities (Perm) - 0800-04-D 

Strategic, Forces (Perm) - 0500-04-U 

(Perm) - 0800-04-DStrategic, Planning and Arms Limitation 

(Perm) - 0500-04-QStrategic, Planning System 

(Perm) - 0500-04-RStrategic, Target Planning System 

(Exe) - 0500-06-CStrategic, Weapon Systems 

STU III Data & Keys (Short) - 0300-01-A . 
(Exe) - 0300-06-P 

(Perm) - 0900-04-E 
(Exe) - 0900-06-P 

Studies/Reports 

(Exe) - 1100-06-ESubstance Abuse 

0600Supply (Series Bucket) 

(3yr) - 0600-02-G 
(Perm) - 0600-04-1 

Supply Management and Services 
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Support Services (Series Bucket) 0600 

Suspense Files - (Considered Non-Record Material) 

Tags, Identification (3yr) - 0300-02-K 

Talking Papers (Perm) - 0900-04-D 

Technical Control (Short) - 0700-01-D 
(3yr) - 0700-02-G 

(Exe) - 0700-06-L,M,N 

Technical Documentation (3yr) - 1000-02-R 

Telephone, Communications General (Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
(Exe) - 0700-06-A 

Telephone, Secure Telephone Unit (STU) III Keys (Short) - 0300-01-A 
(Exe) - 0300-06-P 

Telephone, Work Orders (Short) - 0700-01-A 
(3yr) - 0700-02-A 

(Perm) - 0700-04-A 
.(Exe) - 0700-06-A 

Terminology (3yr) - 0900-02-B 
(Perm) - 0900-04-A 

(Perm) - 0400-04-CTestimony, Legislative 

THREATCON (3yr) - 0500-02-G 
(Perm)- 0500-04-T 

Time and Attendance Reports (3yr) - 0200-02-Y 
(7-1 0yr) - 0200-03-Q 

(3yr) - 0200-02-Y 
Time Cards (7-1 0yr) - 0200-03-Q 

Trademark, Patent, and Invention Records (Exe) - 0400-06-E 

Training, Civilian (3yr) - 0200-02-X 
(7-1 0yr) - 0200-03-

N,O,P 
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Training, Foreign (7-1 0yr) - 0800-03-l3 
(Perm) - 0800-04-1 

Training, General (Perm) - 0200-04-D 

Training, Military Individual (Exe) - 0200-06-Z 

Training, Military Program (3yr) - 0200-02-W 
(7-1 0yr) - 0200-03-

L,M 

Transitory Files (Short) - 0900-01-B 
(Exe) - 0900-06-A 

Transmittal Memorandum (7-1 0yr) - 0000-03-K 

Transportation, Passengers (7-1 0yr) - 0600-03-1 
(Perm) - 0600-04-J 
(Exe) - 0600-06-E 

Travel/Transportation (7-1 0yr) - 0600-03-1 
(Perm) - 0600-04-J 
(Exe) - 0600-06-E 

Treaty Obligations (Perm) - 0800-04-C 

Travel Card, Government Contractor-Issued (3yr) - 0600-02-B 

Unconventional Warfare (Perm) - 0500-04-F 

Unidentified Files (Exe) - 0900-08-Y 

Unit Manning Documents (UMD) (Short) - 0100-01-A 
(3yr) - 0100-02-D 

(7-1 0yr) - 0100-03-C 

Unit Readiness Reports (Perm) - 0500-04-D 

Vice Chairman of the Joint Chiefs of Staff Records (Perm) - 0000-04-1 

Video Recording (3yr) - 0900-02-S,T 
(Perm) - 0900-04-L,M 

Visit, Staff (3yr) - 0900-02-G 
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White House Correspondence 

Working Papers 
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Year 2000 (Y2K) 
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(3yr) - 0500-02-F 
(Perm) - 0500-04-P 

(3yr) - 0400-02-A 
(Perm) - 0400-04-A 

(3yr) - 0900-02-A 

(Perm) - 0000-05-U 

(7yr) - 1000-03-E 
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ENCLOSUREC 

BUCKET DISPOSITIONS 

0000 SERIES BUCKET SCHEDULE 
Joint Staff (JS) Top 5 and 

Headquarters (HQ) Combatant Command Records 

This schedule provides disposition authorization for records that pertain to 
Joint Staff Top 5 and HQ Combatant Command Records. Records and 
information covered by this schedule represent corporate knowledge in the 
form of Official case files and documentation. This includes, but is not limited 
to, memorandums; procedural guidance; policy documents; joint publications; 
histories; messages, agendas, briefings, reports, studies, and correspondence 
of the Top 5 (Chairman of the Joint Chiefs of Staff, Vice Chairman of the Joint 
Chiefs of Staff, Assistant to the Chairman, Director - Joint Staff, and Vice 
Director - Joint Staff), Combatant Commanders, Chiefs of Staff, and 
subordinate directorates and commands. · 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 
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g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months) 
0000-01 - Series Description 

Short-Term records (180 days or less) of the Joint Staff Top 5 and HQ 
Combatant Commands are records which have minimal or no documentary or 
evidential value. Examples are: routine requests for information or publications 
and copies of replies which require no administrative action, no policy decision, 
and no special compilation or research for reply; records documenting routine 
activities containing no substantive information, such as r9utine notifications 
of meetings, scheduling of work-related trips and visits, other scheduling 
related activities. These records also include but are not limited to: 

A. DJS Records - Information only copies of miscellaneous memorandums 
from JS activities to the Director, Joint Staff maintained in 
ASB/AD/SJS. 

Disposition: TEMPORARY. 
Destroy/ Delete 6 months after cutoff. 

Working Papers & Offi.ce Administrative Records (3 years) 
0000-02 - Series Description 
Records of the Joint Staff Top 5 and HQ Combatant Commands that document 
routine administrative and organizational decisions, actions, and processes. 
Records include but are not limited to: 

A. Official JS Case Files and Papers - Reference copies maintained by any 
activity 

B. SJS Information Memorandums - Reference copies maintained by all 
other JS activities 

C. CJCS Memorandums (CMs) - Reference copies maintained by any 
activity 

D. Memorandums Issued in the Name of the Chairman, Joint Chiefs of Staff 
(MCM) or in the Name of the Joint Chiefs of Staff (MJCS) - Reference 
copies maintained by any activity 

E. DJS Memorandums (DJSMs) - Reference copies maintained by all other 
JS activities 
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F. SJS Memorandums (SMs) - Reference copies maintained by any activity 
G. Joint Publications (JT PUBS) and Joint Administrative Publications (JT 

ADMIN PUBS) - Jt Pubs administrative files consisting of: printing job 
order requests, letters to the military· services pertaining to distribution 
formats, JS Forms 48 (D Sheets), and miscellaneous administrative 
papers that are superfluous to the JS case file maintained by J-7 as 
current working files 

H. Joint Staff Instructions (JSI), Manuals (JSM). Notices (JSN). and Joint 
Administrative Instructions (JAi) - Manuscripts, annual reviews, 
coordination papers, and administrative background papers used in 
issuing JSI/JSM/JSN/JAis maintained by the office of primary 
responsibility (OPR) as backup material for published 
JSI / JSM/ JSN/ JAls 

I. JS Agenda Files - agenda items, briefing sheets and slides, attendance 
records, photographs, and other similar or related materials maintained 
by any activity for reference 

J. Directorate Instructions. Manuals. and Notices (J-#ls. J-#Ms. J-#Ns} -
Publications for use solely within a directorate consisting of: edited 
manuscript and copy of printed publication and changes; request for 
issuance of forms; documents showing coordination, comments, and 
actions affecting the publication; printed copy of each form prescribed by 
the publication including copy of request for approval and development 
of forms; original of the latest form showing annual or special reviews; 
and any other documentation pertaining to issuance of the publication 
maintained by the Milsec as the official JS record copy 

K. JS Division and Below Numbered Memorandums - Memorandums issued 
by divisions to coordinate and process actions in response to internal 
taskings, serially numbered beginning with "1" during each CY (e.g., 
LRDM-1-84) maintained by the Milsec or division in the master record 
file as the official record copy. (Note: Provide background materials directly 
related to a JS paper to RRC Branch for incorporation into official JS case file for 
disposition in accordance with 0000-04-A). 

L. Combatant Command Commander/Deputy Commander/Chief of Staff 
Correspondence - Reference copies of Command Policy memorandums 
and all correspondence, briefings, reports, and background materials. 

Disposition: TEMPORARY. 
Destroy/ Delete ~ years after cutoff. 
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Management and Program/Operations Records (7-10 yea.rs} 
0000-03 - Series Description 
Records which document the Program/Operations, management processes, 
and on-going activities of the Joint Staff Top 5 and HQ combatant commands. 
Records include but are not limited to: 

A. Official JS Case Files and Papers - Held by J-3/Reconnaissance 
Operations Division (ROD), J-3/Special Operations Division (SOD), J-
3/Joint Operations Division (JOD), or any other JS activity in SCI 
channels and special control programs. (Note: Disposition in this sub-bucket 
refers to all copies that are not the official record copy) 

B. DJS Memorandums (DJSMs) - held by J-3/ROD, J-3/SOD, J-3/JOD or 
any other JS activity in special control channels other than SCI; e.g., 
limited distribution papers (Note: Disposition in this sub-bucket refers to all copies 
that are not the official record copy) 

C. CJCS Instructions (CJCSis). Manuals (CJCSMs). Notices (CJCSN) and 
Memorandums of Policy (MOPs) - the duplicate set of records retained for 
relocation and reconstitution purposes at the Relocation and 
Reconstitution Section, Ft Ritchie, MD 

D. National Security Council (NSC) - NSC documents and related materials 
concerning NSC matters maintained by other JS/combatant command 
activities other than NSC Affairs Office. Also, memorandums directing 
studies and/or relaying NSC decisions for implementation that are 
circulated by a service ~emorandum maintained by other JS/combatant 
command activities other than NSC Affairs Office 

E. Joint Requirements Oversight Council (JROC) Records - Routine 
administrative support documents relating to the JROC maintained by 
the Joint Staff as the official record copy 

F. Joint Warfighting Capabilities Assessment (JWCA) and Requirements 
Generation System (RGS) Process Records - Official JROC pre-decisional 
internal staffing and tasking correspondence (JROC Staff Memorandums) 
maintained by the Joint Staff as the official record copy (Note: Also known as 
Functional Capabilities Board documents per CJCSI 3137.01) 

G. Joint Experimentation Records - Routine and administrative activities 
and events relating to the Joint Experimentation Program maintained by 
the Joint Staff/combatant command as the official record copy 

H. Directorate Numbered Implementing Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - memorandums from the JS directorates to 
addressees below Assistant Secretary of Defense (ASD)- level or to Vice 
Director, Joint Staff, or Director, Joint Staff, for other action. Held by 
the J-directorate or offices within the J-directorate in SCI channels as 
the official JS record copy. (Note: Provide background materials directly related 
to a JS paper to RRC Br for incorporation into official JS case file for disposition in 
accordance with 0000-04-A). 

I. Directorate Numbered Implementing Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - memorandums from the JS directorates to 
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addressees below Assistant Secretary of Defense (ASD)- level or to Vice 
Director, Joint Staff, or Director, Joint Staff, for other action. Held by 
offices within the directorates in special control channels other than SCI 
as the official JS record copy; e.g., limited distribution papers. (Note: 
Provide background materials directly related to a JS paper to RRC Br for incorporation 
into official JS case file for disposition in accordance with 0000-04-A). 

J. Directorate Numbered Implementing Memorandums (J-#As) Referred to 
as J-#Ms/J-#DMs pre 1991) - Directorate Implementing Memorandum 
consisting of: memorandums from the JS directorates to addressees 
below Assistant Secretary of Defense (ASD)- level or to Vice Director, 
Joint Staff, or Director, Joint Staff, for other action. They are signed by 
the J-Director or his designee maintained by the Military Secretary 
(Milsec) as the official record copy 

K. Transmittal Memorandum - Memorandums issued by directorates and 
signed by the Milsecs used to coordinate and process actions under 
CJCSI 5711.01 within the Joint Staff, to Defense agencies and the 
Services, numbered using the same number as the related JS Form 136 
maintained by the Milsec as the official record copy. (Note: Provide 
background materials directly related to a JS paper to RRC Br for incorporation into 
official JS case file for disposition in accordance with 0000-04-A). 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
0000-04 - Series Description 
This series contains Joint Staff Top 5 and HQ Combatant Command records 
that document policies, plans, procedures, and significant activities that have 
permanent historical value. These records document key actions, decisions, 
functions, and operations relating to the mission of the organization. Records 
include but are not limited to: 

A. Official JS Case Files and Papers - Case files consisting of: serially
numbered case files of the permanent record copy of all JS serially
numbered papers published by the Secretary, Joint Staff (SJS), that bear 
a Joint Chiefs of Staff (JCS) or SJS serial number (JCS 1234/ 567, SJS 
1234/ 567, SJS 9X-12345, and XX-12345) containing substantive long
term historical value, with all related background papers, Notes to 
Holders, Corrigendums, Changes, Decision Notices, and JS Forms 136; 
Chairman, Joint Chiefs of Staff (CJCS), Memorandums (CMs); 
Memorandums Issued in the Name of the Chairman, Joint Chiefs of Staff 
(MCMs); JCS Me·morandums (JCSMs); Memorandums Issued in the 
Name of the Joint Chiefs of Staff (MJCSs); Director, Joint Staff (DJS), 
Memorandums (DJSMs); Joint National Security Memorandums; SJS 

. Memorandums (SMs); CJCS Memorandums of Policy (MOPs); JS Pubs; 
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CJCS/JS sends messages with related background papers, directorate 
memos, cover page of draft actions, flimsies, etc.; and various supporting 
and/or independent documents from JS directorates or agencies, 
Department of Defense (DoD), other government agencies, combatant 
commanders, subordinate commanders, etc. (i.e., war plans, war games, 
manpower documents) maintained by the Research, Research, and 
Content Branch (RRC Br), Information Management Division (IMD), SJS, 
as the official JS record copy 

B. Official JS Case Files and Papers - Held by RRC Br in Sensitive 
Compartmented Information (SCI) channels for the SJS as the official JS 
record copy 

C. _Service Memorandums/Planner's Memo Flimsies - Memorandums or 
flimsies circulated or tabled as proposed amendments to a document 
under JS consideration (Chief of Staff of the Air Force Memorandum 
[CSAFM], Chief of Staff of the Army Memorandum [CSAM], Commandant 
of the Marine Corps Memorandum [CMCM], Chief of Naval Operations 
Memorandum]) maintained by RRC Br as the official JS record copy and 
are filed in official JS case file or agenda pack 

D. CJCS Memorandums (CMs) - Memorandums issued by the Chairman of 
the Joint Chiefs of Staff in carrying out his ·responsibilities. The Vice 
Chairman, Joint Chiefs of Staff, may also sign - maintained by RRC Br as 
part of the official JS case file 

E. CJCS Memorandums (CMs) - received and maintained by RRC Br and 
pertain to a JS paper; held by RRC Br in SCI channels for the SJS as the 
official JS record copy; held by J-3/ROD, J-3/SOD, J-3/JOD or any 
other JS activity in SCI channels 

F. CJCS Memorandums (CMs) - held by J-3/ROD, J-3/SOD, J-3/JOD or 
any other JS activity in special control channels other than SCI; e.g., 
limited distribution papers, special access programs. (Note: J-3/Deputy 
Director for Global Operations/Nuclear Operations Branch maintains 
official record copy of CMs relating to Single Integrated Operational Plan 
_policy (Achieves for the Single Integrated Operation Plan). 

G. CJCS Records - Miscellaneous correspondence, messages, speeches, and 
other records (protocol, public affairs, legal counsel, legislative affairs, 
etc.) issued or received by the Chairman of the Joint Chiefs of Staff in 
carrying out his responsibilities maintained by the CJCS staff as the 
official files of the Chairman and are considered the official JS record 
copies; 

H. CJCS Records - Miscellaneous Forms 136, Chairman's Daybook, 
Morning Meetings, and Taskings maintained by Administrative Support 
Branch (ASB), Actions Division (AD), SJS 

I. Vice Chairman of the Joint Chiefs of Staff NCJCS) Records -
Miscellaneous correspondence, messages, speeches, and other records 
(protocol, public affairs, legal counsel, legislative affairs, etc.) issued or 
received by the Vice Chairman, Joint Chiefs of Staff, in carrying out his 
responsibilities maintained by the VCJCS staff as the official files of the 
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Vice Chairman and are considered the official JS record copies; 
Miscellaneous Forms 136, Vice Chairman's Daybook, Morning Meeti,ngs 
Taski11;gs maintained by ASB/AD/SJS 

J. Memorandums Issued in the Name of the Chairman, Joint Chiefs of Staff 
(MCM} or in the Name of the Joint Chiefs of Staff (MJCS) -
Memorandums used to issue instructions that are in accordance with 
policies, plans, and procedures approved by the Chairman, Joint Chiefs 
of Staff maintained by RRC Br as the official JS record copy and are filed 
in official JS case file; Also covers records held by RRC Br in SCI 
channels for the SJS as the official JS record copy; records held by J-
3 /ROD, J-3/SOD, J-3/JOD or any other JS activity in SCI channels; 
and records held by J-3/ROD, J-3/SOD, J-3/JOD, United States 
Strategic Command (USSTRATCOM), or other JS activity in special 
control channels other than SCI; e.g., limited distribution papers 

K. DJS Memorandums (DJSMs) - Memorandums from the Office of the 
Director, Joint Staff, to the Chairman, Joint Chiefs of Staff; the Chiefs 
ofthe Services; Operations Deputies; subordinate agencies of the Joint 
Chiefs of Staff; offices of the Secretary of Defense (SECDEF); JS Form 
136 Actions; and other government agencies maintained by RRC Br for 
the SJS as the official JS record copy 

L. DJS Memorandums (DJSMs} - received and maintained by RRC Br and 
pertain to a JS report; Also records held by RRC Br in SCI channels for 
the SJS as the official JS record copy and held by J-3/ROD, J-3/SOD, J-
3/JOD or any other JS activity in SCI channels 

M. DJS Records - Miscellaneous correspondence, messages, JS Form 136 
actions, and other records received by the Director, Joint Staff 
maintained by ASB/AD/SJS in files grouped by originator 

N. SJS Memorandums (SMs) - SMs consisting of: memorandums forwarding 
approved directives of the JCS and assigning actions or transmitting 
instructions or information within the Joint Staff and to the Services and 
combatant commands maintained by RRC Br as the official JS record 
copy and pertain to a JS action; Records also cover those held by RRC Br 
in SCI channels. for the SJS as the official JS record copy; those held by 
J-3/ROD, Joint Special Operations Agency (JSOA), J-3/JOD, or any 
other JS activity in SCI channels; and those held by J-3/ROD, JSOA, J-
3/JOD, or any other JS activity in special control channels other than 
SCI; e.g., limited distribution papers 

0. CJCS Instructions {CJCSis), Manuals (CJCSMs.), Notices (CJCSNs) and 
Memorandums of Policy {MOPs) - CJCSis, CJCSMs, CJCSNs, and MOPs 
contain statements of policy and procedural information approved by the 
Chairman of the Joint Chiefs of Staff and issued for the guidance of the 
Joint Staff, combatant commands, and Services maintained by RRC Br 
as the official JS record copy 

P. Joint Publications (JT PUBS) and Joint Administrative Publications {JT 
ADMIN PUBS) - Jt Pubs are publications of joint interest, dealing with 
administrative matters, prepared under the cognizance of JS directorates 

C-7 Enclosure C 



CJCSM 5760.0lA, Vol. II 
1 Sept 2011 

and applicable to the Military Departments, combatant commands, and 
other authorized agencies maintained by RRC Br as the official JS record 
copy 

Q. Joint Staff Instructions (JSI), Manuals (JSM), Notices (JSN), and Joint 
Administrative Instructions {JAi) - JSI, JSM, and JAi contain policy and 
procedural guidance of indefinite duration applicable only to the Joint 
Staff. JS Notices contain policy, guidance, or information of a one-time or 
brief nature applicable only to the Joint Staff. SJS/IMD is responsible for 
overall management and administration of the JS directives program 
maintained by RRC Br and initiated by JS Directorates or agencies that 
are responsible for review, consolidation, and currency 

R. For the CJCS Messages - Copies of distribution received in RRC Br that 
pertain to a JS action and are the official JS record copy 

S. JS Agenda Files - Documents used to brief the Joint Staff, Operations 
Deputies, and Deputy Operations Deputies that are important aids in the 
JS decision-making process consisting of: agenda items, briefing sheets 
and slides, attendance records, photographs, and other similar or related 
materials maintained by RRC Br as the official JS record copy; CJCS 
briefing sheets consisting of: synopsis of action submitted for 
consideration in the TANK maintained by RRC Br as the official JS 
record copy or maintained by other JS activities or action officers 

T. Register of Numbered JS Papers (1968-1995) - Consolidated annual 
listing (updated monthly) of all JS implementers published and 
maintained by RRC Br as the official JS record copy 

U. Weapons System Evacuation Group (WSEG) Institute for Defense 
Analysis (IDA) Reports and Studies for the Joint Staff - WSEG/IDA 
reports and studies tasked by JS consisting of: completed report or study 
designated by a series number (e.g. WSEG Report No 555/Study No 777) 
maintained by RRC Br as the official JS record copy 

V. JCS/JS Histories - Calendar year histories prepared by the combatant 
commands and joint activities on the missions, functions, operations, 
and activities of the command or agency and forwarded to the Joint Staff 
in compliance with CJCSI 5320.01 maintained by RRC Br as the official 
JS record copy; Histories prepared by the Joint History Office (JHO), 
Office of the Chairman of the Joint Chiefs of Staff, on the history of the 
Joint Chiefs of Staff, Joint Staff, and other special activities maintained 
by RRC Br as the official JS record copy; Historical documents in SCI 
channels maintained by any activity as the official JS record copy and 
Historical documents in special control channels other than SCI 
maintained by any activity as the official JS record copy 

W. JCS/JS Histories - Historical documents maintained by J-8 official JS 
record copies; All research files of printed electronic mail and electronic 
records used to create historical monographs and studies maintained by 
JS historical offices; Oral historical records consisting of: original 
recorded interview, first-draft transcription, final draft, correspondence 
with interviewees, release-to-publish forms, and other documents 
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relating to historical interviews such as first draft, final draft, original 
recorded interview, correspondence with interviewees, and release-to 
publish forms maintained by JS historical offices; Audio-visual oral 
historical records maintained by JS historical offices 

X. JS Numbered Joint Action Directives - Green directives consisting of: 
papers (formerly green-colored) issued by the SJS for distribution within 
the Joint Staff to appropriate echelons of the Services, combatant 
commands, and specified Defense agencies referring incoming 
communications to JS directorates and Defense agencies for information, 
study, guidance, and/or appropriate action maintained by RRC Br as the 
official JS record copy 

Y. National Security Council (NSC) - NSC documents anq related materials 
concerning NSC matters maintained by NSC Affairs Office as the official 
record copy, including various documents including meeting agendas 
and minutes, point papers, briefing sheets and books, reports, and other 
background information used in interdepartmental meetings to formulate 
decisions and policies on NSC-related matters, and NSC 
Background/Issue Books prepared for use by the Chairman, Joint Chiefs 
of Staff. Also, NSC memorandums directing studies and/or relaying NSC 
decisions for implementation that are circulated by a Service 
Memorandum maintained by NSC Affairs Office as the official record 
copy and NSC documents processed and maintained by combatant 
command as the record copy 

Z. Joint Requirements Oversight Council (JROC) Records - Policy, 
procedures, and guidance relating to the jurisdiction, functions, 
responsibilities, and organization structure of the JROC maintained by 
the Joint Staff as the official record copy 

AA. Joint Warfighting Capabilities Assessment (JWCA) and Requirements 
Generation System (RGS) Process Records - Policies, procedures, and 
guidance relating to the JWCA and RGS process, their organizational 
structure, and relationship to the JROC maintained by the Joint 
Staff/combatant command as the official record copy; Chairman's 
Program Recommendation Memorandum and Chairman's Program 
Assessment maintained by the Joint Staff as the official record copy; 
Official JROC decisional correspondence (JROC Memorandums) 
maintained by the Joint Staff as the official record copy; Files relating to 
individual JWCAs and specific requirements generated including mission 
need statement (MNS), capstone requirements document (CRD), 
operational requirements document (ORD), and briefings and other 
materials supporting those documents maintained by the Joint 
Staff/combatant command as the official record copy; Documentation 
reflecting JS/J-6 certification of MNSs, CRDs, and ORDs for 
conformance with Joint C4/C4I policy and doctrine, architectural 
integrity, and interoperability standards for all DoD C4I acquisitions 
maintained by the Joint Staff as the official record copy; Documentation 
reflecting JS/J-4 certification of MNSs, CRDs, and ORDs for aviation 

C-9 Enclosure C 



_..-JCSM 5760.0lA, Vol. II 
1 Sept 2011 

munitions for cross-Service interoperability and for all munitions for 
conformance with insensitive munitions design requirements maintained 
by the Joint Staff as the official record copy (Note: Also known as Functional 
Capabilities Board documents per CJCSI 3137.01) 

BB. Joint Experimentation Records - Policies, procedures, and guidance 
relating to the Joint Experimentation Program; Files relating to oversight 
and assessment of joint experimentation that explore and access Joint 
Vision concepts ~d desired operational capabilities in a future joint 
environment; Files relating to operational activities and events regarding 
the development and execution of the Joint Experimentation Campaign 
Plan maintained by the Joint Staff/combatant command as the official 
record copy 

CC. Combatant Command Commander/Deputy Commander/Chief of Staff 
Correspondence - Memorandums issued/ signed by the 
commander/deputy commander/chief of staff of the combatant 
command, Command Policy Memorandums serially numbered, and 
Command Numbered Memorandums, correspondence, messages, 
briefings, reports, and all related background material held by the 
designated office of record as the official record copy 

DD. Combatant Command Instructions - Instructions containing policies, 
procedures, and guidance for combatant command activities maintained 
by any combatant command activity as the official record copy 

EE. Combatant Command Historical Records - Copies of recurring combatant 
command histories sent to the Joint Staff in response to CJCSI 5320.01 

FF. Combatant Command Historical Records - Special historical studies 
prepared by the combatant command maintained as the official 
combatant command record copy; Historical documents in SCI and other 
special control channels maintained by any combatant command activity 
as the official record copy; Oral historical records consisting of: original 
recorded interview, first-draft transcription, final draft, correspondence 
with interviewees, release-to-publish forms, and other documents 
relating to historical interviews maintained by combatant command 
historical offices; Audio-visual records maintained by combatant 
command historical offices; Command emblem and heraldry consisting 
of: drawing and documents describing and chronicling the creation and 
evolution of the command emblem, flag, patches, and other heraldic 
items maintained by the OPR 

Disposition: PERMANENT. 
• Transfer paper records to the National Archives 25 years after cutoff, 

after declassification review. 
• Pre-accessioning - Transfer physical custody of electronic records to the 

National Archives for pre-accessioning, see Encl A (#4), 5 years after 
cutoff. Transfer legal custody of e~ectronic records to the National 
Archives 25 years after cutoff, after declassification review. 
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• Transfer audio-visual records to the National Archives 7 yrs after cutoff, 
after declassification review. (36 CFR 1237.14) 

• 0000-04-K - Contact IMO for instruction on pre-1990 microfilm sets 
pertaining to DJSMs. 

on-Record Materials 
0 0-05 - Series Description 
Non- cord material maintained by any activity is for reference purposes only. 
Table 0. lists non-record numbers from the previous edition of CJCSM 
5760.01, 1. II. See enclosure D. 

0032-03 
0033-02 
0035-02 
0035-05 

0014-04 0021-13 0029-0 0035-06 
0015-03 0022-02 0030-05 
0008-03 0019-02 0023-02 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for r 

cord Exceptions 
00 -06 - Series Description 
Except s are for records that do not fall under the 6 months, 3 year, 7-10 
years, or anent dispositions. Table 0.2 lists the following descriptions and 
dispositions t tare authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

A. SJS Information Memor dums -
Numbered memorandums S 99-
99999) relaying information o 
administrative nature and conside 
temporary, non-record material 
maintained by RRC Br 

8. SJS Memorandums - Maintained by 
RRCB Branch as the official JS 
Record copy but do not pertain to a 
JS Action (SM's functionally filed in 
RRCB 

Cut off annually, hold 7 years, 
then retire by CY block to JS 
RHA. Destroy/delete by CY block 
20 years after cutoff. 
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ervice Memorandums Planner's 
m mo flimsies - received and 

tained by the JS action officer 

D. Combatant Comman istorical 
Records - Historical pro erty 
accounts consisting of: f ding, 
contracting, audit, accessi ing, 
display, and other documen 
books, journal, art, artifacts, odels, 
and other items under the pu ·ew of 
historians maintained by comba t 
command historical offices 

____... ______________ .,. ____ .., ---------·.,. ....... ------- - --------- -· 
E. Combatant Command Historical 

Records - Recurring command 
histories prepared by the combatant 
command in compliance with CJCSI 
5320.01 on the missions, functions, 
operations, and activities of the 
command or agency maintained as 
the official combatant command 
record co 

F. Combatant Command Historical 
Records - Donated personal papers 
and other materials consisting of: 
correspondence, logs, photographs, 
and other documents donated to 
combatant command history offices 
maintained by combatant command 
historical offices 

Review annually, purge 
extraneous papers and duplicate 
copies, and incorporate 
background materials pertaining 
to official actions into official JS 
case file. De.stray/ delete other 
materials when no longer 
needed--except that NATO 
documents will be disposed of in 
accordance with the appropriate 
0811 category number and 
United States Security Authority 
for NATO Affairs USSAN 1-69. 

Apply appropriate General 
Records Schedule 

Destroy/delete when no longer 
eeded. 
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G. stracts of JS Pa ers Cut off annually, verify database 
A oncise summary of the contents of and hold 15 years, then retire by 
all papers and relf=lted documents CY block to JS RHA for 
(CMs DJSMs, SMs, MJCSs, JAls, microfilming. When microfilmed, 
Pubs, OPs, Weapons Systems destroy/delete originals. Retain 
Evalua n Group reports, National one set of microfilm at R&A Br 
Security ouncil [NSC] documents, until no longer needed. 
Concept Pl ns, Operations Plans, Exceptions: pre-1964 abstracts 
messages, e .) used for data input microfilms - transfer to NARA as 
into EFS and y staff and action permanent records 25 years 
officers for rese ch purposes after cutoff, after declassification 
Which are: final r permanent review; 1964-1966 abstracts -
abstracts (Joint I ormation Search introduce to JISR system and 
and Retrieval Data se [JISR] Form destroy/delete originals after 
3) indexed by JS pap r (green paper) database verification and 
number microfilming. Database 

disposition is jn accordance with 
1000 series. Authority: N1-218-
00-1 item 14 

H. For The CJCS Messages - Disposition is that of the 
Outgoing electrical messages appropriate functional file. 
implementing decisions in then me Authority: NCl-218-84-1 item 
of the Chairman of the Joint Chie 67 
Staff or Joint Staff and/or are 
released under the authority 
delegated in CJCSI 5711.01 
Comeback copies maintained by the 
message originator and filed in 
appropriate functional files 
corresponding to the particular 
sub·ect 

I. JS Number Joint Action Directives - en action is 
Action or standing directives complete superseded, obsolete, 
Consisting of: serially numbered or cancele . Hold 1 year,· then 
documents published in accordance destroy/dele . Earlier 
JSI 5711.01 and used for assigning destruction is uthorized. 
actions within agencies and Authority: Nl-2 8-86-1 item 18 
requesting coordination and/or 
collaboration externally. Formerly, 
directives were printed on blue paper 
(blue bullet) for Service coordination 

_____ --~-~_yel]~w .P~P~X:. (y~_llq_~.J:>~~~~1)_[<?._~ _ 
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ency coordination and/or 
collaB ation only. Serial numbers 
are deter ined by the method in 
which the a ·on is initiated (by a JS 
action--J-5 20 100/D; by other 
than a JS action-- -1 1234-83 D 

J. JCS/JS Histories - Oral istorical Cut off annually, hold 25 years, · r(.viov,-ly 
Records - which are all oth then destroy/delete. _. rf"W'fd 
maintained b an_y_a_c_ti_v_ity_____"""""_--t---------------tlfee 

C~Irw14f~) 
K. Combatant Command Historical t off annually, hold 25 years, 

Records - all other items maintained the destroy/delete. 
b an activi 
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0100 SERIES BUCKET SCHEDULE 
Organization, Manpower, Committee and Board Records 

This schedule provides disposition authorization for records that pertain to the 
Organization and Manpower functions of the Joint Staff and Combatant 
Commands. This includes, but is not limited to, records and information 
regarding organizational planning and structure; organizational charters that 
authorize and define the scope of authority, primary functions, and 
organizational relationships of directorates or agencies within the Joint Staff or 
Combatant Commands; Manpower Management and Unit Manning 
Documents; Records and information contained in the Manpower Personnel 
Information System (MAPIS) and Joint Manpower Program documentation. 
This series also covers Committee and Board records relating to the 
establishment, organization, membership, and policy of committees/boards 
that are either permanent or temporary in nature. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
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See A-4 

Short-Term Records (6 months) 
0100-01 - Series Description 

Short-Term records (180 days or less) related to Organization, Manpower, 
Committees and Boards are records which have minimal or no documentary or 
evidential value. Examples are: routine requests for information or publications 
and copies of replies which require no administrative action, no policy decision, 
and no special compilation or research for reply; records documenting routine 
activities containing no substantive information, such as routine notifications 
of meetings, scheduling of work-related trips and visits, other scheduling 
related activities. These records include but are not limited to: 

A. Unit Manning Documents (UMDs} - UMD's consisting of: manpower 
document and monthly strength report forwarded to OSD and other 
activities maintained by personnel office as the official record copy. 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years) 
0100-02 - Series Description 
Records related to Organization, Manpower, Committees and Boards that 
document routine administrative and organizational decisions, actions, and 
processes of the Joint Staff and combatant commands. Records include but 
are not limited to: 

A. Organization Planning - Requests from directorates or agencies of the 
Joint Staff or combatant commands for organizational changes 
consisting of background papers, coordination, proposed inputs, drafts, 
charts, and related papers received by personnel office for staffing and 
approval for publication in agency organizational documents; Original 
documents in which all data have been converted to microform 
maintained by any JS/combatant command activity 

B. Civilian position structure - Consisting of: information reflecting the 
civilian position structure of each organizational segment including 
individual organizational folders containing position structure charts, 
summaries and survey lists, job descriptions, target transition plans, 
evaluation statements, and similar information maintained by any 
JS/combatant command activity as the official record copy 

C. Manpower Management - Chronological file (audit trail) of documents 
that approve the addition, redistribution, and/or deletion of manpower 
authorizations for the Joint Staff and combatant commands maintained 
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by any JS/combatant command activity as the official record copy; 
Documents/forms requesting changes in directorate or agency manning 
positions consisting of requests for billet adjustment, memorandums, 
working papers, justifications, and related documents used to document 
changes to billets. Used to effect change in Unit Manning Document 
positions maintained by any JS/combatant command activity as the 
official record copy; Computer data for unit and position manpower 
authorizations for all fiscal periods in the current manpower program, 
the last day of each calendar month (fiscal year); Civilian position 
statements prepared for all civilian positions and individually for vacated 
positions before they may be filled maintained by personnel office as the 
official record copy 

D. Unit Manning Documents (UMDs) - Input documents that affect changes 
to UMDs consisting of: duty assignment memorandums, duplicate 
request forms, SF 52s, cut sheets, memorandums, and other 
correspondence maintained by any Joint Staff/combatant command 

- activity as the official record copy; Manpower information and feeder 
reports including any other unit manning reports maintained by any 
activity (e.g. personnel statistical reporting) that are not year-end reports. 

E. Committee and Board Records - Records relating to the establishment, 
organization, membership, and policy of committees/boards that are 
temporary in nature (not mandated by public law or executive order) 
maintained by the committee/board secretariat as the official record copy 
(NOTE: For records created by Advisory Commissions, Committees, Councils, Boards 
and Other Groups Established under the Federal Advisory Committee Act (FACA) see 
GRS 26, Item 2(b) or GRS 26, Item 2(c)) . 

F. Committee Management Officer Control Files - Consisting of: monitoring 
and control case files of records relating to the approval, establishment, 
review, and termination of individual boards/committees held as official 
records. (NOTE: For committees created under the Federal Advisory Committee Act 
(FACA) see GRS 26, item 4) 

G. Organization and Manpower General Correspondence File - General 
organization and functions correspondence files consisting of: routine 
comments on regulations, directives, or other publications prepared by 
another office with chief responsibility; program and budget documents; 
management improvement reports, cost reduction reports, and 
comparable information submitted to offices in charge of these functions; 
routine or general requests for information and replies; informal reports 
with related information; general recommendations and suggestions with 
all types of transmittals; other transactions of a general, routine, and 
administrative nature; and other information relating to organization and 
functions which cannot logically be filed with the detailed record series 
listed below maintained by any JS/combatant command activity as the 
official record copy 
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Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years} 
0100-03 - Series Description 
Records which document the Organization, Manpower, Committees and Board 
Program/Operations, management processes, and on-going activities of the 
Joint Staff and combatant commands. Records include but are not limited to: 

A. Manpower Management - Map.power authorizations as of the last day of 
each fiscal quarter 

B. Manpower Management Decision Package Sets - received from OSD or 
other activity establishing manpower authorizations for the Joint Staff 
and combatant commands consisting of: documents received from Office 
of ASD/Personnel and Readiness and/or other activities providing 
approval of individual requests for increasing or decreasing manpower 
authorizations within the JS and combatant command directorates and 
agencies maintained by any JS/combatant command activity as the 
official record copy _ 

C. Unit Manning Documents (UMDsl - Consisting of: information and feeder 
reports used to report workforce actual strength utilization data and 
expense data including work reports, consolidations, extracts or 
tabulations thereof, and similar reports, year-end reports 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 year~ and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Perm.anent} 
0100-04 - Series Description 
This series contains records related to Organization, Manpower, Committees 
and Boards that document policies, plans, procedures, and significant 
activities of the Joint Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relating to the mission of the organization. Records include but 
are not limited to: 

A. Organization Planning - Documents relating to the establishment of and 
changes in organization functions and relationships of directorates 
and/or agencies, consisting of documents relating to overall functions 
and missions; copies of organization and functions plans, manuals, and 
charts; copies of published directives implementing establishment or 
changes; and coordination papers with the agency head (e.g. Chairman, 
Joint Chiefs of Staff; Director, Joint Staff; commander/deputy 
commander, combatant command) and the personnel office indicating 
their approval for organization changes maintained as the official record 
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copy. (Note: For microforms, transfer one silver halide microform set and one diazo or 
vesicular copy). 

8. Organization Charters - Documents that authorize and define the scope 
of authority, primary functions, and organizational relationships of 
directorates or agencies of the Joint Staff and combatant commands 
maintained by any JS/combatant command activity as the official record 
copy 

C. Organization Structure - Documents, charts, publications, and 
background materials pertaining to the Office of the Chairman, Joint 
Chiefs of Staff; Joint Staff; or the combatant command organization 
structure maintained by any JS/combatant command activity as the 
official record copy 

D. Manpower Management - Manpower authorizations as of the last day of 
each fiscal year 

E. Manpower and Productivity Enhancement Studies - Manpower 
requirements criteria development files for combat support 

F. Joint Manpower Program {JMP) - Documentation reflecting an activity's 
mission, function, organization, current and projected manpower needs, 
and, when applicable, it's required mobilization augmentation. A 
recommended JMP also identifies and justifies any changes proposed by 
the commander or director of a joint activity for the next 5 FYs 
maintained by RRC Br as the official JS record copy (fiscal year) 

G. International Joint Board Files - Information on the activities of the US 
sections of international boards established by the International Joint 
Commission at the request of the Government of the United States and 
Canada or Mexico to conduct special studies and investigations 
concerning boundary waters. Included are minutes of board meetings, 
public notices, transcripts of public hearings and proceedings, board 
progress reports to the International Joint Commission, instructions and 
policy statements, reports of inspection trips, supplemental reports, final 
reports of boards and the International Joint Commission, and related 
information maintained as the official record copy; Files at office of board 
chairperson or secretariat, whichever is office of record, and office of 
members in which .a foreign government is secretariat 

H. Committee and Board Records - Records relating to the establishment, 
organization, membership, and policy of committees/boards that are 
permanent in nature including charters, terms of reference, agreements, 
and directives pertaining to their operation - consisting of: case files of 
each approved committee including but not limited to directive or charter 
establishing the committee, resume of major points of interest 
concerning committee hearings and its general operations, terminating 
directive, and final committee report and findings. (NOTE: For records 
created by Advisory Commissions, Committees, Councils, Boards and Other Groups 
Established under the Federal Advisory Committee Act (FACA) see GRS 26, Item 2(a)) 
(Note: See 0028 series for JROC charter records). 
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Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records te tlie 
National Arehi, es fep pt=e ass@ssig:Aii::..g, see Bnel 24 (# fj, S' yeat=s after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

~~ ~~\.d-.~ ~H--O..W-'1.s\ol' ~\\~ ~liq l?.t>i.t. 
-Record Materials 

010 5 - Series Description 
Non-Reco material maintained by any activity is for reference purposes only. 
Table 1.1 list n-record numbers from the previous edition of CJCSM 
5760.01, Vol. II. e enclosure D. 

Table 1.1 Non Records 
0101-03 0104-04 
0101-05 0104-09 
0102-02 0105-02 
0103-02 0105-03 

0106-
0106-04 
0107-03 
0109-03 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

cord Exceptions 
010 6 - Series Description 
Exceptio are for records that do not fall under the 6 months, 3 year, 7-10 
years, or Per ent dispositions. Table 1.2 lists the following descriptions and 
dispositions tha e authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

Maintain d 5 years, then 
lete. 

---·-----·--------
8. Organization and Manpower General 

Correspondence - Matters relating to 
organization and functions that are 
received for information only, on 
which no action is required 
consisting of: cards, listin ___ s, indexes, 

C-20 



r other items which are created 
s ely to facilitate or control work, 
ex copies of actions maintained by 
actio officers, duplicate copies of 
actions ccumulated by supervisory 
offices ( e tablish and keep only when 
necessary}, notes, drafts, feeder 
reports, an imilar working 
information g ered for preparation 
of an action ma tained by any 
JS/combatant co mand activity as 
the official record c 

C. Man ower and Produc ·vi 
Enhancement Studies - ocuments 
created in connection wit anpower 
surveys and studies coverin 
personnel authorizations, ma ning 
levels, manpower analysis and 
requirements, workload and 
performance measures, staffing 
standards, and related 
documentation 
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Destroy/delete when superseded 
by a like survey or study, or 
when no longer needed, 
whichever is later 

~'""'~ 
Y()V'e' 

free 
~cr--

1---D-_-c_o_n_~-e-re_n_c_e_R_e_c_or_d_s___R_e_c_or_d_s-----+-----"<-o-f_f_o_n_t_e-rm-in_a_t-io_n_o_f____, w~t4) 
pertaining to office participation in 
conferences, meetings, and similar 
activities consisting of: agendas, 
meeting notes, and like materials 
maintained by conference 
participants as the official record 
co 

con rence and incorporate into 
applic ble fun,ctional files for 
disposi · n in accordance 
with inst ctions for that 
particular e. Authority: NCl-
218-84-1 ite 517 
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0200 SERIES BUCKET SCHEDULE 
Personnel / Payroll 

This schedule provides disposition authorization for records that pertain to the 
Personnel / Payroll functions of the Joint Staff and Combatant Commands. 
Records include, but are not limited to, areas such as Personnel performance, 
Wages, Payroll correspondence, and Personnel leave records (Mil & Civ); 
Counseling, Personnel conduct, Promotion/demotion, General and military 
a.wards, and GO/FO no~inations; Training records (Mil & Civ); Time and 
attendance records; Equal Employment Opportunity (EEO), Personal and 
occupational injury, Financial disclosure, Federal workplace drug testing, 
Political activity of federal employees, and Directory service. 

Records from the previous edition of CJCSM 5760.01 Vol. II with notes regarding 
the Office ofPersonnel Management (OPM) or the Official Personnel Folder (OPF) 
are still in effect and are listed in the sub-seri.es buckets below. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Privacy Act: If Privacy Act Notice has been processed, apply applicable 
Privacy Act Number; If notice has not been processed, follow JS/combatant 
command Privacy Act Program procedures to secure one. 

3. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 
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h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
See A-4 

Short-Term Records (6 months) 
0200-01 - Serles Description 
Short-Term records (180 days or less) related to Personnel/Payroll are records 
which have minimal or no documentary or evidential value. Examples of Short
Term records include, but are not limited to: routine requests for information 
or publications and copies of replies which require no administrative action, no 
policy decision, and no special compilation or research for reply; records 
documenting routine activities containing no substantive information, such as 
routine notifications of meetings, scheduling of work-related trips and visits, 
and other scheduling related activities. 

A. Interview Records - Correspondence, reports, and other records relating 
to interviews with employees maintained by any JS/combatant 
command activity · 

B. Correspondence and Forms - Displaced Employee Program (DEP) 
information and rosters reflecting application and registration of 
individuals eligible to participate in DEP maintained by any 
JS/combatant command activity as the official record copy. (See series 
note #2 - Privacy Act). 

C. Correspondence and Forms - All other miscellaneous correspondence 
and forms maintained by any JS/combatant command activity 

D. Promotion and Demotion Records - Promotion eligibility rosters 
consisting of: documents relating to individuals eligible for consideration 
for promotion including recommendations, lists, and similar information 
maintained by any JS/combatant command activity; Centralized and 
semi-centralized selection board reporting files consisting of: documents 
relating to consideration and selection of officers, warrant officers, and 
·enlisted personnel for promotion, reduction, rei:n,.oval from promotion 
lists, and elimination including selection lists, board proceedings, 
appointments of board members, voting results, and similar or related 
documents at other offices. (See series note #2 - Privacy Act). 

E. Directory Service - Correspondence, forms, and other records relating to 
the compilation of directory service listings maintained by personnel 
office as the official record copy 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 
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Working Papers & Office Administrative Records (3 years} 
0200-02 - Series Description 
Records related to Personnel/Payroll that document routine administrative and 
organizational decisions, actions, and processes of the Joint Staff and 
combatant commands. Records include but are not limited to: 

, A■- General Personnel Correspondence - Correspondence, reports, 
memorandums, and other records relating to the general 
administration and operation of civilian and military personnel 
functions, excluding records specifically described elsewhere in this 
schedule and records maintained at agency staff planning levels 
maintained by agency personnel function as the official record copy 

B. Payroll Correspondence - Correspondence between agency an~ payroll 
processor regarding general routine administrative issues, including 
wage grade job matters, that do not relate to individual payments 
maintained by any JS/combatant command activity; Differential and 
allowances consisting of: information to assist overseas civilian 
personnel offices to document employee eligibility for foreign post 
differential and foreign quarters and post allowances, including SF 
1190 (Foreign Allowances Application, Grant, and Report) and similar 
information maintained by any JS/combatant command activity (fiscal 
year) 

· C. Employee Performance File System Records {Non-SES) - Appraisals of 
unacceptable performance of non-senior executive service (SES) 
appointees (5 USC 4301 [2]) where a notice of proposed demotion or 
removal is issued but not effected, including all related documents 
maintained by any JS/combatant command activity 

D. Promotion and Internal Placement Records - Notification of personnel 
action (SF 50) consisting of: chronological files, and all other copies, 
documenting promotions and transfers (in and out) that are 
maintained in personnel office. 

E. Federal Employees' Retirement Records {FERS)/Civil Service 
Retirement System '{CSRS) - General correspondence and subject files 
consisting of: files relating to general administration and operation of 
FERS/CSRS including coverage, basic annuity, death benefits and 
refunds, disability, and debt collection maintained by any 
JS/combatant command activity 

F. FERS/CSRS - Records and forms pertaining to an employee's transfer 
to FERS, participation in the thrift savings plan, and elig1bility to retire 
maintained by any JS/combatant command activity; Retirement 
assistance files consisting of: correspondence, memorandums, annuity 
estimates, and other records used to assist retiring employees or 
survivors claim insurance or retirement benefits maintained by any. 
JS/combatant command activity 
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G. Correspondence and Forms - Relating to pending personnel actions 
maintained by any JS/combatant command activity as the official 
record copy; Retention registers from which reduction-in-force actions 
have been taken consisting of: information showing retention groups of 
employees according to tenure, length of service, performance ratings, 
and veteran's preference maintained by any JS/combatant command 
activity as the official record copy 

H. Equal Employment Opportunity {EEO) Records - Preliminary and 
background consisting of: background records not filed in the official 
discrimination complaint case files maintained by any JS/combatant 
command activity; EEO general files consisting of: general 
correspondence and copies of regulations with related records 
pertaining to the Civil Rights Act of 1964, EEO Act of 1972, and any 
pertinent future legislation, including agency EEO Committee meeting 
records, minutes, and reports maintained by any JS/combatant 
command activity as the official record copy 

I. Personnel Counseling Records - Reports of interviews, analyses, and 
related records maintained by supervisors 

J. Adverse and Performance-Based Actions - Adverse action files (5 CFR 
752) and performance-based actions (5 CFR 432) consisting of: case 
files and related records created in reviewing any adverse action 
(disciplinary or nondisciplinary removal, suspension, leave without 
pay, reduction in force) against an employee. The file includes a copy of 
the proposed adverse action with supporting papers, statements of 
witnesses, employee's reply, hearing notices, reports and decisions, 
reversal of action records, and appeal records, excluding letters of 
reprimand maintained by the Joint Staff/combatant command (Note: 
Official record copy is maintained by servicing civilian personnel office) 

K. Civilian Leave Application - Maintained by any activity as the official 
record copy and the time card has not been initialed by the employee 

L. Wage Survey Files - Wage area surveys consisting of: wage change 
survey computation forms, specifications, recommendations, and 
related correspondence maintained by any JS/combatant command 
activity 

M. Supervisor Employee Records - Records of civilian employees' job 
history, training, personnel actions, etc., that are not appropriate for 
the Official Personnel Folder (OPF) or are duplicates of same 
maintained by supervisors 

N. Withholding of within-grade increase {WGI) Records - Files concerning 
an employee's performance rating of record with work examples which 
establish less than fully successful performance, notice of withholding 
of WGI, employee's request for reconsideration of denied WGI, and 
decision concerning such a reco~sideration request maintained by any 
JS/combatant command activity 
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0. Incentive Awards Program Reports - Reports pertaining to the operation 
of the Incentive Awards Program maintained by any JS/combatant 
command activity 

P. Employee Awards Files - General awards records, excluding those 
relating to department-level awards consisting of: 

1. Case files including recommendations, approved nominations, 
correspondence, reports, and related handbooks pertaining to 
agency-sponsored cash and non-cash awards such as incentive 
awards, within-grade merit increases, suggestions, and 
outstanding performance maintained by any JS/combatant 
command activity; 

2. General awards records consisting of: correspondence pertaining to 
awards from other Federal agencies or non-Federal organizations 
maintained by any JS/combatant command activity; 

3. Length of service and sick leave awards files consisting of: 
correspondence, reports, computations of service and sick leave, 
and lists of awardees maintained by any JS/combatant command 
activity; 

4. Correspondence relating to the administration of awards to 
employees for suggestions, acts, or superior accomplishments that 
have contributed to outstanding efficiency and economy in the 
operation of an agency and letters of appreciation or 
commendation for an individual or an organizational element 
maintained by personnel office and other agency activities as the 
official record copy; 

5. Awards board/committee member appointments, records relating 
to establishment and policy of the board/committee that are 
temporary in nature, and board or committee proceedings 
maintained by personnel office and other activities as the official 
record copy; 

6. Records reflecting the origin of the award, copies of general orders, 
the citation, recommendation, and approval of the award and 
proceedings of the agency's awards board maintained by personnel 
office as the agency's official record copy 

Q. . Official Military Personnel Records - Out-processing files consisting of: 
documents used to control and account for Military Personnel Record 
Jackets during processing for transfer or separation including logs, 
registers, and sign-out sheets maintained by any JS/combatant 
command activity 

R. JCS Identification Badge - Exceptions to policy, copies of orders; and 
related documents maintained by personnel office as the official record 
copy 

S. Military Awards (Personal) - Service component personal awards 
consisting of documents relating to recommendation, review, and 
approval or disapproval of service component awards for individuals, 
including requests and related information and the 
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approved/disapproved award maintained by any JS/combatant 
command activity. (See series note #2 - Privacy Act). 
Military Awards {Programs) - Outstanding military personnel programs, 
e.g., outstanding Noncommissioned Officer/Enlisted Award, Junior 
Officer of the Quarter, and similar military personnel recognition 
programs consisting of: personal data, letters of nomination, minutes of 
meetings, photographs, and related papers concerning selected and 
non-selected nominees maintained by any JS/combatant command 
activity 
Military Assignment Documents - Requisition documents and 
nomination packets held by personnel office as the official record copy 
Military Training Program Records - Background and working files 
maintained by any JS/combatant command activity. (Note: For records of 
formally established schools which train agency personnel in specialized program 
areas such as law enforcement and national defense, submit an SF 115 through the 
JSRM to NARA for disposition authority). 
Civilian Training Program Records - Background and working files 
maintained by any JS/combatant command activity; Records relating 
to the Presidential Management Intern Program established by 
Executive Order (EO) 12008, August 1977 consisting of: files relating to 
the general administration and operation of the Presidential 
Management Intern Program including special career programs and 
executive development programs maintained by any JS/combatant 
command activity 
Alternate Work Schedule Records consisting of: documents showing 
alternative work schedules such as flexitime and compressed 
schedules maintained by any JS/combatant command activity 
Personal Injury Files - Forms, reports, correspondence, and related 
medical and investigatory records relating to on-the-job injuries, 
whether or not a claim for compensation was made, excluding copies 
filed in the Employee Medical Folder and copies submitted- to the 
Department of Labor maintained by any JS/combatant command 
activity 

Federal Workplace Drug Testing Program Files - Drug testing program 
records created under EO 12564 and PL 100-71, Section 503 ( 101 Stat 
468), including annual reports to Congres_s as required by PL 100-71, 
Para 503(f), excluding consolidated statistical and narrative reports 
concerning the operation of agency programs and the program records 
ofOPM; . 

1. Consisting of: drug test plans and procedures with related drafts, 
correspondence, memorandums, and other records pertaining to 
the development of procedures for drug testing programs, including 
the determination of testing incumbents in designated positions, 
excluding documents that are filed in records sets of formal 
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issuances (directives, procedures, handbooks, operating manuals, 
and the like) maintained by any JS/combatant command activity; 

2. Selection/scheduling records consisting of records relating to the 
selection of specific employees/applicants for testing and the 
scheduling of tests including lists of selectees, notification letters, 
and testing schedules maintained by any JS/combatant command 
activity; 

3. Federal Workplace Drug Testing Program Files - Records relating to 
the collection and handling of specimens consisting of permanent, 
bound record books containing identifying data on each specimen 
as recorded at each collection site in the order in which the 
specimens were collected maintained by any JS/combatant 
command activity;· 

4. Federal Workplace Drug Testing Program Files - Chain of custody 
records consisting of forms and other records used to maintain 
control and accountability of specimens from the point of collection 
to the final disposition of the specimen maintained by any 
JS/combatant command activity 

AA. Federal Workplace Drug Testing Program Files - Negative test results 
maintained by any JS/combatant command activity. (Note: Dispose of 
any records covered by GRS 1 items 36a-e that are relevant to litigation 
or disciplinary actions no earlier than the related litigation or adverse 
action case file(s). 

BB. Alternate Worksite Records - Unapproved requests maintained by any 
JS/combatant command activity; Forms and other records generated 
by the agency or the participating employee evaluating the alternate 
worksite program maintained by any JS/combatant command activity 

CC. Political Activity of Federal Employees - Holding state or local office 
records including reports, correspondence, and related material 
required to be filed by any civilian employee holding any state or local 
public office or appointment consisting of: any information concerning 
such office or appointment filed by another person or entity maintained 
by any JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years} 
0200-03 - Series Description 
Records which document the Personnel and Payroll Program/Operations, 
management processes, and on-going activities of the Joint Staff and 
combatant commands. Records include but are not limited to: 
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A. Payroll Correspondence - Information for a merit pay unit listing 
covered employees consisting of: initial salary, computation of funds for 
the unit, salary increases granted automatically, merit pay increases 
granted based on points received from a performance appraisal rating, 
and similar information maintained by any JS/combatant command 
activity. (See series note #2 - Privacy Act). 

B. Payroll Correspondence - Pay records governing the establishment and 
maintenance of domestic and overseas allowances and differentials, 
agencies, and employees affected maintained by any JS/combatant 
command activity 

C. Employee Performance File System Records 
1. (Non-SES) All other performance plans·and ratings maintained 

by any JS/combatant command activity; 
2. (SES) - All other performance plans and ratings maintained by 

any JS/combatant command activity; 
3. (Non-SES) Supporting documents maintained by any 

JS/combatant command activity; 
4. (SES) - All other performance appraisals, along with job elements 

and standards (job expectations) upon which they are based, 
excluding those for SE.S appointees serving on a Presidential 
appointment (5 CFR 214) maintained by any JS/combatant 
command activity; 

5. (SES) - SES members' performance records consisting of: SES 
evaluation summary and objective performance record sheets 
maintained by any JS/combatant command activity; 

D. Employee Performance File System Records {SES) - SES, scientific and 
technical, and supergrade files consisting of: information concerning 
SES, scientific and technical, and supergrades generated according to 
5 USC 3104, 3131, and 3324 including copies of position descriptions, 
position evaluations, and data on present position incumbent such as 
individual's qualifications, promotions, and awards at the office with 
responsibility to monitor anq. control SES career related records 
general position documentation. (See series note #2 - Privacy Act). 

E. Employee Performance File System Records {SES) - Information relating 
to current position incumbent maintained by any JS/combatant 
command activity 

F. FERS/CSRS - Appeals pertaining to FERS error corrections maintained 
by any JS/combatant command activity 

G. Equal Employment Opportunity {EEO) Records - EEO complaint cases 
consisting of: information reflecting complaints of personnel and job 
applicants concerning EEO cases resolved within the agency by the 
EEO Commission or by a US Court including complaints, transmittal 
letters, investigative data and summaries, findings of fact statements, 
exhibits, reports, copies of decisions, final disposition reports, records 
of hearings and meetings, acceptance statements, withdrawal notices, 
and similar information at office having agency-wide responsibility; 
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Affirmative Action Plan (AAP) consisting of: consolidated AAP and 
related feeder documents maintained by any JS/combatant command 
activity as the official record copy; Surveys consisting of: surveys on 
implementation and effectiveness of EEO programs including reviews, 
appraisals, recommendations, final survey reports, and similar 
information maintain~d by any JS/combatant command activity; 
Reports of on-site reviews of AAP maintained by any JS/combatant 
command activity as the official record copy 

H. Labor Management Relations Records 
1. General and case files consisting of: correspondence, 

memorandums, reports, and other records relating to the 
relationship between management and employee unions or other 
groups office negotiating agreement; 

2. Labor arbitration general and case files consisting of: 
correspondence, memorandums, reports, unit certifications, 
negotiated agreements, and case files (such as unfair labor 
practice charges, negotiability disputes, unit clarification or 
decertification petitions) relating to labor arbitration cases 
maintained by any JS/combatant command activity; 

I. Labor Management Relations Records . 
1. Memorandums of agreement under labor management relations 

consisting of: initial union proposals, counter proposals, working 
documents, and approved agreements maintained by any 
JS/combatant command activity; 

2. Annual report of union recognitions consisting of: report and all 
backup material maintained. by any JS/combatant command 
activity; 

3. Unfair labor practice complaints consisting of: initial complaint, 
case record, and decision at Central Personnel Files 

J. Joint Chiefs of Staff {JCS) Identification Badge - General/speciai orders, 
amendments, and memorandums issuing permanent award of the JCS 
Badge maintained by personnel office as the official record copy 

K. Military Assignment Documents - Policy matters pertaining to military 
assignments maintained by any JS/combatant command activity as 
the official record copy 

L. Military Training Program Records {Gov't Training) - General file of 
agency-sponsored training, excluding record copy of manuals, syllabi, 
textbooks, and other training aids developed by the agency consisting 
of: correspondence, memorandums, agreements, authorizations, 
reports, requirement reviews, plans, and objectives relating to the 
establishment and operation of training courses and conferences 
maintained by any JS/combatant command activity. (Note: For records of 
formally established schools which train agency personnel in specialized program 
areas such as law enforcement and national defense, submit an SF 115 through the 
JSRM to NARA for disposition authority). 
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M. Military Training Program Records (Non Gov't Training) - Personnel 
training consisting of: correspondence, memorandums, reports, and 
other records relating to the availability of training and employee 
participation in training programs sponsored by other government 
agencies or non-government institutions maintained by any 
JS/combatant comm~d activity 

N. Civilian Training Program Records 
1. Information on establishing, managing, and evaluating local 

training programs for civilian employees consisting of: minutes of 
training and development committee meetings, training plans, 
reviews of training requirements, apprentice training program 
registrations with Department of Labor, higher echelon 
approvals, annual reports, and similar information, excluding 
record copy of manuals, syllabi, textbooks, and other training 
aids developed by the agency located at operating personnel 
offices; 

2. Employee training consisting of: correspondence, .memorandums, 
reports, and other records relating to the availability of training 
and employee participation in training programs sponsored by 
other government agencies or non-government institutions 
maintained by any JS/combatant command activity 

0. Civilian Training Program Records - Individual apprentice training 
consisting of: information on apprenticeship training including 
apprenticeship applications, apprenticeship agreements, notices of 
authorization for training and subsistence allowance, Department of 
Veterans Affairs certificates of eligibility and entitlement, Veterans 
Affairs notices of expiration of entitlement, daily progress records, 
monthly progress reports, and similar information maintained by any 
JS/combatant command activity. (See series note #2 - Privacy Act). 

P. Civilian Training Program Records 
1. Foreign training approvals consisting of: information on 

approving the use of foreign governmental facilities or 
international organization facilities for training civilian 
employees, including recommendations for use of such facilities, 
approvals, and similar information, excluding contractual 
information and personnel assignment information at office 
responsible for approval; 

2. Civilian personnel retraining consisting of: reports of retraining 
resulting from base closure, transfer, or consolidation of 
functions maintained by any JS/combatant command activity 

Q. Time and Attendance Records -
1. Source records (machine-readable or paper) consisting of: all time 

and attendance records upon which leave input data is based, 
such as time or sign-in sheets, time cards (such as OF 1130), 
flexitime records, leave applications for jury and military duty, 
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and authorized premium pay or overtime that are maintained at 
duty post and upon which leave input data is based; 

2. Input records: Time and attendance data input into a payroll 
system, maintained either by agency or payroll processor 
maintained by any JS/combatant command activity; 

3. Overtime authorization requests consisting of: documents used at 
all activities to officially order the approval of overtime 
maintained by any JS/combatant command activity 

R. Occupational Injury and Illness Files - Reports and logs (including 
Occupational Safety and Health Administration [OSHA] Forms 100, 
101, 102, and 200, or equivalents) maintained as prescribed in 29 CFR 
1960 and OSHA pamphlet 2014 to document all recordable 
occupational injuries and illnesses for each establishment maintained 
by any JS/combatant command activity 

S. Financial-Disclosure Reports - Employment and financial interest 
statements consisting of: information showing government employment, 
private employment, and financial interest of civilian employees 
required to file such statements. Included are statements of 
employment and financial interest, supplementary statements, reports 
of change, review comments, and related information maintained by 
any JS/combatant command activity. (See series note #2 - Privacy Act). 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
0200-04 - Series Description 
This series contains records related to Personnel/Payroll that document 
policies, plans, procedures, and significant activities of the Joint Staff and 
combatant commands which have permanent historical value. These records 
document key actions, decisions, functions, and operations relating to the 
mission of the organization. Records include but are not limited to: 

A. Employee Awards Files - Decorations to foreign nationals and US 
citizens not employed by the US Government consisting of: case files of 
recommendations, decisions, awards announcements, board meeting 
minutes, and related documents maintained by any JS/combatant 
command activity 

8. Military Awards - General/Special orders, amendments, and 
memorandums issuing military awards maintained by J-1/Milita.ry 
Personnel Branch as the official JS Record Copy; Maintained by the 
combatant command as the official COCOM record copy 

C. General Training and Education Records - Program files consisting of: 
records relating to the overall organization, development, policy, 
planning, management, and administration of military personnel 
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training and education programs including the establishment, 
approval, and revision of courses and curricula and the evaluation of 
methods and results of instruction. Also includes publications and 
overall statistical data maintained by any JS/combatant command 
activity. (Note: See 0900 series bucket for audiovisual). 

D. Casualty Reporting, Notification, and Assistance - Casualty/missing
in-action/captured reporting, notification, and assistance records 
consisting of: file copies of casualty reports, supplemental reports, 
notification messages to next-of-kin, letters of circumstances and 
condolences, report of casualty, report of facts and circumstances, 
acknowledgment and/or transfer of casualty assistance, record of 
emergency data, casualty assistance summary, assignment of survival 
assistance officer, and related correspondence provided to the Services 
maintained by the combatant command 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassific~tion review. 

No ecord Materials 
0200- - Series Description 
Non-Reco material maintained by any activity is for reference purposes only. 
Table 2.1 lis on-record numbers from the previous edition of CJCSM 
5760.01, Vol. I . See enclosure D. 

Table 2.1 Non-Recor 
0201-02 0218-02 0 9-03 0236-08 

•••••--•---• •• --•• .... ••-•• •• • •-nff" ••••••--••- •••• .. • • • ••• 

0204-02 0223-02 023 7 
0204-04 0226-11 0231-0 
0214-05 0227-02 0232-04 
0214-09 0227-04 0236-07 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for re 
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cord Exceptions 
02 0-06 - Series Description 
Exce tions are for records that do not fall under the 6 months, 3 year, 7-10 
years, r permanent dispositions. Table 2.2 lists the following descriptions and 
disposi ns that are authorized by the previous CJCSM 5760.01 Vol. II and are 
still in ef ct. 

A. 
- Personne 
case files m 
activities onl 

B. Retention re 

olicy and precedent 
· tained by JS 

·ster - No reduction-
in-force actions ha been taken 
maintained by any J combatant 
command activity as t official 
record co y 

C. Position Classification Files 
Standards and guidelines iss ed or 
reviewed by OPM and used to 
classify and evaluate positions 
within the agency maintained by 
any JS/combatant command 
activi1--------------------+---'"c---------------1-1 

D. Position Classification Files -
Inspections, audits, and surveys 
consisting of: correspondence, 
memorandums, reports, and other 
records relating to inspections, 
surveys, desk audits, and 
evaluations maintained by any 
JS combatant command activi 

E. Employee Performance File System 
Records (Non-SES) - records 
superseded through an 
administrative, judicial, or quasi
judicial procedure maintained by 
any JS/combatant command 

Destroy/delete when superseded 
or obsolete 

-- "i:iestroyi delete-whensuper-seded · 1 

or obsolete. (GRS 1, item 17b(2)) 1 

Destroy/delete when superseded 
or obsolete. (GRS 1, item 7a(l)) 

f~vtoeu-1~ 
ff.-VveJ 
tree. 

c,ror.r--
De roy / delete when superseded Wall<)or otl olete. (GRS 1, item 7c(2)) 

Destroy/delete wH n 
superseded. (GRS item 
23a(2)) 
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-·-··--· .. _......·-·-··-· ..... __ ., __ ,_...--..·-····-···-··----
activi-------- ----..·---·-··-· .................-..----........._...... ---

.. 

Employee Performance File System 
Records (SES) - SES appointees (5 

SC 3132A[2]) consisting of: 
p formance records superseded 
thr :ugh an administrative, judicial, 
or qu si-judicial procedure 
mainta· ed by any JS/combatant 

activi 

G. GO FO No inations - Ma·or 
Command In rmation Files 
consisting of: - apers and related 
information per ·ning to joint 
GO/FO billets an combatant 
command activities sed for 
periodic review and H ckground 
information maintaine by GO/FO 
as the official record cop 

H. GO I FO - action documen 
consisting of: documents o ·nterest 
to the Joint Staff, responses 
taskers and queries maintaine by 
GO/ FO as the official record co . . . . . ...~ 

I. Offers of Employment -
Correspondence, letters, and 
telegrams offering appointment to 
potential employees accepted offers 

J. Offers of Employment - Declined 
offers when name is received from 
certificate of eligibles 

----· ··-·--·-··--· 
K. Offers of Employment - Temporary 

or exce ted a ointment 

Destroy/delete when 
superseded. (GRS 1, item 23b( 1)) 

Review annually. When no 
longer needed by GO/FO, 
transfer to RRC Br for 
disposition in accordance with 
0231-01. (i.e., Cut off annually, 
hold 7 years, then retire to ISF. I 
Destroy/delete 20 years after 
cutoff). 

~viOv-f~ 
l1r,wwieJ 
~ree 

Cl1Jil"-

Walk)
Destroy/delete when 

ppointment is effective. (GRS 1, 
i m, 4a) 

Retur to the Office of Personnel 
Manag ent (OPM) with reply 
and appl ation. (GRS 1, item 

...-'.:!B(l))_~----·--
File inside a lication (GRS 1, 
item 4b 2.)l....·--~-------

_______N.,__,_,,_,_.,...,.., ....... __OON-,O•HHHmHHH..HN,0---•------•-•-N---
L. Offers of Employment - All others 

M. General Civilian Employment 
Records - Request for personnel 
action (SF-52) and related papers 

ertainin to actions not 
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consummated maintained by the 
_____ __requesting office__________ 

N. sition Classification Files -
Ap eals files relating to certificates 
of c ssification issued by OPM 
maint ined by any JS/combatant 

d activity 

0. Em lo ee R cords Cards - Used for 
informational urposes outside 
personnel offic maintained by 
any JS/combata t command 
activi 

P. Em lo ee Performan File S stem 
Records (Non-SES) - other 
summary performance praisal 
records, including perfor ance 
appraisals and job element and 
standards upon which they e 
based maintained by any 
JS combatant command activi 

Q. Employee Performance File System 
Records (SES) - Employee 
Performance-related records 
pertaining to former SES 
appointees consisting of: latest 
rating of record that is less than 5 
years old, performance plan upon 
which it is based, and any 
summary rating maintained by any 
JS combatant command activi 

Destroy/delete when affected 
position is abolished or 
superseded. (GRS 1, item 7d(2) 

Destroy/delete on separation or 
transfer of employee. (GRS 1, 
item, 4a) 

Cut off on date of appraisal, hold 
4 years, then destroy/ delete. 
(GRS _1, item 23a(4) 

Place records on the_ left hand 
side of OPF and forward to 
aining Federal agency upon 

sfer or transfer to National 
Pe onnel Records Center 
(NP ) if employee leaves 
Feder service. GRS 1 item 
23b(2)( 

pvev,011sr 
ffrBV~ 
Cree 
CV'tJIT

W'ttlft) 

- ····----- ------------ ---1-------,
R. Donated Leave Program Case Files For Records o ·nning in 

- Donated leave cases consisting of: January 1994, ut off when file 
case files documenting the receipt is closed, hold 1 ear, then 
and donation of leave for medical destroy/delete. (G S 1, item 37) 
emergencies including recipient 
applications, agency approvals or 
denials, medical or physician 
certifications, leave donation 
records or OF 630-A, 
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supervisor/ timekeeper approvals, 
leave transfer records, payroll 

otification records, and leave . 
------'11:···gram termination records 

S. 
g 

of: du e files or 
docum aining to 
complai tained by civilian 
person as the official 
record c 

T. Civilian Leave A ication - SF 71 
or OPM 71 (Applica ·on for Leave) 
or equivalent and su orting 
papers relating to requ sts for and 
approval of leave maint · ed by 
any activity as the official ecord 
copy and the time card has een 
initialed b the employee 

U. Military Awards - Joint service 
personal awards consisting of: 
documents relating to 
recommendation, review, and 
approval or disapproval of joint 
service awards for individuals, 
including requests and related 
information and the 
approved/disapproved award. (See 
series note #2 - Privac Act. 

V. General/ Flag Officer {GO/ FO) 
Nominations - Papers and related 
documents from OSD and the 
military services on the 
nominations and position billets of 
General and Flag officers submitted 
to SECDEF through the Joint Staff 
and the commanders of combatant 
commands. Maintained by the 
JS/IMD/RRCB as t}:l.e Official 

____ Record Copy. _________________________________ . __ 

Cut off on final resolution of 
case, hold 1 year, then 
destroy/delete. (GRS 1, item 
25b) 

Destroy/delete at end of 
applicable pay period. (GRS 2, 
item 6a) 

----· ··- ·· --· --------·--..·----------- ---·-----·- ·-' yr-evtMI"
Cut off annually, hold 2 years, , 
then retire to ISF. ff >1>veJ 
Destroy/delete 25 years after 
utoff 

Cn,.r.r
walh) 

Cut off ann lly, hold 7 years, 
then retire by Y block to JS 
RHA. Destroy/ elete 20 years 
after cutoff. 
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w. 

t 

fficer GO FO 
Maintained by 
mand activities as 
rd co 

Cut off annually, hold 7 years, 
then retire to ISF. 
Destroy/delete 20 years after 
cutoff. 

------------·· 
X. Gener Fla Officer GO FO 

Nominati ns - GO/FO 
manageme t files consisting of: 
copies of tas ng documents, 
reports, JS pa ers, and related 
background m erials pertaining to 
GO/ FO matters eluding copies of 
inputs from contri uting agencies 
and other related co respondence 
used for periodic revi w. 
Maintained by GO/FO ffice as the 
official record co 

Y. General Fla Officer 
Nominations - GO/FO work1 
nominations consisting of: 
nomination records being 
processed for approval or 
disapproval by higher authority 
maintained by GO/FO.as the 
official record co 

Review annually. Transfer 
completed action to applicable 
GO/ FO file, then destroy/delete 
all nonessential information. 

Upon completion transfer to 
RRC Br for disposition in 
accordance with 0231-01. (i.e., 
Cut off annually,. hold 7 years, 
then retire to ISF. 
Destroy/delete 20 years after 
cutoff). 

2. Individual Military Training Service-specific 
Records - consisting of on-the-job ition guidance 
training records, qualification 
training, ancillary training, upgrade 
training, and related records 
maintained in accordance with the 
Service trainin ..E!_o_r_a_m___________.---_______ 

1 

AA. Individual Employee Pay Records -
Individual pay record containing 
pay data on each employee within 
an agency consisting of: record may 
be in paper or microform but not in 
machine readable form maintained 
by any JS/combatant command 
activi 

Cut off annuall and transfer to 
NPRC. Destroy/ lete 56 years 
after cutoff. (Gene Records 
Schedule (GRS) 2, it 1b) 
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ederal Work lace Dru Testin 
o ram Files - Employee 

ac owledgement of notice forms 
con ·sting of forms completed by 
empl ees whose positions are 
design ted sensitive for drug 
testing rposes acknowledging 
that they ave received notice that 
they may b tested maintained by 
an JS com tant command 

CC. Federal Work 1 e Dru Testin 
Program Files - sitive test results 
consisting of recor s documenting 
individual test resu including 
reports of testing; no · 1cations of 
employees, applicants, nd 
employing offices; and d cuments 
relating to follow-up testi 
maintained by any.JS/com atant 
command 

DD. Alternate Worksite Records -
Approved requests or application 
to participate in an alternate 
worksite program, agreements 
between the agency and the 
employee, and records relating to 
the safety of the worksite, the 
installation and use of equipment, 
hardware, and software 

EE. Political Activity of Federal 
Employees - Policy and procedures 
governing permissible and 
prohibited activities, political 
contributions, and exceptions of 
certain elections. Maintained by 
any JS/Combatant Command 
activi . 

Destroy/delete when employee ~ 
separates from testing
designated position. (GRS 1, 
item 36b) 

Cut off annually, hold 3 years, 
or/until employee 
Leave/ Agency, Destroy/delete 
(GRS 1, item 36e(l) . 

Cut off at end of employee 
participation in program, hold 1 
year, then destroy/delete. (GRS 
1, item 42.1) 

Destroy/ elete when superseded 
or obsolete Authority: Nl-218-
00-3 item 3 

FF. Organization and locator files Destroy/delete when s 
consisting of: information providing or obsolete. 
the name, address, telephone 
number, and similar data for each 
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.......1 

ivilian and military employee 
signed to an organization 

m ·ntained by any JS/combatant 
and activi 

GG. Admin trative Grievances and Cut off on closure of case, hold 1 
a eals CFR 771 year, then destroy/delete 
Records r ating to grievances 
raised by a ncy employees, 
exclu~ing E O complaints. These 
case files inclu e statements of 
witnesses, repor of interviews and 
hearings, examin 's findings and 
recommendations, copy of the 
original decision, rel ed 
correspondence·and e ibits, and 
records relating to a rec nsideration 
request. {Note: Official reco copy is Ye.VrM/~ 
maintained by servicing civilian ersonnel dlrJJ 

~__o_ffi_1c~e-------~~--+-----------~"~~~ 

-- -- ---- ------·----- ---- --- - ------- ----- ------· -----·- -- - ---- ----·- .·------· ------- -- ___________ ..__ ------- Cree 
HH. Official Milit Personnel Rec ds - Destroy/delete individual leave 

Records that relate to leave of authorization when adjustments C>"o.rr... 
military personnel maintained by are made~ Authority: NCl-218- wa(I() 

ersonnel office 84-1 item 173 

11. Official Military Personnel Records -
Armed Forces liberty passes 
consisting of: forms issued to 
personnel to authorize absences 
from official duties or for absences 
during normal off-duty hours 
maintained by any JS/combatant 
command activi ; 

JJ. Official Military Personnel Records -
Privilege card applications 
Consisting of: documents reflecting 
applications for privilege cards and 
ration cards, including Department 
of Defense Forms (DD Forms) 1172 
(Application for Uniformed Services 
Identification and Privilege Card) 
and similar documents maintained 

____b-.___ an JS/combatant command 

estroy/ delete on re-
a omplishment of a new pass 
or reassignment or 
sepa tion of individual. 
Autho ·ty: Nl-218-00-3 item 19 

Destroy/delet when no longer 
needed. Author : Nl-218-00-3 
item 20 
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Job Opportunity Announcements -
nnouncements of vacancies 

·ntained by ~y JS/combatant 
co mand activity 

LL. Individ 1Em lo ee Pa Records -
Pay recor for each employee as 
maintaine ·nan electronic 
database co isting of: database 
may be a stan -alone payroll 
system or part a co:a;nbined 
personnel/payrol system 
maintained by any S/combatant 
command activity 

MM. Employee Awards Files - ·sts of or 
indexes to agency award 
nominations consisting of: Ii s of 
nominees and winners and in xes 
of nominations maintained by a 
JS/combatant command activity 

NN. FERS/CSRS - Records and forms 
, pertaining to an employee's transfer 

to FERS, participation in the thrift 
savings plan, and eligibility to retire 
maintained by any JS/combatant 

____ command _activity__________________________ __ _ 

Destroy/delete after 
announcement closing date. 
Authority: NC1-218-84-1, item 
144 

Update elements and/or entire 
record as required. Authority: 
GRS 2 item la 

fr-e"'"v.r1r 
ffY()l/{!J 

-- tree 
Destroy/delete when superseded Ctr>frP" 
or obsolete. Authority: GRS 1 #vQfl() 
item 12d 

·1e on permanent side of OPF 

00. Correspondence and forms relating Destroy/de! eon completion of 
to pending personnel actions Which action. Autho ":f:y: GRS 1 item 
are: maintained by any 17a 
JS/combatant command activity as 
the official record copy 

PP. Labor Management Relations Destroy/delete when 
Records - Maintained by other or obsolete. Authority: 
offices item 28a 2 

QQ. Standards of Conduct - Authority: GRS 25, Items 1 
Corres ondence, memorandums, lb 
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and other records relating to code 
of ethics and standards of conduct 

aintained by any JS/combatant 
c mand activi 

RR. Fin cial Disclosure Re orts - Authority: GRS 25, Item 2 
Ethi sin Government financial 
disclo ure statements consisting of: 
records n individual employees 
filing un r the Ethics in 
Governme t Act of 1978, Public 
Law (PL) 95 21, Section 201 b, 
who were not ubsequently 
confirmed by e US Senate. Each 
file is maintaine by employee 
name and includ SF 278 
(Financial Disclosu e Statement for 
Executive Branch Pe sonnel), SF 
278A (Financial Discl ure 
Statement), official pos1 ·on 
description, disqualifica 
statements if applicable, 
similar information maintai ed by 
any JS/combatant comman 
activity. (See series note #2 - Priva T-

1----- Act). ________ 
- Forward--alfrec_o_r_d_s_th__a_t_a-re_____walk)SS. Official Milit Personnel Recor 

That are created as the result of considered by the applicable 
detail or assignment to the Joint Service as records for inclusion 
Staff or combatant command that · the individual's personnel file 
normally would be made part of the t that Service not later than 30 
individual's personnel file and other da after release of duty from 
pertinent and related the oint Staff or combatant 
correspondence maintained by d. Authority: NCl-218-
personnel office as the official 171 
record co ·--------------------------

TT. Military unit awards - consisting of Cut off an ually, hold 2 years, 
documents relating to then retire ISF. 
recommendation, review, and Destroy/dele 25 years after 
approval or disapproval of military cutoff. Authori. : Nl-218-00-3 
awards for units, including item26 
requests and related information 
and the approved/disapprov~d 
award maintained by the 
a roval disa roval authori 
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0300 SERIES BUCKET SCHEDULE 
Intelligence and Security 

This schedule provides disposition authorization for records that pertain to the · 
Intelligence and Security functions of the Joint Staff and Combatant 
Commands. Records cover, but are not limited to, areas such as general 
intelligence policies, intelligence collection and dissemination policy and 
planning, and counterintelligence. Intelligence is defined as the product 
resulting from the collection, processing, integration, evaluation, analysis, and 
interpretation of available information concerning foreign nations, hostile or 
potentially hostile forces or elements, or areas of actual or potential operations. 
In addition, records relating to the security of classified and NATO 
documentation, physical, industrial, and personnel security, general COMSEC, 
and security access are found in this series. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-2 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
See A-4 
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Short-Term Records (6 months) 
0300-01 - Series Description 

Short-Term records (180 days or less) related to Intelligence and Security are 
records which have minimal or no documentary or evidential value. Examples 
are: routine requests for information or publications and copies of replies 
which require no administrative action, no policy decision, and no special 
compilation or research for reply; records docum~nting routine activities 
containing no substantive information, such as routine notifications of 
meetings, scheduling of work-related trips and visits, other scheduling related 
activities. These records include but are not limited to: 

A. Physical Security Container Information - Forms placed on safes, 
cabinets, or vaults containing security classified documents that record 
opening, closing, and routine checking of the security of the container 
such as locking doors and windows and activating alarms including 
such forms as SF 701 (Activity Security Checklist), SF 702 (Security 
Container Check Sheet), and Secure Telephone Unit III data and keys 
maintained by any JS/combatant command activity 

B. Security Inspections and Audits - AIS Audit records consisting of: AIS 
Security Officer or Terminal Area Security Officer weekly audit records 
of audit actions performed on all AIS as required by applicable policy 
maintained by any JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Offi.ce Administrative Records (3 yea.rs) 
0300-02 - Series Description 
Records related to Intelligence and Security that document routine 
administrative and organizational decisions, actions, and processes of the Joint 
Staff and combatant-commands. Records include but are not limited to: 

· A. Security Administrative Correspondence - Correspondence, reports, 
and other records relating to the administration of security 
classification, control, and accounting for classified documents 
including files relating to administration and operation of the facilities 
security and protective service program maintained by any 
JS/combatant command activity 

B. Document Receipt - Forms reflecting the issue of and receipt for 
documents classified SECRET and below only consisting of: JS Forms 
14, 47, and 74 or any other substitute form or record used for this 
purpose. Also includes material hand receipts, transactions, supply 
correspondence item registers, daily inventories, and related records 
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maintained by any JS/combatant command activity. (Note: See 0300 
Bucket Series for TOP SECRET documents). 

C. Destruction Certificates - Certificate of destruction for classified 
material consisting of: documentary evidence reflecting appropriate 
destruction of classified material. JS Forms 48, 63, and 74 or any other 
substitute form or record used for this purpose maintained by any 
JS/combatant command. activity 

D. Access Records - TOP SECRET access records used to record names of 
individuals who have had access to a particular TOP SECRET 
document consisting of: 

1. Records that are permanently affixed to TOP SECRET documents 
until documents are destroyed, downgraded, or transferred from 
the Joint Staff/combatant command. Requests and authorization 
for individuals to have access to classified files, pickup and deliver 
classified materials, and act as official couriers. 

2. JS Forms 7 and 42 and SECDEF Form 194 or any other substitute 
form or record used for this purpose maintained by any 
JS/combatant command activity; 

3. Disclosure records consisting of: a record of all JS/combatant 
command personnel who have been authorized access to classified 
information of the Joint Staff/combatant command during their 
assignment maintained by any JS/combatant command activity as 
the official record copy; 

4. Access control log consisting of: documents relating to 
JS/combatant command Guard Post Sign-In Logs, Military 
Security Force Blotters, Night Security Team Inspection Surveys, 
and other similar documents mai~tained by any JS/combatant 
command activity as the official record copy 

E. Communication Security (COMSEC) General - Routine administrative 
records relating to the proper distribution, control, security, and 
accountability of COMSEC material used to provide cryptographic 
security for national security related information consisting of: 
systems, procedures, equipment, keying material, and facilities 
maintained by any JS/combatant command ~ctivity 

F. Inventory Reports -TOP SECRET Inventory records maintained by 
control points 

G. Classification Guides - Security Classification Files held at other offices 
H. Technical Surveys - Documents dealing with technical security surveys 

for validating the security of cleared areas maintained by any 
JS/combatant command activity as the official record copy 

I. Property Pass Records - Documents relating to the authorized removal 
of property or material from the Joint Staff and/or Combatant 
Command maintained by any JS/combatant command activity 

J. Personnel Security Program Records - Documentation reflecting 
training, security orientation briefing or debriefing, and relevant data 
including annual security required training and/or reading materials 
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maintained by any JS/combatant command activity; Position 
sensitivity files including requests for information relating to the 
designation of sensitive and non-sensitive personnel positions in an 
agency and results of final actions taken consisting of: approved 
requests maintained by any_JS/combatant command activity 

K. Identification (Credentials, Tags, Passes, and Permits) Records -
Records relating to applications for and issuance of permanent and 
temporary identification badges, cards, decals, and passes including 
receipts, inventories, and related information maintained by any 
JS/combatant command activity 

L. Security Violations/Incidents - Documentation pertaining to alleged 
security violations, unauthorized divulgence of classified information, 
results of findings, and final corrective action taken maintained by any 
JS/combatant command activity as the official record copy; For NATO 
security incidents 

M. Security Inspections and Audits - Inspections conducted of TOP 
SECRET accountability maintained by any JS/combatant command 
activity; JS Form 14 7 (SCI Processing Log) or similar form or record 
used to record SCI processing sessions as required by applicable policy 
maintained by any JS/combatant command activity 

N. International Security - Destruction certificates, receipts, registers, and 
disclosure records for NATO SECRET, NATO CONFIDENTIAL, NATO 
RESTRICTED and NATO Unclassified maintained by the JS Sub- · 
registry or by the combatant command registry/ sub-registry function; 
Also includes: 

1. Maintained at JS/combatant command control points; maintained 
by any JS/combatant command activity at the division level and 
below; 

2. Records of establishment or disestablishment of JS/combatant 
command control points maintained by any JS/combatant 
command activity as the official record copy; 

3. Inventory reports consisting of: semi-annual and annual reports on 
COSMIC TOP SECRET, COSMIC TOP SECRET ATOMAL, NATO 
SECRET ATOMAL, and NATO CONFIDENTIAL ATOMAL maintained 
by registry, sub-registry, and control points and no discrepancy 
has occurred; 

4. Maintained by registry, sub-registry, and control points and a 
discrepancy has occurred; 

5. Inspection reports consisting of: semi-annual inspections of 
established JS/combatant command control points concerning 
security protection of NATO information and compliance with 
applicable directives and administrative instructions: 

6. General correspondence, document distribution·, custody receipts, 
etc. maintained by any JS/combatant command activity; 

7. Security violations and investigations maintained by any 
JS/combatant command activity 
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0. SCI Documents - SCI billet files consisting of: information relating to 
the approval and maintenance of SCI billet structures and SCI billets 
maintained by any JS/combatant command activity 

P. Intelligence Projection Records - copies of reports transmitted to DIA 
maintained by any activity. (The record copy is maintained by DIA and 
will be transferred to NARA as a permanent record.) 

Q. Counterintelligence Records - Routine administrative files not needed to 
document program, policy, monitoring, and other mission related 
counterintelligence program activities including surveys, inspections, 
security, special operations, communications, debriefings, and related 
references maintained by any JS/combatant command activity 

R. Foreign Nationals - Foreign national visits consisting of: requests for 
visit, accreditations, foreign national protocols, and related records 
maintained by any JS/combatant command activity 

S. Special Access Program {SAP) - SAP administrative files relating to 
memorandums, correspondence, and other routine administrative and 
facilitative records maintained by any JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
0300-03 - Series Description 
Records which document the Intelligence and Security Program/Operations, 
management processes, and on-going activities of the Joint Staff and 
combatant commands. Records include but are not limited to: 

A. Top Secret Register - Records that identify all TOP SECRET material 
generated or received by a directorate or agency maintained by any 
JS/combatant command activity. (Note: Master files and databases created in 
central data processing facilities to supplement or replace the records covered by this 
item are not authorized for disposal under the above disposition authority. Submit files 
on SF 115 through the JSRM to NARA for disposition authority). 

B. Inventory Reports - TOP SECRET inventory records consisting of: records 
accumulated in connection with annual inventory of TOP SECRET 
materials maintained by any JS/combatant command activity as the 
official record copy; Maintained by document custodian 

C. Personnel Security Program Records - Documents containing information 
on the security clearances of JS/combatant command individual 
personnel and the accreditation of access to classified files consisting of: 
completed personal history statements, personnel security 
questionnaires, or comparable forms including lists, rosters, and 
suspense or status files maintained by any JS/combatant command 
activity as the official record copy; Documents containing information on 
the security clearance and authorization for non-JS/combatant 
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command personnel for classified matters maintained as the official 
record copy; Nuclear Weapons Personnel Reliability Program (PRP) 
consisting of: Personnel Reliability Certificate and Notification of PRP 
Decertification Action for PRP certification and permanent decertification 

D. Security Violations/Incidents - Files relating to alleged violations of a 
sufficiently serious nature that they are referred to DoD or the 
Department of Justice for prosecutive determination maintained by any 
JS/combatant command activity as the official record copy 

E. Security Inspections and Audits - Documents relating to the internal 
inspection of physical security, documents control and security, and 
other routine security type inspections and surveys maintained by 
inspecting activity as the official record copy 

F. International Security - Destruction certificates, receipts, registers, and 
disclosure records for COSMIC TOP SECRET material maintained by the 
JS Sub-registry or by the combatant command registry/ sub-registry 
function; maintained at JS/combatant command control points; 
Destruction certificates, receipts, registers, and disclosure records for 
ATOMAL material maintained by the JS Sub-registry or by the 
combatant command registry/ sub-registry function; Maintained at 
JS/combatant command control points and at the division level and 
below 

G. Intelligence General Correspondence Files - Correspondence, messages, 
reports, and other records relating to intelligence reports, publications, 
and supporting agreements; interpreting general release policies; and 
substantiating requirements for or recipients of intelligence products and 
other related records and information maintained by the Joint 
Staff/combatant command as the official record copy 

H. Security Classification Files - Security classification files consisting of: 
information relating to the security classification or grading system 
involving the classification or downgrading of information, including 
correspondence or memorandums and reports on security classification, 
excluding other files described in this record series at offices in charge of 
issuance 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
0300-04 - Series Description 
This series contains records related to Intelligence and Security that document 
policies, plans, procedures, and significant activities of the Joint Staff and 
combatant commands which have permanent historical value. These records 
document key actions, decisions, functions, and operations relating to the 
mission of the organization. Records include but are not limited to: 
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A. Security Policy - Records reflecting the formulation and establishment 
of policy, planning, training, coordinating actions, procedural standard 
operating procedures (SOPs), and any other similar information 
governing security matters maintained by any JS/combatant command 
activity as the official record copy 

B. Intelligence Policy and Planning Files - Documents concerning the 
general intelligence policy of the Joint Staff/combatant commands 
including directives, communications, and related planning records 
maintained by any JS/combatant command activity as the official 
record copy 

C. Security/Counterintelligence Investigations - Significant incidents or 
adverse actions consisting of: investigations resulting in an adverse 
personnel action or court-martial or other investigation required for 
long-term or legal use the official record copy having historical.value or 
widespread congressional value or interest (e.g. extensive media 
attention, congressional investigation, sets precedent) 

D. Intelligence Logs - A record of the daily intelligence events occurring 
during each watch at intelligence centers. The logs also serve as a 
security register of personnel and visitors. Logs include the watch 
commander, personnel matters concerning the watch team, and an 
hourly listing of events maintained by the Joint Staff/combatant 
command as the official record copy 

E. Collection Records - Intelligence collection planning and policy records 
consisting of: proposals, guidance, and requirements for the collection 
of intelligence source materials; Intelligence collection records 
consisting of: source material such as photographs, messages, and 
other intelligence accumulated by originators; and Intelligence 
exploitation records consisting of: analysis and finished reports created 
from intelligence source materials maintained by the Joint 
Staff/combatant command as the official record copy 

F. Intelligence Dissemination Records - Intelligence disclosure files 
consisting of: policy and gu_idance on the dissemination and 
distribution of finished intelligence, intelligence reports, scientific and 
technical information, and intelligence summaries including disclosure 
to foreign governments and other matters addressed by the National 
Disclosure Policy Committee (NDPC) maintained by the Joint 
Staff/combatant command as the official record copy 

G. Intelligence Projection Records - Intelligence/ Counterintelligence 
Reports and Unevaluated Intelligence Information Reports received 
from military/defense attaches and other intelligence gathering 
activities consisting of: agency-produced Intelligence Reports and 
Attache Reports maintained by any JS/combatant command activity as 
unique reports not transmitted to DIA 

H. Counterintelligence Records - Counterintelligence program planning 
and policy records relating to the establishment of the program 
including directives, plans, collection operations, reports, briefings, 
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studies, interrogations, and related files maintained by the Joint 
Staff/combatant command as the official record copy 

I. Prisoner of War Records - Prisoner of war and civilian internee records 
including status inquiries, complaints, investigations, strength reports, 
rosters, and related records maintained by the Joint Staff/combatant 
command as the· official record copy 

J. Special Access Program (SAP) - SAP policy files relating to the 
establishment, operation, and monitoring of SAP consisting of: 
documents, plans, directives, policy, and related records maintained by 
the Joint Staff/combatant command as the official record copy 

K. Security Classification Guides - Official JS/combatant command 
record copy of the current edition of each classification guide consisting 
of: copy of printed guide, each change, and documents showing 
coordination, comments, and approval at the issuing activity or QPR; 
maintained by the Joint Staff/combatant command as the official 
record copy 

Di~position: PEIU'IANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

No ecord Materials 
0300- - Series Description 
Non-Recor aterial maintained by any activity is for reference p~rposes only. 
Table 3.1 list n -record numbers from the previous edition of CJCSM 
5760.01, Vol. II. enclosure D. 

Table 3.1 Non Records 
0301-02 0314-03 0315-02 
0312-02 0314-05 0317-04 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for referen 
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Record Exceptions 
0300-06 - Series Description 
Exceptions are for records that do not fall under the 6 months, 3 year, 7-10 
years, or Permanent dispositions. Table 3.2 lists the following descriptions and 
dispositions that are authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

A. Access Records - Classified or 
classifiable information NDA 

nsisting of: original, signed SF 
31 or similar form or record on all 
milif rY and DoD civilian personnel 
inclu · g employees of contractors, 
licensee or grantees. This 
includes es covering original, 
signed SCI DA and, when 
appropriate, addendum. NDAs 
are executed b 11 personnel as a 
condition preced t to being 
authorized access classified or 
classifiable informati n under 
standards put forth by O 12958, 
or signed by personnel o are 
cleared for access to natio 
security information mainta ed by 
any JS/combatant command 
activity. (Note: Privacy Act System. 
Privacy Act Notice has been processed, 
apply applicable Privacy Act Number; if 
notice has not been processed, follow 
JS/combatant command Privacy Act 
Program procedures to secure one). 

____,.....- .........._..___,,_____ --- ·-- .....................--

B. Security/Counterintelligence 
Investigations - official record copy 
determined not to have permanent 
historical value or widespread value 
or congressional interest 

C. Personnel Security Program 
Records - Personnel security 
inspections and surveys consisting 
<:>f:_ infon;natio~ -~n. inspections and 

Cut off annually, destroy/delete 
70 years after cutoff. Authority: 
GRS 18 item 25a 

Cut off date of last action, 
hold 25 y rs, then 
destroy/de te. 

Destroy/delete aft next 
comparable inspecti 
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rveys conducted by Personnel 
urity Offices relating to position 

sen itivity and personnel security 
cle ces including reports, 
recom endations, and related 
informs: ·on maintained by any 
J~/com tant command activity 

D. International ecuri - semi
annual inspect ns of established 
JS/combatant c mand control 
points concerning ecurity 
protection of NATO 'nformation and 
compliance with app ·cable 
directives and admini rative 
instructions maintaine by the 
JS/combatant command ontrol 
points 

E. International Security - Access 
lists: maintained by the Joint. 
Staff/combatant command on 
control points as well as individual 
access to NATO information and by 
the JS/co:qibatant command 
control points for individual access 

F. Classification Guides - Information 
copies of classification guides 
regardless of originator maintained 
by any JS/combatant command 
activi 

------- ---------------1 

Destroy/delete on receipt of next 
inspection report. 

v,(J\/ri
Destroy/~elete when revised. fr~ 

ree 
C,Vt)JT-

WtAfk) 

Destr / delete when superseded 
or obso te or on inactivation, 
whicheve is earlier 

-·-----·-------------------------------
G. Classification Guides - Original Destroy/delete hen superseded 

classification authority delegations or obsolete. 
maintained by any JS/combatant 
command activity 

H. Accreditation - Documents 
pertaining to room or vault 
accreditation that validate the area 
for classified storage and/or work 
maintained by any JS/combatant 
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mmand activity 
I. A reditation - Automated 

Info mation System (AIS) security 
accre itation package consisting of: 
reques for accreditation, plans, 
analyse evaluations, 
certificati s, and control program 
files and d umentation to support 
assignment appropriate AIS 
security office positions required 
for recommend tion from the 
Automation Secu ity Manager for 
or against accredit tion approval 
maintained by any / combatant 
command activi1---------------------------- l1ee 

J. SCI Documents - Copies 
documents in SCI control hannels 
that are nqt covered in spe ·fie 
subject items elsewhere in tH"s 
disposition schedule maintain 
any JS/combatant command 
activity · 

K. Access Records - Classified or· 
classifiable information 
nondisclosure agreements (NOA) 
consisting of: copies of NDA, such 
as SF 312 (Classified Information 
NDA), signed by employees with 
access to information that is 
classified or classifiable under 
standards put forth by EO 12958. 
These forms should be maintained 
separately from personnel security 
clearance files maintained by 
personnel security offices 

------------·----·---. ---· .. - .. -- ··----- ·--- - ... 

L. Controlled Material (Special 
SCI/Special Access Requirements) -
Documents in special control 
channels (i.e., limited distribution 

a ers concerning s ecial---~-

p~v,oral~ 
rfnnJ 

cYdr(Dispose of in accordance with IC 
directives for SCI documents. wetlff 
Obtain guidance from Special 
Security Office (SSO). Ultimate 
disposition is that of the 
appropriate subject or case file. 

oint Staff: forward to OSD 
a d/or appropriate Service for 
inc sion in appropriate official 
secu ·ty files Combatant 
comm ds: retain in accordance 
with co batant command 

----- .. -· ---------·-- .... -------··--- --- --- ----------

Review annually for re oval 
from control channels. 
of in accordance with IC 
directives for these docume ts. 
Ultimate dis osition is that o 
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tee nical operations that are not the appropriate subject or case 
cove ed in specific subject items file. 
elsew ere in this disposition 
sched e maintained by the special 
technic operations function as 
the offici record copy 

----ti------·- ------

M. Controlled Me erial Other Than 
SCI) - Docume ts in special control 
channels other t an SCI (e.g., 
limited distributio papers) that are 
~ot covered in spec· 1c subject 
items elsewhere int ·s disposition 
schedule maintained any 
JS/combatant comm activity 

N. Securi Ins ections and A dits -
Maintained by any JS/comb tant 
command activi 

0. Report of Investigation -
Investigative reports and related 
papers furnished to Joint 
Staff/combatant command by 
investigative organizations for use 
in making security suitability 
determination maintained by any 
JS/combatant command activity as 
the official record co 

Review annually for removal 
from control channels. When 
removable, incorporate in 
appropriate subject file. 
Disposition is that of the 
appropriate mission or subject 
file. 

Destroy/delete after next 
comparable survey or 
ins ection. 

_.._____________,-- t-ev,dw-/~ 
Destroy/delete in accordance 
with investigating activity 
instructions or when no longer 
required for making a security 

etermination. Authority: GRS 
1 item 22b 

f ~ 
f 

(re, 
CVorr-

Wqlk) 

P. Physical Security Container 
Information - Up-to-date records of 
all JS/combatant command office 
safes, vaults, and padlock 
combinations, together with other 
information necessary to identify 
and locate the safes, vaults, or 
containers and the individuals 
having knowledge of the 
combinations maintained by any 
JS/combatant command activity as 
the official record copy 

Destroy elete when superseded 
by new fo or listing or upon 
turn-in of c ntainer. Authority: 
GRS 18 item 7a 

C-54 



_________________ 

CJCSM 5760.0lA, Vol. II 
1 Sept 2011 

Special and general access lists - Destroy/delete when updated or 
consisting of: billet rosters and superseded. 

phabetical access rosters listing 
tH names of personnel authorized 
ace ss to specific classified 
infor ation; i.e., Sensitive 
Inform tion, Special Access 
Progra Single Integrated 
Operatio 1Plan (SIOP), Extremely 
Sensitive I ormation (ESI), Critical 
Nuclear Wea ons Design 
Information, ilitary Space 
Programs. Incl es control points v,a11l1, 
that reflect indiv1 uals authorized q~,1orh11&J' 
to receipt for TOP ECRET J: 'uvt"/1 
documents and bel maintained ree 
by any JS/combatan command i rurJ"-

1------a_ct_iv_i_.._______--'\-___----+------------+-----1 Wqlf</ 
R. Top Secret Register - For Destroy/delete when related 

reflecting the transfer and r ceipt document is downgraded, 
for TOP SECRET materials transferred, or destroyed. 
transmitted through the Defen e Authority: GRS 18 item Sb 
Courier Service maintained by y 
JS/combatant command activity; 
Forms accompanying documents t 
ensure continuing control showing 
names of persons handling the 
documents, intra-office routing, 
and comparable data maintained 

-----------·---~~any activity ------·~- _______ -•---·-· _ 

S. Intelligence Reports and Studies - Destroy delete when supersede 
country studies and/or reports or obsole 
prepared by DIA and/or the IC 
consisting of: specialized 
intelligence publications, estimates, 
studies, surveys, reports, analyses, 
evaluations, and appraisals 
including both general and 
technical intelligence and 
intelligence concerning combat 
applications maintained by any 
JS combatant command activi 
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. T. · Counterintelligence 
~..............................ti.....o.....n__s - Personnel security 

·on requests consisting of: 
ests for investigation, 

c , or unescorted entry 
m d by any JS/combatant 

c.tivity 

U. Personnel curi am 
Records - Po "tion sensitivity files 
including requ sts for information 
relating to the d ignation of 
sensitive and non nsitive 
personnel positions ·nan agency 
and results of final a ions taken 
consisting of: approve equests 
maintained by any JS/c 
command activity 

1----------------- ----1----1 

-------------------------{Iff
V. Intelligence Estimates - Nation 

Intelligence Estimates (NIEs), 
Special National Intelligence 
Estimates (SNIEs), National 
Intelligence Analytical 
Memorandums (NIAMs), and other 
intelligence estimates consisting of: 
strategic estimates of capabilities, 
vulnerabilities, and probable 
courses of action of foreign nations 
that are produced at the national 
level by the intelligence community 
(IC) maintained by any 
JS/combatant command activity; 
Semi-annual consolidated listing of 
NIEs, SNIEs, and NIAMs provided 
to Joint Staff/combatant command 
by Defense Intelligence Agency 
(DIA) maintained by any 
JS/combatant command activity 
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Destroy/delete when no longer 
needed. 

---+----- . 
Destroy/delete when position is 
abolished, redesignated, or no 
longer needed, whichever is 
later. 

re vt1111:rlr 

fr~ 
Destroy/delete when supersede 
or obsolete. 
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0400 SERIES BUCKET SCHEDULE 
Military Justice, Legal, Protocol, and Public Affairs 

This schedule provides disposition authorization for records that pertain to the 
Military Justice, Legal, Protocol, and Public Affairs functions of the Joint Staff 
and Combatant Comm~ds. Records cover, but are not limited to, areas such 
as White House and Congressional Correspondence, Public Affairs and Protocol 
Office records, Legislative testimony, General Laws and legal matters, Military 
Justice Records, Patent/Invention /Copyright/Trademark records, and Law 
Libraries. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working.Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See ~-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
See A-4 
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Short-Term Records (6 months} 
0400-01 - Series Description 

Short-Term records (180 days or less) related to Military Justice, Legal, 
Protocol, and Public Affairs are records which have minimal or no documentary 
or evidential value. Examples are: routine requests for information or 

\ publications and copies of replies which require no administrative action, no 
policy decision, and no special compilation or research for reply; records 
documenting routine activities containing no substantive information, such as 
routine notifications of meetings, scheduling of work-related trips and visits, 
other scheduling related activities. These records include but are not limited to: 

A. Information Requests - Requests for information or copies of replies 
thereto involving no administrative actions, no policy decisions, and no 
special compilations or research, including requests for and 
transmittals of publications, photographs, and other informational 
literature maintained by public affairs offices 

B. Acknowledgement - Acknowledgments and transmittals of inquires and 
requests that have been referred elsewhere for reply maintained by 
public affairs offices 

Disposition: TEMPORARY. 
Destroy/ Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years} 
0400-02 - Series Description 
Records related to Military Justice, Legal, Protocol, and Public Affairs that 
document routine administrat~ve and organizational decisions, actions, and 
processes of the Joint Staff and combatant commands. Records include but 
are not limited to: 

A. White House Correspondence - Correspondence of a routine non-policy 
nature with no long-term value maintained by any JS/combatant 
command activity 

B. Congressional Correspondence - Correspondence of a routine nature 
with no historical value consisting of: congressional inquiries originated 
by Armed Forces personnel, the public, or members of Congress that 
are forwarded to the Joint Staff/combatant command for reply. 
Examples include letters regarding rejection for military service and 
purchase of military equipment maintained by any JS/combatant 
command activity as the official record copy; Congressional 
correspondence received or created by directorate or agency heads 
including DD Form 2136 (Insert for the Record) maintained by any 
JS/combatant command activity as the official record copy; At offices of 
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legislative officers or persons designated to coordinate and control 
congressional correspondence at the Joint Staff/combatant command, 
and used as record of disclosure accounting under the Privacy Act of 
1974 (5 USC 552a); At offices of persons designated to coordinate and 
control congressional correspondence at lower echelons, and are used 
as record of disclosure accounting under the Privacy Act of 1974 (5 
USC 552a) 

C. Speeches and Public Relations - maintained by Office of the Director, 
Joint Staff, as the official JS record copy; maintained by directorate or 
agency heads; Correspondence on acceptance or declination of 
s·peaking engagements, attendance at public affairs, seminars, 
co_nferences, etc. maintained by any JS/combatant command activity 
as the official record copy 

D. General Laws and Legal Matters Records - General files consisting of: 
reports and correspondence relating to the routine internal operation 
and administration of the office maintained by any JS/combatant 
command activity. 

E. Military Justice Records - General correspondence files consisting of: 
reports (excluding records of trials and decisions rendered in Article 15, 
Uniform Code of Military Justice· [UCMJ] [non-judicial punishment] 
appeals) relating to the internal administration of military justice 
accumulated by the combatant commands maintained by any 
combatant command activity; Military justice administration consisting 
of: correspondence, memorandums, statistical reports and summaries, 
activity summaries, narrative reports, instructions, briefs, and other 
records relating to military justice not covered under general 
correspondence and legal opinions maintained by any combatant 
command activity; Files relating to pretrial matters (military justice) 
including Article 32 investigations not resulting in general courts
martial maintained by any combatant command activity 

F. Law library - Acquisition records consisting of: requisitions, receiving 
reports, purchase orders, packing lists, requests for issue or turn-in, 
and related records that are control records accumulated by librarians 
for material procured from locally-funded appropriated or non
appropriated funds, or received from other sources that are at or below 
$2,000 maintained by any JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/Delete 3 years after cutoff. 
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Management and Program/Operations Records (7-10 years} 
0400-03 - Series Description 
Records which document the Military Justice, Legal, Protocol, and Public 
Affairs Program/Operations, management processes, and on-going activities of 
the Joint Staff and combatant commands. Records include but are not limited 
to: 

A. Congressional Correspondence - At offices of legislative officers or 
persons designated to coordinate and control congressional 
correspondence at the Joint Staff/combatan~ command, and are not 
used as record of disclosure accounting under the Privacy Act of 197 4 
(5 USC 552a); At offices of persons designated to coordinate and 
control congressional correspondence at lower echelons, and are not 
used as record of disclosure accounting under the Privacy Act of 1974 
(5 USC 552a) 

B. Public Affairs Records - Distinguished visitor program documentation 
consisting of: messages and other correspondence, guest lists, 
invitations, schedules, airlift requests, authority to use commercial 
airports, etc. maintained by protocol or public affairs offices; News 
media visitor documentation consisting of: messages and other 
correspondence, guest lists, invitations, schedules, and results of visits 
maintained by protocol or public affairs offices; Special events planning 
consisting of: correspondence, minutes of meetings, photographs, 
plans, layouts, drawings, manpower requirements, progress reports, 
and similar records used in planning military ceremonies, retirements, 
funerals, dedications, special holidays, parades, etc. maintained by 
protocol or public affairs offices 

C. General Laws and Legal Matters Records - consisting of: opinions 
based on established precedent at originating offices (record) 

D. Law Libraries - Library acquisition (centrally-funded) consisting of: 
requisitions, receiving reports, purchase orders, packing lists, requests 
for issue or turn-in, and related records that are control records 
accumulated by librarians for material procured from centrally-funded 
sources that exceed $2,000 maintained by any JS/combatant 
command activity 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 
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Permanent Mission and Function Records (Permanent) 
0400-04 - Series Description 
This series contains records related to Military Justice, Legal, Protocol, and 
Public Affairs that document policies, plans, procedures, and significant 
activities of the Joint Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relating to the mission of the organization. Records include but 
are not limited to: 

A. White House Correspondence - Correspondence relating to substantive 
policy-related matter maintained by any JS/combatant command 
activity as the official record copy 

B. Congressional Correspondence - Correspondence of a substantial 
nature with historical significance consisting of: congressional inquires 
originated by Armed Forces personnel, the public, or members of 
Congress that are forwarded to the Joint Staff/combatant command for 
reply. They are primarily originated by Congress and pertain to 
substantial policy issues such as plans, objectives, or responsibilities 
maintained by any JS/combatant-command activity as the official 
record copy; CJCS memorandum of invitation before congressional 
committee maintained by the Office of the Chairman, Joint Chiefs of 
Staff, as the official JS record copy 

C. Legislative Testimony - Programs file consisting of: documents 
pertaining to the legal status of the Office of the Chairman of the Joint 
Chiefs of Staff, Joint Staff, and commanders of the combatant 
commands such as the National Security Act, comments on changes to 
proposed legislation, and letters from and to congressional committees 
or individual members monitoring the programs and coordinating 
legislative activities maintained by any JS/combatant command 
activity as the official record copy; Testimony (statement) before 
congressional committee and transcript consisting of: designation and 
appearance of witnesses and coordination of actions relating to 
congressional consideration maintained by any JS/combatant 
command activity as the official record copy 

D. Public Affairs Records (Internal) - Documents concerning the general 
program policy of the Joint Staff/combatant command relating to the 
public affairs mission consisting of: policy directives and procedures 
governing relations with the news media and the public. Examples are 
policy relating to freedom of information, participation by the Armed 
Forces in public events, and the release of news maintained by the 
Office of the Chairman, Joint Chiefs of Staff, as the official JS record 
copy; Including those maintained by any combatant command activity 
as the official record copy 

E. Public Affairs Records (External) - Releases consisting of: press 
releases, publications, transcripts of press conferences, official 
speeches, or other presentations including graphics or exhibits, 
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television or radio scripts, and other formally presented publicity or 
informational material maintained by any JS/combatant command 
activity as the official record copy 

F. Speeches and Public Relations - Speeches, talks, interviews, 
photographs, and written articles of key officials of the Joint Staff and 
combatant commands such as the Chairman of the Joint Chiefs of 
Staff, combatant commanders, and directorate Heads maintained by 
any JS activity as the official record copy; Maintained by combatant 
command activities as the official record copy 

G. General Laws and Legal Matters Records (Legal Planning and Policy) 
Records consisting of: records _that reflect the overall development and 
accomplishment of plans, policies, programs, procedures, and legal 
processes governing all phases of assigned legal responsibilities 
maintained by any JS/combatant command activity as the official 
record copy; Legal opinions consisting of: opinions establishing 
precedent at originating offices (record); Trials of US personnel in 
foreign countries consisting of: records created after 1990 including 
reports on exercise of criminal jurisdiction by foreign tribunals over US 
personnel, all enclosures and accompanying records, reports of 
personnel confined in foreign penal institutions, and other comparable 
reports and supporting documents submitted to Department of Defense 
(DoD) concerning the exercise of foreign criminal jurisdiction over 
military personnel; over civilian personnel serving with, employed by, 
or accompanying the combatant command who are US nationals; and 
over dependents of all such military and civilian personnel, that have 
precedential value or where there has been congressional, press, or 
public concern, particularly where questionable whether basic rights of 
accused were violated by foreign court at any combatant command 
activity 

H. General Laws and Legal Matters Records (Politico-Military Matters) 
Consisting of: records concerning politico-military matters, sµch as 
negotiation and drafting of treaties and other agreements involving 
military considerations, military rights in foreign countries, and 
military planning and policy aspects of national and international civil 
aviation at any JS/combatant command activity; Consisting of: reports 
on violations of the law of armed conflict at any JS/combatant . 
command activity 

I. Military Justice Records (General courts-martial) - consisting of: trial 
records of general courts-martial, military commissions, and courts of 
inquiry. Included are original records of the trial, copies of charge 
sheets and related informatiori, reviews by staff judge advocates, court 
martial orders, decisions of appellate agencies, and similar information 
kept by the court-martial jurisdiction maintained by any combatant 
command activity. (Note: Privacy Act System. If Privacy Act Notice has been 
processed, apply applicable Privacy Act Number; if notice has not been processed, 
follow JS/combatant command Privacy Act Program procedures to secure one). 
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J. Military Justice Records (Special courts-martial) - consisting of: trial 
records of special courts-martial, including bad conduct discharges, 
whether or not suspended, which have been approved by the officer 
exercising general court-martial jurisdiction over the command. 
Included are original records of the trial, copies of charge sheets and 
related information, reviews by staff judge advocates, court-martial 
orders, decisions of appellate agencies, and similar information kept by 
the court-martial jurisdictions and convening authorities maintained 
by any combatant command activity. (Note: Privacy Act System. If Privacy Act 
Notice has been processed, apply applicable Privacy Act Number; if notice has not 
been processed, follow JS/combatant command Privacy Act Program procedures to 
secure one). 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

-Record Materials 
040 5 - Series Description 
Non-Reco material maintained by any activity is for reference purposes only. 
Table 4.1 list -record numbers from the previous edition of CJCSM 
5760.01, Vol. II. enclosure D. 

Table 4.1 Non Records 

0402-09 0404-09 0409-05 

0403-03 0406-06 0409-09 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

Rec.........._ .,,.,.-.ceptions 
0400-06 - e · escription 
Exceptions are for reco .....""'"_,__.._at do not fall under the 6 months, 3 year, 7-10 
years, or Permanent dispositions. 4.2 lists the following descriptions and 
dispositions that are authorized by the pre · CJCSM 5760.01 Vol. II and are 
still in effect. 

C-63 Enclosure C 



---,_~ 

fairs correspondence consisting 
o . comments on or contributions to 
ne releases or other media 
furn1 hed by information officers to 
public" e and promote missions or 
functio maintained by any 
JS/comb tant command activity as 
the official ecord copy 

B. Public Affairs cords - Community 
affairs consistin of: 
correspondence, morandums, 
reports, information and other 
records relating to co munity 
activities such as prov1 ing guest 
speakers, public school 
interactions, community ents, 
and other related activities 
maintained by the combatan 
command 

C. Military Justice Records -
Summary courts-martial consisting 
of: formal record copies of trials of 
military personnel by summary 
courts-martial, formal record of 
special courts-martial and 
attachments, and related 
correspondence maintained at any 
combatant command activity. 
(Note: Privacy Act System. If Privacy Act 
Notice has been processed, apply 
applicable Privacy Act Number; if notice 
has not been processed, follow 
JS/combatant command Privacy Act 
Program procedures to secure one). 
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Destroy/delete after 2 years or 
on discontinuance, whichever is 
earlier--except that documents 
in the cutoff file that require 
additional action or relate to 
reopened cases will be brought 
forward for filing in the current 
file 

Cut off on completion of event, 
hold 2 years, then 
destroy/delete, or 
destroy/destroy when no longer 
needed whichever is later 

vio,JSI~ 
ff'flMI 
Iee 

c;rorr-
w'oJk J 

on final action by supervisory 
authority, hold 75 years, then 

estroy/ delete 

--------·--- -------
D. Military Justice Records - Cut off when ca ed and 

Nonjudicial punishment consisting all appeals exha hen 
of: information and forms athered individual has 
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for the Record of Proceedings under 
ticle 15, UCMJ, retained for 

m itoring nonjudicial punishment 
mai tained at any combatant 

d activity. (Note: Privacy Act 
System. I rivacy Act Notice has been 
processed, ply applicable Privacy Act 
Number; if no ·ce has not been processed, 
follow JS/comb t command Privacy Act 
Program procedu s to secure one). 

E. ri ht and 
Trademark Records - neral 
correspondence relating the 
handling of patent, inventi , 
copyright, trademark and ro 
payment matte:rs, requests, 
authorizations to use or reprodu 
copyrighted materials. Also 
includes matters relating to 
decisions, opinions, 
determinations, and 
recommendations maintained by 
any JS/combatant command 

._________ activity: ____________ --·-·- ____ ___ __ _ _ _____________ _ 

F. Standards of Conduct -
Correspondence, memorandums, 
and other records relating to codes 
of ethics and standards of conduct 
maintained by any JS/combatant 
command activity 

hold 2 years, then 
destroy/delete 

Cut off on completion of final 
action, hold 50 years, then 
destroy/delete. Earlier 
destruction is authorized for 
routine materials not needed fo 
legal purposes 
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0500 SERIES BUCKET SCHEDULE 
C2, Operations, Planning, and Exercises 

This schedule provides disposition authorization for records that pertain to the 
Command and Control (C2), Operations, Planning, and Exercises of the Joint 
Staff and Combatant Commands. Command and control functions are 
performed through ·an arrangement of personnel, equipment, communications, 
facilities, and procedures employed by a commander in pla.pning, directing, 
coordinating, and controlling forces and operations in the accomplishment of 
the mission. Records cover, but are not limited to, areas such as 
Codeword/Nickname operations, Exercises, Lessons Learned, Operations and 
Contingency Plans (OPLANs/CONPLANs), Crisis Incident Action Books, 
Reconnaissance and Surveillance records, Emergency Planning, War Games, 
SIOP Documents, Combat Camera, Operations Security, Satellite and Space 
Operations, Records relating to Aerospace Defense of North America (NORAD), 
Antiterrorism/ Force Protection planning, Counternarcotics, Ballistic Missile 
defense, Climate/Environmental, and Chemical and Biological records. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series· in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 
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j. Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months} 
0500-01 - Series Description 

Short-Term records (180 days or less) related to C2, Operations, Planning, and 
Exercises are records which have minimal or no documentary or evidential 
value. Examples are: routine requests for information or publications and 
copies of replies which require no administrative action, no policy decision, and 
no special compilation or research for reply; records documenting routine 
activities containing no substantive information, such as routine notifications 
of meetings, scheduling of work-related trips and visits, other scheduling 
related activities. These records include but are not limited to: 

A. Satellite and Space Operations - Consist of other than special interest 
to any JS/combatant command activity; Space operations logs 
consisting of: data on daily operations located at space operations units 
or command and control activities 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years} 
0500-02 - Series Description 
Records related to C2, Operations, Planning, and Exercises that document 
routine administrative and organizational decisions, actions, and processes of 
the Joint Staff and combatant commands. Records include but are not limited 
to: 

A. Operations Summaries - Various reports, logs, memorandums, etc., 
that serve as background for preparation of Operations Summaries 
maintained by any JS/combatant command activity as the official 
record copy 

B. Readiness and Operations - Information relating to reporting actual 
readiness conditions of agency forces maintained at other offices 

C. Cover and Deception Operations - General correspondence files 
Consisting of: files relating to the routine administration of cover and 
deception matters maintained by any JS/combatant command activity 

D. Exercises - Instructions, procedures, messages, reports, briefs, etc, 
pertaining to specific exercises, including NATO exercise documents 
maintained by any JS/combatant command activity as the official 
record copy; Schedules and developmental records of significant 
exercises maintained by any JS/combatant command activity as the 
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official record copy (fiscal year); Sc~edules and developmental records 
of JS/combatant command-directed and -coordinated exercises (fiscal 
year); Significant Military Exercise Briefs maintained by any 
JS/combatant command activity as the official record copy (fiscal year); 
Annual Joint Exercise Scheduling Conference records maintained by 
any JS/combatant command activity as the official record copy (fiscal 
year) 

E. Codeword/Nickname Terms - Documents pertaining to procedures for 
assigning, using, and managing codewords, nicknames, and 
operation/exercise terms maintained by any JS/combatant command 
activity as the official record copy 

F. War Games - Catalog of Wargaming and Military Simulation Models 
and biannual evaluation reports maintained by any JS/combatant 
command activity as the official record copy; Politico-Military War 
Games consisting of: war game support materials and diaries including 
copies of completed memorandums or requests and other politico
military war games related documents maintained by any 
JS/combatant command activity as the official record copy 

G. Alerts. Defense Readiness Conditions (DEFCONS). INFORMATION 
CONDITIONS {INFOCONS). THREAT CONDITIONS (THREATCONS). 
WARNINGS. AND RULES OF ENGAGEMENT (ROE) - Routine 
correspondence and messages on alerts, DEFCONS, INFOCONS, 
THREATCONS, warnings, and ROE maintained by any JS/combatant 
command activity 

H. Airspace Management - Airspace management agreements consisting 
of: correspondence records, rules, and reports between/among US 
Government offices, foreign nations, military services, lateral 
commands, and subordinate agencies pertaining to relations, 
negotiations, amendments, agreements, and minutes of meetings 
relative to airspace use at any JS/combatant command activity; 
Aircraft clearances consisting of: information pertaining to requests for 
aircraft clearances maintained by any JS/combatant command activity 
as the official record copy 

I. Satellite and Space Operations - Consists of other than special interest 
to any JS/combatant command activity; Launch information consisting 
of: case files documenting how foreign launches a~e tracked, any 
problems, and related records at responsible actiyity; United Nations 
registry reports consisting of: copies of original reports sent to the Joint 
Chiefs of Staff for forwarding to United Nations at combatant command 
OPR; Operations reviews consisting of: operations review panel and 
operations review board minutes at units and above; Consisting of: 
summary messages and trend analysis reports maintained by any 
JS/combatant command activity 

J. Chemical and Biological Records - General correspondence of a routine 
internal nature maintained by any JS/combatant command activity 
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Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
0500-03 - Serles Description · 
Records which document the C2, Operations, Planning, and Exercise 
Program/Operations, management processes, and on-going activities of the 
Joint Staff and combatant commands. Records include but are not limited to: 

A. Exercises - General exercise message traffic and miscellaneous exercise 
correspondence maintained by any JS/combatant command activity as 
the official record copy (fiscal year); NATO exercise evaluation reports 
maintained by any JS/combatant command activity as the official 
record copy (fiscal year) 

B. Information Operations /Information Assurance - Files relating to 
operational, routine, and administrative activities and events within 
information operations/information assurance maintained by any 
JS/combatant command activity as the official record copy 

C. Command and Control Centers - Files relating to Operational, routine 
and administrative activities and events within command and control 
centers maintained by any JS/combatant command activity as the 
official record copy 

D. Operations Security Records - Files relating to operational security 
activities maintained by any JS/combatant command activity as the 
official record copy 

E. Antiterrorism/Force Protection Planning - Files relating to operational, 
routine, and administrative activities and events within 
antiterrorism/force protection activities maintained by any 
JS/combatant command activity as the official record copy 

F. Counternarcotics Program - Files relating to operational, routine, and 
administrative activities and events within counternarcotics activities 
maintained by any JS/combatant command activity as the official 
record copy 

G. Ballistic Missile Defense {BMD) Plans and Programs - Files relating to 
BMD activities and operations maintained by any JS/combatant 
command activity as the official record copy, including routine and 
administrative activities and events relating to BMD plans and 
programs 

H. Satellite and Space Operations - Case files documenting how 
cooperative launches are tracked, initial launch alert message, any 
problems, and related records maintained by any JS/combatant 
command activity; Radar cross section catalog at OPR 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 
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Permanent Mission and Function Records (Permanent) 
0500-04 - Series Description 
This series contains records related to C2, Operations, Planning, and Exercises 
that document policies, plans, procedures, and significant activities of the Joint 
Staff and combatant commands which have permanent historical value. These 
records document key actions, decisions, functions, and operations relating to 
the mission of the organization. Records include but are not limited to: 

A. Operations Policy - Documents concerning the general policy of the 
Joint Chiefs of Staff/combatant commands relating to the operations 
and command and control missions maintained by any JS/combatant 
command activity as the official record copy; 

B. Operations Summaries - Weekly and/or special reports prepared on 
status of forces and military operations for distribution to OSD and 
other government activities maintained by any JS activity as the official 
record copy; Periodic operations logs and supporting documents 
consisting of: records of all significant events occurring within a 
combatant command and its area of operational responsibility that 
require combatant commander attention maintained by the combatant 
command as the official record copy and do not serve as a feeder report 

C. Operations (Codeword Nickname) - Records concerning specific 
operations that include plans, approval, execution, decisions, reports, 
messages, briefings, summaries, directives, background papers, etc., 
that follow to conclusion of the operation maintained by any 
JS/combatant command activity as the official record copy; held by the 
Joint Staff/combatant command in SCI channels; Records protected in 
Focal Point Communications Systems (FPCS) concerning specific 
operations, including plans, approval, execution, decisions, reporting, 
messages, briefings, summaries, directives, background papers, etc., 
that follow to conclusion of the operation maintained by any 
JS/combatant command activity as the official record copy 

D. Readiness and Operations - Policies, procedures, and technical 
guidance relating to the readiness of US forces maintained by any 
JS/combatant command activity as the official record copy; Readiness 
reports consisting of: information relating to reporting actual readiness 
conditions of agency forces. Included are individual and consolidated 
unit readiness reports, personnel st9:tus reports, logistics readiness 
reports, records concerning the actual readiness conditions of agency 
forces, and similar information at office having agency-wide 
responsibility 

E. Special Operations - Documents pertaining to special operations, 
unconventional warfare, psychological operations, reconnaissance, and 
certain other sensitive operations held by Joint Reconnaissance Center 
(JRC), J-3/SOD, J-3/JOD, and any other JS activity in special control 
channels other than SCI as the official record copy; maintained by any 
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combatant command activity as the official record copy; held by any 
JS/combatant command activity in SCI channels 

F. Special Operations - Unconventional warfare (UW) planning files 
consisting of: information relating to the development of the UW part of 
war plans. These files relate to the use of such techniques as guerrilla 
warfare and internal resistance in hostile areas. They also form a part 
of, or are preliminary to, the development of the operational parts of 
war plans. Included are estimates, annexes, directives, and similar 
information maintained by any jS/combatant command activity as the 
official record copy; 

1. Psychological operatio1;1s plans and information consisting of: 
information on the development of the psychological operations 
part of war plans. This information relates to the use of such 
techniques as propaganda and political, military, economic, and 
ideological actions planned and conducted to create in neutral or 
foreign friendly groups the emotions, attitudes, or behavior to 
support the achievement of national objectives. It also forms a part 
of, or is preliminary to, the development of the operational parts of 
war plans. Included are estimates, annexes, directives, or similar 
information maintained by any JS/combatant command activity as 
the official record copy; 

2. Psychological operations informational materials consisting of: 
information relating to the development and 'distribution of 
informational materials that are designed to influence the opinions, 
emotions, attitude, and behavior of enemy, neutral, or friendly 
groups to support the achievement of national objectives. Included 
are flyers, posters, leaflets, and similar information produced from 
source data and related requests for publication and distribution 
maintained by any JS/combatant command activity 

G. Cover and Deception Operations - Files consisting of: information 
relating to the development of cover and deception plans maintained by 
any JS/combatant command activity 

H. General Purpose Operations -
1. Land forces consisting of: reviews and analyses of Active and 

Reserve land forces, combat and support, weapons systems 
requirements, and alternative mixes and levels of land forces 
structures maintained by any JS/combatant commanq activity as 
the official record copy; 

2. Na val forces consisting of: reviews and analyses of Na val forces 
including antisubmarine warfare, amphibious, fire support, mine 
countermeasures, replenishment, fleet escort and shipbuilding 
programs maintained by any JS/combatant command activity as 
the official record copy; 

3. Tactical air forces consisting of: reviews and analyses of Active and 
Reserve tactical air forces including land- and sea-based aircraft 
for air-ground support operations, air-to-air combat, interdiction, 
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reconnaissance, and other support missions including reviews and 
analyses of theatre and fleet air defense forces maintained by any 
JS/combatant command activity as the official record copy; 

4. Space forces consisting of: reviews and analyses of military space 
forces detailing weapons systems requirements and coqibat 
support requirements and activities, including command and 
control center operations and general overall structure of DoD 
military space mission and organization maintained by any 
JS/combatant command activity as the official record copy; 

5. Mobility forces consisting of: reviews and analyses of mobility 
programs including airlift and sealift forces, equipment 
prepositioning programs, emergency use of civil transportation 
resources, indirect support aircraft forces, and mobility support 
forces maintained by any JS/combatant command activity as the 
official record copy; 

6. Civil defense operations consisting of: emergency planning 
documents relating to planning for and providing military 
assistance to civil authorities as a result of emergency conditions 
resulting from civil unrest, violation of Federal law, natural 
disaster, and emergency conditions that may result from enemy 
_attack. Includes consolidated or summary reports of tests 
conducted under emergency civil defense plans maintained by any 
JS/combatant command activity 

I. Exercises - JS/combatant command policies and directives relating to 
exercises maintained by any JS/combatant command activity as the 
official record copy (fiscal exercise); Exercise evaluation reports, 
excluding NATO exercise reports maintained by any JS/combatant 
command activity as the official record copy (fiscal year). 

J. Lessons Learned - Documents relating to lessons learned on 
operations, crises, incidents, combat, contingencies, exercises, and 
emergencies and published as a report with transmittal memo 
maintained by any JS/combatant command activity as the official 
record copy 

K. Codeword/Nickname Terms - Policy for assigning, using, and managing 
codewords, nicknames, and operation/exercise terms maintained by 
any JS/combatant command activity as the official record copy 

L. Operations Plans/Contingency Plans (OPLANS/CONPLANS) 
1. OPLAN or CONPLAN prepared by the Joint Staff for a single or 

series of operations (assigned a series of numbers as a short title, 
e.g., JS OPLAN 0100) maintained by any JS activity as the official 
record copy; 

2. OPLAN or CONPLAN prepared by combatant 
command/subordinate command for single or series of operations 
(assigned a series number as short title, e.g., OPLAN 9999) and 
forwarded to the Joint Staff for approval maintained by any JS 
activity as the official record copy; 
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3. Combatant command OPLAN/CONPLAN maintained at the 
combatant command; 

4. Operational planning files consisting of: information relating to the 
preparation, coordination, and approval of operational war, 
campaign, defense, and other comparable plans which are 
applicable to or involve the resources and mission of the overall 
department, agency, command, installation, activity, or unit. These 
files do not relate to plans described elsewhere in this regulation or 
to plans confined to specific functional areas that are not a 
segment of, or an annex to, the overall plan. Included are copies of 
the approved plans and comments, r~commendations, 
contributions, approvals, disapprovals and other information 
directly relating to the plans maintained by any JS/combatant 
command activity as the official record copy 

M. Crisis Incident Action Books - Documents,· reports, directives, briefings, 
and incoming and outgoing message traffic pertaining to crises or 
incidents from beginning to completion thereof consisting of: the 
complete set of documentation, maintained in folders or books, until 
the crisis or incident is officially concluded. Also, the final report 
prepared after the conclusion of the crisis or incident, with lessons 
learned, recommendations, and after-actions required maintained by 
any JS/combatant command activity as the official record copy; 
including those held by any JS/combatant command activity in SCI 
channels 

N. Reconnaissance and Surveillance Programs and Plans 
1. Policy-related documents that apply to JS/combatant command 

reconnaissance missions maintained by any JS/combatant 
command activity as the official record copy; 

2. Documents relating to the preparation, coordination, and approval 
of reconnaissance/surveillance programs maintained by JRC (fiscal 
year) in SCI channels as the official JS/combatant command 
record copy; 

3. Documents relating to the formation of planning guidance 
concerning reconnaissance support for nuclear weapons 
employment maintained by any JS/combatant command activity 
as the official record copy; 

4. Papers concerning reconnaissance in NATO countries maintained 
by JRC in SCI channels as the official JS/combatant command 
record copy; 

5. Various supporting documents and plans provided by the 
commanders of combatant commands for the execution of 
approved reconnaissance programs maintained by JRC in SCI 
channels as the official JS/combatant command record copy; 

6. Documents relating to the formulation of joint reconnaissance 
planning guidance maintained by JRC in special control channels 
other than SCI as the official JS record copy 
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0. Emergency Planning - Documents that describe evacuation, relocation, 
vital records programs, continuity of operations, personnel 
assignments, and related procedures: maintained by any 
JS/combatant command activity as the official record copy; Documents 
or papers relating to various contingency actions and to the testing of 
various emergency plans maintained by JRC in SCI channels as the 
official record copy 

P. War Games -Annual SIOP/Red Integrated Strategic Offensive Plan 
(RISOP) War Games consisting of: action officer file used for 
background information, dynamic simulation brief (briefing text, slide, 
film, and list of persons briefed) relevant to machine-readable records, 
and report on probable effects of SIOP execution and continuing policy 
and guidance maintained by any JS/combatant command activity as 
the official record copy; 

1. RISOP consisting of: notional plan produced by USSTRATCOM 
with oversight by the red planning board, chaired by the Joint Staff 
maintained at USSTRATCOM as the official record copy; 

2. Theater Nuclear Force War Games consisting of: action officer file 
used for background in developing a war game simulation and 
analysis of precursor events leading to total nuclear war 
maintained by any JS/combatant command activity-as the official 
record copy; 

3. ~olitico-military war games final report consisting of: a summary of 
politico-military war games proceedings that includes comments on 
points of major policy consensus derived from the game 
maintained by any JS/combatant command activity as the official 
record copy; 

4. Politico-military war games video tapes Consisting of: war game 
introduction, scenario introduction, and policy guidance 
maintained by any JS/combatant command activity as the official 
record copy 

Q. Joint Strategic Planning System (JSPS) Documents - Documents, 
reports, studies, etc, gathered to support formulation of JSPS recurring 
guidance published under the provisions of CJCSI 3110.01 maintained 
by JS directorates or agencies responsive to the Joint Staff as the 
official record copy 

R. SIOP Documents - SIOP Decision Handbook (black book) and 
corrigendums maintained by JS/J-3 in special control channels as the 
official record copy; SIOP Decision Handbook revision actions 
consisting of: input, data, information, c.oncurrences, and approvals 
from multiple sources documenting the processes of building the SIOP 
Decision Handbook maintained by JS/J-3 in special control channels 
as the official record copy; SIOP briefings consisting of: briefings given 
to appropriate personnel for decision-making purposes maintained by 
JS/J-3 in special control channels as the official record copy; SIOP 
and/or Strategic Forces related actions consisting of: general planning 
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support documents or materials maintained by any JS/combatant 
command activity in special control channels as the official record 
copy; Joint Strategic Target Planning System documents consisting of: 
the SIOP and its associated target lists developed and maintained by 
Joint Strategic Target Planning Staff (JSTPS) in special control 
channels as the official record copy; maintained by USSTRATCOM as a 
successor to the JSTPS as the official record copy 
Information Operations /Information Assurance - Policies, procedures, 
and guidance relating to actions taken to affect adversary information 
and information systems and to defend one's own 
information/ information systems, including both offensive and 
defensive operations maintained by any JS/combatant command 
activity as the official record copy; Files relating to oversight and 
assessments of information operations/information assurance 
including correspondence, staff papers, reports, and similar documents 
maintained by any JS/combatant command activity as the official 
record copy 
Alerts. Defense Readiness Conditions {DEFCONS). INFORMATION 
CONDITIONS {INFOCONS), THREAT CONDITIONS {THREATCONS). 
WARNINGS. AND RULES OF ENGAGEMENT (ROE) - Policies and 
directives on alerts, DEFCONS, INFOCONS, THREATCONS, warnings, 
and ROE maintained by any JS/combatant command activity as the 
official record copy; False alerts, DEFCONS, INFOCONS, 
THREATCONS, and warnings final reports maintained by any 
JS/combatant command activity as the official record copy 
Strategic Forces - Analyses of US strategic force postures and 
requirements including Continental Air Defense, Ballistic Missile 
Defense, Civil Defense, Space Defense, Strategic Command and 
Control, Warning and Surveillance and US Bomber Survivability 
consisting of: studies and evaluations of alternative force postures, 
summaries of alternative programs for decisions on strategic defensive 
and command, control, and surveillance forces including 
characteristics, effectiveness, costs, and alternatives to meet strategic 
objectives maintained by any JS/combatant command activity as the 
official record copy 
Command and Control Centers - Policies, procedures, guidance, 
oversight and assessments including correspondence, staff papers, 
reports, and similar documents relating to the establishrp.ent and 
operation of command centers maintained by any JS/combatant 
command activity as the official record copy; Command reports 
consisting of: reports through which commanders of designated 
organizations and units periodically submit information, evaluations, 
and recommendations on combat operations of their commands. 
Included are command reports, special reports, comments, evaluations, 
recommendations, lessons learned reports, and copies of maps, 
directives, overlays, sketches, or photographs supporting the reports 
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resource requirements for counternarcotics activities maintained by 
any JS/combatant command activity as the official record copy 

CC. Ballistic Missile Defense (BMD) Plans and Programs - BMD consisting 
of: BMD records relating ·to policy, planning, and interaction with OSD
level activities (Strategic Defense Initiative Organization, BMD 
Organization), including requirements reviews, operational planning, 
and threat assessments regarding national missile defense and theater 
missile defense maintained .at the Joint Staff/combatant command as 
the official record copy; Files relating to oversight and assessments 
including correspondence, staff papers, reports, briefings, and similar 
documents relating to BMD plans and programs maintained by any 
JS/combatant command activity as the official record copy 

DD. Climatological/Environmental Files - Documents relating to policies, 
procedures, and technical guidance governing environmental service 
programs for the Joint Staff, combatant commands, and OSD . 
maintained by any JS/combatant command activity as the official 
record copy 

EE. Chemical and Biological Warfare Records - Records relating to chemical 
and biological warfare plans and programs maintained by any 
JS/combatant command activity 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer _physical custody of electronic records-~ 
Nat:ientrl lzrehir..1es ieP JJPe e:eeeooiening, s00 Er-isl A (#4,J, i yt!}QH aft@r GJJ.toff 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

\«--~~~~ i'<>~°'f ~&\~ ~\II\I'to -Z.'1-• 

n-Record Materials 
050 5 - Series Description 
Non-Rec d material maintained by any activity is for reference purposes only. 
Table 5.1 lis on-record numbers from the previous edition of CJCSM 
5760.01, Vol. I . ee enclosure D. 

Table 5.1 Non Records 

0502-03 0508-14 
0503-03 0509-03 
0503-07 0511-04 
0504-02 0511-07 
0505-04 0512-04 

0523-05 0530-06 
0516-02 0525-02 0531-02 
0517-05 0532-04 
0517-10 0527- 0533-05 
0521-02 0528-02 
0522-06 0529-02 

Disposition: TEMPORA~Y. 
Destroy/delete when no longer needed for reference. 
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maintained by any JS/combatant command activity as the official 
record copy 

W. Combat Camera Operations Records - Policies, procedures, and 
guidance relating to support provided to JS/combatant command by 
combat camera operations maintained by any JS/combatant command 
activity as the official record copy 

X. Operations Security Records - Policies, procedures, guidance, oversight 
and assessment files including correspondence, staff papers, reports, 
and similar documents relating to the establishment and execution of 
operational security maintained by any JS/combatant command 
activity as the official record copy 

Y. Satellite and Space Operations - Policies, procedures, and guidance 
relating to the readiness of US space forces to provide space support to 
the warfighter, including space policy, planning, theater 
implementation, and contingency support maintained by any 
JS/combatant command activity as the official record copy; Files 
relating to requirements, oversight, and assessments including 
correspondence, staff papers, reports, and similar documents relating 
to departmental policy and procedures of satellite and space operations 
maintained by any JS/combatant command activity as the official 
record copy; Tracking and impact prediction (TIP) data consisting of: 
TIP record, final decay message, computer printouts of satellite 
positional data including spiral decay vectors, final ELSET, and related 
data of special interest (most valuable data) maintained by any 
JS/combatant command activity 

Z. Aerospace Defense of North America - Correspondence, reports, 
briefings, and memorandums on the policies, procedures, and 
guidance relating to JS/combatant command and US Element, North 
American Aerospace Defense Command (NORAD), involvement in 
NORAD's mission maintained by any JS/combatant command activity 
as the official record copy · 

AA. Antiterrorism/Force Protection Planning - Policies, procedures, and 
guidance relating to antiterrorism/force protection activities 
maintained by any JS/combatant command activity as the official 
record copy; Files relating to oversight and assessments including 
correspondence, staff papers, reports, briefings, and similar documents 
relating to the preparation of joint doctrine and standards, plans, 
physical security, training, and resource requirements for 
antiterrorism/force protection activities maintained by any 
JS/combatant command activity as the official record copy 

BB. Counternarcotics Program - Policies, procedures, and guidance relating 
, to counternarcotics activities maintained by any JS/combatant 

command activity as the official record copy; Files relating to oversight 
and assessments including correspondence, staff papers, reports, 
briefings, and similar documents relating to the preparation of joint 
doctrine and standards, plans, physical security, training, and 
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Recor · Exceptions 
0500-0 - Series Description 
Exception are for records that do not fall under the 6 months/3 year, 7-10 
years, or p manent dispositions. Table 5.2 lists the following descriptions and 
dispositions hat are authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

policies ives relating to 
exercises ed by any 
JS comb mand activi 

B. Strate ic Wea on S stems -
Strategic weapons ouble/ failure 
reports consisting o . agency 
missile weapons, higH nergy laser 
systems, and FBM/SW 
trouble/failure and corre tive 
action reports maintained y any 

. -. -------. -~~/.~9.!J;l-1;>8:~~t ~-~~-IP:~~~~---- !Y~9'.·. . 

C. Satellite and Space Operation -
Sensor network tasking data 
(previously optical surveillance 
data) consisting of: sensor tasking 
response data, tasking for such 
data, tracking reports such as 
element sets (ELSET) requests, 
sensor tasking and launch change 
messages, Baker-Nunn camera 
films, and optical sensor passage 
records of special interest to any 
JS combatant command activi 

••• ---• •---•.., •-• • •• ~~ .,.•• -• ••••-•••-•-.-• • - • • w•••• -•• 

D. Satellite and Space Operations -
Missile warning systems located at 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when weapons 
system is removed from 
inventory or when no longer 
needed. 

. -- . ·------ -------- ·-- ~-·--·-. ----··---·····-. ·----- -~ Ye:};,, 
Destroy/delete when no longer /' 
needed Lfee 

(,;(()J'.f'-

Wafk\ 

_.,, •• 

Hold for lifi of Missile Warning 
System; des oy / delete upon 

·-·. ______________ r~~PC?P:SJbl~ _8:<?.~!.~ity~----. ______ .... ___________t~!"_~~1:1_aA~~_o___ sys_t~-~--------- _______ 

E. Satellite and Space Operations - Cut off on last e ry in log, hold 
Operations center activity logs at 1 year, then destr / delete, or 
tactical warning/attack assessment destroy/delete whe no longer 
and space surveillance functional needed, whichever is ater 
OPRs.--------------------..J__---------~-----,j~ 
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Satellite and Space Operations - Destroy/delete when superseded 
Evaluation materials consisting of: or obsolete 
evaluation scenarios, scripts, 

itten tests, annotated error 
gu es, and other evaluation or 
simu tion materials at units and 

---- ----- -- ~~~g~-~ -- -----------------------·-··-- ·-- ----------

Cut off annually, hold 2 years, 
Operatio isting of: 

G. ations -
then destroy/delete 

positional c ports, 
guidebooks, o positional 
reference hand perations 
manuals (other hnical 

.--·-·-··--ordersJ. ___ ·----··------ ___ --· .... ____ . ____ 

H. Exercises - Recurring exer ·se Destroy/delete when no longer 
reports including inputs, si ificant needed 
monthly reports, current situa: ·on 
book inputs, CJCS briefer input 
etc., maintained by any 
JS combatant command activi . 

I. Exercises - Exercise message traffic off an conclusion of 
during the actual JS/combatant exe ·se, hold until publication 
command-sponsored exercise of fina: exercise report, then 
(nickname) maintained by any destroy elete when no longer 
JS/combatant command activity as needed 

i---------- the official record copy _______ ·----·--·· __ ... _. _______________ ··-·--··--------·----· 

J. Satellite and Space Operations - Destroy/delete 
Consisting of: individual's record of ·needed 
duties and qualifications at 
combatant command OPR. 

K. Exercises - Documents pertaining Destroy/delete when sup 
to test and evaluation, gaming and or obsolete 
simulation, and special analyses 
maintained by any JS/combatant 
command activity as the official 
record copy. 

L. Airspace Management -
Operational/administrative 
airs ace mana ement in 

·fh!v,m,Jy 
~pff?AeJ 
Cree 

.. CYost"-
'4/Afk) 
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domestic/foreign environments 
con~isting of: letters, messages, 
orrespondence, memorandums, 

a forms governing 
ope tional/ administrative 
directl s. 

M. Airs ace ana ement - Airspace 
flight route and flight areas 
consisting of: ata pertaining to 
international a domestic flight 
route/track syste s; aerial 
refuelin routes, tra -~'.__an__d_a_r_e_a_s_._______________ 

Give to Individual upon transfer, 
Individual evaluation folde reassignment, or separation. 
consisting of: letters of certifi 
and decertification and other 
records pertaining to an 
individual's mission ready 
qualification status located at units 
and win s . 

N. Satellite and S ace O er tions -

..,,. ____ ----------- - . . --·· ""'. -- - . ---- .... . --- - ·- . 

0. Codeword/Nickname Terms: Destro delete when superseded 
Documents pertaining to or obsolet 
procedures for assigning, using, 
and managing codewords, 
nicknames, and operation/exercise 
terms Which are: maintained by 
other JS/combatant command 
activities 
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0600 SERIES BUCKET SCHEDULE 
Logistics, Acquisition, Supply, Services, Budget, and Safety 

This schedule provides disposition authorization for records that pertain to the 
Logistics, Acquisition, Supply, Services, Budget, and Safety functions of the 
Joint Staff and Combatant Commands. Logistics includes those aspects of 
military operations that deal with: design and development, storage, movement, 
distribution, maintenance, evacuation, and disposition of materiel; movement, 
evacuation, and hospitalization of personnel; construction, maintenance, 
operation, and disposition of facilities; procurement or furnishing of services. 
Records in this series also cover, but are not limited to, areas such as 
Acquisition/Procurement, Financial Management and Budget, General safety' 
records, and the Nuclear ~afety program. 

SERIES NOTES: 

1. Action Officer Case Files: Action Officer Case Files: Copies of action officer 
case files are non-records. Background materials pertaining to Official case 
files shall be retained in accordance with 0000 bucket series in the front of this 
manual. Working papers shall be retained in accordance with the 0900-02, 
Working Papers and Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 
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Short-Term Records (6 months} 
0600-01 - Series Description 

Short-Term records (180 days or less) related to logistics, acquisition, supply, 
services, budget, and safety are records which have minimal or no 
documentacy or evidential value. Examples are: routine requests for 
information or publications and copies of replies which require no 
administrative action, no policy decision, and no special compilation or 
research for reply; records documenting routine activities containing no 
substantive information, such as routine notifications of meetings, scheduling 
of work-related trips and visits, other scheduling related activities. These 
records include but are not limited to: 

A. No entries 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years} 
0600-02 - Series Description 
Records related to Logistics, Acquisition, Supply, Services, Budget, and Safety 
that document routine administrative and organizational decisions, actions, 
and processes of the Joint Staff and combatant co;mmands. Records include 
but are not limited to: 

A. Budget Estimates. and Justifications and Program Objective 
Memorandum {POM) Records - prepared by JS/combatant command 
activities to document budget requirements 

B. Financial Management - Government Contractor-Issued Travel Card -
' Consisting of: administrative support and control of charge cards (e.g. 

American Express, Diners Club) including card application form, 
applicant acknowledgements, delinquent notices, account cancellation 
control log, maintenance form, account transfer notice, card 
agreement, projected renewal report, account summacy list 
management report, audit management report, expense activity 
analysis, expense variance report, member list, airline credit report, 
travel activity report, volume report, aging and status analysis report, 
cardholder write-off recovery report, delinquency report, trial balance, 
monthly statistical report, payment coupon, payment summacy 
account activity, and related records maintained by any JS/combatant 
command activity as the official record copy 

C. Payroll - Bi-weekly cost reports maintained by JS/combatant command 
comptroller as the official record copy; Overtime reports and related 
documents maintained by JS/combatant command comptroller as the 
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official record copy; maintained by other JS/combatant command 
activities (fiscal year) other than Comptroller office 

D. Procurement - transactions at or below the simplified acquisition 
threshold and all construction contracts at or below $2,000 and are 
maintained by the Joint Staff/combatant command as the official 
record copy 

E. Procurement - International Merchants Purchase Authorization Card 
(IMPAC) - Administration consisting of: administrative support and 
control of the IMPAC system and associated cards and checks, e.g. 
card application forms, acknowledgements of receipt, delinquent and 
transfer notices, account cancellation control logs, tax reimbursement 
receipts, maintenance forms, payment summaries, and related reports 
maintained by the Joint Staff/combatant command as the official 
record copy 

F. Contract Appeals Case Files - Contract appeals case files arising under 
the Contracts Dispute Act consisting of: notices of appeal and 
acknowledgments thereof; correspondence between parties; copies of 
contracts, plans, specifications, exhibits, change orders, and 
amendments; transcripts of hearings; documents received from parties 
concerned; final decisions; and all other related papers - records 
created after September 30, 1979, and maintained by the Joint 
Staff/combatant command as the official record copy 

G. Supply, Property, and Space Management and Services - Files relating 
to routine administrative supply and property management activities 
consisting of: storage and warehousing, inventories, requisitions 
(including nonpersonal services), reports of survey and bills of lading, 
property and space management, property accounting books and 
receipts, packing and shipping maintained by any JS/combatant 
command activity as the official record copy; USSTRATCOM supply 
system management consisting of: USSTRATCOM forms at 
USSTRATCOM supply support of maintenance activities 

Disposition: TEMPORARY. 
Destroy/Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
0600-03 - Series Description 
Records which document the Logistics, Acquisition, Supply, Services, Budget, 
and Safety Program/Operations, management processes, and on-going 
activities of the Joint Staff and combatant commands. Records include but are 
not limited to: 

A. General Logistics Records - Files relating to routine and administrative 
activities and events within logistics activities maintained by any 
JS/combatant command activity as the official record copy 
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B. Mobilization· Logistics Records - Files relating to routine and 
administrative activities and events within mobilization logistical 
activities maintained by any JS/combatant command activity as the 
official record copy 

C. Nuclear, Biological, and Chemical Weapons Logistics - Files relating to 
routine and administrative activities and events relating to nuclear, 
biological, and chemical logistics including storage, maintenance, and 
movement maintained by any JS/combatant command activity as the 
official record copy 

D. Mobilization Support Materials - Files relating to routine and 
administrative activities and events relating to the storage, 
maintenance, and distribution of mobilization support materials 
maintained by any JS/combatant command activity as the official 
record copy 

E. Planning, Programming, and Budgeting Systems - Files relating to 
routine and administrative activities and events within the PPBS 
maintained by any JS/combatant command activity as the official 
record copy (fiscal year) 

F. Budget Estimates, and Justifications and Program Objective 
Memorandum (POM) Records - Files relating to routine and 
administrative activities maintained by any JS/combatant command 
activity as the official record copy (fiscal year) 

G. Financial Management - Files relating to routine and administrative 
activities and events within financial management maintained by any 
JS/combatant command activity as the official record copy 

H. Procurement - Routine procurement files consisting of: contract, 
requisition, purchase order, lease, and bond and surety records, 
including correspondence and related papers pertaining to award, 
administration, receipt, inspection, and payment. Procurement or 
purchase organization copy and related papers. Transaction dated on 
or after July 3, 1995 (the effective date of the Federal Acquisition 
Regulations [FAR] rule defining simplified acquisition threshold) 
transactions that exceed the simplified acquisition threshold and all 
construction contracts exceeding $2,000 and are maintained by the 
Joint Staff/combatant command as the official record copy 

I. Transportation, Travel, and Passenger Reimbursement - Files relating 
to operational activities and events within transportation and travel 
maintained by any JS/combatant command activity as the official 
record copy; Files relating to routine and administrative activities and 
events within transportation and travel consisting of: accountability 
records, requests, vouchers, registers, area clearances, cargo and 
freight shipments maintained by any JS/combatant command activity 
as the official record copy; Travel administrative office files consisting 
of: records relating to reimbursing individuals, such as travel orders, 
per diem vouchers, transportation requests, hotel reservations, and all 
supporting papers documenting official ~ravel by officers, employees, 
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dependents, or others authorized by law to travel maintained by any 
JS/combatant command activity as the official record copy (fiscal year) 

J. Ground Support Equipment and Maintenance Records - Files relating 
to guidance, procedures, operational activities, and events within 
ground support equipment and maintenance maintained by any 
JS/combatant command activity as the official record copy; Files 
relating to routine and administrative activities and events within 
ground support equipment and maintenance records (e.g. testing and 
calibration, maintenance records, inspections, logs) maintai:t:1ed by any 
JS/combatant command activity as the official record copy 

K. General Safety Records - Files relating to guidance, procedures, routine 
and administrative activities for safety programs (e.g. awareness, 
training, accident and incident, standards, surveys, hazards) 
maintained by any JS/combatant command activity as the official 
record copy; Files relating to oversight and assessments including 
correspondence, staff papers, reports, and similar documents relating 
to safety programs (e.g. inspections, evaluations) maintained by any 
JS/combatant command activity as the official record copy 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
0600-04 - Serles Description 
This series contains records related to Logistics, Acquisitions, Supply, Services, 
Budget, and Safety that document policies, plans, procedures, and significant 
activities of the Joint Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relating to the mission of the organization. Records include but 
are not limited to: 

A. General Logistics Records - Policies, procedures, guidance, oversight 
and assessments including correspondence, staff papers, reports, and 
similar documents relating to logistics activities including but not 
limited to airlift, sealift, ground transportation, stockpiling, 
ammunition (including Explosive Ordnance Disposal [EOD]), 
petroleum, oils, and lubricants, and related maintenance maintained 
by any JS/combatant command activity as the official record copy 

B. Mobilization Logistics Records - Policies, procedures, guidance, 
oversight and assessments including correspondence, staff papers, 
reports, and similar documents relating to mobilization logistical 
activities such as prepositioning equipment and materials, rations, etc., 
maintained by any JS/combatant command activity as the official 
record copy 
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.C. Nuclear. Biological. and Chemical Weapons Logistics - Policies, 
procedures, guidance, oversight and assessment including 
correspondence, staff papers, reports, and similar documents relating 
to the storage; maintenance, and movement of nuclear, biological, and 
chemical weapons maintained by any JS/combatant command activity 
as the official record copy 

D. Mobilization Support Materials - Policies, procedures, and guidance 
relating to the storage, maintenance, and distribution of mobilization 
support materials other than fuel, weapons, ammunition, and 
equipment (e.g. rations, water) maintained by any JS/combatant 
command activity as the official record copy 

E. Planning. Programming. and Budgeting Systems (PPBS) - Policies, 
procedures, guidance, oversight and assessments including 
correspondence, staff papers, reports, and similar documents relating 
to the PPBS maintained by any JS/combatant command activity as the 
official record copy 

F. Budget Estimates. and Justifications and Program Objective 
Memorandum (POM) Records - Budget estimates, preparation, 
development, review, justification, submission, defense, approval, and 
justification of the budget consisting of: proposed appropriation sheets, 
narrative statements, and related schedules and data including 
justification documentation and submission documents for the POM 
maintained by the JS/combatant command comptroller as the official 
record copy 

G. Financial Management - Policies, procedures, guidance, oversight and 
assessments including correspondence, staff papers, reports, and 
similar documents relating to financial management activities 
maintained by any JS/combatant command activity as the official 
record copy 

H. Procurement - Policies, procedures, guidance, oversight and 
assessments including correspondence, staff papers, reports, and 
similar documents relating to procurement activities maintained by any 
JS/combatant command activity as the official record copy 

I. Supply. Property. and Space Management and Services - Policies, 
procedures, and guidance relating to supply and property management 
activities maintained by any JS/combatant command activity as the 
offici_al record copy 

J. Transportation, Travel. and Passenger Reimbursement - Policies, 
procedures, guidance, oversight and assessments including 
correspondence, staff papers, reports, and similar documents relating 
to transportation and travel maintained.by any JS/combatant 
command activity as the official record copy 

K. Nuclear Safety Program - Policies, procedures, guidance, oversight and 
assessments including correspondence, staff papers, reports, and 
similar documents relating to the nuclear safety program maintained 
by any JS/combatant command activity as the official record copy; 
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Files relating to nuclear operational activities and events maintained by 
any JS/combatant command activity as the official record copy 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

No ecord Materials 
0600- - Series Description 
Non-Recor aterial maintained by any activity is for refer~nce purposes only. 
Table 6.1 list n-record numbers from the previous edition of CJCSM 
5760.01, Vol. II. ee enclosure D. 

0601-04 0605-04 

0602-05 0606-04 

0603-04 *0607-04 0614-07 

0604-03 *0608-04 0615-03 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

Re d Exceptions 
0600-0 eries Description 
Exceptions are records that do not fall under the 6 months, 3 year, 7-10 
years, or Permanent · ositions. Table 6.2 lists the following descriptions and 
dispositions that are author·· by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

. tics Recor 
Nuclear weapons stock record account, hold 7 mon 
accounts supply records or materiel destroy/delete. 
courier recei . ts 
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B. Nuclear Safe Pro ram - Files 
elating to nuclear operational 

a tivities and events maintained by 
an JS/combatant command 
acti ·~ as the official record copy_ 

C. Procure ent - Obli ations Co 
Other co ·es of records described 
above use by component elements 
of a procure ent office for 
administrativ 
maintained by e Joint 
Staff/combatant ommand as the 
official record co 

D. Procurement - Obli a ·ons Co 
Obligation copy mainta· ed by the 
Joint Staff/combatant c mand as 
the official record copy 

E. Transportation, Travel, and 
Passenger Reimbursement -
Obligation copies maintained 
any JS/combatant command 
activity as the official record copy 

___.. (fisc~_year)___H_ ------~--____ 

F. Nuclear Safety Program - Files 
relating to routine and 
administrative activities and events 
within the nuclear safety program 
maintained by any JS/combatant 
command activity as the official 
record co 

G. Financial Management - Files 
relating to specific financial 
management activities expenditure 
accounting, preparation of 
accounting ledgers, reconciliations,· 
journals, unit funds, financial 
property accounting, cost 
accounting. Maintained by any JS 
Activity as the Official Information 

---- ---~Y'---·-----

C-88 

Cut off annually, hold 25 years, 
then destroy/delete. 

Destroy/delete upon termination 
or completion of action. 

Destroy/delete when funds are 
obligated 

tevio'ltrlr 
fft7/VeJ 

Cree 
CY-orr--------- ~,I() 

ut off annually, hold 15 years, 
tH n destroy/delete. 

Destroy/dele e when no longer 
needed 
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Acquisition Program Management 
0600-07 - Series Description 
This series pertains to records created by U.S. Special Operations Command. 
Title X and Title 50 regulations give the Commander, USSOCOM unique 
acquisition authorities and responsibilities. These include documenting the 
entire acquisition process of a single acquisition program from cradle-to-grave 
and all acquisition program of record documentation as it pertains to the 
specific acquisition program. Records include, but are not limited to, 
acquisition programs and project management files for specific acquisition and 
logistics initiatives undertaken by USSOCOM in accordance with approved 
acquisition guidelines and authorities. 

A. Acceptance and delivery documents 
B. Acquisition documents 
C. Briefi,ngs 
D. Budgetary documents 
E. Contractor evaluation reports 
F. Contracts 
G. Conference documentation 
H. Configuration control documentation 
I. Correspondence 
J. Cost estimates 
K. Design review documents 
L. Drawings 
M. Electronic media 
N. Engineering analyses 
0. Engineering change documentation 
P. Financial documentation 
Q. Logistics support analyses and plans 
R. Meeting minutes 
S. Milestone decisions 
T. Owner's manuals 
U. Parts lists and catalogs 
V. Photographs 
W. Presidential budgets 
X. Program reviews and assessments 
Y. Requirements documents 
Z. Schedules 
AA. Security classification guides 
BB. Specifications 
CC. Statement of work 
DD. Studies and analyses 
EE. Technical advisories 
FF. Technical manuals 
GG. Test plans 
HH. Test reports 
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II. Videos 
JJ. Warranties 

EXCLUSIONS: Policy, procedures, guidance, oversight, and assessment 
records pertaining to acquisition/procurement programs and activities. 
Disposition IAW 611-01 and 611-02 (Location: 0600 bucket series, Permanent 
sub-bucket) 

Disposition: TEMPORARY. Cutoff on termination of program. Destroy/delete 
7 years after cutoff. 
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0700 SERIES BUCKET SCHEDULE 
Communications, Cryptology, and Electronics 

Policies, Procedures, and Reports 

This schedule provides disposition authorization for records that pertain to the 
Communications, Cryptology, and Electronics Policies, Procedures, and 
Reports functions of the Joint Staff and Combatant Commands. 
Communications and Electronics-related records cover the use of electronic 
devices, circuitry, and systems for the acquisition or acceptance, processing, 
storage, display, analysis, protection, disposition, and transfer of information 
or messages. Records include, but are not limited to, policies, procedures, 
communications agreements, communications publications, 
Frequency/Spectrum Management, Cryptology Records, Vouchers, Message 
Center Operations, Special handling and NATO messages, Satellite 
Communications (SATCOM) records, and Technical Control Functions. 

SERIES NOTES: 

1. Action Officer Case Files: Action Officer Case Files: Copies of action officer 
case files are non-records. Background materials pertaining to Official case 
files shall be retained in accordance with 0000 bucket series in the front of this 
manual. Working papers shall be retained in accordance with the 0900-02, 
Working Papers and Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 
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j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
See A-4 

Short-Term Records (6 months) 
0700-01 - Series Description 

Short-Term records (180 days or less) related to Communications, Cryptology, 
and Electronics Policies, Procedures, and Reports are records which have 
minimal or no documentary or evidential value. Examples are: routine requests 
for information or publications and copies of replies which require no 
administrative action, no policy decision, and no special compilation or 
research for reply; records documenting routine activities containing no 
substantive information, such as routine notifications of meetings, scheduling 
of work-related trips and visits, other scheduling related activities. These 
records include but are not limited to: 

A. Communications and Electronics Policies, Procedures, and Reports -
Operational control records consisting of: logs (service, circuit status, 
intercept, service message, online/offline work request control, high 
precedence message), messages (high precedence, service, service 
interruption), message registers, records on multiple and book 
messages processed, number sheets (operator, circuit, message, and 
channel), reports (performance, equipment performance, 
interface/trouble, auxiliary line equipment), maintenance work orders, 
magnetic tape library inventories, shift supervisor checklists, and 
similar documents J'.!laintained by any JS/Combatant Command 
activity as the official record copy. (Note: See 0500 bucket series for 
contingency planning communications records (e.g. natural and manmade disasters) 

B. Communications/Message Center Operations - Incoming and outgoing 
messages maintained at Combatant Command; Joint Message Form 
containing approved text for outgoing messages received in the 
JS/COCOM message center and filed by date-time group after 
dispatch; Original Joint Message Form authenticated for release and 
filed by date-time group in the DIA communications center. 

C. Other Messages - All types of incoming messages provided to principals 
(e.g. Office of the Director, Joint Staff) maintained by any JS/COCOM 
activity. 

D. Technical Control Functions/Patch and Test Facilities - DD Form 1441 
(Circuit Data) maintained by any JS/COCOM activity as the official 
record copy. 

E. Circuit Records - Networks and la.ndlines consisting of: files relating to 
planning, operations, and resources for networks and landlines 
maintained by any JS/COCOM Activity. 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 
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Working Papers & Office Administrative Records (3 years) 
0700-02 - Series Description . 
Records related to Communications, Cryptology, and Electronics Policies, 
Procedures, and Reports that document routine administrative and 
organizational decisions, actions, and processes of the Joint Staff and 
combatant commands. Records include but are not limited to: 

A. Communications and Electronics Policies, Procedures, and Reports -
Routine and administrative correspondence for activities and events 
relating to communications and electronics maintained by any 
JS/COCOM activity as the official record copy; Communications 
general files including plans, reports, and other records pertaining to 
equipment requests, telephone, personal wireless communications 
services, and like matters maintained by any JS/COCOM activity as 
the official record copy; Communications statistical reports including 
cost and volume data maintained by any JS/COCOM activity as the 
official record copy. 

B. Communications Agreements - Copies of agreements with background 
data and other records relating to agreements for communications 
services maintained by any JS/Combatant Command activity as the 
official record copy. 

C. Frequency/Spectrum Management - Propagation records consisting of: 
records of special frequency predictions including tables of maximum 
useable frequency/ frequency optimum traffic for times of day 
maintained by any JS/COCOM activity as the official record copy. 

D. Communications Vouchers - Records relating to installation change, 
removal a1;1d servicing of equipment maintained by any JS/COCOM 
activity as the official record copy. 

E. Communications/Message Center Operations -All electronic messages 
handled by the JS/COCOM message center that includes incoming and 
outgoing messages maintained at the JS message center for reference 
purposes only; Message reading files of incoming and/or outgoing 
message traffic chronologically arranged ·extra copies circulated for 
information purposes within a JS/COCOM element; Correspondence 
and related documents pertaining to the management of message 
Address Indicating Group, Plain Language Address Directory, Collective 
Address Designators, and Defense Message System Directory 
Information Tree, and to the appointment of Authorizing Official and 
Organizational Responsible Authority, by the cognizant authority 
maintained by any JS/COCOM activity as the official record copy. 

F. Other Messages - Incoming electronic messages pertaining to NATO 
COSMIC TOP SECRET and all ATOMAL classifications received in the 
JS/COCOM sub-registry, controlled as regular NATO documents. 
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G. Technical Control Functions/Patch and Test Facilities - Operational 
direction/coordination messages, record of frequency use/changes, 
and related products maintained.by any JS/COCOM activity as the 
official record copy; Routine administrative records (master station 
logs, master clock logs, outage reports, performance reports, 
worksheets, status reports, and other related records) maintained by 
any JS/COCOM activity as the official record copy · 

H. Circuit Records -Automated Digital Information Network (AUTODIN) 
switching centers (ASC) consisting of: files pertaining to planning for 
establishing or deactivating ASC maintained by any JS/COCOM 
activity: Files relating to operations of the ASC maintained by any 
JS/COCOM activity 

I. Joint Interoperability of Tactical Command and Control System 
(JINTACCS) Records held at other offices. Reference Copies. 

J. Cryptology Records - Records relating to the physical security of 
cryptographic equipment and materials. Maintained by any 
JS/combatant command activity as the official record copy. 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 yea.rs) 
0700-03 - Series Description 
Records which document the Communications, Cryptol_ogy, and Electronics 
Program/Operations, management processes, and on-going activities of the 
Joint Staff and combatant commands. Records include but are not limited to: 

A. Frequency/Spectrum Management - Routine and administrative 
records maintained by any JS/COCOM activity as the official record 
copy. 

B. Standards of Interoperability - Interoperability standards including 
specifications, doctrine, and guidance pertaining to the interoperability 
of tactical communications equipment m·aintained by any JS/COCOM 
as the official record copy; Interface planning including plans, reports, 
and other records relating to the development, coordination, and 
approval of technical interface con~epts and technical interface designs 
for communications maintained by any JS/COCOM activity as the 
official record copy. 

C. Cryptology Records - Operational, routine, and administrative activities 
and events relating to cryptology maintained by any JS/COCOM 
activity as the official record copy. 

D. Communications Vouchers - Accountable Officer's copies of vouchers, 
bills, invoices, and related records maintained by any JS/COCOM as 
the official record copy. 
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E. Satellite Communications {SATCOM) Records - routine and 
administrative activities and events relating to SATCOM maintained by 
any JS/COCOM activity as the official record copy. 

F. Joint Interoperability of Tactical Command and Control System 
(JINTACCS) - JINTACCS test procedures and plans consisting of: 
information related to development of test philosophies, proposals, 
plans and procedures. Included are coordination actions, 
recommendations from services or agencies, recommendations 
regarding implementing actions, and joint interface implementation 
plans at office having responsibility. 

G. Frequency/Spectrum Management-Allocation and frequency usage 
records consisting of: records documenting the application, 
coordination, approval, and authorization of frequency allocations for 
operational use of communications equipment and systems of actual 
usage maintained by any JS/COCOM activity as the official record 
copy. 

H. Standards of Interoperability - Joint test procedures and results 
including reports, analyses, and similar documents relating to test 
philosophies, proposals, and procedures as well as test results, 
coordination actions, and recommendations for implementing actions 
maintained by any JS/COCOM activity as the official record copy. 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
0700-04 - Series Description 
This series contains records related to Communications, Cryptology, and 
Electronics Policies, Procedures, and Reports that document policies, plans, 
procedures, and significant activities of the Joint Staff and combatant 
commands which have permanent historical value. These records document 
key actions, decisions, functions, and operations relating to the mission of the 
organization. Records include but are not limited to: 

A. Communications and Electronics Policies, Procedures, and Reports -
Policies, procedures, guidance, oversight and assessments, 
correspondence, staff papers, and reports relating to C&E maintained 
by any JS/COCOM activity as the official record copy. 

8. Allied Communications Publications {ACPs) - ACPs consisting of: non
cryptographic publications containing Allied Communications 
procedures developed by the Combined Communications Electronics 
Board for guidance and use in Allied Forces, and supplements issued 
thereto maintained by Military Communications Electronics Board 
(MCEB) as the official record copy. 
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C. Joint Army-Navy-Air Force Publications (JANAPs) - Consisting of: US 
Communications publications developed by US MCEB primarily for use 
by US forces maintained by MCEB as the official record copy. 

D. Frequency/Spectrum Management- Policies, Procedures, guidance, 
oversight and assessment, correspondence, staff papers, and reports 
relating to Frequency/Spectrum Management maintained by any 
JS/COCOM activity as the official record copy. 

E. Cryptology Records - Policies, procedures, guidance, oversight and 
assessments, correspondence, staff papers, and reports relating to 
Cryptology maintained by any JS/COCOM activity as the official record 
copy. 

F. Other Messages - Special handling messages received by Chairman, 
Joint Chiefs of Staff maintained by JS activities as the official record 
copy; Special handling messages received by commander, Combatant 
Command maintained by COCOM activities as the official record copy. 

G. Satellite Communications (SATCOM) Records - Policies, procedures, 
guidance, oversight and assessments, correspondence, staff papers, 
and reports relating to SATCOM Records maintained by any 
JS/COCOM activity as the official record copy. 

H. Joint Interoperability of Tactical Command and Control System 
(JINTACCS) - Interface planning files consisting of: Information relating 
to the development, coordination, and approval of technical interface 
concepts and technical interface design plans for tactical command 
and control systems at office having responsibility; JINTACCS 
configuration management files consisting of: information relating to 
the management and standardization of configuration for tactical 
command and control systems. Included are proposed changes to data 
messages and data standards and actions relating to those changes at 
office having responsibility; JINTACCS data standardization files 
consisting of: information identifying data elements and standardized 
message formats to be used by services and agencies in achieving 
interoperability and compatibility of both manual and automated 
systems. Data dictionaries are also included. 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after. cutoff, after declassification review. 
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Non-Rec d Materials 
0700-05 - ·es Description 
Non-Record ma "al maintained by any activity is for reference purposes only. 
Table 7 .1 list non-re rd numbers from the previous edition of CJCSM 
5760.01, Vol. II. See en sure D. 

Table 7.1 Non Records 
0701-08 0705-02 0708-04 
0710-07 0711-02 0714-04 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

R ord Exceptions 
070 -06 - Series Description 
Except ns are for records that do not fall under the 6 months, 3 year, 7-10 
years, or rmanent dispositions. Table 7 .2 lists the following descriptions and 
dispositions at are authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

Communication and Electronics Destroy/Delete when 
Policies Procedur and Re orts - superseded or obsolete. 
Communications req ·rements 
documents consisting o · requests 
for support, equipment, s terns, 
software, etc. For example, 
Communications System 
Requirements Document (CSRD) 
like documents maintained by any 
JS/COCOM activity as the official 
record copy 

B. Communications Agreements -
maintained by any JS/COCOM 
activity as the official record copy 

C. Allied Communications 
Publications {ACPsl - NATO 
Supplements to ACP documents 
maintained by any JS/COCOM 
activity as the official record copy 

D. Frequency/Spectrum Management 
- Satellite/radio frequency 

________listings/authorizations__ maintained _ 
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E. 

no 
me 
cry 
mai 
acti 

ny JS/COCOM activity as the 
· record copy 

ecords - Records 
oftware changes that do 
e electronic or 
characteristics of 
·c equipment 

any JS/COCOM 
fficial record co 

F. Communica Center 
Operations - utgoing 
electronic mess CI 
channels for JS addresses 
received in the D 
Communications 
retained in com 

____A____ro_xi_·m_a_t 

G. Communications Messa e C 
Operations - Incoming electro 
messages, including messages 
requiring special handling such a 
Special Category (SPECAT), $IOP
ESI, SPECAT Codeword, SPECAT 
EXCLUSIVE FOR, RESTRICTIVE 
DATA OR FORMERLY 
RESTRICTED DATA, AND LIMITED 
DISTRIBUTION. Also included are 
"FOR" OR "PERSONAL FOR" and . 
those held in SSO facilities received 
and maintained by JS/COCOM 
addressee in mission or subject 
files 

H. Other Messages - NATO SECRET, 
NATO CONFIDENTIAL, NATO 
RESTRICTED and NATO 
Unclassified messages received in 
JS/COCOM control points from the 
JS/COCOM command message 
center 
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_______________, ___________________ fft7N¥ 

30 days erase 

------llrY(W,M'~ 

Disposition is that of particular &eemission or subject file. 
c\f'OI.r, 
»rt1lk) 

Destroy/delete 'thin 30 days
except that if rete tion value is 
determined to be b ond 30 
days, deliver to JS/ COM 
subregistry for introd tion into 
NATO system as a regu NATO 
document with dispositio 
accordance with 081-1-02 
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messages regardless of 

assification, received by exercise 
pa ticipants from the JS/COCOM 
me age center 

J. Other Messa s - Outgoing 
electronic mes ges prepared by 
JS/COCOM ele ent comeback 
copies received in he originating 
office and filed in m· 
subject files, includi 
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Cut off on termination of the 
exercise, hold for 30 days-except 
that if retention value is 
determined to be beyond 30 
days, deliver to JS/COCOM 
subregistry for introduction into 
NATO system as a regular NATO 
document with disposition in 
accordance with 0811-02 

Disposition is that of particular 
mission or subject file 

ovr/ 
v, , 

1---___i_n_S_S_O_fa_c_il_it_ie_s_.__--'-------1-------------1~-.. ,~ 

K. Other Messages - Curren Destroy/delete microfilm sets ree 
1-___t_h_e_J_S_re_c_o_r_d_s_c_e_n_t_e_r__-'c---+-w_h_e_n_n_o_l_o_n_er_n_e_e_d_ed____+-iCYd§~ 

1------------'1r--------+----------1--1 Wa/r)
L. Technical Control Functions tch Cut off monthly, hol~ until 

and Test Facilities - History fold superseded or for 6 months afte 
(circuit, trunk link, route, or deactivation, whichever is later; 
system history), excluding quality then destroy/delete. 
control test records consisting of: 
records pertaining to activation, 
reconfiguration, or deactivation; 
initial test and acceptance data; DD 
Forms 1697 and 1697-1 (circuit 
parameter test data); Technical 
Evaluation Program (TEP) reports; 
out-of-service quality control test 
records including spare channel 
test results; analysis products; and 
other related historical material 
maintained by any JS/COCOM 

1---___ac_ti_·v_i!,y as the official record COQ____----1--------~------+• 

M. Technical Control Functions/Patch Destroy/delete whe 
and Test Facilities - History folder with the next like te 
(circuit, trunk link, route, or 
system history) quality control test 
records maintained by any 
JS COCOM activi as the official -'--------------'c,--
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record copy. (note: out-of-service 
quality control testing records will 
eplace the next like test, the 

c rrent year's annual test results 
eplace the previous year's 

ann 1test results, and the 
curren ~uarterly test results will 
replace t e previous quarter's test 
results. 

and Test Faciliti -Technical superseded. 
control operations, excluding DD 
Form 1441 (Circuit ta) consisting (Ji f 
of: quality control test chedules, 
reporting guides, circuif trunk 

c n, J' 
,.)/Li J 

directories, Defense 11¥' ff 
Communications Agency 
engineering drawings, 
systems/circuit layout 
diagrams/records, fault isolation 
charts/diagrams, and related 
products maintained by the 
JS/COCOM activity as the official 

---•-------record_copy.____ ----•---·-- -------···-- _-·-------·-··- ________ 

0. Applied Communications accordance with 0811-
Publications (ACPs)·- NATO no later than 6 
Supplements to ACP Documents months to e appropriate sub
maintained by other JS/Combatant registry secti . 
Command activities. 
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0800 SERIES BUCKET SCHEDULE 
International 

This schedule provides disposition authorization for. records that pertain to 
International Negotiations, Agreements, relationships with other countries, 
organizations, conferences, and other international functions of the Joint.Staff 
and Combatant Commands. Additional records includ~ but are not limited to 
treaty obligations, strategic planning and arms limitation, Foreign disclosure, 
Foreign training, The Navigation and Overflight Program, and Security 
assistance and Foreign military sales. This schedule also covers NATO Records 
including but not limited to reviews and analyses of US and related military 
posture; strategy and force requirements; and military, economic, and political 
considerations for the purpose of providing understanding of the factors and 
basis for planning strategy a.IJ.d force requirements. Also includes programs and 
issues impacting on NATO, such as Partners for Peace. NATO classifications 
include: COSMIC TOP SECRET, COSMIC TOP SECRET ATOMAL, NATO 
SECRET ATOMAL, NATO SECRET, NATO CONFIDENTIAL ATOMAL, NATO 
CONFIDENTIAL, NATO RESTRICTED. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail• Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructio~s, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 
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j. Electronic Information Systems/Ele~tronic Feeder Systems (EIS/ EFS), 
See A-4 

Short-Term Records (6 months) 
0800-01 - Series Description 

Short-Term records (180 days or less) related to the International Series are 
records which have minimal or no documentary or evidential value. Examples 
are: routine requests for information or publications and copies of replies 
which require no administrative action, no policy decision, and no special 
compilation or research for reply; records documenting routine activities 
containing no substantive information, such as routine notifications of 
meetings, scheduling of work-related trips and visits, other scheduling related 
activities. These records include but are not limited to: 

A. NATO Files - NATO SECRET, NATO CONFIDENTIAL, NATO 
RESTRICTED documents, excluding Agenda documents, Atlantic 
Council papers, and documents held by individuals who are members 
of a NATO committee and need the information for everyday operations 
distributed to JS/combatant command control points permanently for 
action officer and division usage; (Note: The US Central Registry is the official 
-archive for all US NATO records (USSAN 1-69)). 

Disposition: TEMPORARY. 
Destroy/Delete 6 months.after cutoff. 

Working Papers & Oftlce Administrative Records (3 years) 
0800-02 - Series Description 
Records related to the International Series are records that document routine 
administrative and organizational decisions, actions, and processes of the Joint 
Staff and combatant commands. Records include but are not limited to: 

A. NATO Files - NATO serial-numbered documents published by the 
Atlantic Alliance (SHAPE staff, major NATO commanders, subordinate 
commanders, NATO civilian and military staff organizations, 
committees, subcommittees, staff groups, working groups, etc.). 
Documents are generally published by alphabetical identification 
and/or numerical sequence within a given CY maintained by any 
JS/combatant command activity as the official record copy. (Note: The 
US Central Registry is the official archive for all US NATO records (USSAN 1-69)). 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 
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Management and Program/Operations Records (7-10 years) 
0800-03 - Series Description 
Records that document the International Program/Operations, management 
processes, and on-going activities of the Joint Staff and combatant commands. 
Records include but are not limited to: 

A. Security Assistance and Foreign Military Sales - Files relating to 
routine and administrative activities and events relating to security 
assistance and foreign military sales maintained by any JS/combatant 
command activity as the official record copy 

B. Foreign Training - Files relating to routine and administrative activities 
and events relating to foreign training maintained by any 
JS/combatant command activity as the official record copy 

C. Foreign Disclosure - Disclosure of military information to foreign 
governments and international organizations consisting of: records of 
National Disclosure Policy Committee (NDPC) which announce the 
NOP, agency representation on the NDPC, approval and denial by the 
NDPC of requests for exception surveys of foreign governments 
conducted by NDPC representatives, and related papers maintained by 
any JS/combatant command activity as the official record copy; 
Foreign disclosure records consisting of: all records pertaining to 
release of classified military information or classified export controlled 
technical information to foreign governments and international 
organizations maintained by any JS/combatant command activity as 
the official record copy 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Perm.anent) 
0800-04 - Series Description 
This series contains records related to the International Series that document 
policies, plans, procedures, and significant activities of the Joint Staff and 
combatant commands which have permanent historical value. These records 
document key actions, decisions, functions, and operations relating to the 
mission of the organization. Records include but are not limited to: 

A. International Negotiations - Policies, procedures, and guidance relating 
to international negotiations consisting of: advice formulation and 
coordination of JS/combatant command positions relating to 
international negotiations maintained by any JS/combatant command 
activity as the official record copy; Scientific, engineering, and other 
support documents directed toward current strategic policy issues 
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associated with discussion alternatives in negotiations maintained by 
any JS/combatant command activity as the official record copy 

B. International Agreements - Policies, procedures, and guidance relating 
to the establishment of international agreements maintained by any 
JS/combatant command activity as the official record copy; 
Agreements in which the Joint Staff provides representation, 
recommendations, guidance, and the final signed agreements 
maintained by any JS/combatant command activity as the official 
record copy 

C. Treaty Obligations - Documents containing military commitments and 
treaty obligations, interpretations, comments, or proposals maintained 
by any JS/combatant command activity as the official record copy 

D. Strategic Planning and Arms Limitation - Strategic Planning and Arms 
Limitation - Analyses and studies of arms control issues and present 
and future strategic capabilities including the impact of negotiation 
alternatives on strategic forces and balance, such as Strategic Arms 
Limitation ·Treaty and Strategic Arms Reduction Treaty maintained by 
any JS/combatant command activity as the official record copy 

E. Special Studies - Reviews and analyses of US forces and allied 
effectiveness relating to general purpose forces in various regions 
maintained by any JS/combatant command activity as the official 
record copy 

F. Navigation and Overflight - Legal, treaty, and NSC documents and 
other records (briefings, background papers, studies, etc.) relating to 
policy issues of the navigation and overflight program maintained by 
any JS/combatant command activity as the official record copy; Files 
relating to oversight and assessments including correspondence, staff 
papers, reports, and similar documents relating to freedom of 
navigation and overflight operations maintained by any JS/combatant 
command activity as the official record copy 

G. International Logistics Conferences - Documents relating to the general 
conduct of international logistics conferences (e.g., Senior NATO 
Logistics Conference) consisting of: background materials, minutes of 
meetings, studies, reports, agreements, and final decisions maintained 
by any JS/combatant command activity as the official record copy; 
Documents relating to the formulation and coordination of 
JS/combatant command positions on specific international logistics 
issues and programs consisting of: sequence for current issues or 
programs.maintained by any JS/combatant command activity as the 
official record copy 

H. Security Assistance and Foreign Military Sales - Policies, procedures, 
guidance, oversight and assessments including correspondence, staff 
papers, reports, and similar documents relating to security assistance 
and foreign military sales maintained by any JS/combatant command 
activity as the official record copy 
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I. Foreign Training - Foreign training programs consisting of: documents 
relating to developing programs for training foreign nationals by agency 
schools, facilities, mobile training teams, contractor technicians, and 
training missions and groups. Included are communications on 
training requirements with the foreign army concerned, training 
program requirements reports, foreign training conference reports, 
program guidance refined programs, and related documents 
maintained by any JS/combatant command activity as the official 
record copy 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

n-Record Materials 
080 5 - Series Description 
Non-Recor aterial maintained by any activity is for reference purposes only. 
Table 8.1 list no ecord numbers from the previous edition of CJCSM 
5760.01, Vol. II. See closure D. 

Table 8.1 Non Records 

0801-02 0804-02 0807-03 

0802-04 0805-02 0809-04 

0803-02 0806-03 0810-03 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

Rec~ 
0800-06 - Series Description___ 
Exceptions are for records that dori()t-f-a!Lunder the 6 months, 3 year, 7-10 
years, or Permanent dispositions. Table 8.2fi.sts-t.h.e__following descriptions and 
dispositions that are authorized by the previous CJCsi\71-5%0.01 Vol. II and are 
still in effect. 
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Destroy/delete when no longer 
needed. 

Destroy/delete when superseded 
or obsolete. Authority: Nl-218-
00-9 item 05 

w.v,611,I~ 
·. zrt,,ai,,,;J 

C. NATO Files - COSMIC TOP 
SECRET, COSMIC TOP SECRET 
ATOMAL, NATO SECRET ATOMAL, 
NATO SECRET, NATO 
CONFIDENTIAL ATOMAL, NATO 
CONFIDENTIAL, NATO 
RESTRICTED documents loaned to 
JS/combatant command control 
points within the Joint 
Staff combatant command; 

D. NATO SECRET, NATO 
CONFIDENTIAL, NATO 
RESTRICTED Agenda and Atlantic 
Council documents distributed to 
JS/combatant command control 
points permanently for action 

________officer_ and_ division usage; 

Return within no later than 6 
Ot)fJ"tr

onths to the appropriate 
ltfq llf)bregistry section. 

Cut off monili , hold 6 months, . 
then destroy/d lete, or 
destroy/delete en no longer 
needed, whicheve is later. 

E. NATO SECRET, NATO Return within no later th 
CONFIDENTIAL, NATO months to the JS combat 

- C-106 Enclosure C 



---

CJCSM 5760.0lA, Vol. II 
. 1 Sept 2011 

........__,,_, _________·--..·--------:,,,,,.,-
REST ~D documents loaned to command control point for 

appropriate 0811-02 or 0811-03action officel'~JS/combatant 
command control'p~s within the p~v,' 
Joint Staff/combatant mand 

({Pf . -
..._____----~---,-~ 
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0900 SERIES BUCKET SCHEDULE 
Gen~ral Administration and Management 

This schedule provides disposition authorization for records that pertain to 
General Administration and Management functions of the Joint Staff and 
Combatant Commands. Records cover administrative subject files; facilitative 
records such as suspense files, tracking and control records, calendars, and 
indexes; and transitory documents. Also included, but not limited to, are 
Working papers; internal administration-housekeeping records; reports and 
project control files; staff visits; Forms Management and Records Management 
Program files; Freedom of Information Act (FOIA) and Declassification Programs 
files; Joint Staff Terminology Master List; and Schedules of Daily activities. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Inspector General (IG) Investigation Records - additional description 
(formerly series 0934): Case files developed during investigations of known or 
alleged fraud and abuse and irregularities and violations of laws and 
regulations, excluding those that result in national media attention, 
congressional investigation, or substantive agency policy or procedure. Cases 
relate to agency personnel and programs and operations administered or 
financed by the agency including contractors and others having a relationship 
with the agency. This includes investigative files relating to employee and 
hotline complaints and other miscellaneous complaint files. Files consist of 
investigative reports and related documents, such as correspondence, notes, 
attachments, and working papers. 

3. Freedom of Information Act Requests - Files created in response to requests 
for information under FOIA consisting of the original request, a copy of the 
reply thereto, and all related supporting files. May include the official file copy 
of the requested record or a copy thereof. 

4. Audio-Visual Records Disposition - Records including, but not limited to, 
still photography, graphic arts, video recordings, motion pictures, and audio 
(sound) recordings shall follow the disposition in the DoD Visual Information 
Records Schedule (NARA Authority Nl-330-08-4). Contact the JS Information 
Management Division for additional information. 
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5. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/ EFS), 
See A-4 

Short-Term Records (6 months} 
0900-01 - Series Description 

Short-Term records (180 days or less) related to General Administration and 
Management are records which have minimal or no documentary or evidential 
value. Examples are: routine requests for information or publications and 
copies of replies which require no administrative action, no policy decision, and 
·no special compilation or research for reply; records documenting routine 
activities containing no substantive information, such as routine notifications 
of meetings, scheduling of work-related trips and visits, other scheduling 
related activities. These records include but are not limited to: 

A. General Office Administration Records - Duty reports/duty rosters 
consisting of: information prepared by duty officer of the day or by 
personnel on charge-of-quarters duty to record routine duties 
performed by employees and special duties performed on a rotating 
basis. Included are daily activity reports and related information 
maintained by any JS/combatant command activity; Office personnel 
registers consisting of: information used to account for office personnel 
and to control office visitors, including registers showing personnel 
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arrival, departure, leave, and temporary duty travel, excluding official 
personnel registers used to prepare input to automated personnel 
system maintained by any JS/combatant command activity 

B. Reading and Transitory Files - Transitory files consisting of: 
correspondence, messages, and other documents maintained for 
reference; copies of documents that require no official action; letters of 
transmittal; routine requests for information and replies thereto 
involving no administrative or policy decisions and no special 
compilations or research; courtesy or informational documents that are 
not needed to document specific functions but are of reference value to 
an office maintained by any JS/combatant command activity 

C. JS/Combatant Command Bulletins. Circulars. and 
Newsletters/Newspapers - Proposed articles for all publications 
submitted by JS/combatant command activities, working papers, 
drafts, art work, and related background papers used to publish the 
bulletin maintained by any JS/combatant command activity 

D. Audits and Audit Reports - Terminated audits or surveys maintained 
by any JS/combatant command activity 

E. Postal Administration Records - Records of and receipts for mail and 
packages received through the Official Mail and Messenger Service 
maintained by JS/combatant command activities as the official record 
copy or for mail control, excluding JS Form 47. (Note: See 0300 bucket 
series for JS Form 4 7). 

F. Postal Administration Records - Locator cards, directories, indexes, and 
other records relating to mail delivery to individuals maintained by any 
JS/combatant command activity; Correspondence, request forms, and 
other records relating to changes in mailing lists maintained by any 
JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years) 
0900-02 - Series Description 
Records related to General Administration and Management that document 
routine administrative and organizational decisions, actions, and processes of 
the Joint Staff and combatant commands. Records include but are not limited 
to: 

A. Working Papers - Project background records such as studies, 
analyses, notes, drafts, and interim reports maintained by any 
JS/combatant command activity. (Note: These papers are often filed in case 
files or other functional files as documentation of the action they address). 

B. Terminology and Dictionary - Correspondence on standardization of 
military terminology, coordination, and promulgation by the Joint 
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Military Terminology Group (JMTG) including terminology disapproved 
by JMTG maintained by the Joint Staff as the official record copy 

C. JS/Combatant Command Bulletins, Circulars, and 
Newsletters/Newspapers - Publications used to provide unclassified 
official and unofficial information of an advisory, informative, or 
directive nature to JS/combatant command activities maintained by 
any JS/combatant command activity as the official record copy 

D. Audits and Audit Reports - Completed audits or surveys including 
comments, recommendations, and actions taken in relation thereto 
maintained by any JS/combatant command activity 

E. Reports Control - Case files on reports created, canceled, or superseded 
that contain evidence of their existence and/or discontinuance 
consisting of: files relating to reports for which there are formal 
requirements, including files accumulated in the course of 
administrative control of the reports, excluding the reports themselves 
maintained by any JS/combatant command activity 

F. Project Control - Memorandums, reports, and other papers 
documenting assignments, progress, and completion of projects 
maintained by any JS/combatant command activity 

G. Staff Visits - Documents relating to scheduled or special visits for the 
purpose of performing staff or technical supervision or for conducting 
studies, including requests for permission to visit, reports of visit, trip 
reports, recommendations, and other directly related documents, 
excluqing inspections, surveys, audits, and visits made in connection 
with a specific process or case that should be filed with documentation 
of the process or case maintained by any JS/combatant command 
activity. (Note: See 0400 bucket series for distinguished visitor program 
documentation). 

H. Records Management - Copies of correspondence, reports, 
authorizations, and other records that relate to the management of 
JS/combatant command records including such matters as forms, 
correspondence, reports, mail, and files management maintained by 
any JS/combatant command activity 

I. Records Disposition - Basic documentation of records descriptions and 
dispositions consisting of: NARA approved SF 115 (Request for Records 
Disposition Authority) maintained by any JS/combatant command 
activity as the official record copy; also included are extra copies, 
routine correspondence, and memorandums related to descriptive 
records inventories, records disposal authorizations, records schedules, 
and reports maintained by any activity for reference 

J. Freedom.of Information Act {FOIA) Requests - Correspondence and 
supporting documents granting access to all the reque·sted records, 
excluding the official file copy of the records requested if filed therein 
maintained by any JS/combatant command activity; Correspondence 
and supporting documents responding to requesters who provide 
inadequate description and to those who fail to pay agency 
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reproduction fees and the request is not appealed, excluding the official 
file copy of the records requested if filed therein maintained by any 
JS/combatant command activity (See series note #4- FOIA) 

K. FOIA Appeals - FOIA reports consisting of: reports relating to recurring 
reports and one-time information requirements on implementation of 
FOIA, including annual reports to Congress maintained by any 
JS/combatant command activity (See series note #4 - FOIA) 

L. Privacy Act Reports - Recurring reports and one-time information 
requirements relating to agency implementation including reports to 
OSD and the Privacy Act Board and reports at agency level maintained 
by any JS/combatant command activity as the official record copy 

M. Privacy Act - General Administrative - Records relating to the general 
agency implementation of the Privacy Act including notices, 
memorandums, routine correspondence, and related records 
maintained by any JS/combatant command activity 

N. Schedules of Daily Activities - Consisting of: records containing 
substantive information relating to official activities, the substance of 
which has not been incorporated into official files maintained by 
directorate heads and heads of separate offices in the Joint Staff and 
combatant command. (Note: Schedules of the Chairman, Joint Chiefs of Staff & 
Combatant Commanders use 0900-04-F) 

0. Internal Control Programs - Internal control correspondence consisting 
of: general correspondence, regulations, policy, action plans, schedules 
for required reviews, and other related correspondence maintained by 
any JS/combatant command activity 

P. Inspections - Documents relating to inspecting and surveying 
JS/combatant command activities at all levels, including command/IO 
safety, equipment, and related inspections pertaining to performance of 
missions and functions, excluding security inspections maintained by 
any JS/combatant command activity 

Q. Administrative Orders (PCS} - Permanent change of station orders 
consisting of: duplicate copies of orders maintained by any 
JS/combatant command activity as the JS/combatant command 
record copy. (Note: Official record copy is maintained in Service files). 

R. Administrative Orders - Background material to orders consisting of: 
letter request for orders, amendments, etc., and justification files on 
special authorizations when required by orders publishing activity 
maintained by any JS/combatant command activity 

S. Postal Administration Records - Records relating to incoming or 
outgoing registered mail, pouches, registered, certified, insured, 
overnight express, and special delivery mail including receipts and 
return receipts maintained by any JS/combatant command activity 

T. Postal Administration Records - General files including 
correspondence, memorandums, directives, and guides relating to the 
administration of mail room operations maintained by any 
JS/combatant command activity 
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U. Postal Administration Records - Distribution Authorization Sheets 
maintained by distributing JS/combatant command activities 

V. Postal Administration Records -. used for tracking or suspensing, 
excluding use for control and accountability purposes maintained by 
JS/combatant command activity (Note: See 0300 series for distribution records 
used for control and accountability purposes). 

W. Graphics, Printing, Reproduction, Office Copier, and Distribution 
Management - Records relating to internal management, operations, 
and costs of graphics, printing, reproduction, office copiers, and 
distribution functions maintained by any JS/combatant command 
activity as the official record copy 

X. Graphics, Printing, Reproduction. Office Copier, and Distribution 
Management - Control files consisting of: control registers pertaining to 
requisitions and work orders maintained by any JS/combatant 
command activity as the official record copy; Files of masters (copy 
preps) of vu-graphs, book covers, and related papers used in the 
production of graphics aids maintained by any JS/combatant 
command activity (fiscal year) 

Y. Internal administration/housekeeping -
Records accumulated by individual offices relating to the internal 
administration or housekeeping activities of the office rather than the 
functions for which the office exists, including records relating to 
staffing, procedures, hours of duty, supplies and office services and 
equipment requests use of office space, activity and workload reports, 
and comparable records not associated with functional programs, 
excluding documentation relating to assigned functional or program 
responsibilities, which is disposed of in accordance with the 
instructions pertaining to the function or program 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 yea.rs) 
0900-03 - Series Description 
Records that document the General Administration and Management 
Program/Operations, management processes, and on-going activities of the 
Joint Staff and combatant commands. Records include but are not limited to: 

A. JS/Combatant Command Forms Management Program - One record 
copy of each form created by Joint Staff/combatant command with 
related instructions and documentation showing inception, scope, and 
purpose of the form maintained, controlled, and issued by 
JS/combatant command forms activity 
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B. Agreements - Documents relating to agreements between elements of 
the Joint Staff/combatant commands, between the military services or 
Federal agencies and the Joint Staff/combatant commands, or between 
other non-Federal organizations or agencies and the Joint 
Staff/combatant commands, including memorandums of agreement, 
base host tenant agreements, inter-service support agreements, and 
interagency support agreements, excluding agreements with foreign 
maintained by any JS/combatant command activity as the official 
record copy 

C. Records Management - Correspondence, reports, authorizations, and 
other records that relate to the management of JS/combatant 
command records including such matters as forms, correspondence, 
reports, mail, and files management; the use of :rnicroforms, IT 
systems, and word processing; records management surveys; vital 
records programs; and all other aspects of records management 
maintained as the official.JS/combatant command record copy 

D. Records Disposition - consisting of: Records such as SF 135 (Records 
Transmittal and Receipt), SF 258 (Agreement to Transfer Records to 
National Archives of the United States), and related documentation 
maintained by any JS/combatant command activity as the official 
record copy . 

E. Freedom of Information Act (FOIA) Requests - Correspondence and 
supporting documents denying access to all or part of the records 
requested and the request is not appealed, excluding the official file 
copy of the records requested if filed therein maintained by any 
JS/combatant command activity (See series note #4- FOIA) 

F. FOIA Appeals - Correspondence and supporting documents, excluding 
the official file copy of the records under appeal if filed therein 
maintained by any JS/combatant command activity as the official 
record copy (See series note #4 - FOIA) 

G. FOIA Control - Files maintained for control purposes in responding to 
requests, including registers and similar records listing date, nature 
and purpose of request, and name and address of requester consisting 
of: the register or listing maintained by any JS/combatant command 
activity as the official record copy; All other files maintained by any 
JS/combatant command activity as the official record copy (See series 
note #4 - FOIA) 

H. Privacy Act Matters - Files maintained in response to requests from 
individuals to gain access to their records or to any information in the 
records pertaining to them as provided for under 5 USC 552a(d)(l) 
consisting of: files containing original request, copy of reply thereto, 
and all related supporting documents. May include the official file copy 
of records requested or a copy thereof maintained by any 
JS/combatant command activity as the official record copy 

I. Declassification - JS/combatant command supplemental documents, 
directives, and correspondence relating to declassification actions; 
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internal and external declassification requests; response, appeal, 
referrals, and general policy files maintained by any JS/combatant 
command activity as the official record copy 

J. Internal Control Programs - Vulnerability assessments records 
pertaining to internal control or elimination of waste, fraud, and abuse 
of resources maintained by the Joint Staff/combatant command as the 
official record copy; Internal control reviews records used as reference 
material to track problems in assessable units over the years and to 
compare with succeeding vulnerability assessments and reviews 
maintained by the Joint Staff/combatant command as the official 
record copy (fiscal year) 

K. Inspector General (IG) Investigation Records - Files containing 
information or allegations that are of an investigative nature but do not 
relate to a specific investigation, including anonymous or vague 
allegations not warranting an investigation, matters referred to 
constituents or other agencies for handling, and support files providing 
general information that may prove useful in IG investigations 
maintained by any JS/combatant command activity (See series note #3, IG 
Records) 

L. Science Advisor Records/Activities - Files relating to routine and 
administrative activities and events within general management 
sciences activities maintained by any JS/combatant command activity 
as the official record copy 

M. Administrative Orders -Temporary duty orders consisting of: originals 
or record copies of orders maintained by any JS/combatant command 
activity (fiscal year) 

N. Instructions {Operating Instructions. Standard Operations Procedures 
{SOPsl. ETC.) - Documents containing instructions covering policies 
and special procedures of those features of operations that lend 
themselves to a definite or standardized procedure maintained by any 
JS/combatant command activity as the official record copy 

0. Inspector General (IG) Investigation Records - All other investigative 
case files, excluding those that are unusually significant for 
documenting major violations of criminal law or ethical standards by 
agency officials or others maintained by any JS/combatant command 
activity (fiscal year) (See series note #3, IG Records) 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 
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Permanent Mission and Function Records (Perm.anent} 
0900-04 - Series Description 
This series contains records related to General Administration and 
Management that document policies, plans, procedures, and significant 
activities of the Joint Staff and combatant commands which have permanent 
historical value. These records document key actions, decisions, functions, 
and operations relating to the mission of the organization. Records include but 
are not limited to: 

A. Terminology and Dictionary -DoD Dictionary of Military and Associated 
Terms (Joint Publication (Jt Pub) 1-02)) is published to ensure 
uniformity in the application and use of terms and definitions 
throughout DoD maintained by the Joint Staff as the official record 
copy; Terminology Master Index consisting of: a compilation of the 
history of military terms maintained by the Joint Staff as the official 
record copy 

8. Finding Aids - Indexes, lists, registers, and other finding aids in hard 
copy or electronic form used only to provide access to records 
authorized for permanent retention and transfer to NARA, excluding 
records containing abstracts or other information that can be used as 
an information source apart from the related records maintained by 
any JS/combatant command activity 

C. Background Papers - Documents providing concise but thorough 
information used to inform principals on the substantive aspects of a 
subject. Background papers are more similar to studies than to 
working papers and are used for a variety of purposes and occasions 
maintained by any JS/combatant command activity. (Note: These papers 
are often filed in case files or other functional files as documentation of the action 
they address). 

D. Talking Papers - Doc'll:ments provided to a principal with good 
knowledge of a subject, used by the principal as a memory aid in an 
oral discussion maintained by any JS/combatant command activity. 
(Note: These papers are often filed in case files or other functional files as 
documentation of the action they address). 

E. Studies - Studies, analyses, and summaries consisting of: special 
detailed analyses, cost studies, and summaries covering all subject 
areas that serves as an index to the economical use of resources and 
furnish data in the preparation and support of plans, budgets, and 
programs maintained by any JS/combatant command activity as the 
official record copy 

F. Schedules of Daily Activities - Calendars, appointment books, 
schedules, logs, diaries, and other records documenting meetings, 
appointments, telephone calls, trips, visits, and other activities of 
Federal (JS/combatant command) employees while serving in an 
official capacity, excluding material determined to be "personal 
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records." Consisting of: records containing substantive information 
relating to the official activities of a high-level official-- the Chairman, 
Joint Chiefs of Staff/combatant commander only --the substance of 
which has not been incorporated into memorandums, reports, 
correspondence, or other records included in the official files 
maintained by the Office of the Chairman, Joint Chiefs of 
Staff/headquarters, combatant command. 

G. Internal Control Programs - Internal control annual statement of 
assurance consisting of: annual statement of assurance of 
JS/combatant command compliance to the Secretary of Defense 
(SecDef), semiannual statistical summary of the JS Internal 
Management Control program, summary of internal control taskings, 
5-year management control plan, and miscellaneous correspondence 
within the Joint Staff/combatant command concerning implementation 
and monitoring of internal control programs maintained by the Joint 
Staff/combatant command as the official record copy 

H. Inspector General (IG) Investigation Records - Reports and actions 
taken on inspections/investigations of the combatant commands and 
other joint activities by the IG and special inspection teams as directed 
by OSD and the Joint Staff/combatant command that are considered 
significant in terms of media/public interest, effect on policy and 
procedures, or high visibility litigation maintained by the Joint 
Staff/combatant command as the official record copy (See series note #3, 
IG Records) 

I. Science Advisor Records /Activities - Records generated by the science 
advisor consisting of: reports, studies, tasking orders, and similar 
records. Reports are usually informal and unpublished. Records may 
be generated at all activities maintained by any JS/combatant 
command activity as the official record copy 

J. Administrative Orders - General administrative orders consisting of: 
assumptions of command, courts martial authority, etc., maintained by 
any JS/combatant command activity as the official record copy 

K. Postal Administration Records - Distribution authorization sheets for 
documents used to list addresses and numbers of copies to be 
delivered by the distribution activity maintained by any JS/combatant 
command activity as the official record copy 

L. St~f Meetings and Conferences - Staff meetings and conferences not 
covered elsewhere consisting of: record copies of agendas, minutes, and 
related correspondence of committees and boards established by higher 
headquarters directives and not filed with another series of records -
record copies at combatant command headquarters 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
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Transfer legal custody of electronic records to the National Archives 25.years 
after cutoff, after declassification review. 

-Record Materials 
090 - 5 - Serles Description 
Non-Rec material maintained by any activity is for reference purposes only. 
Table 9.1 lis on-record numbers from the previous editi9n of CJCSM 
5760.01, Vol. II. ee enclosure D. 

Table 9.1 Non Records 
0902-02 0916-01 
0903-01 0916-02 
0904-04 0917-02 
0907-01 0918-02 
0911-02 0925-05 
0912-03 0926-03 
0914-02 0928-02 
0915-03 0929-02 

0931-
0933-04 
0934-05 
0935-02 
0937-05 
0942-03 
0943-05 
0944-05 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

Re -rd Exceptions 
0900- - Serles Description . 
Exceptions e for records that do not fall under the 6 months, 3 year, 7-10 
years, or Perm ent dispositions. Table 9.2 lists the following descriptions and 
dispositions that authorized by the previous CJCSM 5760.01 Vol. II and are 
still in effect. 

A. Reading and Transitory Files -
Reading files consisting of: 
duplicate copies of incoming and 
outgoing correspondence 
maintained by any JS/combatant 
command activity 

B. FOIA Control - Freedom of 
information electronic databases 

a means of retrievin 

t off annually, hold 1 year, o 
un o longer needed, 
whiche is earlier; then 
destroy/de te 

Data updated as require . 
Destroy/delete when no long 
needed 
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r . -- in ormation on requests to DoD 
su itted under provisions of FOIA 
EO I 958 maintained and 
mana d by Joint Staff/combatant 
comnl:a d (See series note #4 - FO~A) 

C. 
Recordings o meetings made 
exclusively for ate-taking or 
transcription m intained by any 

___ _______ ---~-~J-~~~1;>-~:t_9:!J.t __~-~ _ ~?.:!!_9.:__actJyJ_ty 

D. Audio Sound Reco in s -
Dictation belts or tap maintained 
by any JS/combatant c 
activity. 

E. Postal Administration Recor s -
Card list maintained by any· 
JS/combatant command activi 

! 
r--- ------------- - --------------- -···-- ---------. -----·------

F. Graphics, Printing, Reproduction, 
Office Copier, and Distribution 
Management - Copies of requests 
for graphics, printing, and 
reproduction maintained by any 
JS/combatant command activity 

',.,...,____ ,,,_, ________________ ..___________________ -------------·· 

G. Postal Administration Records -
Military postal office files consisting 
of: requests, approvals, studies, 
reviews, coordination, and 
evaluation relating to the 
establishment and/or 
disestablishment of military postal 
offices maintained by any 
JS/combatant command activity. 
(Note: Official record copy is maintained by 
Military Postal Service Agency). 

Destroy/delete immediately after 
use (GRS 21, item 22) 

---- -- . --------------------- ------------------· - j 
Destroy/delete immediately after 
-use (GRS 21, item 23) 

Destroy/delete individual card . 
when canceled or revised (GRS I 
13, item 4b) pnvfflvsly 

------- - --- -- -- - --· ---· _______,,,__________ . t'O~ 

joestrOy/delete oilCoin.Pietion or - {r& 
'ob ' 

·-

Destroy/d ete upon termination 
of the milit 

H. JS/Combatant Command Forms Destroy/delete when no longe 
neededManag~ment Program -
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·scellaneous correspondence and 
pa ers used for the approval, 
disa proval, and review of 
JS/c batant command forms 
maint · ed by any JS/combatant 
comman activity 

I. Still Phot ra h - Duplicate items 
in excess o ecord elements 
required for eservation, 
duplication, a d reference service 
maintained by y JS/combatant 
command activi 

J. Graphic Arts - Ro twork for 
handbills, flyers, 
letterhead, and o hies 
maintained by batant 

____c_o_m_m_a_n_d_a_c_ti 

Destroy/delete when no longer 
needed (GRS 21, item 6) 

,_ ~11i'Nr/~ 
1 

---· ·-·· -K-.--·sch_e_d_u_le-s of Daily Activities ---➔ Destroy/delete whe-n-no Ion_g_e_r-~,,~ 

Routine materials containing o 
substantive information regard1 g 
the daily activities of other than 
high-level officials and records of a 
Federal employees containing 
substantive information, the 
substance of which has been 
incor orated into official files 

L. JS/Combatant Command Forms 
Management Program - Working 
papers, background materials, 
requisitions, specifications, 
processing data, and control 
records maintained by 
JS/combatant command forms 
activity 

M. JS/Combatant Command Forms 
Management Program - Forms files 
containing requests for approval of 
forms and pertinent background 
material maintained by other 
JS combatant command activities 

needed (GRS 23, item Sb) 

Destr y / delete when related 
form is discontinued, 
superse ed, or canceled 

L.._---=..N.:.:.·__.,.g,.,,,,_e"""--n;;;,-_e;.,;;;;r"""'-al=-·"""'_9,,,;;;_f,;;;;;;;fi,,,,,,c,,,,,,e,,,;;;;,A,,;;;,;d;;;;;;;m~in;;;;;,;1;;;;;;;;;·s;,,,;,;tr"""a"""ti=·o;,,,;;;n;;;;.____...l......=D:....:e=-=s=-=t~royj delete when resci 
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...-----,--_r_d_s____A_d_d-it-io_n_a_l_d_u_ty,______o_r_s_u_pe_r_se_d_e_d_______,l 
ations/ delegations of \I 

a · consisting of: documents 
re o the assignment of 
a duties, delegation of 
a c., maintained by any 
J t command activi 

0. Declassificatl n - JS/combatant 
command listi s of papers that 
have been revie ed and 
declassified main ined by- the 
Joint Staff/combat t command as 
the official record co 

P. Studies - Routine, perio 
analyses and studies m tained 
by any JS/combatant com and 
activity 

Q. Orientation and Briefing Files -
Documents used in orientation 
and briefings given to visitors an 
newly assigned individuals about 
the mission, functions, and 
physical layout of an office, and in 
briefings given to the staff about 
the mission and various special 
projects. Included are photographs, 
copies of specially prepared 
handouts, video tapes, and related 
or similar documents maintained 
by any JS/combatant command 
activity 

R. Graphics, Printing, Reproduction, 
Office Copier, and Distribution 
Management - Publications/forms 
requisitions and requirements 
consisting of: forms, other records, 
and related correspondence used to 
requisition or establish 
requirements for 
publications/forms maintained by 
any JS/combatant command 
activity 
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Destroy/delete when superseded 

~,,,vrly 
ffniv'eJ 
(rer. 
e\'rJff-

Destroy/delete when superseded kl°'IJr) 
or obsolete 



S. indin Aids - Indexes, lists, 
r isters, and other finding aids in 
ha copy or electronic form used 
only o provide access to records 
autho ·zed for destruction by the 
GRS or NARA-approved Standard 
Form (S 115, excluding records 
containin abstracts or other 
information that can be used as an 
information urce apart from the 
related record maintained by any 
JS combatant mmand activi 
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Destroy/delete with the related 
records (GRS 23, Item 9) 

Freedom of Inform ti-on_A_c_t_F_O-IA_--+_D_i_s_p_os_e_o_f-in-a-cc_o_r_d_a_n_c_e_w_1_·t-h--·-
I 

..It'(°T. 
~equests - Official e copy of 
requested records me·ntained by 
any JS/combatant co mand 
activity (See series note #4 FOIA) 

U. FOIA Appeals - Official file c y of 
records under appeal maintai ed 
by any JS/combatant comman 
activity as the official record cop 
(See series note #4 - FOIA) 

V. Audiovisual Records 
Documentation - Finding aids for 
identification, retrieval, or use of 
temporary audiovisual records 
maintained by any JS/combatant 
command activity 

w. Point, Position, and Information 
Papers - Point papers/position 
papers consisting of: documents 
designed to present key points, 
facts, positions, or questions in the 
most brief and orderly fashion. 
Documents are flexible in format 
and state the thrust of the subject 
maintained by any JS/combatant 
command activity. (Note_:__ These --··· 

C-122 

approved disposition C\tO.fJ"IIP· 
instructions for the related wallf} 
records, or with the related FOIA 
request, whichever is later (GRS 

14, _item 11~l. . . _.. -·--·-·- ·--------•--·· 
-···-·-·-·""'-'--'•'-·-·-----------
Dispose of in accordance with 
approved disposition 
instructions for the related 
records, or with the related FOIA 
request, whichever is later (GRS 
14, item 12b 

·sposition is that of the related 
au iovisual records. (GRS 21, 
item 9) 

If not filed in elated subject 
files, destroy/ elete upon 
termination of vent, briefing, or 
meeting 

------------· 



-------------------------

papers are often filed in case files or other 
unctional files as documentation of the 

a tion they address). 

X. Sch ctivities - At 
NARA rposes 

Y. Unscheduled 

Z. Postal Administration R ords -
Address plates, stencils, o tapes-
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NARA may destroy non
permanent records. 

Retain in current files area until 
file number is added to this 
manual. 

Correct individual plates, ·f~v,Drrlr 
stencils, or tapes as required, .,,~
destroy/delete when canceled. 
Authority: Nl-218-00-10 
item 52 (~ 

AA. JS Audiovisual Records - Routine 
and non-mission related Still 
Photographs, Graphic Arts, Video 
Recordings, and Motion Pictures 
that are maintained by any 
JS Combatant Command activi 

••-•--••-•• ...••••••----•-••-•A•••••-•--•• • •-•-•• -• .... 

BB. JS Audiovisual Records - Official 
Record copy Still photographs, 
Graphic Arts, Video Recordings, 
and Motion Pictures of a 
Permanent nature maintained by 
JS Activities. 

Person apers (non-otncial/non-record) 
0900-08 - Se · Description 

..... .. cwr:r-
lease see series note #4 for /1) 

i ormation regarding audio- ~et I 
records disposition 
tions. 

Please see ser· s note #4 for 
information reg d_ing audio
visual records dis sition 
instructions. 

Unclassified CJCS batant commander's personal and private 
correspondence, including ies of speeches, statements, and testimonies. 
(speeches, statements, and testi ies will be filed in both official and 
personal files). Records include but ar t limited to: 

Personal Papers - Unofficial personal and private pa s, diaries, logs, 
handwritten notes, verbatim transcripts of conversations, rence books, and 
other personal items from private sources--provided all official in ation has 
been incorporated in memorandums for record and placed in the appro 
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official file iden · d as wholly unofficial in nature and filed in clearly 
designated files separa from the official records of an office. (Note: Any 
material, regardless of how catego.L~,..--...,,.,.Y the user, that addresses the conduct of official 
business is an official record of the Joint ________,,combatant command and is subject to 
disposition under Federal law and the provisions o ·s schedule. See paragraph 7 of 
Enclosure A to Volume I of this manual for examples of m 'als that are prohibited from 
removal from the Joint Staff/combatant command offices). 
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1000 SERIES BUCKET SCHEDULE 
Information Technology (IT) Procurement, Planning, Operations, and 

Management · 

This schedule provides disposition authorization for files created and 
maintained for the procurement, planning, operations, and management of IT 
and related services, regardless of the physical form or characteristics of the 
files, whether retained on paper, in microform, or in electronic form for the 
Joint Staff and Combatant Commands. This includes IT records relating solely 
to IT as well those that relate to other agency activities. 

1. Records within this bucket series include but are not limited to: 
a. MANAGEMENT OF IT ORGANIZATIONS AND PROJECTS. Includes IT 
policy, direction, and planning files and related feasibility studies and 
requirements documents. 
b. MANAGEMENT OF IT INFRASTRUCTURE AND SERVICES. Includes 
host computers, servers, intranets, and extranets, and IT services 
supporting a variety of applications and users; excludes records relating 
to individual applications that support specific program or administrative 
functions. 
c. IT APPLICATIONS. Includes records relating to individual applications 
that support specific agency program or administrative functions; · 
excludes IT operations and management records. IT applications records 
consist of, but are not limited to, records maintained solely for technical 
support of the applications, such as user requirements, system 
specifications, data and process models, and user guides. The agency will 
need to retain many of these records as adequate and proper 
documentation of the agency programs or administrative functions that 
the applications serve, under schedules authorized for records of those 
programs or functions. This series applies only to separate copies of such 
records in files maintained solely for technical support. 

2. IT Records Relating Solely to IT. As defined in the Information Technology 
Management Reform Act of 1996 (ITMRA), IT includes computers, ancillary 
equipment, software, firmware, and similar procedures, services (including 
support services), and related resources. The disposition instructions apply 
at the file level and only to files that are maintained solely for the 
procurement, planning, operation, and management of IT and related 
services. 

3. IT Records Relating to Other Agency Activities. Some documents kept in IT 
procurement, planning, operations, and management files are also needed as 
essential evidence of agency programs and administrative activities. 
Documents that need to be retained as records of IT procurement, planning, 
operations, and management on the one hand, and as records of agency 
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programs or administrative activities on the other, include, but are not 
limited to: 

a. IT plans that explicitly address how IT will satisfy program and 
administrative requirements. 
b. IT policy records that relate policy development or implementation to 
program and administrative requirements. 
c. Records relating to data administration for agency programs or other 
administrative functions. 
d. Audits and reviews that address how well IT systems or applications 
satisfy program or administrative requirements. 
e. Technical documentation that is needed to access, retrieve, use, or 
interpret other records of agency programs or administrative activities. 

4. Records Not Covered by 1000 Series. This series does not cover all records 
used in IT operations and management. Records not covered are those covered 
by other series or schedules and those that have riot yet been scheduled. 

a. Records Covered by Other Series or Schedules. Such as: 

(1) Common administrative files covered by other disposition categories. 
The other disposition categories apply in IT offices as well as elsewhere. 
(2) Other administrative files whose disposition is authorized under 
records schedules applicable to the entire agency or component in which 
the IT office is located. IT offices should apply such schedules as 
appropriate. 

b. Records Not Covered by Other Series or Schedules. IT offices may 
maintain records that ·must be scheduled through the JSRM and NARA, 
such as: 

(1) Electronic Information Systems (schedules found in the 1200 Series 
Bucket) 
(2) Unique files relating to IT operations and management. 
(3) Records that provide essential evidence of agency missions and 
programs, such as IT strategic plans and Business Information Models. 

SERIES NOTES: 

1. Action. Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 
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2. IT Facility and Site Management Files: Including only files retained to 
ensure that buildings and rooms where IT equipment, systems, and storage 
media are located are properly controlled and operated in accordance with 
environmental standards and physical security, excluding records of stores or 
plant accounting and records of property disposal. 

3. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 

i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records (6 months} 
1000-01 - Series Description 

Short-Term records (180 days or less) related to Information Technology (IT) 
Procurement, Planning, Operations, and Management are records which have 
minimal or no documentary or evidential value. Examples are: routine requests 
for information or publications and copies of replies which require no 
administrative action, no policy decision, and no special compilation or 
research for reply; records documenting routine activities containing no 
substantive information, such as routine notifications of meetings, scheduling 
of work-related trips and visits, other scheduling related activities. These 
records include but are not limited to: 

A. Temporary Input/Output Files - Output records retained by IT service 
and support units consisting of: extract, summary, and aggregate data 
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files derived from a database in cases where it is possible to regenerate 
the extract, summary, or aggregate from the database, and copies of 
output reports produced for clients maintained by any JS/combatant 
command activity 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Offi.ce Administrative Records (3 years) 
1000-02 - Series Description 
Records related to Information Technology (IT) Procurement, Planning, 
Operations, and Management are records that document routine 
administrative and organizational decisions, actions, and processes of the Joint 
Staff and combatant commands. Records include but are not limited to: 

A. IT Policy and Direction Files - Files relating to the development and 
issuance of policies and directives for all aspects of the management of 
IT and related assets and services, excluding IT policies and directives 
maintained in other files, such as a general directives system 
maintained by any JS/combatant command activity as the official 
record copy 

B. Management of IT Organizations and Projects: IT Planning Files - IT 
long-term plans, operational plans, technological infrastructure plans, 
and data processing services plans maintained by any JS/combatant 
command activity 

C. Management of IT Organizations and Projects: IT Planning Files - IT 
capital planning and investment management files documenting the 
agency's process for maximizing the value and assessing and managing 
the risks of acquisitions of IT infrastructure, facilities, security, and 
services, including IT investment management records in the offices of 
the Chief Information Officer or other official or body charged with 
reviewing and approving IT investments, excluding IT investment 
management records in program offices that propose IT investments 
and records maintained for budget, property, expenditure, or cost 
accounting purposes maintained by any JS/combatant command 
activity. (Note: See 0600 bucket series and GRS 3 through 8 for IT records 
maintained for budget, property, expenditure, or cost accounting purposes. For IT 
investment management records in program offices that propose IT investments, 
disposition is that of the appropriate related program) 

D. Management of IT Organizations and Projects: IT Planning Files - IT 
project plans for specific initiatives undertaken in accordance with IT 
long-term plans, operational plans, technological infrastructure plans, 
and data processing services plans, such as projects for installation, 
upgrade or replacement of infrastructure components including 
hardware, software, and networks, excluding those limited to an 
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individual IT application that supports a specific program or 
administrative function maintained by any JS/combatant command 
activity. (Note: See 1000-02-Q for management files relating to individual IT 
applications that support specific programs or administrative functions). 

E. Resources Requirements Records - Records used to define and track 
requirements for IT resources, such as hardware, software, and 
services, that support more than one application, identify and evaluate 
options, recommend actions, justify acquisitions, and determine 
criteria for acceptance consisting of: cases where one or more 
recommendations for satisfying IT requirements are implemented 
maintained by any JS/combatant command activity; Cases where the 
final decision is not to implement recommendations maintained by any 
JS/combatant command activity 

F. IT Procurement Files -Transactions at or below the simplified 
acquisition threshold and all construction contracts at or below $2,000 
maintained by any JS/combatant command activity as the official 
record copy 

G. IT Implementation Files - Records on implementation of IT policies, 
directives, and plans including recurring and special reports, responses 
to findings and recommendations, and reports of follow-up activities 
maintained by any JS/combatant command activity; Files that support 
multiple applications including plans and reports concerning 
installation, migration, conversion, and acceptance of hardware, 
software, and networks; related models, diagrams, and schematics; 
data and other files created to test performance; and related technical 
documentation consisting of: files for systems or components that are 
not accepted or accredited maintained by any JS/combatant command 
activity; Files for systems or components that are accepted or 
accredited maintained by any JS/combatant command activity 

H. IT Facility and Site Management Files - Files identifying IT facilities and 
sites consisting of: files concerning implementation of IT facility and 
site management and support services provided to specific sites 
including reviews, site visit reports, trouble reports, service histories, 
reports of follow-up actions, and related correspondence maintained by 
any JS/combatant command activity. (Note: See GRS 8 for records of stores 
or plant accounting and GRS 4 for records of property disposal). (Note: Also, see 
series note #3) 

I. Asset and Configuration Management Files - Records identifying or 
inventorying IT assets, equipment control systems, inventories of 
network circuits, and building or circuitry diagrams maintained by any 
JS/combatant command activity; IT hardware maintenance records 
used to track specific equipment items (by serial number) for 
maintenance as required by applicable policy maintained by any 
JS/combatant command activity 

J. Asset and Configuration Management Files - Records created and 
retained for asset management, performance and capacity 
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management, system management, configuration and change 
management, and planning, follow-up, and impact assessment 
consisting of: but not limited to, data and detailed reports on 
implementation of systems, applications and modifications; 
assessments of effectiveness, application sizing, and resource and 
demand management; documents identifying, requesting, and 
analyzing possible changes, authorizing changes, and documenting 
implementation of changes; documentation of software distribution and 
release management; and records of IT maintenance documenting 
preventative, corrective, adaptive, and perfective (enhancement) 
maintenance actions including requests for service, work orders, 
service histories, and related records maintained by any JS/combatant 
command activity 

K. Systems and Data Security - Documents identifying IT risks and 
analyzing their impact consisting of: risk measurements and 
assessments, actions to mitigate risks, implementation of risk action 
plans, service test plans, test files, and data maintained by any 
JS/combatant command activity; User identification, profiles, 
authorizations, and password files maintained by any JS/combatant 
command activity; Security incident handling, reporting, and follow-up 
maintained by any JS/combatant command activity 

L. IT Operations Records - Schedules consisting of: workload schedules, 
run reports, run requests, and other records documenting the 
successful completion of a run and schedules of maintenance and 
support activities maintained by any JS/combatant command activity; 
Problem reports, user complaints· and questions, proposals for 
changes, and related decision documents maintained by any 
JS/combatant command activity · 

M. Systems, Services. and Resources Usage and Monitoring - Usage and 
monitoring data and reports including operations data such as system 
event logging, log-in files, system usage files, and audit trails; reports 
on workload management, incident reports, and audit trails of 
problems and solutions; and reports on operations including summary 
computer usage reports, measures of benchmarks, performance 
indicators and critical success factors, error and exception reports, 
self-assessments, service delivery monitoring, and management 
reports; excluding records created under procedures mandated by 
Office of Management and Budget (0MB) Circular A-123 (Management 
Accountability and Control Systems) and PL 97-255, the Federal 
Manager's Financial Integrity Act maintained by any JS/combatant 
command activity. (Note: See GRS 16 item 14 for records created under 0MB 
Circular A-123 and PL 97-255). . 

N. IT Resources and Services Financial Records - Service-level agreements 
formalizing performance criteria for quantity and quality of service 
including definition of responsibilities, response times and volumes, 
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charging, integrity guarantees, and non-disclosure agreements 
maintained by any JS/combatant command activity 

0. Systems, Services, and Resources Usage and Monitoring - Files relating 
to managing third-party services including control measures for 
reviewing and monitoring contracts and procedures for determining 
their effectiveness and compliance maintained by any JS/combatant 
command activity; Records generated in IT management and service 
operations to identify and allocate charges and track payments for 
computer usage, data processing, and other IT services maintained by 
any JS/combatant command activity 

P. Customer Service Files - Records relating to providing service and 
support to customers, including pamphlets, responses to frequently 
asked questions, and other documents prepared in advance to assist 
customers; help desk logs and reports and other files relating to 
customer query and problem response; query monitoring and 
clearance; customer feedback records; and related trend analysis and 
reporting maintained by any JS/combatant command activity 

Q. Application Development and Implementation - Application 
development case files consisting of: records created and used in 
determining customer needs for applications and in designing, 
developing, acquiring, or modifying applications including user 
requirements and specifications, system or subsystem specifications, 
system integration documents, application and data deployment 
strategies, status reports, records documenting acceptance of 
applications and modifications, and related correspondence maintained 
by any JS/combatant command activity; Installation and testing 
records for applications maintained by any JS/combatant command 

. activity 
R. Technical Documentation, Metadata, and Software Necessary to Retain, 

Access, Retrieve, and Use Electronic Records - Technical 
documentation of data or related output records or records of action 
where the data or records are temporary maintained by any 
JS/combatant command activity; Documents defining data quality 
controls including source document, input, processing, and output 
controls maintained by any JS/combatant command activity; 
Application software consisting of: automated program listing/ source 
code necessary to access, retrieve, use, or maintain electronic records 
including program flowcharts, maintenance logs, change notices, and 
other records documenting modifications to computer programs that 
support applications maintained by any JS/combatant command 

· activity 
S. Temporary Input/Output Files - Input recora.s consisting of: 

documents and files designed and used solely to create, update, or 
modify electronic records including non-electronic documents or forms 
and digital input/ source files; files or records containing uncalibrated 
and unvalidated digital or analog data collected during observation or 
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measurement activities or research and development programs and 
used as input for a digital master file or database; and metadata or 
reference data such as format, range, or domain specifications that is 
transferred from a host computer or server to another computer for 
input, updating, or transaction processing operations maintained by 
any JS/combatant command activity 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years) 
1000-03 - Serles Description 
Records that document the Information Technology (IT) Procurement, Planning, 
Operations, and Management Program/Operations, management processes, 
and on-going activities of the Joint Staff and combatant commands. Records 
include but are not limited to: · 

A. Management of IT Organizations and Projects: IT Planning Files -
Feasibility studies conducted before the installation of any technology 
or equipment associated with IT systems, including word processing, 
copiers, micrographics, and communications consisting of: studies and 
system analyses for the initial establishment and major changes of 
these systems. Such studies typically include a consideration of the 
alternatives to the proposed system and a cost/benefit analysis 
including an analysis of the improved efficiency and effectivenes.s to be 
expected from the proposed system maintained by any JS/combatant 

· command activity as the official record copy; Technical support 
requirements documents used for planning IT support and 
programming resources to fulfill legal and policy requirements 
maintained by any JS/combatant command activity as the official 
record copy 

B. IT Procurement Files - Contract, requisition, purchase order, lease, and 
bond and surety records including correspondence and related papers 
pertaining to planning, award, administration, receipt, inspection, and 
payment. Procurement or purchase organization copy and related 
papers. Transaction dated on or after July 3, 1995 (the effective date of 
the FAR rule defining simplified acquisition threshold) consisting of: 
transactions that exceed the simplified acquisition threshold and all 
construction contracts exceeding $2,000 maintained by any 
JS/combatant command activity as the official record copy 

C. Compliance/Measurement Records - Records on impact and 
compliance with IT policies, directives, and plans including recurring 
and special reports, responses to findings and recommendations, and 
reports of follow-up activities, excluding audit files of the agency's IG 
consisting of: performance measurements and benchmarks, audits and 
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management reviews, certifications and accreditations, quality 
assurance reviews and reports, reports on implementation of plans, 
effectiveness evaluations, compliance reviews, and data measuring or 
estimating impact and compliance maintained by any JS/combatant 
command activity 

D. IT Reports - ITMRA annual report consisting of: reports relating to 
responding to ITMRA requirements maintained by any JS/combatant 
command activity as the official record copy; Information Resource 
Management (IRM) Triennial Review File consisting of: reports required 
by the General Services Administration concerning reviews of IRM 
practices including associated correspondence, studies, directives, 
feeder reports, and monitoring surveys and reports maintained by any 
JS/combatant command activity as the official record copy; IT 
correspondence file consisting of: correspondence, reports, and other 
records that relate to JS/combatant command IT activities maintained 
by any JS/combatant command activity 

E. Year 2000 {Y2K) Program - Policies, procedures, guidance, oversight 
and assessments including. correspondence, staff papers, reports, and 
similar documents relating to the establishment and operation of Y2K 
programs maintained by any JS/combatant command activity as the 
official record copy; Files relating to operational, routine, and 
administrative activities and events within Y2K programs maintained 
by any JS/combatant command activity as the official record copy 

Disposition: TEMPORARY. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent) 
1000-04 - Series Description 
This series contains records related to Information Technology (IT) 
Procurement, Planning, Operations, and Management that document policies, 
plans, procedures, and significant activities of the Joint Staff and combatant 
commands which have permanent historical value. These records document 
key actions, decisions, functions, and operations relating to the mission of the 
organization. Records include but are not limited to: 

A. Data systems specifications, file specifications, data and process 
models, data dictionaries, codebooks, record layouts, user guides, 
output specifications, and other technical documentation supporting 
retrieval, access, use, or interpretation of the data including processing 
specifications for input, updating, retrieval, output, interpretation, and 
data conversion consisting of: technical documentation of data or 
related output records or records of action where the data or records 
are permanent maintained by any JS/combatant command activity 
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Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 
declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

··-·~•.,ecord Materials 
1000-0 - ries Description 
Non-Record ma · maintained by any activity is for reference purposes only. 
Table 10.1 list non-reco umbers from the previous edition of CJCSM 
5760.01, Vol. II. See enclosure 

Table 10.1 Non Records 

I 1001-02 I 1002-01 I 1004-03 1019-05 I 

Disposition: TEMPORARY. 
Destroy/delete when no longer needed for reference. 

ecord Exceptions 
10 -06 - Series Description 
Excep · s are for records that do not fall under the 6 months, 3 year, 7-10 
years, or manent dispositions. Table 10.2 lists the following descriptions 
and dispositl s that are authorized by the previous CJCSM 5760.01 Vol. II 
and are still in e ct. 

and ·ects: IT Pl obsolete 
requirements documents cons1 ·ng 
of: requests for support, 
equipment, systems, software, etc., 
such as CSRD or like documents 
maintained by the Joint . 
Staff/combatant command as the 
official record copy 

B. Asset and Configuration 
Management Files - IT maintenance 
procedures consisting of: library 
systems and back-up maintenance 
documents includin disaster 
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recovery maintained by any 
___ -·--·· __________ / ~91!1:.~~~~P:t~-<?.~_:rp_a~~ ~~t~~!_cy__ 

C. Ass 1 and Confi ration Retain for life of software 
Mana: ement Files - IT software 
mainte ance records used to track 
software ackages maintenance as 
required b applicable Policy 
maintained any JS/combatant 
command act i 

D. S stems and D 
Security backu . 
magnetic tapes, 
diskettes consistin 
identical to records s d for 
transfer to NARA main y 
any JS/combatant com 

..---------- activity ___________________ --~----· ____ _____ _ 

E. Systems and Data Security - Fil 
identical to records authorized for 
disposal in a NARA-approved 
records schedule maintained by 
any JS/combatant command 
activi 

F. Work Files and Intermediate files -
created in the production or use of 
other electronic records for the sole 
purpose of enabling, supporting, or 
facilitating the use of the other 
electronic records; for example, 
work files, valid transaction files, 
and print files maintained by any 

______________JS/combatant_command activify _____ 

Destroy/delete or reuse when 
the identical records have been 
transferred to NARA and 
successfully copied, or when 
replaced by a subsequent 
security backup file 

Destroy/delete or reuse when 
the identical records have been 
deleted, or when replaced by a 
ubsequent security backup file 

Destroy/delete n termination of 
the process in w "ch the 
intermediate file is reated or 

.used _______________________________ 

preVirNslr 
4:ff'tO~ 
fr~ 

C-135 Enclosure C 



~ :sM 5760.0 lA, Vol. II 
1 Sept 2011 

1100 SERIES BUCKET SCHEDULE 
Medical 

This schedule provides disposition authorization for records that pertain· to 
Medical functions of the Joint Staff and Combatant Commands. Records 
cover, but are not limited to, areas such as M~dical Doctrine, Strategic Plans, 
Logistics support, Operational Support planning, and Exercises/Operations. 
Other records include General Medical Administration, Preventative Medicine, 
Force Health Protection, Aeromedical Evacuation, Family advocacy, Substance 
abuse, Mental health, and Military and Civilian Health and Medical records. 

SERIES NOTES: 

1. Action Officer Case Files: Copies of action officer case files are non-records. 
Background materials pertaining to Official case files shall be retained in 
accordance with 0000 bucket series in the front of this manual. Working 
papers shall be retained in accordance with the 0900-02, Working Papers and 
Office Administrative Files, Sub-bucket. 

2. Family Advocacy Case Records: Documents relating to established or 
suspected cases of child or spouse maltreatment under the provisions of the 
Family Advocacy Program. Included are DD Form 2404 (Child/Spouse Abuse 
Incident Report), SF 600 (Chronological Record of Medical Care), case 
management summary, record of referral, extract of pertinent information from 
the police report, CID report, and other pertinent investigative reports and 
supportive data, evaluation of case, record of services and counseling provided, 
treatment data, and related documents. 

3. Refer to Enclosure A of this document for volume-wide instructions on: 

a. Disposition Schedule Big Buckets, See A-1 

b. Disposition Detail Descriptions and Authorities, See A-1 

c. FY/CY Cutoff Instructions, See A-2 

d. Pre-accessioning, See A-3 

e. Media Neutral Dispositions, See A-3 

f. SCI Material, See A-3 

g. NATO Material, See A-3 

h. Event-Driven Records, See A-3 
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i. Flexible Scheduling, See A-4 

j. Electronic Information Systems/Electronic Feeder Systems (EIS/EFS), 
See A-4 

Short-Term Records ( 6 months) 
1100-01 - Series Description 
Short-Term records (180 days or less) related to the Medical Series are records 
which have minimal or no documentary or evidential value. Examples are: 
routine requests for information or publications and copies of replies which 
require no administrative action, no policy decision, and no special compilation 
or research for reply; records documenting routine activities containing no 
substantive information, such as routine notifications of meetings, scheduling 
of work-related trips and visits, other scheduling related activities. These 
records include but are not limited to: 

A. No entries 

Disposition: TEMPORARY. 
Destroy/Delete 6 months after cutoff. 

Working Papers & Office Administrative Records (3 years} 
1100-02 - Series Description · 
Records related to the Medical Series that document routine administrative and 
organizational decisions, actions, and processes of the Joint Staff and 
combatant commands. Records include but are not limited to: 

A. General Medical Administration - Correspondence and memorandums 
B. Family Advocacy Case Records - Consisting of unsubstantiated 

cases/did not occur, maintained by any JS/combatant command 
activity as the official record copy. (Note: During retention period, if there is 
a new report on the same family within days or weeks, the record may be used to 
provide demographic and assessment information about the family so that the family 
need not be reassessed). (Also, See Series Note #3) 

Disposition: TEMPORARY. 
Destroy/ Delete 3 years after cutoff. 

Management and Program/Operations Records (7-10 years} 
1100-03 - Series Description 
Records that document the Medical Program/Operations, management 
processes, and on-going activities of the Joint Staff and combatant commands. 
Records include but are not limited to: 
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A. Preventative Medicine Matters - Files relating to routine and 
administrative activities and events 

B. Medical Logistic Support - Files relating to routine and administrative 
activities and events 

C. Medical Doctrine - Force health routine and administrative files 
D. Medical Strategic Plans - Files relating to routine and administrative 

activities and events 
E. Medical Operational Support Planning - Files relating to routine and 

administrative activities and events 
F. Force Health Protection {FHP) - Files relating to routine and 

administrative files 
G. Aeromedical Evacuation Records - Files relating to operational activities 

and events involving aeromedical evacuation; Files relating to routine 
and administrative activities and events 

H. Medical Exercise Operations - Files relating to operational activities 
and events; Files relating to routine and administrative activities and 
events . 

I. Medical, Statistical and Related Reports - Special studies and reports 
that have no substantive value Which are: maintained by any 
JS/combatant command activity as the official record copy 

Disposition: TElVIPORARr. 
Destroy/Delete no less than 7 years and no more than 10 years after cutoff. 

Permanent Mission and Function Records (Permanent} 
1100-04 - Series Description 
This series contains records related to the Medical Series that docµment 
policies, plans, procedures, and significant activities of the Joint Staff and 
combatant commands which have permanent historical value. These records 
document key actions, decisions, functions, and operations relating to the 
mission of the organization. Records include but are not limited to: 

A. Preventive Medicine Matters - Policies, procedures, and guidance 
relating to preventive medicine matters; Files relating to oversight and 
assessments including correspondence, staff papers, reports, and 
similar documents governing general health, immunization policy, 
anthrax tracking programs, and biological/chemical defense. 

B. Medical Logistic Support - Policies, procedures, and guidance relating 
to medical logistic support including publications, directives, 
instructions, and similar documents governing medical logistics 
support; Files relating to oversight and assessments 

C. Medical Doctrine - Policies, procedures, and guidance: consisting of 
publications, directives, instructions, and similar documents governing 
the formulation of medical doctrine; Files relating to oversight and 
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assessments relating to medical doctrine. Maintained by any 
JS/Combatant Command as the official record copy. 

D. Medical Strategic Plans - Records relating to formulation of medical 
strategic plans: consisting of correspondence, reports, directives, 
briefings, studies, and other documents related to readiness, training, 
and wartime requirements maintained by the JS/Combatant 
Command as the official record copy. 

E. Medical Operational Support Planning - Records relating to the 
formulation of medical operational support planning: consisting of 
correspondence, reports, directives, briefings, studies and other 
documents relating to the development of OPLANs and CONPLANs 
maintained by the JS/Combatant Command as the official record copy. 

F. Force Health Protection (FHP) - Records relating to the development of 
the FHP Communication Plan including correspondence, reports, 
directives, briefings, studies, and other documents maintained by the 
JS/Combatant Command as the official record copy. 

G. Aeromedical Evacuation Records - Files relating to oversight of 
aeromedical evacuation including correspondence, staff papers, 
reports, and similar documents. 

H. Medical Exercise Operations - Files relating to policies, procedures, and 
guidance, oversight, and assessments relating to medical exercises and 
operations, e.g. MEDFLAG, JTF NOBLE ANVIL. Maintained by the 
JS/Combatant Command as the official record copy. 

I. Medical, Statistical and Related Reports - Special studies and reports 
that have substantive value, maintained by the JS/Combatant 
Command as the official record copy. 

Disposition: PERMANENT. 
Transfer paper records to the National Archives 25 years after cutoff, after 

. declassification review. Transfer physical custody of electronic records to the 
National Archives for pre-accessioning, see Encl A (#4), 5 years after cutoff. 
Transfer legal custody of electronic records to the National Archives 25 years 
after cutoff, after declassification review. 

Non- cord Materials 
1100-0 eries Description 
Non-Record terial maintained by any activity is for reference purposes only. 
Table 11.1 list no ecord numbers from the previous edition of CJCSM 
5760.01, Vol. II. See closure C. 

Table 11.1 Non Records 
1101-03 1104-03 1107-03 
1102-04 1105-03 1108-04 
1103-04 1106-03 1109-05 
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Disposition: 
Destroy/delete when no longer neet:teE:U.Ctr_ 

Rec d Exceptions 
1100- 6 - Series Description 
Exceptio s are for records that do not fall under the 6 months, 3 year, 7 -10 
years, or rmanent dispositions. Table 11.2 lists the following descriptions 
and disposi · ns that are authorized by the previous CJCSM 5760.01 Vol. II 
and are still i effect. 

. - Directives relating 
to the admini f medical 
activities 

B. Milit Personnel Hea 
Records - Active duty/re erve 
military personnel health 
records held by JS/combat 
command activities 

Destroy/delete when 
superseded or obsolete 

Return to individual/Service 
and apply appropriate Service 
disposition schedule 

,_ re.viotJJly 
C. Civilian Employee Medical ffice of Personnel '-ttJF~ 

Records - Employee Medical 
Folder (EMF) Information 

m 
aut 

agement (OPM) is the 
rized custodian of these 

r 
(re,e 

reflecting outpatient medical recor . Transfer and destroy 
care and treatment furnished to these re ords in accordance 
individual civilian employees with OP ·nstructions ap.d 

GRS 1 item 1; Reassigned 
employees - rward file to 
treatment facili of record 
upon request; Se ated or 
retired individuals Transfer 
records to servicing "vilian 
Personnel Office for ret ement 
in accordance with OPM 
instructions and GRS 1 ite 
21 

D. Family Advocacy Case Records Cut off when case review 
- Family advocacy case records committee determination is 
consisting of substantiated made or when treatment ends, 
cases and unsubstantiated-...______________ hold 2 ears!_then transfer to 
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Unsubstantiated-unresolved cases 
may be transferred to social work 
services or other mental health 
treatment or continued as a voluntary 
at-risk case, or they may be used in 
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substantiated-unresolved reports 
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NPRC (MPR), 9700 Page B_lvd., 
St. Louis, MO 63132. 
Destroy/delete as a family 
group 25 years after cutoff 

1---E-.--S-u_b_s_t_a~n--e-A_b_u_s_e_R_e-co_r_d_s----~C_u_t_o_f_f_w_h_e_n-ca_s_e-is_cl_o_s_e_d_o_r---li frevioa/~ 
Informati relating to 
rehabilitati of participants in 
the Alcohol d Drug Abuse 
Prevention an Control 
Program. Includ dare results of 
biochemical urine alysis and 
other tests, individ ized 
treatment plans, obs ations of 
patient's behavior, pro ess 
during treatment, 
documentation by physici 
and other clinical personne 
and dischar e dis osition 

F. Mental Health Records -
Information relating to 
conducting psychological 
evaluations of individuals and 
other consultations relating to 
mental health services, 
including social work case 
records (information relating to 
interviews of patients and 
appropriate individuals to assist 
in the adjustment of the patient 
and in the evaluation of 
personal and social data 
for diagnosis and treatment) 

when a minor child reaches ~f~ 
23 years of age, hold 5 years, Cree 
then destroy/delete 

c::Y:..(I( I 
..,, 

Cut off at the end of year in 
hich case is closed or when 

a inor child reaches 23 
ye s of age, hold 5 years, 
then estroy/ delete 
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ENCLOSURE D 

DISPOSITION CROSSWALKS 

Crosswalks have been created to aid users of this manual in finding the links 
between corresponding disposition items from the previous version of CJCSM 
5760.01 Vol. II dated 10 Mar 2003. 

Information is organized by Bucket Series from 0000 to 1100, and includes the 
original series number, description of the record, previous retention, proposed 
retention, and the new corresponding sub-bucket number in which the record 
can now be found. 

Due to the amount of information compiled, the crosswalks, otherwise known 
as Enclosure D of CJCSM 5760.0lA Vol. II, can be found as a separate Excel 
document on the following websites: 

NIPRnet: http:/ /www.dtic.mil/cjcs_directives/ 
SIPRnet: http: / / jointstaff. j s. smil.mil / portalI site/ jsportal / jelmgr 

D-1 Enclosure D 
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UNCLASSIFIED 0100SERIES Crosswalk to Previous Edition of CJCSM 5760.01 Vol. II 
Corporate Joint Staff and HQ, COCOM Records 

Number Record ~eries pescriptlon 

DJS Records - Miscellaneous memorandums from JS activities 
to the Director, Joint Staff maintained in ASB/AD/SJS for 
information only 

0011-02 

Official JS Case Files and Papers - Copies maintained by any
0001-04 

activity for reference 

SJS Information Memorandums - maintained by all other JS
0004-03 

activities for reference 

CJCS Memorandums (CMs) - maintained by any activity for0006-03 

Memorandums Issued in the Name of the Chairman, Joint 
Chiefs of Staff (MCM) or in the Name of the Joint Chiefs of 
Staff (MJCS - maintained by any activity for reference 

0009-02 

DJS Memorandums (DJSMs) - maintained by all other JS 
0010-03 

activities for reference 

SJS Memorandums (SMs) - maintained by any activity for
0012-04 

reference · 

Joint Publications (JT PUBS) and Joint Administrative 
Publications (JT ADMIN PUBS) - Jt Pubs administrative files 
consisting of: printing job order requests, letters to the military 
services pertaining to distribution formats, JS Forms 48 (D 
Sheets), and miscellaneous administrative papers that are 
superfluous to the JS case file maintained by J-7 as current 
working files 
Instructions (JSI), Manuals (JSM), Notices (JSN), and Joint 
Administrative lns_tructions (JAi) - Manuscripts, annual reviews, 
coordination papers, and administrative background papers 

0014-06 

0015-02 
used in issuing JSI/JSM/JSN/JAls maintained by the office of 
primary responsibility (CPR) as backup material for published 
JSI/JSM/JSN/JAls 

JS Agenda Files - maintained by other JS activities or action
0017-05 

officers 

Bucket Name 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Sub Bucket Name 

Short-Term 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
/Working Papers 

Adminstrative/Routine 
~orking Papers 

Adminstrative/Routine 
/Working Papers 

Past Retention 

Cut off monthly, hold 3 months, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off when superseded or canceled, 
hold 1 year, then destroy/delete. 

Cut off when superseded or canceled, 
hold 1 year, then destroy/delete 

Cut off annually, hold 1 year, then 
determine if the official record copy is 
held by R&A Br. If so, destroy/delete; if 
not, transfer to R&A Br for disposition in 
accordance with 0001-01. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

6 Months 0000-01 A 

3 Years 0000-02 A 

3Years . 0000-02 B 

3 Years 0000-02 C 

3Years 0000-02 D 

3Years 0000-02 E 

3 Years 0000-02 F 

3 Years · 0000-02 G 

0000-02 H3 Years 

0000-02 I3 Years 

UNCLASSIFIED 



I 

UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01 Vol. II 
Corporate Joint Staff and HQ, COCOM Records 

New Sub-
Proposed

Number Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket Alpha
Retention 

Number 

Cut off annually, hold 1 year, then 
Corporate Joint Staff Adminstrative/Routine

0017-03 JS Agenda Files - maintained by any activity for reference destroy/delete. Earlier destruction is 3 Years 0000-02
(JS) and HQ CC /Working Papers 

authorized. 

Directorate Instructions, Manuals, and Notices (J-#1s, J-#Ms, J-
#Ns) - Publications for use solely within a directorate consisting 
of: edited manuscript and copy of printed publication and 
changes; request for issuance of forms; documents showing 
coordination, comments, and actions affecting the publication; · 

0024-01 printed copy of each form prescribed by the publication 
including copy of request for approval and development of 
forms; original of the latest form showing annual or special 
reviews; and any other documentation pertaining to issuance of 
the publication maintained by the Milsec as the official JS 
record copy 

JS Division and Below Numbered Memorandums -
Memorandums issued by divisions to coordinate and process 
actions in response to internal taskings, serially numbered 

0026-01 
beginning with 0 1° during each CY (e.g., LRDM-1-84) 
maintained by the Milsec or division in the master record file as 
the official record copy 

Corporate Joint Staff Adminstrative/Routine Cut off when superseded or rescinded, 
3Years 0000-02 J

(JS) and HQ CC /Working Papers hold 2 years, then destroy/delete. 

Corporate Joint Staff Adminstrative/Routine Cut off annually, hold 2 years, then 
3 Years 0000-02 K

(JS) and HQ CC /Working Papers destroy/delete. 

Combatant Command Commander/Deputy Commander/Chief 
Corporate Joint Staff Adminstrative/Routine Place in appropriate 0916-02 file for 

0031-03 of Staff Correspondence - maintained by action officer for 3 Years 0000-02
(JS) and HQ CC /Working Papers disposition in accordance with 0916-02. 

reference 

Official JS Case Files and Papers - held by J-
3/Reconnaissance Operations Division (ROD), J-3/Special Management and 

Corporate Joint Staff 
Operations Division (SOD), J-3/Joint Operations Division 0001-06 Program/Operations

(JS) and HQ CC
(JOO), or any other JS activity in SCI channels and special Records 
control programs 

Management and 
DJS Memorandums (DJSMs) - held by J-3/ROD, J-3/SOD, J- Corporate Joint Staff 

0010-05 Program/Operations
3/JOD or any other JS activity in SCI channels (JS) and HQ CC 

Records 

Cut off annually, hold 5 years, then 
determine if official JS record copy is 
held by R&A Br in SCI channels and 
special control programs. If so, 
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0001-05. , 

7-10 Years 0000-03 A 

Cut off annually, hold 5 years, then 
determine if official JS record copy is 
held by R&A Br in SCI channels. If so, 

7-10 Years 0000-03 B
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0010-04. 

DJS Memorandums (DJSMs)- held by J-3/ROD, J-3/SOD, J- Management and Cut off annually, hold 5 years, then 
Corporate Joint Staff 

7-10 Years 3/JOD or any other JS activity in special control channels other Program/Operations transfer to R&A Br for disposition in 0000-030010-06 B
(JS) and HQ CC

than SCI; e.g., limited distribution papers Records accordance with 0010-02. 

UNCLASSIFIED 
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UNCLASSIFIED 0100SERIES Crosswalk to Previous Edition of CJCSM 5760.01 Vol. II 
Corporate Joint Staff and HQ, COCOM Records 

New Sub-Pro·posed
Number Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket AlphaRetention 

Number 
CJCS Instructions (CJCSls), Manuals (CJCSMs), Notices 
(CJCSN) and Memorandums of Policy (MOPs) - the duplicate Management and 

Corporate Joint Staff Cut off when superseded or canceled,
0013-02 set of records retained for relocation and reconstitution Program/Operations 7-10Years 0000-03(JS) and HQ CC hold 5 years, then destroy/delete. 

purposes at the Relocation and Reconstitution Section, Ft Records 
Ritchie, MD 

Management and 
National Security Council (NSC) - maintained by other Corporate Joint Staff Cut off at end of current Administration, 

0027-02 Program/Operations 7-10Years 0000-03 DJS/combatant command activities (JS) and HQ CC hold 4 years, then destroy/delete. 
Records 

Management and 
National Security Council (NSC) - maintained by other Corporate Joint Staff Cut off at end of current Administration, 

0027-04 Program/Operations 7-10Years 0000-03 D
JS/combatant command activities (JS) and HQ CC hold 4 years, then destroy/delete. 

Records 

Joint Requirements Oversight Council (JROC) Records - Management and 
Corporate Joint Staff Cut off annually, hold 6 years, then 

0028-02 Routine administrative support documents relating to the JROC Program/Operations 7-10Years 0000-03 E
(JS) and HQ CC destroy/delete.

maintained by the Joint Staff as the official record copy Records 

Joint Warfighting Capabilities Assessment (JWCA) and 
Requirements Generation System (RGS) Process Records - Management and 

Corporate Joint Staff Cut off annually, hold 6 years, then 
0029-04 Official JROC pre-decisional internal staffing and tasking Program/Operations 7-10Years 0000-03 F(JS) and HQ CC destroy/delete.

correspondence (JROC Staff Memorandums) maintained by Records 
the Joint Staff as the official record copy 

Joint Experimentation Records - Routine and administrative 
Management and Cut off annually, hold 6 years, then 

activities and events relating to the Joint Experimentation Corporate Joint Staff 
0030-04 Program/Operations destroy/delete, or destroy/delete when 7-10Years 0000-03 G

Program maintained by the Joint Staff/combatant command as (JS) and HQ CC 
Records no longer needed, whichever is later 

the official record copy 

JS Directorate Numbered Implementing Memorandums (J-#As) Management and 
Corporate Joint Staff Cut off annually, hold 10 years, then 

0022-03 Referred to as J~Ms/J-#DMs pre 1991) - held by the J- Program/Operations 7-10Years 0000-03 H
(JS) and HQ CC destroy/delete.

directorate in SCI channels as the official JS record copy Records 

JS Directorate Numbered Implementing Memorandums (J-#As) Management and 
Corporate Joint Staff 

Referred to as J-#Ms/J-#DMs pre 1991) - held by offices within Program/Operations0022-04 
(JS) and HQ CC

the directorates in SCI channels as the official JS record copy Records 

Cut off annually, hold 5 years, then 
determine if official JS record copy is 
held by R&A Br in SCI channels. If so, 

7-10 Years 0000-03 H
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0022-03. 

JS Directorate Numbered Implementing Memorandums (J-#As) 
Management and 

Corporate Joint Staff Referred to as J-#Ms/J-#DMs pre 1991) - held by offices within Cut off annually, hold 10 years, then 
0022-05 Program/Operations 7-10Years 0000-03the directorates in special control channels other than SCI as (JS) and HQ CC destroy/delete.

Records
the official JS record copy; e.g., limited distribution papers 

UNCLASSIFIED 
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UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01 Vol. II 
Corporate Joint Staff and HQ, COCOM Records 

New Sub-
Proposed

Sub Bucket Name Bucket AlphaBucket Name Past Retention Number Record Series Description 
Retention 

Number 
JS Directorate Numbered Implementing Memorandums (J-#As) 
Referred to as J-#Ms/J-#DMs pre 1991)- Directorate 
Implementing Memorandum consisting of: memorandums from 
the JS directorates to addressees below Assistant Secretary of

0022-01 
Defense (ASD)- level or to Vice Director, Joint Staff, or 
Director, Joint Staff, for other action. They are signed by the J-
Director or.his designee maintained by the Military Secretary 
(Milsec) as the official record copy 

Transmittal Memorandum - Memorandums issued by 
directorates and signed by the Milsecs used to coordinate and 
process actions u~der CJCSI 5711.01 within the Joint Staff, to

0023-01 
Defense agencies and the Services, numbered using the same 
number as the related JS Form 136 maintained by the Milsec 
as the official record copy 

Official JS Case Files and Papers - Case files consisting of: 
serially-numbered case files of the permanent record copy of 
all JS serially-numbered papers published by the Secretary, 
Joint Staff (SJS), that bear a Joint Chiefs of Staff (JCS) or SJS 
serial number (JCS 1234/567, SJS 1234/567, SJS 9X-12345, 
and XX-12345) containing substantive long-term historical 
value, with all related background papers, Notes to Holders, 
Corrigendums, Changes, Decision Notices, and JS Forms 136; 

0001-01 Chairman, Joint Chiefs of Staff (CJCS), Memorandums (CMs); 
Memorandums Issued in the Name of the Chairman, Joint 
Chiefs of Staff (MCMs); JCS Memorandums (JCSMs); 
Memorandums Issued in the Name of the Joint Chiefs of Staff 
(MJCSs); Director, Joint Staff (DJS), Memorandums (DJSMs); 
Joint National Security Memorandums; SJS Memorandums 
(SMs); CJCS Memorandums of Policy (MOPs); JS Pubs; 
CJCS/JS sends messages with related background papers, 
directorate memo~, cover page of draft actions, flimsies, etc.; 

Management and Cut off annually, hold 2 years, then retire 
Corporate Joint Staff 

Program/Operations by CY block to JS RHA. Destroy/delete 7-10Years 0000-03 J
(JS) and HQ CC 

Records by CY block IO years after cutoff. 

' 

Cut off annually, hold 2 years, then retire Management and 
Corporate Joint Staff 

by CY block to JS RHA. Destroy/delete 7-10Years 0000-03 KProgram/Operations
(JS) and HQ CC 

by CY block 10 years after cutoff. Records 

,. 

Perm: Cut off annually, hold 5 years, 
then retire by CY block to JS Records 

Case Holding Area (RHA) at Ft Ritchie, MD. 
Corporate Joint Staff 

Management/Historica Transfer entire block to National
(JS) and HQ CC 

I Significance Archives and Records Administration 
(NARA) 25 years after cutoff, after 
declassification review. 

Permanent 0000-04 A 

Perm: In accordance with policy in 
Intelligence Community (IC) directives 

Official JS Case Files and Papers - Held by R&A Br in 
0001-05 Sensitive Compartmented Information (SCI) channels for the 

SJS as the· official JS record copy 

for SCI documents, retain JS record
Case

Corporate Joint Staff copy for 30 years, then review for
Management/Historica

(JS) and HQ CC removal from SCI channels. When 
I Significance 

removable from SCI channels; 

Permanent 0000-04 B 

incorporate into official JS case file for 
disposition in accordance with 0001-01. 

UNCLASSIFIED 
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Service Memorandums/Planner's Memo Flimsies -
Memorandums or flimsies circulated or tabled as proposed 
amendments to a document under JS consideration (Chief of 
Staff of the Air Force Memorandum [CSAFM], Chief of Staff of

0005-01 
the Army Memorandum [CSAM], Commandant of the Marine 
Corps Memorandum [CMCM], Chief of Naval Operations 
Memorandum]) maintained by R&A Br as the official JS record 
copy and are filed in official JS case file or agenda pack 

Perm: Cut off annually, hold 5 years, 
Case

Corporate Joint Staff then retire by CY block to JS RHA. 
Management/Historica Permanent 0000-04(JS) and HQ CC Transfer entire block to NARA 25 years
I Significance 

after cutoff, after declassification review. 

CJCS Memorandums (CMs) - Memorandums issued by the Perm: Cut off on expiration of CJCS tour 
Chairman of the Joint Chiefs of Staff in carrying out his Case of duty, hold 2 years, then retire entire 

Corporate Joint Staff 
0006-01 responsibilities. The Vice Chairman, Joint Chiefs of Staff, may Management/Historica block to JS RHA. Transfer entire block 0000-04 DPermanen~

(JS) and HQ CC 
I Significance al~o sign maintained by R&A Br as part of the official JS case to NARA 25 years after cutoff, after 

file declassification review. 

Perm: Cut off annually, hold 5 years, 
Case then retire by CY block to JS RHA. 

CJCS Memorandums (CMs) - received and maintained by R&A Corporate Joint Staff 
Management/Historica0006-02 Transfer entire CY block to NARA 25 Permanent 0000-04 E

Br and pertain to a JS paper (JS) and HQ CC 
I Significance years after cutoff, after declassification 

review. 

Case
CJCS Memorandums (CMs) - held by R&A Br in SCI channels Corporate Joint Staff 

Management/Historica0006-04 
for the SJS as the official JS record copy (JS) and HQ CC 

I Significance 

Case
CJCS Memorandums (CMs)- held by J-3/ROD, J-3/SOD, J- Corporate Joint Staff 

Management/Histories0006-05 
3/JOD or any other JS activity in SCI channels (JS) and HQ CC 

I Significance 

Perm: In accordance with policy in IC 
directives for SCI documents, retain JS 
record copy for 30 years, then review for 
removal from SCI channels. When 
removable from SCI channels, 
incorporate into official JS case file for 
disposition in accordance with 0006-02. 

Perm: Cut off annually, hold 5 years, 
then determine if official JS record copy 
is held by R&A Br in SCI channels and 
special control programs. If so, 
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0006-04. 

Permanent 0000-04 E 

Permanent 0000-04 E 

CJCS Memorandums (CMs) - held by J-3/ROD, J-3/SOD, J-
Case Perm: Cut ·off annually, hold 5 years, 

3/JOD or any other JS activity in special control channels other Corporate Joint Staff 
0006-06 Management/Histories then transfer to R&A Br for disposition in Permanent 0000-04 F

than SCI; e.g., li~ited distribution papers, special access (JS) and HQ CC 
I Significance accordance with 0006-02 

programs 
CJCS Records - Miscellaneous correspondence, messages, 
speeches, and other records (protocol, public affairs, legal 
counsel, legislative affairs, etc.) issued or received by the 

0007-01 Chairman of the Joint Chiefs of Staff in carrying out his 
responsibilities maintained by the CJCS staff as the official files 
of the Chairman and are considered the official JS record 
copies 

Case
Corporate Joint Staff 

Management/Historica
(JS) and HQ CC 

I Significance 

Perm: Cut off on expiration of CJCS 
tour, hold 2 years, then retire entire 
block through R&A Br to JS RHA. Permanent 0000-04 G 
Transfer entire block to NARA 25 years 
after cutoff, after declassification review. 

UNCLASSIFIED 
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CJCS Records - Miscellaneous Forms 136, Chairman's 

Case Perm: Cut off monthly, hold 1 month, 
Corporate Joint Staff Daybook, Moming Meetings Taskings maintained by 

Management/Historica then transfer to R&A Br for disposition in Permanent 0000-040007-02 H
(JS) and HQ CCAdministrative Support Branch (ASB), Actions Division (AD), 

I Significance accordance with 0007-01. 
SJS 

Vice Chairman of the Joint Chiefs of Staff (VCJCS) Records -
Miscellaneous correspondence, messages, speeches, and 
other records (protocol, public affairs, legal counsel, legislative 

0008-01 affairs, etc.) issued or received by the Vice Chairman, Joint 
Chiefs of Staff, in carrying out his responsibilities maintained by 
the VCJCS staff as the official files of the Vice Chairman and 
are considered the official JS record copies 

Case
Corporate Joint Staff 

Management/Historica
(JS) and HQ CC 

I Significance 

Perm: Cut off on expiration of VCJS 
tour, hold 2 years, then retire entire 
block through R&A Br to JS RHA. Permanent 0000-04 
Transfer entire block to NARA 25 years 
after cutoff, after declassification review. 

Perm: Cut off monthly, hold 1 month, Vice Chairman of the Joint Chiefs of Staff (VCJCS) Records - Case
Corporate Joint Staff 

then transfer to R&A Br for disposition in Permanent 0000-04Miscellaneous Forms 136, Vice Chairman's Daybook, Morning Management/Historica0008-02 
(JS) and HQ CC 

I Significance accordance with 0008-01. Meetings Taskings maintained by ASB/AD/SJS 

Memorandums Issued in the Name of the Chairman, Joint 
Chiefs of Staff (MCM) or in the Name of the Joint Chiefs of 
Staff (MJCS) - Memorandums used to issue instructions that 

0009-01 are in accordance with policies, plans, and procedures 
approved by the Chairman, Joint Chiefs of Staff maintained by 
R&A Br as the official JS record copy and are filed in official JS 
case file 

Case 
Perm: Disposition is in accordance with Corporate Joint Staff 

Management/Histories Permanent 0000-04 J
(JS) and HQ CC 0001-01.

I Significance 

-

Memorandums Issued in the Name of the Chairman, Joint 
Case

Chiefs of Staff (MCM) or in the Name of the Joint Chiefs of Corporate Joint Staff 
Management/Historica0009-03 

Staff (MJCS - held by R&A Br in SCI channels for the SJS as (JS) and HQ CC 
I Significance 

the official JS record copy 

Memorandums Issued in the Name of the Chairman, Joint 
Case

Chiefs of Staff (MCM) or in the Name of the Joint Chiefs of Corporate Joint Staff 
Management/Historica0009-04 

Staff (MJCS - held by J-3/ROD, J-3/SOD, J-3/JOD or any other (JS) and HQ CC 
I Significance 

JS activity in SCI channels 

Perm: In accordance with policy in IC 
directives for SCI documents, retain JS 
record copy for 30 years, then review for 
removal from SCI channels. When 
removable from SCI channels, 
incorporate into official JS case file for 
disposition in accordance with 0009-1. 

Permanent 0000-04 J 

Perm: Cut off annually, hold 5 years, 
then determine if official JS record copy 
is held by R&A Br in SCI channels. If so, 

0000-04 JPermanent
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0009-03. 

Memorandums Issued in the Name of the Chairman, Joint 
Chiefs of Staff (MCM) or in the Name of the Joint Chiefs of 

Perm: Cut off annually, hold 5 years, Case
Staff (MJCS - held by J-3/ROD, J-3/SOD, J-3/JOD, United Corporate Joint Staff 

then transfer to R&A Br for disposition in Permanent 0000-040009-05 Management/Historica J
States Strategic Command (USSTRATCOM), or other JS (JS) and HQ CC 

I Significance accordance with 0009-01. 
activity in special control channels other than SCI; e.g., limited 
distribution papers 

UNCLASSIFIED 

I 
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DJS Memorandums (DJSMs) - Memorandums from the Office 
of the Director, Joint Staff, to the Chairman, Joint Chiefs of 
Staff; the Chiefs of the Services; Operations Deputies; 

0010-01 subordinate agencies of the Joint Chiefs of Staff; offices of the 
Secretary of Defense (SECDEF); JS Form 136 Actions; and 
other government agencies maintained by R&A Br for the SJS 
as the official JS record copy 

Perm: Cut off annually, hold 7 years, 
then retire to JS RHA. Transfer to NARA

Case
Corporate Joint Staff 25 years after cutoff, after 

Management/Historica Permanent 0000-04 K
(JS) and HQ CC declassification review-except

I Significance 
destroy/delete pre-1990 microfilm sets 
when no longer needed. 

Case Perm: Incorporate into official JS case
DJS Memorandums (DJSMs) - received and maintained by Corporate Joint Staff 

0010-02 Management/Historica file for disposition in accordance with Permanent 0000-04
(JS) and HQ CCR&A Br and pertain to a JS report 

I Significance 0001-01. 

Perm: In accordance with policy in IC 
directives for SCI documents, retain JS 

Case record copy for 30 years, then review for 
DJS Memorandums (DJSMs) - held by R&A Br in SCI channels Corporate Joint Staff 

0010-04 Management/Historica removal from SCI channels. When 
for the SJS as the official JS record copy (JS) and HQ CC 

I Significance removable from SCI channels, 
I incorporate into official JS case file for 

disposition in accordance with 0001-01. 

Perm: Cut off monthly and review. Hold 
papers relating to official JS case files 

DJS Records - Miscellaneous correspondence, messages, JS and DJSM master files 6 months, then 
Case

Form 136 actions, and other records received by the Director, Corporate Joint Staff transfer in monthly blocks to R&A Br for
0011-01 Management/Historica

Joint Staff maintained by ASB/AD/SJS in files grouped by (JS) and HQ CC disposition in accordance with 0001-
I Significance 

originator 01/0010-01. Hold all other documents in 
monthly files by originator for 1 year, 
then destroy/delete. 

Permanent 0000-04 

Permanent 0000-04 M 

SJS Memorandums (SMs) - SMs consisting of: memorandums 
forwarding approved directives of the Joint Chiefs of Staff 
within the Joint Staff and to the Services and combatant 

0012-01 commands and assigning actions or transmitting instructions or 
information within the Joint Staff and to the Services and 
combatant commands maintained by R&A Br as the official JS 
record copy and pertain to a JS action 

Case Perm: Incorporate into official JS case
Corporate Joint Staff 

Management/Historica file for disposition in accordance with Permanent 0000-04 N(JS) and HQ CC 
I Significance 0001-01. 

Perm: In accordance with policy in IC 
directives for SCI documents, retain JS 

SJS Memorandums (SMs) - held by R&A Br in SCI channels 
0012-05 

for the SJS as the official JS record copy 

Case record copy for 30 years, then review for 
Corporate Joint Staff 

Management/Historica removal from SCI channels. When 
(JS) and HQ CC 

I Significance removable from SCI channels, 
incorporate into official JS case file for 
disposition in accordance with 0012-01. 

Permanent 0000-04 N 

UNCLASSIFIED 

L 

L 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01 Vol. II 
Corporate Joint Staff and HQ, COCOM Records 

New Sub-
Proposed

Sub Bucket Name Bucket AlphaNumber Bucket Name Past Retention Record Series Description 
Retention 

Number 

CaseSJS Memorandums (SMs) - held by J-3/ROD, Joint Special 
Corporate Joint Staff 

Management/Historica0012-06 Operations Agency (JSOA), J-3/JOD, or any other JS activity in 
(JS) and HQ CC 

I Significance SCI channels 

Cut off annually, hold 5 years, then 
determine if official JS record copy is 
held by R&A Br in SCI channels. If so, 

Permanent 0000-04 N
destroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0012-05. 

Cut off annually, hold 5 years, then CaseSJS Memorandums (SMs) - held by J-3/ROD, JSOA, J-3/JOD, 
Corporate Joint Staff 

transfer to R&A Br for disposition in Permanent NManagement/Historica 0000-040012-07 or any other JS activity in special control channels other than 
(JS) and HQ CC 

accordance with I Significance SCI; e.g., limited distribution papers 

CJCS Instructions (CJCSls), Manuals (CJCSMs), Notices 
(CJCSN) and Memorandums of Policy (MOPs) - CJCSls, 
CJCSMs, CJCSNs, and MOPs contain statements of policy 

0013-01 and procedural information approved by the Chairman of the 
Joint Chiefs of Staff and issued for the guidance of the Joint 
Staff, combatant commands, and Services maintained by R&A 
Br as the official JS record copy 

Joint Publications (JT PUBS) and Joint Administrative 
Publications (JT ADMIN PUBS) - Jt Pubs are publications of 
joint interest prepared under the cognizance of JS directorates 
and applicable to the Military Departments, combatant 
commands, and other authorized agencies. Jt Admin Pubs are

0014-01 
publications of joint interest that deal with administrative 
matters prepared under the cognizance of JS directorates and 
applicable to the Military Departments, combatant commands, 
and other ~uthorized agencies maintained by R&A Br as the 
official JS record copy 

JS Instructions (JSI), Manuals (JSM), Notices (JSN), and Joint 
Administrative Instructions (JAi) - JSI, JSM, and JAi contain 
policy and procedural guidance of indefinite duration applicable 
only to the Joint Staff. JSN contain policy, guidance, or 

0015-01 information of a one-time or brief nature applicable only to the 
Joint Staff. SJS/IMD is responsible for overall management 
and administration of the JS directives program maintained by 
R&A Br and initiated by JS Directorates or agencies that are 
responsible for review, consolidation, and currency 

Perm: Incorporate into official JS caseCase
Corporate Joint Staff 

0000-04Management/Historica file for disposition in accordance with Permanent
(JS) and HQ CC 

I Significance 0001-01. 

Perm: Incorporate Jt Pub, Jt Admin Pub, 
Case 

and JS paper from which derived into Corporate Joint Staff pPermanent 0000-04Management/Historica 
official JS case file for disposition in (JS) and HQ CC 

I Significance 
accordance with 0001-01. 

Case
Corporate Joint Staff 

Management/Historica
(JS) and HQ CC 

I Significance 

Perm: Cut off when superseded or 
canceled, hold 1 year, then retire by CY 
block to JS RHA. Transfer to NARA in 5- Q 
year blocks 25 years after cutoff, after 
declassification review. 

Permanent 0000-04 

Perm: Incorporate into official JS caseCase
For the CJCS Messages - Distribution copies received in R&A Corporate Joint Staff 

file for disposition in accordance with Permanent 0000-04Management/Historica R0016-02 
Br that pertain to a JS action and are the official JS record copy (JS) and HQ CC 

0001-01I Significance 

UNCLASSIFIED 
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JS Agenda Files - Documents used to brief the Joint Staff, 
Operations Deputies, and Deputy Operations Deputies that are 
important aids in the JS decision-making process consisting of: 

0017-01 
agenda items, briefing sheets and slides, attendance records, 
photographs, and other similar or related materials maintained 
by R&A Br as the official JS record copy 

Perm: Cut off annually, hold 7 years, 
Case then retire by CY block to JS RHA.

Corporate Joint Staff 
Management/Histories Transfer to NARA in 5-year blocks 25 Permanent 0000-04 s

(JS) and HQ CC 
I Significance years after cutoff, after declassification 

review. 

JS Agenda Files -: CJCS briefing sheets consisting of: synopsis Case Perm: Incorporate into official JS case
Corporate Joint Staff 

0017-04 of action submitted for consideration in the TANK maintained Management/Histories file for disposition in accordance with Permanent 0000-04 s
(JS) and HQ CC

by R&A Br as the official JS record copy I Significance 0001-01 

Register of Numbered JS Papers (1968-1995)- Consolidated Perm: Cut off annually, hold 5 years, 
Case

annual listing (updated monthly) of all JS implementers Corporate Joint Staff then retire by 5-year block to JS RHA. 
0019-01 Management/Histories Permanent 0000-04 Tpublished and maintained by R&A Br as the official JS record (JS) and HQ CC Transfer originals to NARA 25 years 

I Significance 
copy after cutoff, after declassification review. 

Weapons System Evacuation Group (WSEG) Institute for 
Defense Analysis (IDA) Reports and Studies for the Joint Staff -
WSEGnDA reports and studies tasked by JS consisting of: 

0020-01 
completed report or study designated by a series number (e.g. 
WSEG Report No 555/Study No 777) maintained by R&A Br as 
the official JS record copy 

Perm: Cut off annually, hold 7 years, 
Case then retire by CY block to JS RHA. 

Corporate Joint Staff 
Management/Histories Transfer entire CY block to NARA 25 Permanent 0000-04 u(JS) and HQ CC 
I Significance years after cutoff, after dedassification 

review. 

JCS/JS Histories - Calendar year histories prepared by the 
combatant commands and joint activities on the missions, 

0021-01 functions, operations, and activities of the command or agency 
and forwarded to the Joint Staff in compliance with CJCSI 

Case Perm: Incorporate into official JS case
Corporate Joint Staff 

Management/Histo~ca file for disposition in accordance with 
(JS) and HQ CC 

I Significance 0001-01. 
Permanent 0000-04 V 

5320.01 maintained by R&A Br as the official JS record copy 

JCS/JS Histories -- Histories prepared by the Joint History 
Office (JHO), Office of the Chairman of the Joint Chiefs of 

0021-03 Staff, on the history of the Joint Chiefs of Staff, Joint Staff, and 
other special activities maintained by R&A Br as the official JS 

Case Perm: Incorporate into official JS case
Corporate Joint Staff 

Management/Historica file for disposition in accordance with 
(JS) and HQ CC 

I Significance 0001-01. 
Permanent 0000-04 V 

record copy 

Perm: In accordance with policy in IC 
directives for SCI documents, retain JS 

JCS/JS Histories - Historical documents in SCI channels 
0021-06 

maintained by any activity as the official JS record copy 
Corporate Joint Staff 
(JS) and HQ CC 

record copy for 30 years, then review for case 
removal from SCI channels. When 

Management/Histories 
removable from SCI channels, transfer 

I Significance 
to R&A Br for incorporation into official 
JS case file. Transfer to NARA after 
declassification review. 

Permanent 0000-04 

UNCLASSIFIED 
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JCS/JS Histories - Historical documents in special control Case
Corporate Joint Staff 

0021-07 channels other than SCI maintained by any activity as the Management/Historica
(JS) and HQ CC

official JS record copy I Significance 

Perm: Cut off annually, hold 5 years, 
then determine if official JS record copy 
is held by R&A Br in SCI channels. If so, 

Permanent 0000-04 rvdestroy/delete; if not, transfer to R&A Br 
(SCI) for disposition in accordance with 
0021-01 or 0021-03. 

Perm: Cut off annually, hold 2 years, 
Case

JCS/JS Histories -. Historical documents maintained by J-8 Corporate Joint Staff then retire to JS RHA. Transfer to NARA
0021-08 Management/Historica Permanent w0000-04

official JS record copies (JS) and HQ CC in 5-year blocks 25 years after cutoff, 
I Significance 

after declassification review. 

Perm: Cut off annually, hold 7 years, 
JCS/JS Histories - All research files of printed electronic mail Case

Corporate Joint Staff then retire by CY block to JS RHA.
0021-09 and electronic records used to create historical monographs Management/Histories Permanent 0000-04 w

(JS) and HQ CC Transfer to NARA 25 years after cutoff, 
and studies maintained by JS historical offices I Significance 

after declassification review. 

JCS/JS Histories - Oral historical records consisting of: original 
recorded interview, first-draft transcription, final draft, 
correspondence with interviewees, release-to-publish forms, 

0021-10 and other documents relating to historical interviews such as 
first draft, final draft, original recorded interview, 
correspondence with interviewees, and release-to publish 
forms maintained by JS historical offices 

Case
Corporate Joint Staff 

Management/Historica
(JS) and HQ CC 

I Significance 

Perm: Cut off annually, hold 7 years, 
then retire by CY block to JS RHA. 
Transfer to NARA after dedassification 

0000-04Permanent w
review, in accordance with archival 
standards in 36 CFR 1228.266 C2 and 
E1-E2. 

Perm: Cut off annually, hold 25 years, 

JCS/JS Histories - audio-visual oral historical records 
0021-11 

maintained by JS historical offices 

Case then transfer to NARA after
Corporate Joint Staff 

Management/Historica declassification review, in accordance 
(JS) and HQ CC 

I Significance with archival standards in 36 CFR 
Permanent 0000-04 w 

1228.266 A-E. 

JS Numbered Joint Action Directives - Green directives 
consisting of: papers (formerly green-colored) issued by the 
SJS for distribution within the Joint Staff to appropriate 
echelons of the Services, combatant commands, and specified 

0025-02 
Defense agencies referring incoming communications to JS 
directorates and Defense agencies for information, study, 
guidance, and/or appropriate action maintained by R&A Br as 
the official JS record copy 

Case Perm: Incorporate into official JS case
Corporate Joint Staff 

Management/Historica file for disposition in accordance with 0000-04Permanent
(JS) and HQ CC 

0001-01.I Significance 

Perm: Cut off at end of current 
National Security Council (NSC) - NSC documents and related Administration, hold 4 years, then retire Case

Corporate Joint Staff ymaterials concerning NSC matters maintained by NSC Affairs entire set to JS RHA. Transfer entire set Permanent0027-01 Management/Historica 0000-04
(JS) and HQ CC 

Office as the official record copy I Significance to NARA 25 years after cutoff, after 
declassification review. 

UNCLASSIFIED 
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Perm: Cut off at end of current
National Security C9uncil (NSC) - NSC memorandums 

Co t J . t Staff Case Administration, hold 4 years, then retire -0 directing studies and/or relaying NSC decisions for rpora e om Management/Historica entire set to JS RHA. Transfer entire set 0027 3 Permanent 0000-04 Y
implementation that are circulated by a Service Memorandum (JS) and HQ CC I Significance to NARA 25 years after cutoff, after 
maintained by NSC Affairs Office as the official record copy 

declassification review. 

National Security Council (NSC) - Various documents including 
Perm: Cut off at end of current

meeting agendas and minutes, point papers, briefing sheets c t J • t Staff Case Administration, hold 4 years, then retire -0 and books, reports, and other background information used in Management/Historica entire set to JS RHA. Transfer entire set orpora e oin0027 5 Permanent 0000-04 Yinterdepartmental" meetings to formulate decisions and policies (JS) and HQ CC I Significance to NARA 25 years after cutoff, after 
on NSC-related matters maintained by NSC Affairs Office as 

declassification review. 
the official record copy 

Perm: Cut off at end of current 
National Security Council (NSC) - NSC Background/Issue C t J . t Staff Case Administration, hold 4 years, then retire 

orpora e om Managenient/Historica entire set to JS RHA. Transfer entire set Permanent 0000-04 r-t0027-06 Books prepared for use by the Chairman, Joint Chiefs of Staff 
(JS) and HQ CC I Significance to NARA 25 years after cutoff, after 

dedassification review. 
maintained by NSC Affairs Office as the official JS record copy 

Perm: Cut off at end of current 
C Administration, hold 4 years, then retire National Security Council (NSC) - NSC documents processed 

ase t/H" ., . entire set to inactive storage facility · 0027-07 and maintained by combatant command maintained by Corporate Joint staff Managemen IsLonca . Permanent 0000-04' Y 
1s· ifi ~ISF). Transfer entire set to NARA 25 combatant command as record copy (JS) and HQ CC 

ign cance years after cutoff, after dedassification 
review. 

Joint Requirements Oversight Council (JROC) Records - Case Perm: Cut off annually, hold 6 years, 

0028-01 Policy, procedures, and guidance relating to the jurisdiction, Corporate Joint Staff Management/Historica then transfer by CY block to JS RHA. Permanent 0000-04 2functions, responsibilities, and organization structure of the (JS) and HQ CC s· ifi Transfer to NARA 25 years after cutoff, 
IJROC maintained by the Joint Staff as the official record copy ign cance after dedassification review. 

Joint Warfighting Capabilities Assessment (JWCA) and 
Perm: Cut off annually, hold 6 years, 

Requirements Generation System (RGS) Process Records -
c t J • t Staff Case then transfer by CY block to JS9-0 Policies, procedures, and guidance relating to the JWCA and 

002 1 0000-04 '!AA(J~jo~~i~c Management/Historica RHA/combatant command ISF. Transfer PermanentRGS process, their organizational structure, and relationship to 
an I Significance to NARA 25 years after cutoff, after 

the JROC maintained by the Joint Staff/combatant command 
declassification review. 

as the official record copy 

Joint Warfightlng Capabilities Assessment (JWCA) and Perm: Cut off annually, hold 6 years, 
Requirements Generation System (RGS) Process Records - Co te J . t Staff Case then transfer by CY block to JS RHA. 

0 
Permanent 0000-04 AA 

Chairman's Program Assessment maintained by the Joint Staff an I Significance years after cutoff, after declassification 
as the official record copy : review. 

Joint Warfighting Capabilities Assessment (JWCA) and 

0029-02 Chairman's Program Recommendation Memorandum and (JSrp) ~ Hi~c Management/Historica Transfer to NARA in 5-year blocks 25 

Case Perm: Cut off annually, hold 6 years, Requirements Generation System (RGS) Process Records -
Corporate Joint Staff Management/Historica then transfer by CY block to JS RHA. Permanent 0000-04 1M0029-03 Official JROC decisional correspondence (JROC 
(JS) and HQ CC I s· 'fi Transfer to NARA 25 years after cutoff, Memorandums) maintained by the Joint Staff as the official igni icance after dedassification review. 

record copy 

UNCLASSIFIED 
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New Sub-
Proposed 

Bucket AlphaSub Bucket Name Past Retention Number Bucket Name Record Series D~cription 
Retention 

Number 

Joint Warfighting Capabilities Assessment (JWCA) and 
Requirements Generation System (RGS) Process Records -
Files relating to individual JWCAs and specific requirements 
generated including mission need statement (MNS), capstone 

0029-05 
requirements document (CRD), operational requirements 
document (ORD), and briefings and other materials supporting 
those documents maintained by the Joint Staff/combatant 
command as the official record copy 

Joint Warfighting Capabilities Assessment (JWCA) and 
Requirements Generation System (RGS) Process Records -
Documentation reflecting JS/J-6 certification of MNSs, CRDs, 

0029-06 and ORDs for conformance with Joint C4/C41 policy and 
doctrine, architectural integrity, and interoperability standards 
for all DoD C41 acquisitions maintained by the Joint Staff as the 
official record copy 

Joint Warfighting Capabilities Assessment (JWCA) and 
Requirements Generation System (RGS) Process Records -
Documentation reflecting JS/J-4 certification of MNSs, CRDs, 

0029-07 and ORDs for aviation munitions for cross-Service 
interoperability and for all munitions for conformance with 
insensitive munitions design requirements maintained by the 
Joint Staff as the official record copy 

Case
Corporate Joint Staff 

Management/Historica
(JS) and HQ CC 

I Significance 

Perm: Cut off on final approval, hold 6 
years, then transfer by CY block to JS 
RHA/combatant command ISF. Transfer Permanent 0000-04 M 
to NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off on final approval, hold 6 
Case 

years, then transfer by CY block to JSCorporate Joint Staff MPermanent 0000-04Management/Histories 
RHA. Transfer to NARA 25 years after (JS) and HQ CC 

I Significance 
cutoff, after declassification review. 

Perm: Cut off on final approval, hold 6 
Case 

years, then transfer by CY block to JSCorporate Joint Staff 
Permanent 0000-04 MManagement/Histories 

RHA. Transfer to NARA 25 years after (JS) and HQ CC 
I Significance 

cutoff, after declassification review. 

Perm: Cut off annually, hold 6 years, 
Joint Experimentation Records - Policies, procedures, and 

then retire by CY block to JSCase
guidance relating to the Joint Experimentation Program Corporate Joint Staff 0000-04 BBRHA/combatant command ISF. Transfer PermanentManagement/Histories0030-01 
maintained by the Joint Staff/combatant command as the (JS) and HQ CC 

to NARA 25 years after cutoff, after I Significance 
official record copy 

declassification review. 

Joint Experimentation Records - Files relating to oversight and Perm: Cut off annually, hold 4 years, 
then retire to JS RHA/combatant assessment of joint experimentation that explore and access Case

Corporate Joint Staff 
0000-04 BBPermanentManagement/Histories command ISF. Transfer to NARA 250030-02 Joint Vision concepts and desired operational capabilities in a 

(JS) and HQ CC 
years after cutoff, after declassification future joint environment maintained by the Joint I Significance 
review. 

Perm: Cut off annually, hold 4 years, 

Staff/combatant command as the official record copy 

Joint Experimentation Records - Files· relating to operational 
then retire to JS RHA/combatant Case

Corporate Joint Staff activities and events regarding the development and execution Permanent 0000-04 BBManagement/Histories command ISF. Transfer to NARA 250030-03 
of the Joint Experimentation Campaign Plan maintained by the (JS) and HQ CC 

I Significance years after cutoff, after declassification 
Joint Staff/combatant command as the official record copy 

review. 

UNCLASSIFIED 
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·Number 
~: ;~:-· - , : 

0031-01 

3-0
003 1 

,, 

0035-03 

0035-04 

5-
003 07 

5-
003 10 

5-
003 11 

0035-13 

Sub Bucket Name Bucket Nah,le . f'.ast ·Retention Record Series Description : 
f,, :.; ' - -- ~ .. -....--~~ ~·. : t ~:--~ t. . . - ·:·:·.· .. -~\:: -~ ---~·- ...:, . : ~ - - - ... 

Combatant Command Commander/Deputy Commander/Chief 
of Staff Correspondence - Memorandums issued/signed by the Perm: Cut off annually, hold 2 years 
commander/deputy commander/~hief of staff of the combatant C beyond end of commander/deputy . 
command, Command Policy Memorandums serially nur:nbered, Corporate Joint Staff M:~:gement/Historica comma~der/chief of staff tour of duty, 
and Command Numbered Memorandums, correspondence, (JS) and HQ CC s· "fl then retire to ISF. Transfer to NARA 25

I
messages, briefings, reports, and all related background igm cance years after cutoff, after declassification 
material beld by the designated 9ffice of record as the official review. 
record copy 

Combatant Command Instructions - Instructions containing C Perm: Cut off when superseded or 
policies, procedures, and guidance for combatant command Corporate Joint Staff Mase t/H" to . canceled, hold 2 years, then retire to 

anagemen 1s nca
activities maintained by any combatant command activity as (JS) and HQ CC s· ifi ISF. Transfer to NARA 25 years after 

I
the official record copy ign cance cutoff, after declassification review. 

. . . . Case Perm: Cut off annually hold 25 years 
Combatant Command H1stoncal Records - copies of those sent Corporate Joint Staff Management/Historica then transfer to NARA 'after ' 
to the Joint Staff in response to CJCSI 5320.01 (JS) and HQ CC I Significance declassification review. 

Combatant Command Historical Records - Special historical C t J . t Staff Case Perm: Cut off annually, hold 25 years, 
studies prepared by the combatant command maintained as orpora e om Management/Historica then transfer to NARA after 
the official combaJant command record copy (JS) and HQ CC I Significance declassification review. 

Combatant Command Historical Records- audio-visual records Corporate Joint Staff 

Perm: In accordance with policy in IC 
directives for SCI and special control 

Combatant Command Historical Records - Historical C documents, retain record copy for 30 
documents in SCI and other special control channels 
maintained by any combatant command activity as the official 
record copy 

Corporate Joint Staff Mase t/H"sto . years, then review for removal from SCI 
anagemen I nca .

(JS) and HQ CC s· "fl channels and other special control 
I igm cance channels. When removable, retire to 

ISF. Transfer to NARA after 
declassification review. 

Combatant Command Historical Records - Oral historical Perm: Cut off annually, hold 7 years, 
records consisting of: original recorded interview, first-draft C then retire by CY block to ISF. Transfer 
transcription, final draft, correspondence with interviewees, 
release-to-publish forms, and other documents relating to 
historical interviews maintained by combatant command 

Corporate Joint Staff Mase t/H"sto . to NARA 25 years after cutoff, after 
(JS) and HQ CC ;na~emen I nca declassification review, in accordance 

1 igm cance with archival standards in 36 CFR 

historical offices 1228.184. 
Perm: Cut off annually, hold 25 years, 

Case then transfer to NARA after 
Management/Historica declassification review, in accordance 

maintained by combatant command historical offices (JS) and HQ CC 
I Significance with archival standards 36 CFR 

1228.266 A-E. 
Combatant Command Historical Records - Command emblem 
and heraldry consisting of: drawing and documents describing Case

Corporate Joint Staff M t/H" to . Perm: Cut off annually, hold 20 years, 
and chronicling the creation and evolution of the command (JS) and HQ CC anagemen is nca then transfer to NARA. 
emblem, flag, patches, and other heraldic items maintained by I Significance 
theOPR 

Proposed
Retention 

. 

Permanen~ 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

NewSub

Buc~et . . Alpha 
Number.-: 

0000-04 

0000-04 DD 

0000-04 EE 

0000-04 FF 

0000-04 FF 

0000-04 FF 

0000-04 FF 

0000-04 FF 

UNCLASSIFIED 
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New Sub-
Proposed

Number Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket Alpha
Retention 

Number 

(NON-RECORD) CJCS Records - maintained by any activity Corporate Joint Staff 
0007-03 Non-Record Destroy/delete when no longer needed DDWNLN 0000-05

for reference (JS) and HQ CC 

-

(NON-RECORD) Vice Chairman of the Joint Chiefs of Staff Corporate Joint Staff 
0008-03 Non-Record Destroy/delete when no longer needed DDWNLN 0000-05(VCJCS) Records - maintained by any activity for reference (JS) and HQ CC 

(NON-RECORD) CJCS Instructions (CJCSls), Manuals 
Corporate Joint Staff Destroy/delete when superseded or0013-04 (CJCSMs), Notices (CJCSN) and Memorandums of Policy Non-Record DDWSC 0000-05
(JS) and HQ CC canceled

(MOPs) - maintained by any activity for reference 

(NON-RECORD) Joint Publications (JT PUBS) and Joint 
Corporate Joint Staff Destroy/delete when superseded or

0014-04 Administrative Publications (JT ADMIN PUBS) - maintained by Non-Record DDWSC 0000-05
(JS) and HQ CC canceledany activity for reference 

(NON-RECORD) Instructions (JSI}, Manuals (SM), Notices 
Corporate Joint Staff Destroy/delete when superseded or

0015-03 (JSN), and Joint Administrative Instructions (JAi) - Maintained Non-Record DDWSC 0000-05(JS) and HQ CC canceled
throughout the Joi!'lt Staff for reference 

~ 

(NON-RECORD) Register of Numbered JS Papers (1968- Corporate Joint Staff 
0019-02 Non-Record Destroy/delete when no longer needed DDWNLN 0000-051995) - maintained by any activity for reference (JS) and HQ CC 

(NON-RECORD) JCS/JS Histories - maintained by other JS Corporate Joint Staff 
0021-02 Non-Record Destroy/delete when no longer needed DD 0000-05activities for reference (JS) and HQ CC 

~ 

(NON-RECORD) JCS/JS Histories - JS history maintained by Corporate Joint Staff 
0021-04 Non-Record Destroy/delete when no longer needed DDWNLN 0000-05other JS activities for reference · (JS) and HQ CC 

(NON-RECORD) JCS/JS Histories - Histories prepared by the 
Office of the Secretary of Defense (OSD), military services, 

0021-05 
Defense agencies, and subordinate commands retained in JS 
offices for reference 
(NON-RECORD) JCS/JS Histories - Miscellaneous historical 
research and reference materials collected and used in 

0021-13 preparing histories, studies, reports, and historical inquiries 
consisting of: copies of materials not generated by the Joint 
Staff maintained by any activity for reference 

(NON-RECORD) Directorate Numbered Implementing 
Memorandums (J-#As) Referred to as J-#Ms/J-#DMs pre 1991 

-retained by any activity for reference 

0022-02 

Corporate Joint Staff 
Non-Record Destroy/delete when no longer needed DDWNLN 0000-05

(JS} and HQ CC 

Corporate Joint Staff 
Non-Record Destroy/delete when no longer needed DDWNLN 0000-05

(JS} and HQ CC 

} Corporate Joint Staff 
Non-Record Destroy/delete when no longer needed DDWNLN 0000-05(JS) and HQ CC 

UNCLASSIFIED 
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Record Series Description Number 

(NON-RECORD) Transmittal Memorandum - maintained for
0023-02 

reference 

(NON-RECORD) Directorate Instructions, Manuals, and 
Notices (J-#1s, J-#Ms, J-#Ns)- maintained by offices within the 
directorate for reference 

0024-02 

(NON-RECORD) JS Numbered Joint Action Directives -
0025-03 

maintained by any JS activity for reference 

(NON-RECORD) JS Division and Below Numbered
0026-02 

Memorandums - maintained by any JS activity for reference 

(NON-RECORD) Joint Requirements Oversight Council 
(JROC) Records - copies of all above items maintained by any 
activity for reference 

0028-03 

(NON-RECORD) Joint Warfighting Capabilities Assessment 
(JWCA) and Requirements Generation System (RGS) Process 

0029-08 
Records - copies of all above items maintained by any activity 
for reference 

(NON-RECORD) Joint Experimentation Records - copies of all
0030-05 

above items maintained by any activity for reference 

(NON-RECORD) Combatant Command Commander/Deputy 
Commander/Chief of Staff Correspondence - maintained by 
any office for reference 

0031-02 

(NON-RECORD) Command Electronic Decision-Making and 
0032-03 

Suspense Systems - maintained by any activity for reference 

(NON-RECORD) Combatant Command Instructions -
0033-02 

maintained by any activity for reference 

(NON-RECORD) Combatant Command Historical Records -
maintained by other combatant command activities for 
reference 

0035-02 

Bucket Name 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Sub Bucket Name 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

-

Non-Record 

Non-Record 

Past Retention 

Destroy/delete when no longer needed 

Destroy/delete when superseded or 
rescinded 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when no longer needed 

Destroy/delete when canceled or 
superseded 

Destroy/delete when no longer needed. 

New Sub-
Proposed 

Bucket AlphaRetention 
Number 

DDWNLN 0000-05 

DDWSR · 0000-05 

DDWNLN 0000-05 

NNwh NLN 0000-05 

DDWSO 0000-05 

DDWSO 0000-05 

0000-05DDWSO 

DDWSO 0000-05 

DD.WNLN 0000-05 

DDWCS · 0000-05 

0000-05DDWNLN 

UNCLASSIFIED 
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Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

(NON-RECORD) Combatant Command Historical Records -
0035-05 

maintained by other activities for reference 
Corporate Joint Staff 

Non-Record
(JS) and HQ CC 

Destroy/delete when no longer needed DDWNLN 0000-05 

(NON-RECORD) Combatant Command Historical Records -
Miscellaneous historical research and reference materials 

0035-06 collected and used in preparation of histories, studies, reports, 
and historical inquiries /copies maintained by any activity for 
reference 

Corporate Joint Staff 
Non-Record

(JS) and HQ CC 
Destroy/delete when no longer needed DDWNLN 0000-05 

(NON-RECORD) Combatant Command Historical Records -
0035-14 

maintained by other offices for reference 
Corporate Joint Staff 

Non-Record
(JS) and HQ CC 

Destroy/delete when no longer needed DDWNLN 0000-05 

(NON-RECORD) Service Memorandums/Planner's Memo Corporate Joint Staff 
0005-03 Non-Record

Flimsies - maintained by any JS activity for reference (JS) and HQ CC 

(NON-RECORD) Weapons System Evacuation Group (WSEG) 
Corporate Joint Staff 

0020-03 Institute for Defense Analysis (IDA) Reports and Studies for the Non-Record
(JS) and HQ CC

Joint Staff - maintained by any activity for reference 

SJS Information Memorandums - Numbered memorandums 
(SJS 99-99999) relaying information of an administrative nature Corporate Joint Staff 

0004-01 Exceptions
and considered temporary, non-record material maintained by (JS) and HQ CC 
R&ABr 

Upon completion of required action(s), 
assure that R&A Br has received a copy 
of the document for permanent Non record 
retention, then destroy/delete all other 
copies. 

Destroy/delete when no longer needed DD 

Cut off annually, hold 7 years, then retire 
by CY block to JS RHA. Destroy/delete 20Years 
by CY block 20 years after cutoff. 

0000-05 

0000-05 

0000-06 A 

SJS Memorandums (SMs) - maintained by R&A Br as the 
0012-02 official JS record copy but do not pertain to a JS action (SMs 

functionally filed iri R&A Br) 

Corporate Joint Staff 
Exceptions

(JS) and HQ CC 

Cut off annually, hold 7 years, then retire 
by CY block to JS RHA. Destroy/delete DD 
by CY block 20 years after cutoff. 

0000-06 B 

Service Memorandums/Planner's Memo Flimsies - received Corporate Joint Staff 
Exceptions0005-02 

and maintained by the JS action officer (JS) and HQ CC 

Perm: Review annually, purge 
extraneous papers and duplicate copies, 
and incorporate background materials 
pertaining to official actions into official 
JS case file. Destroy/delete other 
materials when no longer needed-
except that NATO documents will be 
disposed of in accordance with the 
appropriate 0811 category number and 
United States 

0000-06 

Combatant Command Historical Records - Historical property 
accounts consisting of: funding, contracting, audit, 

Apply appropriate General Records Corporate Joint Staff 
accessioning, display, and other documents on books, journal, Exceptions CheckGRS 0000-06 D0035-09 Schedule (GRS) (JS) and HQ CC
art, artifacts, models, and other items under the purview of 
historians maintained by combatant command historical offices 

UNCLASSIFIED 
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; 

Number. Record ~eries · Description ... 
,,·, ,, ,, ,. ·' 

Combatant Command Historical Records - Recurring 
command historie_s prepared by the combatant command in 
compliance with CJCSI 5320.01 on the mis~ions, functions, 
operations, and activities of the command or agency 
maintained as·ffie official combatant command record copy 

Combatant Command Historical Records - Donated personal 
papers and other materials consisting of: correspondence, 

0035-01 

logs, photographs, and other documents donated to combatant 
command history offices maintained by combatant command 
historical offices 

0035-08 

Abstracts of JS Papers - A concise summary of the contents of 
all JS papers and related documents (CMs, DJSMs, SMs, 
MJCSs, JAls, Pubs, MOPs, Weapons Systems Evaluation 
Group reports, National Security Council [NSC] documents, 

0018-01 Concept Plans, Operations Plans, messages, etc.) used for 
data input into EFS and by staff and action officers for research 
purposes such as final or permanent abstracts (Joint 
Information Search and Retrieval Database [JISR] Form 3) 
indexed by JS paper (green paper) number 

Abstracts of JS Papers - final/permanent abstracts (JISR Form 
0018-04 

3) indexed by source or origin 

Bucket Name 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

. 

Corporate Joint Staff 
(JS) and HQ CC 

Corporate Joint Staff 
(JS) and HQ CC 

Sub B~cket Name . · 

Exceptions 

Exceptions 

Exceptions 

-

Exceptions 

Past Retention ', 
. , 

Destroy/delete when no longer needed. 

Dispose of in accordance with deed of 
gift. 

Perm: Cut off annually, verify database 
and hold 15 years, then retire by CY 
block to JS RHA for microfilming. When 
microfilmed, destroy/delete originals . 
Retain one set of microfilm at R&A Br 
until no longer needed. Exceptions: pre-
1964 abstracts microfilms - transfer to 
NARA as _permanent records 25 years 
after cutoff, after declassification review; 
1964-1966 abstracts- introduce to JISR 
system and destroy/delete originals after 
database verification and microfilming. 
Database disposition is in accordance 
with 1000 series. 

Perm: Cut off annually, verify database 
and hold 15 years, then retire by CY 
block to JS RHA for microfilming. When 
microfilmed, destroy/delete originals. 
Retain one set of microfilm at R&A Br 
untilnolongerneeded.Exceptions:pre-
1964 abstracts microfilms - transfer to 
NARA as permanent records 20 years 
after cutoff, after declassification review; 
1964-1966 abstracts- introduce to JISR 
system and destroy/delete originals after 
database verification and microfilming. 
Database disposition is in accordance 
with 1000 series. 

New Sub-
Proposed 

Bucket fdpt)aRetention 
Number 

DD.WNLN 0000-06 E 

IAWDeed F0000-06 

0000-06 G 

' 

0000-06 G 

UNCLASSIFIED 
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New Sub-
Proposed

Number Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket Alpha
Retention 

Number 

For the CJCS Messages - Outgoing electrical messages 
implementing decisions in the name of the Chairman of the 
Joint Chiefs of Staff or Joint Staff and/or are released under the 

0016-01 
authority delegated in CJCSI 5711.01 comeback copies 
maintained by the message originator and filed in appropriate 
functional files corresponding to the particular subject 

JS Numbered Joint Action Directives - Action or standing 
directives consisting of: serially numbered documents 
published in accordance JSI 5711.01 and used for assigning 
actions within agencies and requesting coordination and/or 
collaboration externally. Formerly, directives were printed on 

0025-01 blue paper (blue bullet) for Service coordination and yellow 
paper (yellow bullet) for JS agency coordination and/or 
collaboration only. Serial numbers are d~termined by the 
method in which the action is initiated (by a JS action--J-5, 
2054/100/D; by other than a JS action--J-1 1234-83/D) 
maintained by any JS activity 

Corporate Joint Staff Disposition is that of the appropriate 
Exceptions Disposition 0000-06 H(JS) and HQ CC functional file. 

Cut off when action is ~mpleted, 
Corporate Joint Staff superseded, obsolete, or canceled. Hold Action

Exceptions 0000-06 I
(JS) and HQ CC 1 year, then destroy/delete. Earlier complete 

destruction is authorized. 
~ 

JCS/JS Histories - Oral Historical Records - which are all other Corporate Joint Staff Cut off annually, hold 25 years, then 
0021-12 Exceptions 25yrs 0000-06 Jitems maintained by any activity (JS) and HQ CC destroy/delete. 

Combatant Command Historical Records - all other items Corporate Joint Staff Cut off annually, hold 25 years, then 
0035-12 Exceptions 25Years 0000-06 K

maintained by any activity (JS) and HQ CC destroy/delete. 

UNCLASSIFIED 
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NewSub-
Number Bucket Name Record Series Description Sub .Bucket Name Past Retention ~reposed Retention Bucket Alpha 

,.;t -

f > ., ,-~: • - Number 

Unit Manning Documents (UMDs) - UMD's consisting 
of: manpower document and monthly strength report Cut off every 3 months, hold 3 monthsOrganization Short-Term0105 01 6 0100-01 A - forwarded to OSD and other activities maintained by and Manpower months, then destroy/delete. 
personnel office as the official record copy 

0101-02 

Organization Planning - Requests from directorates or 
agencies of the Joint Staff or combatant commands 
for organizational changes consisting of background 
papers, coordination, proposed inputs, drafts, charts, 
and related papers received by personnel office for 
staffing and approval for publication in agency 
organiz~tional documents 

Administrative I Cut off on publication in the 
Organization Routine I Working agency organizational 3 Years 0100-02 A
and Manpower Papers document, hold 2 years, then 

destroy/delete. 

Destroy/delete after 

Organization Planning - Original documents in which 
0101-04 all data have been converted to microform maintained 

by any JS/combatant command activity 

verification that microform 
Administrative / 

meets prescribed quality Organization Routine / Working 
and Manpower standards and is an adequate

Papers 
substitute for the original 

3 Years 0100-02 A 

documents. 

0103
_
03 

0104
_
02 

Civilian position structure - Consisting of: information 
reflecting the civilian position structure of each 
organizational ·segment including individual 
organizational folders containing position structure 
charts, summaries and survey lists, job descriptions, 
target transition plans, evaluation statements, and 
similar information maintained by any JS/combatant 
command activity as the official record copy 

Manpower Management - Chronological file (audit 
trail) of documents that approve the addition, 
redistribution, ~nd/or deletion of manpower 
authorizations for the Joint Staff and combatant 
commands maintained by any JS/combatant 
command activity as the official record copy 

Administrative / Cutoff when superseded or 
Organization Routine / Working obsolete, hold 2 years, then 3 Years 0100-02 B 
and Manpower Papers destroy/delete 

Ad . . t f Cut off annually, hold 1 year, IOrganization m!ms ra ive. then retire to ISF. 
3 Years 0100-02and Manpower ~outme I Working Destroy/delete 2 years after 

apers cutoff. 

UNCLASSIFIED 

C 



C 

UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Manpower and Organization 

New Sub-
Number Sub Bucket Name Past RetentionRecord Series Description Bucket Name Proposed Retention AlphaBucket 

Number 

Manpower Management - Documents/forms 
requesting changes in directorate or agency manning 
positions consisting of requests for billet adjustment, 
memorandums, working papers, justifications, and 

0104-03 
related documents used to document changes to 
billets. Used to effect change in Unit Manning 
Document positions maintained by any JS/combatant 
command activity as the official record copy 

Administrative / 
Organization 

Routine / Working 
and Manpower 

Papers 

Documents not in a suspense 
file - Cut off when changes 
are requested, hold 2 years, 
then destroy/delete; 
Documents in a suspense file -
Cut off on completion of 
action, hold 2 years, then 
destroy/delete 

3 Years 0100-02 

Manpower Management - Computer data for unit and 
Administrative / 

position manpower authorizations for all fiscal periods Organization Cut off at end of FY, hold 1
0104-05 Routine / Working 

in the current manpower program, the last day of each and Manpower year, then destroy/delete 
Papers

calendar month 

3 Years 0100-02 C 

Manpower Management - Civilian position statements 
consisting of: statements prepared for all civilian 

0104-08 positions and individually for vacated positions before 
they may be filled maintained by personnel office as 
the official record copy 

Organization 
and Manpower 

Administrative / 
Cut off annually, hold 3 years, 

Routine / Working 
then destroy/delete 

Papers 
3 Years 0100-02 C 

Unit Manning Documents (UMDs) - Input documents 
that affect changes to UMDs consisting of: duty 
assignment memorandums, duplicate request forms, 

0105-04 SF 52s, cut sheets, memorandums, and other 
correspondence maintained by any. Joint 
Staff/combatant command activity as the official 
record copy 

Administrative / 
Organization 

Routine / Working 
and Manpower 

Papers 

Cut off annually, hold 1 year, 
3 Years 0100-02 D

then destroy/delete 

Unit Manning Documents (UMDs) - Other reports Administrative / Cut off annually, hold 2 years, 
Organization

maintained by any activity (e.g. personnel statistical Routine / Working then destroy/delete. Authority: 3 Years 0100-02 D0105-06 
and Manpower 

reporting) Papers N1-218-00-2 item 16 

Committee and Board Records - Records relating to 
the establishment, organization, membership, and 
policy of committees/boards that are temporary in 

0109-02 
nature (not mandated by public law or executive 
order) maintained by the committee/board secretariat 
as the official record copy 

Administrative / 
Organization 

Routine / Working 
and Manpower 

Pape~ 

Cut off at termination of 
committee/board, hold 2 0100-023 Years E 
years, then destroy/delete. 

Committee management officer control files consisting 
of: monitoring and control case files of records relating 

Organization
0109-05 to the approval, establishment, review, and 

and Manpower 
termination of individual boards/committees held as 

Administrative / Cut off on termination of 
Routine / Working committee, hold 2 years, then 
Papers destroy/delete. 

3 Years 0100-02 F 

official records 

UNCLASSIFIED 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Manpower and Organization 

Number Record Series Description .. Bucket Name Sub Bucket Name Past Retention Proposed Retention 
New Sub-
Bucket Alpha 
Number 

Organization and Manpower General Correspondence 
File - General organization and functions 
correspondence files consisting of: routine comments 
on regulations, directives, or other publications 
prepared by another office with chief responsibility; 
program and budget documents; management 
improvement reports, cost reduction reports, and 
comparable information submitted to offices in charge 
of these functions; routine or general requests for

0110-01 
information and replies; informal reports with related 
information; general recommendations and 
suggestions with all types of transmittals; other 
transactions of a general, routine, and administrative 
nature; and other information relating to organization 
and functions which cannot logically be filed with the 
detailed record series listed below Maintained by any 
JS/combatant command activity as the official record 
copy 

Administrative/
Organization Cut off annually, hold 2 years, 

Routine / Working 3 Years 0100-02 G
and Manpower then destroy/delete 

Papers 

Management and 
Organization Cut off at end of FY, hold 5 Manpower M~nagement - Manpower authorization as 

Program/Operatic 7-10 Years 0100-03 A0104-06 
and Manpower years, then destroy/delete. of the last day of each fiscal quarter · 

ns Records 

Manpower Management - Decision Package Sets 
received from OSD or other activity establishing 
manpower authorizations for the Joint Staff and 
combatant commands consisting of: documents 
received from Office of ASD/Personnel and Readiness 

0104-01 and/or other activities providing approval of individual 
requests for increasing or decreasing manpower 
authorizations within the JS and combatant command 
directorates arid agencies maintained by any 
JS/combatant command activity as the official record 
copy 

Unit Manning Documents (UMDs) - Consisting of: 
information and feeder reports used to report 
workforce actual strength utilization data and expense 

0105-05 
data including work reports, consolidations, extracts or 
tabulations thereof, and similar reports, year-end 
reports 

., 

Cut off annually, hold 1 year, 
Management and 

Organization then retire to ISF. 
Program/Operatic 7-10 Years 0100-03 B

and Manpower Destroy/delete 10 years after 
ns Records 

cutoff. 

Management and 
Organization Cut off annually, hold 1 O

Program/Operatic 0100-037-10 Years 
and Manpower years, then destroy/delete. 

ns Records 

UNCLASSIFIED 

C 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Manpower and Organization 

New Sub-
Sub Bucket Name Past Retention Proposed Retention Bucket NameNumber Record Series Description Bucket Alpha 

Number 

Organization Planning - Documents relating to the 
establishment of and changes in organization 
functions and relationships of directorates and/or 
agencies, consisting of documents relating to overall 
functions and missions; copies of organization and 
functions plans, manuals, and charts; copies of 
published directives implementing establishment or 

0101-01 changes; and coordination papers with the agency 
head (e.g. Chairman, Joint Chiefs of Staff; Director, 
Joint Staff; commander/deputy commander, 
combatant command} and the personnel office 
indicating their approval for organization changes 
maintained as the official record copy. (Note: For 
microforms. transfer one silver halide microform set 
and one diazo or vesicular copy}. 

Organization Charters - Documents that authorize and 
define the scope of authority, primary functions, and 
organizational relationships of directorates or

0102-01 
agencies of the Joint Staff and combatant commands 
maintained by any JS/combatant command activity as 
the official record copy 

Organization Structure - Documents, charts, 
publications, and background materials pertaining to 
the Office of the Chairman, Joint Chiefs of Staff; Joint 

0103-01 
Staff; or the combatant command organization 
structure maintained by any JS/combatant command 
activity as the official record copy 

Case 
Organization Management I 
and Manpower Historical 

Significance 

Case 
Organization Management I 
and Manpower Historical 

Significance 

Case 
Organization Management I 
and Manpower Historical 

Significance 

Perm: Cut off annually; except 
that plans, charts, and 
manuals thereof will be cut off 
when superseded or 
rescinded;then retire to ISF. 
Transfer to NARA in 5-year 
blocks 25 years after cutoff, 
after declassification review. 

Permanent 0100-04 A 

Perm: Cut off when 
superseded or rescinded, hold 
1 year, then retire to ISF. 

0100-04Permanent B
Transfer to NARA in 5-year 
blocks 25 years after cutoff, 
after declassification review. 

Perm: Cut off when 
superseded or rescinded, hold 
I year, then retire to ISF. 

0100-04Permanent
Transfer to NARA in 5-year 
blocks 25 years after cutoff, 
after declassification review. 

Case 
Perm: Cutoff at end of FY,

Organization Management I 
0100-04hold 1 year, then transfer to Permanent DManpower Management - The last day of each FY 0104-07 

and Manpower Historical NARA.
Significance 

Perm: Cut off annually, hold 5 
Case 

years, then retire to ISF. Manpower and Productivity Enhancement Studies -
Organization Management I 

0100-04 ETransfer to NARA in 5-year PermanentManpower requirements criteria development files for0106-03 
and Manpower Historical 

blocks 25 years after cutoff, combat support 
Significance 

after declassification review. 

UNCLASSIFIED 

C 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Manpower and Organization 

Joint Manpower Program (JMP) - Documentation 
reflecting an activity's mission, function, organization, 
current and projected manpower needs, and, when 
applicable, it's required mobilization augmentation. A 

0107-01 
recommended JMP also identifies and justifies any 
changes proposed by the commander or director of a 
joint activity for the next 5 FYs maintained by R&A Br 
as the official JS record copy 

\ 
I 

' 
Committee and Board Records - Records relating to 
the establishment, organization, membership, and 
policy of committees/boards that are permanent in 
nature including charters, terms of reference, 
agreements, and directives pertaining to their 
operation consisting of: case files of each approved 

0109-01 
committee including but not limited to directive or 
charter establishing the committee, resume of major 
points of interest concerning committee hearings and 
its general op~rations, terminating directive, and final 
committee report and findings. (Note: See 0028 
series for JROC charter records). 

International Joint Board files consisting of: 
information on the activities of the US sections of 
international boards established by the International 

( Joint Commission at the request of the Government of 
the United States and Canada or Mexico to conduct 
special studies and investigations concerning 
boun~ary wate~. ln~luded are minutes of board

06
,

0109
_ 

meetings, public notices, transcripts of public hearings 
and proceedings, board progress reports to the 
International Joint Comm_ission, instructions and policy 
statements, reports of inspection trips, supplemental 
reports, final reports of boards and the International 
Joint Commission, and related information maintained 
as the official record copy 

Perm: Incorporate into official 
JCS case file for disposition in 
accordance with 0001-01. 

Organization 
and Manpower 

Case 
Management / 
Historical 
Significance 

(Cut off annually; except that 
_plans, charts, and manuals 
thereof will be cut off when 
superseded or rescinded;then 
retire to ISF. Transfer to 

Permanent 0100-04 F 

NARA in 5-year blocks 25 
years after cutoff, after 
declassification review). 

Perm: Cut off annually, hold 3 

Organization 
and Manpower 

Case 
Management/ 
Historical 
Significance 

years, then retire by CY block 
to ISF. Transfer to NARA in 5-
year blocks 25 years after Permanent 
cutoff, after declassification 
review. Authority: N1-218-00-2 

0100-04 H 

item 19 

Perm: Cut off on 
Case 

discontinuance of board.
Organization Management / 

Transfer to NARA 25 years Permanent 0100-04 Gand Manpower Historical 
after cutoff, after 

Significance 
declassification review. 

UNCLASSIFIED 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of-CJCSM 5760.01, Vol. II 
Manpower and Organization 

New Sub-
Number Sub Bucket Name Past Retention Record Series Description Bucket Name Proposed Retention Bucket Alpha 

Number 

International Joint Board files at office of board 
chairperson or secretariat, whichever is office of

0109-07 
record, and office of members in which a foreign 
government is secretariat 

Perm: Cut off annually, hold 5 

Organization 
and Manpower 

Case 
Management/ 
Historical 
Significance 

years, then retire by CY block 
to ISF. Transfer to NARA in 5-
year blocks 25 years after Permanent 
cutoff, after declassification 
review. Authority: N1-218-00-2 

0100-04 G 

item 22 

Organization(NON-RECORD) Organization Planning - Maintained Destroy/delete when 
0101-03 Non-Record DDWSO 0100-05

by any activity for reference and Manpower superseded or obsolete 
(NON-RECORD) Organization Planning - Other 

Organization Destroy/delete when no longer
0101-05 microform copies maintained by any activity as Non-Record DDWNLN 0100-05

and Manpower needed
reference 

(NON-RECORD) Organization Charters - Maintained Organization Destroy/delete when 
0102-02 Non-Record DDWSO 0100-05

by any activity as reference and Manpower superseded or obsolete 

(NON-RECORD) Organization Structure - Maintained Organization Destroy/delete when 
Non-Record0103-02 DDWSO 0100-05

by any activity as reference and Manpower superseded or obsolete 

(NON-RECORD) Manpower Management - Manpower 
Organization Cut off annually, hold 1 year, 

Management maintained by any other activity for Non-Record0104-04 *1 Yr DD 0100-05
and Manpower then destroy/delete 

reference 

(NON-RECORD) Manpower Management - Organization Cut off annually, hold 1 year, 
Non-Record *1 Yr DD 0100-050104-09 

and Manpower Maintained by any other activity for reference then destroy/delete 

(NON-RECORD) Unit Manning Documents (UMDs) - Organization Destroy/delete when 
0105-02 Non-Record DDWS 0100-05

UMDs maintained by any activity for reference and Manpower superseded 

(NON-RECORD) Unit Manning Documents (UMDs) -
Organization Destroy/delete when no longer

0105-03 UMDs microfilm copies of UMD and strength report Non-Record DDWNLN 0100-05
and Manpower needed

maintained by any activity for reference 

(NON-RECORD) Manpower and Productivity 
Organization Destroy/delete when no longer

Enhancement Studies - Maintained by any other 0106-02 Non-Record DDWNLN 0100-05
neededand Manpower 

activity for refe~ence 

UNCLASSIFIED 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Manpower and Organization 

New Sub-
Number · Buckel Nam~ Sub· Bucket Name· Past Retention - Prop~d Re~ntion Bucket AlphaRecord Series Descrlpti()n 
::; i __ -;,~-::'!'.~ <,e;".;_:-~,;{,;.-. , .·.) -:~--. (:;,,_,}.(_ ~:~. _., ., :..:-_>j_;-!f:•---.•,_. ,_,, .• ---_ -::<~;-_:>J\',_;f ·.-z.:-'f.~_,,-,:ii?>. ·-r~.:-<,\ r. ·,·_ :,;,_, ... Number .--

(NON-RECORD} Manpower and Productivity 
Enhancement Studies - Consisting of: infonnation 
reflecting the ~evelopment of workforce requirements 
for combat support and combat service support 
positions under tables of organization and equipment Destroy/delete when Organization Non-Record DDWSF 0100-050106

_
04 standards are finalized 

collection, final workforce requirements criteria 
studi~s. associated correspondence and printouts, 
and similar infonnation maintained as the official 
record copy 

and Manpower including study schedules, program reports, data 

Destroy/delete when (NON-RECORD} Joint Manpower Program (JMP} Organization Non-Record 0100-05DOWS0107
_
03 supersededand Manoower JMP maintained by other activities for reference 

(NON-RECORD} Committee and Board Records -
Destroy/delete when no longer DD WNLN Organization Non-Record 0100-050109-03 committee/board members' records not made a part 

and Manpower needed
of another records series or not covered elsewhere 

(NON-RECORD}Committee and Board Records -
Administrative support records consisting of: records 
that facilitate and support the responsibilities of the 
chainnan/recorder and staff activities designated as 

Destroy/delete w~en no longer DD WNLN Organization Non-Record 0100-050109-04 representatives on or for boards/committees including needed ·and Manpower 
copies of minutes, mailing lists, agendas, reports, 
correspondence, and other related papers reflecting 
the position taken on policy development or other 
board/committee deliberations 

Cut off on completion of JMP C JMP hd 5 yrs,OrganizationJoint Manpower Program (JMP}-Joint Manpower 
0100-06 Aaction, hold 5 years, then DD0107

_
02f and Manpower ExceptionI Program (JMP} maintained for staffing and approval 

\ destroy/delete. 

UNCLASSIFIED 



UNCLASSIFIED 0100 SERIES Crosswalk to Previous Edition of-CJCSM 5760.01, Vol. 11 
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New Sub-
Sub Bucket Name Past Retention Bucket Name Proposed RetentionNumber Record Series Description AlphaBucket 

Number 

Organization and Manpower General Correspondence 
File - Matters relating to organization and functions 
that are received for information only, on which no 
action is required consisting of: cards, listings, 
indexes, or other items which are created solely to 
facilitate or control work, extra copies of actions 

0110-02 maintained by action officers, duplicate copies of 
actions accumulated by supervisory offices ( establish 
and keep only when necessary}, notes, drafts, feeder 
reports, and similar working information gathered for 
preparation of an action maintained by any 
JS/combatant command activity as the official record 
copy 

Manpower and Productivity Enhancement Studies -
Documents created in connection with manpower 
surveys and studies covering personnel 

0106-01 authorizations, manning levels, manpower analysis 
and requirements, workload and performance 
measures, staffing standards, and related 
documentation 

Committee and Board Records - Records pertaining 
to office participation in conferences, meetings, and 
similar activities consisting of: agendas, meeting 
notes, and like materials maintained by conference 
participants as the official record copy 

0109-08 

Destroy/delete when no longerOrganization 
Exception DDWNLN 0100-06 B

neededand Manpower 

Destroy/delete when 
Organization 
and Manpower 

Exception 
superseded by a like survey 
or study, or when no longer 

DD 0100-06 C 

needed, whichever is later 

Cut off on 
termination of 
conference and 

Cut off on termination of incorporate into 
conference and incorporate applicable 

Organization 
and Manpower 

Committee and 
Board Records 

into applicable functional files 
for disposition in accordance 

functional files for 
disposition in 

0100-06 D 

with instructions for that accordance with 
particular file instructions for that 

particular file. 
Authority: NC1-218-
84-1 item 517 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
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Record Series Description Number 
•: f~v :• : 

Interview Records - Consisting of: correspondence, reports, and other 
records relating to interviews with employees maintained by any 
JS/combatant command activity 

0209-01 

Correspondence and Forms - Displaced Empl~yee Program (DEP) 
consisting of: information and rosters reflecting application and registration 

0212-04 
of individuals eligible to participate in DEP maintained by any JS/combatant 
command activity as the official record copy 

Correspondence and Forms - All other correspondence and forms 
0212-05 

maintained by any JS/combatant command activity 

Promotion and Demotion Records - Promotion eligibility rosters consisting 
of: documents relating to individuals eligible for consideration for promotion

0228-01 
including recommendations, lists, and similar information maintained by 

(_ any JS/combatant command activity 

Promotion and Demotion Records - Centralized and semi-centralized 
selection board reporting files consisting of: documents relating to 
consideration and selection of officers, warrant officers, and enlisted 
personnel for promotion, reduction, removal from promotion lists, and 
elimination including selection lists, board proceedings, appointments of 
board members, voting results, and similar or related documents at other 
offices 

Directory Service - Correspondence, forms, and other records relating to 

0228-02 

the compilation of directory service listings maintained by personnel office 
as the official record copy 

General Personnel Correspondence - Correspondence, reports, 
memorandums, and other records relating to the general administration 
and operation of civilian and military personnel functions, excluding records 

0247-01 

0201-01 
specifically described elsewhere in this schedule and records maintained at 
agency staff planning levels maintained by agency personnel function as 
the official record CQPY 

Payroll Correspondence - Correspondence between agency and payroll 
processor regarding general routine administrative issues, including wage 

0205-01 
grade job matters, that do not relate to individual payments maintained by 
any JS/combatant command activity 

Payroll Correspondence - Differential and allowances consisting of: 
information to assi$t overseas civilian personnel offices to document 
employee eligibility for foreign post differential and foreign quarters and 

0205-03 
post allowances, including SF 1190 (Foreign Allowances Application, Grant, 
and Report) and similar information maintained by any JS/combatant 
command activity 

Employee Performance File System Records - Appraisals of unacceptable 
performance of non-senior executive servant (SES) appointees (5 USC 
4301 [2]) where a notice of proposed demotion or removal is issued but not 
effected, including all related documents maintained by any JS/combatant 
command activity 

0207-01 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Person~el/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Short-Term 

Short-Term 

Short-Term 

Short-Term 

Short-Term 

Short-Tenn 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

,, 

Administrative / 
Routine/ 
Working Papers 

Past Retention 

Cut off on transfer or separation of 
employee, hold 6 months, then 
destroy/delete. Authority: GRS 1 item 8 

Cut off on expiration of employee DEP 
eligibility, hold 3 months, then 
destroy/delete 

Destroy/delete when 6 months old. 
Authority: GRS 1 item 17c 

Cut off on publication of promotion list, 
hold 30 days, then destroy/delete. 

Cut off on completion of board, hold 30 
days, then destroy/delete. 

Cut off on issuance of listing, hold 2 
months, then destroy/delete. Authority: 
GRS 11 item3 

Cutoff annually, hold 3 years (GRS 1, 
item 3) ' 

Cutoff annually, hold 2 years, 
destroy/delete (GRS 2, item 24) 

Cut off at end of FY in which all 
allowances granted are terminated, 
hold 3 years, then destroy/delete. 

Destroy/delete on employee completion 
of 1 year of acceptable performance 
from date of written advance notice of 
proposed removal or notice of 
reduction-in-grade. Authority: GRS 1 
item 23a(1) 

Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

6 Months 0200-01 A 

6 Months 0200-01 B 

6 Months 0200-01 C 

6 Months 0200-01 D 

6 Months 0200-01 D 

6 Months 0200-01 E 

3 Years 0200-02 A 

3 Years 0200-02 B 

3 Years 0200-02 B 

3 Years 0200-02 C 

UNCLASSIFIED 



UNCLASSIFIED 0200 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
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Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

~pha 

Administrative / Promotion and Internal Placement Records - Notification of personnel 
0208-01 action (SF 50) consisting of: files documenting promotions and transfers (in Personnel/Payroll Routine/ 

and out) chronological file copies maintained in personnel office Working Papers 

Administrative / 
Promotion and Internal Placement Records -All other copies maintained in 

0208-02 Personnel/Payroll Routine/
personnel office 

Working Papers 

Federal Employees' Retirement Records (FERS/CSRS) - General 
correspondence and subject files consisting of: files relating to general 

0211-01 administration and operation of FERS/CSRS including coverage, basic 
annuity, death benefits and refunds, disability, and debt collection 
maintained by any JS/combatant command activity 

FERS/CSRS - Retirement assistance files consisting of: correspondence, 
memorandums, annuity estimates, and other records used to assist retiring 

0211-04 
employees or survivors claim insurance or retirement benefits maintained 
by any JS/combatant command activity 

Correspondence and Forms - Retention registers from which reduction-in-
force actions have been taken consisting of: information showing retention 

0212-02 groups of employees according to tenure, length of service, performance 
ratings, and veteran's preference maintained by any JS/combatant 
command activity as the official record copy 

Equal Employment Opportunity (EEO) Records - Preliminary and 
background consisting of: background records not filed in the official 

0214-03 
discrimination complaint case files maintained by any JS/combatant 
command activity 

Equal Employment Opportunity (EEO) Records - EEO general files 
consisting of: general correspondence and copies of regulations with 
related records pertaining to the Civil Rights Act of 1964, EEO Act of 1972,

0214-04 
and any pertinent future legislation, including agency EEO Committee 
meeting records, minutes, and reports maintained by any JS/combatant 
command activity as the official record copy 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

I 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Administrative / 
Personnel Counseling Records - Reports of interviews, analyses, and 

0215-01 Personnel/Payroll Routine/
related records maintained by supervisors 

Working Papers 

Adverse and Perfor!'Tlance-Based Actions - Adverse action files (5 CFR 
752) and performance-based actions (5 CFR 432) consisting of: case files 
and related records created in reviewing any adverse action (disciplinary or 
nondisciplinary removal, suspension, leave without pay, reduction in force) 

0218-01 against an employee. The file includes a copy of the proposed adverse 
action with supporting papers, statements of witnesses, employee's reply, 
hearing notices, reports and decisions, reversal of action records, and 
appeal records, excluding letters of reprimand maintained by the Joint 
Staff/combatant command 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Cut off annually, hold 2 years, then 
destroy/delete. Authority: GRS 1 item 0200-023 Years D 
14a 

Cut off annually, hold 1 year, then 
destroy/delete. Authority: GRS 1 item 3 Years 0200-02 D 
14b 

Cut off annually, hold 3 years, then 
3 Years 0200-02 E

destroy/delete. 

Cut off annually, hold 1 year, then 
destroy/delete. Authority: GRS 1 item 3 Years 0200-02 F 
39 

Cut off annually, hold 2 years, then 
destroy/delete. Authority: GRS 1 item 0200-023 Years G 
17b(1) 

Cut off on final resolution of case, hold 
2 years, then destroy/delete. Authority: 3 Years 0200-02 H 
GRS 1 item 25c(1) 

Cut off annually, hold 3 years, then 
destroy/delete, or destroy/delete when 

3 Years 0200-02 H
superseded or obsolete, whichever is 
applicable. Authority: GRS 1 item 25g 

Cut off on termination of counseling, 
hold 3 years, then destroy/delete. 3 Years 0200-02 
Authority: GRS I item 26a 

Cut off on resolution of case, hold 2 
3 Years 0200-02 J

years, then destroy/delete. 

UNCLASSIFIED 

I 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
Personnel and Payroll 

Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed · 
Retention 

New Sub-
Bucket 
Number 

Alpha 

Cut off annually; hold 3 years or until 

0219-02 
Civilian Leave Application - Maintained by any activity as the official record 
copy and the time card has not been initialed by the employee 

Administrative / after General Accounting Office (GAO) 
Personnel/Payroll Routine/ audit, whichever is earlier; then 

Working Papers destroy/delete. Authority: GRS 2 item 
3 Years 0200-02 K 

6b 

0222-01 
.Wage Survey Files - Wage area surveys consisting of: wage change . 
survey computation forms, specifications, recommendations, and related 
correspondence maintained by any JS/combatant command activity 

Administrative / 
Destroy/delete on completion of second

Personnel/Payroll Routine/ 3 Years 
succeeding wage survey 

Working Papers 
0200-02 L 

Administrative / Supervisor Employee Records - Records of civilian employees' job history, 
Personnel/Payrolltraining, personnel actions, etc., that are not appropriate for the OPF or are Routine/0223-01 

Working Papers duplicates of same maintained by supervisors 

Withholding of within-grade increase (WGI) Records- Files concerning an 
employee's performance rating of record with work examples which 
establish less than fully successful performance, notice of withholding of

0224-01 
WGI, employee's request for reconsideration of denied WGI, and decision 
concerning such a reconsideration request maintained by any 
JS/combatant command activity 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Review annually and destroy 
superseded or obsolete documents or 
cut off all documents relating to an 

3Years 0200-02 M
employee on separation or transfer of 
employee, hold 1 year, then 
destroy/delete. GRS 1 item 1 Ba 

Cut off on completion of WGI action or 
on separation, whichever is earlier; 3 Years 0200-02 N 
hold 3 years, then destroy/delete. 

Incentive Awards Program Reports - Reports pertaining to the operation of Administrative / Cut off annually, hold 3 years, then 
0225-01 the Incentive Awards Program maintained by any JS/combatant command Personnel/Payroll Routine/ destroy/delete. Authority: GRS 1 item 3 Years · 0200-02 0 

activity Working Papers 13 

Employee Awards Files - General awards records, excluding those relating 
to department-level awards consisting of: case files including 
recommendations, approved nominations, correspondence, reports, and 
related handbooks pertaining to agency-sponsored cash and non-cash 
awards such as incentive awards, within-grade merit increases, 
suggestions, and outstanding performance maintained by any 
JS/combatant command activity 

0226-01 
Administrative / 

Personnel/Payroll Routine/ 
Working Papers 

Cut off on approval or disapproval, hold 
2 years, then destroy/delete. Authority: p3Years 0200-02 
GRS 1 item 12a(1) 

0226-02 
Employee Awards Files - General awards records consisting of: 
correspondence pertaining to awards from other Federal agencies or non-
Federal organizations maintained by any JS/combatant command activity 

Administrative / Cut off annually, hold 2. years, then 
Personnel/Payroll Routine/ destroy/delete. Authority: GRS 1 item 

Working Papers 1'2a(2) 
3Years 0200-02 P.1 

0226-03 

Employee Awards Files - Length of service and sick leave awards files 
consisting of: correspondence, reports, computations of service and sick 
leave, a11d lists of awardees maintained by any JS/combatant command 
activity 

Administrative / Cut off annually, hold 1 year, then 
Personnel/Payroll Routine/ destroy/delete. Authority: GRS 1 item 

Working Papers 12b 
3Years 0200-02 P.2 

0226-04 

Employee Awards Files - Correspondence relating to the administration of 
awards to employees for suggestions, acts, or superior accomplishments 
that have contributed to outstanding efficiency and economy in the 
operation of an agency and letters of appreciation or commendation for an 
individual or an organizational element maintained by personnel office as 
the official record copy 

Administrative / Cut off annually, hold 2 years, then 
Personnel/Payroll Routine/ destroy/delete. Authority: GRS 1 item 

Working Papers 12c 
3Years 0200-02 P.3 

UNCLASSIFIED 
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Number Record Series Description 

0226-05 Employee Awards Files - Maintained by other agency activities 

Employee Awards Files - Awards board/committee member appointments, 
records relating to establishment and policy of the board/committee that 

0226-06 
are temporary in nature, and board or committee proceedings maintained 
by personnel office as-the official record copy 

0226-07 Employee Awards Files - Maintained by other activities 

Employee Awards Files - Records reflecting the origin of the award, copies 
of general orders, the citation, recommendation, and approval of the award 

0226-10 
and proceedings of the agency's awards board maintained by personnel 
office as the agency's official record copy 

Official Military Personnel Records - Out-processing files consisting of: 
documents .used to control and account for Military Personnel Record 

0227-07 Jackets during process!ng for transfer or separation including logs, 
registers, and sign-out sheets maintained by any JS/combatant command 
activity 

JCS Identification Badge - Exceptions to policy, copies of orders, and 
0229-02 related documents maintained by personnel office as the official record 

copy 

Military Awards - Service component personal awards consisting of 
documents relating to recommendation, review, and approval or 

0230-02 disapproval of service component awards for individuals, including requests 
and related-information and the approved/disapproved award maintained · 
by any JS/combatant command activity 

Military Awards - Outstanding military personnel programs, e.g., 
outstanding Noncommissioned Officer/Enlisted Award, Junior Officer of the 
Quarter, and similar military personnel recognition programs consisting of:

0230-06 
personal data, letters of nomination, minutes of meetings, photographs, 
and related papers concerning selected and non-selected nominees 
maintained by any JS/combatant command activity 

Military Assignment Documents - Requisition documents held by personnel
0232-02 

office as the official record copy 

Military Assignment Documents - Nomination packets held by personnel 
0232-03 

office as the official_ record copy 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Past Retention 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off on termination of 
board/committee, hold 2 years, then 
destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete. Authority: GRS 1 item 
12a(1) 

Cut off annually or after last entry on 
log or register, whichever is later; hold 
one year, then destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off on receipt of 
approval/disapproval, hold 2 years, 
then destroy/delete. 

Cut off on issuance of award, hold 2 
years, then destroy/delete. 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off on departure of individual, hold 
1 year, then destroy/delete. 

Proposed 
Retention 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3Years 

3 Years 

3 Years 

3Years 

New Sub-
Bucket ~pha 
Number 

0200-02 P.4 

0200-02 P.4 

0200-02 P.5 

P.60200-02 

0200-02 Q 

0200-02 R 

0200-02 s 

0200-02 T 

0200-02 u 

0200-02 u 

UNCLASSIFIED 
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Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

0233-02 
Military Training Program Records - Background and working files 
maintained by any JS/combatant command activity 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Cut off annually, hold 3 years, then 
destroy/delete. Authority: GRS 1 item 
29a(2) 

3 Years 0200-02 V 

0236-02 
Civilia~ Training Program Records - Background and working files 
maintained by any JS/combatant command activity 

Personnel/Payroll 
Administrative / Cut off annually, hold 3 years, then 
Routine/ destroy/delete. Authority: GRS 1 item 
Working Papers 29a(2) 

3 Years 0200-02 w 

0236-04 
Civilian Training Program Records - Civilian training program records 
background and working files 

Personnel/Payroll 
Administrative / Cut off annually, hold 3 years, then 
Routine/ destroy/delete. Authority: GRS 1 item 
Working Papers 29a(2) 

3 Years 0200-02 w 

Civilian Training Program Records - Records relating to the Presidential 
Management Intern Program established by Executive Order (EO) 12008, 
August 1977 consisting of: files relating to the general administration and

0236-10 
operation of the Presidential Management Intern Program including special 
career programs and executive development programs maintained by any 
JS/comba~nt command activity 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Cut off annually, hold 3 years, then 
3 Years 0200-02 w

destroy/delete. 

0239-04 
Time and Attendance Records - Alternate work schedule records consisting Administrative / 

Cut off annually, hold 2 years, then 
of: documents showing alternative work schedules such as flexitime and Personnel/Payroll Routine/ 

destroy/delete.
compressed schedules _maintained by any JS/combatant command activity Working Papers 

3 Years 0200-02 X 

0240-01 

Personal Injury Files - Forms, reports, correspondence, and related 
medical and investigatory records relating to on-the-job injuries, whether or 
not a claim for compensation was made, excluding copies filed in the 
Employee Medical Folder and copies submitted to the Department of Labor 
maintained by any JS/combatant command activity 

Cut off on termination of compensation 
Administrative / or when deadline for filing a claim has 

Personnel/Payroll Routine/ passed, hold 3 years, then 
Working Papers destroy/delete. Authority: GRS 1 item 

31 

3 Years 0200-02 y 

Federal Workplace· Drug Testing Program Files - Drug testing program 
records created under EO 12564 and PL 100-71, Section 503 (101 Stat 
468), including annual reports to Congress as required by PL 100-71, Para 
503(f), excluding consolidated statistical and narrative reports concerning 
the operation of agency programs and the program records of OPM 
consisting of: drug test plans and procedures with related drafts, 

0243-01 
correspondence, memorandums, and other records pertaining to the 
development of procedures for drug testing programs, including the 
determination of testing incumbents in designated positions, excluding 
documents that are filed in records sets of formal issuances (directives, 
procedures, handbooks, operating manuals, and the like) maintained by 
any JS/combatant command activity 

Administrative / 
Personnel/Payroll Routine/ 

Working Papers 

Cut off annually, hold 3 years, then 
destroy/delete, or destroy/delete when 
superseded or obsolete, whichever is 3 Years 0200-02 
applicable. {See note at end of series.) 
Authority: GRS 1 item 36a 

Federal Workplace Drug Testing Program Files - Selection/scheduling 
records consisting of records relating to the selection of specific Administrative / Cut off annually, hold 3 years, then 

0243-03 employees/applicants for testing and the scheduling of tests including lists Personnel/Payroll Routine/ destroy/delete. (See note at end of 3 Years 0200-02 2.2 
of selectees, notification letters, and testing schedules maintained by any Working Papers series.) Authority: GRS 1 item 36c 
JS/combatant command activity 

UNCLASSIFIED 

2.1 
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Number Record Series Description 

Federal Workplace Drug Testing Program Files- Records relating to the 
collection and handling of specimens consisting of permanent, bound 

0243-04 record books containing identifying data on each specimen as recorded at 
each collection site in the order in which the specimens were collected 
maintained by any JS/combatant command activity 

Federal Workplace Drug Testing Program Files - Chain of custody records 
consisting of forms and other records used to maintain control and 

0243-05 accountability of specimens from the point of collection to the final 
disposition of the specimen maintained by any JS/combatant command 
activity 

Federal Workplace Drug Testing Program Files - Negative test results 
0243-07 

maintained by any JS/combatant command activity 

Alternate Worksite Records - Unapproved requests maintained by any0244-02 
JS/comba~nt command activity 

Alternate Worksite Records - Forms and other records generated by the 
0244-03 agency or the participating employee evaluating the alternate worksite 

program maintained by any JS/combatant command activity 

Political Activity of Federal Employees - Holding state or local office records 
including reports, correspondence, and related material required to be filed 
by any civilian employee holding any state or local public office or

0246-02 
appointment consisting of: any information concerning such office or 
appointment filed by another person or entity maintained by any 
JS/combatant command activity 

Payroll Correspondence - Information for a merit pay unit listing covered 
employees consisting of: initial salary, computation of funds for the unit, 

0205-02 salary increases granted automatically, merit pay increases granted based 
on points received from a performance appraisal rating, and similar 
information maintained by any JS/combatant command activity 

Payroll Correspondence - Pay records governing the establishment and 
maintenance of domestic and overseas allowances and differentials, 

0205-04 
agencies, and employees affected maintained by any JS/combatant 
command activity 

Employee Performance File System Records (NON-SES) - All other 
0207-03 performance plans and ratings maintained by any JS/combatant command 

activity 

Employee Performance File System Records (SES) - All other performance 
0207-08 

ratings and plans maintained by any JS/combatant command activity 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Management 
and 
Program/Operati 
ons Records 

Management 
and 
Program/Operati 
ons Records 

Management 
and 
Program/Operati 
ons Records 
Management 
and 
Program/Operati 
ons Records 

Past Retention 

Cut off on date of last entry, hold 3 
years, then destroy/delete. (See note at 
end of series.) Authority: GRS 1 item 
36d(1) 

Cut off annually, hold 3 years, then 
destroy/delete. (See note at end of 
series.) Authority: GRS 1 item 36d(2) 

Cut off annually, hold 3 years, then 
destroy/delete. Authority: GRS 1 item 
36e(2) 

Cut off on rejection of request, hold 1 
year, then destroy/delete. Authority: 
GRS 1 item 42.2 

Cut off annually, hold 1 year, then 
destroy/delete, or destroy/delete when 
no longer needed, whichever is later. 
Authority: GRS 1 item 42c 

Cut off when employee leaves public 
office or appointment, hold 2 years, 
then destroy/delete. 

Cut off on completion of pay increase, 
hold 7 years, then destroy/delete 

Cutoff annually, hold 6 years, 
destroy/delete 

Cut off annually, hold 4 years, then 
destroy/delete. Authority: GRS 1 item 
23a(3)b 

Cut off annually, hold 5 years, then 
destroy/delete. Authority: GRS 1 item 
23b(2)(b) 

Proposed 
Retention 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years. 

New Sub-
Bucket Alpha 
Number 

0200-02 2.3 

2.40200-02 

0200-02 AA 

0200-02 BB 

BB0200-02 

0200-02 cc 

0200-03 A 

0200-03 B 

0200-03 C1 

0200-03 C2 

UNCLASSIFIED 
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Number Record Series Description 

Employee Performance File System Records - (NON-SES) Supporting 
0207-05 

documents maintained by any JS/combatant command activity 

Employee Performance File System Records - All other performance 
appraisals, along with job elements and standards 0ob expectations) upon 
which they are based, excluding those for SES appointees serving on a 
Presidential appointment (5 CFR 214) maintained by any JS/combatant 
command activity 

0207-09 

Employee Performance File System Records - SES members' performance 
0207-10 records consisting of: SES evaluation summary and objective performance 

record sheets maintained by any JS/combatant command activity 

Employee Performance File System Records - SES, scientific and 
technical, and supergrade files consisting of: information concerning SES, 
scientific and technical, and supergrades generated according to 5 USC 
3104, 3131, and 3324 including copies of position descriptions, position 

0207-11 
evaluations, and data on present position incumbent such as individual's 
qualifications, promotions, and awards at the office with responsibility to 
monitor and control SES career related records general position 
documentation 

Employee Performance File System Records - Information relating to 
0207-12 current position incumbent maintained by any JS/combatant command 

activity 

FERS/CSRS - Appeals pertaining to FERS error corrections maintained by
0211-03 

any JS/combatant command actMty 

Equal Employment Opportunity (EEO) Records - EEO complaint cases 
consisting of: information reflecting complaints of personnel and job 
applicants concerning EEO cases resolved within the agency by the EEO 
Commission or by a US Court including complaints, transmittal letters, 

0214-01 
investigative data and summaries, findings of fact statements, exhibits, 
reports, copies of decisions, final disposition reports, records of hearings 
and meetings, acceptance statements, withdrawal notices, and similar 
information at office having agency-wide responsibility 

EEO - Affirmative ~ction Plan (MP) consisting of: consolidated MP and 
0214-06 related feeder documents maintained by any JS/combatant command 

activity as the official record copy 

EEO - Surveys consisting of: surveys on implementation and effectiveness 
of EEO programs including reviews, appraisals, recommendations, final 

0214-07 
survey reports, and similar information maintained by any JS/combatant 
command activity 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ons Records 

Management 
and 
Program/Operati 
ans Records 
Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ans Records 

Management 
and 
Program/Operati 
ons Records 

Past Retention 

Cut off on date of appraisal, hold 4 
years, then destroy/delete. Authority: 
GRS 1 item 23a(5) 

Cut off on date of appraisal, hold 5 
years, then destroy/delete. Authority: 
GRS 1 item 23b(3) 

Cut off at date of appraisal, hold 5 
years, then destroy/delete. Authority: 
GRS 1 item 23b(4) 

Cut off on cancellation of position, hold 
5 years, then destroy/delete. Authority: 
N1-218-00-3 item 5 

Cut off on transfer or separation of 
employee, hold 5 years, then 
destroy/delete. 

Cut off on date of decision, hold 6 
years, then destroy/delete. 

Cut off on final resolution of case, hold 
4 years, then destroy/delete. Authority: 
GRS 1 item 25a 

Cut off on date of plan, hold 5 years, 
then destroy/delete. Feeder plan can 
be destroyed/deleted earlier if 
administrative purposes have been 
served. Authority: GRS 1 items 
25h(1)&(2) 

Cut off annually, hold 5 years, then 
destroy/delete. 

Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

7-10Years 0200-03 C3 

7-10 Years 0200-03 C4 

7-10 Years 0200-03 C5 

7-10Years 0200-03 D 

7-10 Years 0?00-03 E 

7-10 Years 0200-03 F 

7-10Years 0200-03 G 

7-10 Years. 0200-03 G 

7-10 Years 0200-03 G 

UNCLASSIFIED 
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New Sub-
Sub Bucket Proposed

Number Past Retention Record Series Description Bucket Name Bucket Alpha
Name Retention 

Number 
) 

EEO - Reports of on-site reviews ofMP maintained by any JS/combatant 
0214-08 Personnel/Payroll

command activity as the official record copy 

Labor Management Relations Records - General and case files consisting 
of: correspondence, memorandums, reports, and other records relating to

0220-01 
the relationship between management and employee unions or other 
groups office negotiating agreement 

Labor Management Relations Records - Labor arbitration general and case 
files consisting of: correspondence, memorandums, reports, unit 
certifications, negotiated agreements, and case files (such as unfair labor 

0220-03 
practice charges, negotiability disputes, unit clarification or decertification 
petitions) relating to labor arbitration cases maintained by any 
JS/combatant command activity 

Personnel/Payroll 

Management 
Cut off annually, hold 7 years, then 

and 
destroy/delete. Authority: GRS 1 item 7-10 Years. 0200-03 G

Program/Operati 
25h(3)

ans Records 

Management 
Cut off on expiration of agreement, hold 

and 
5 years, then destroy/delete. Authority: 7-10 Years 0200-03 H1

Program/Operati 
GRS 1 item 28a(1)

ans Records 

Management 
Cut off on final resolution of case, hold

and 
5 years, then destroy/delete. Authority: 7-10 Years Personnel/Payroll 0200-03 H2

Program/Operati 
GRS 1 item 28b 

ans Records 

Labor Management Relations Records - Memorandums of agreement Management 

0220-04 
under labor management relations consisting of: initial union proposals, 
counter proposals, working documents, and approved agreements 

Personnel/Payroll 
and Cut off when superseded or obsolete, 
Program/Operati hold 5 years, then destroy/delete. 

7-10 Years 0200-03 11 

maintained by any JS/combatant command activity ans Records 

0220-05 
Labor Management Relations Records - Annual report of union 
recognitions consisting of: report and all backup material maintained by any Personnel/Payroll 
JS/combatant command activity 

Management 
and Cut off annually, hold 5 years, then 
Program/Operati destroy/delete. 
ons Records 

7-10 Years 0200-03 12 

0220-06 
Labor Management Relations Records - Unfair labor practice complaints 
consisting of: initial complaint, case record, and decision at Central 
Personnel Files 

Personnel/Payroll 

Management 
and Cut off on resolution of complaint, hold 
Program/Operati 4 years, then destroy/delete. 
ons Records 

7-10 Years 0200-03 13 

0229-01 
Joint Chiefs of Staff (JCS) Identification Badge - General/special orders, 
amendments, and memorandums issuing permanent award of the JCS 
Badge maintained by personnel office as the official record copy 

Management 
and Cut off annually, hold 5 years, then 

Personnel/Payroll 
Program/Operati destroy/delete. 
ons Records 

7-10 Years 0200-03 J 

0232-01 
Military Assignment Documents - Policy matters pertaining to military 
assignments maintained by any JS/combatant_command activity as the 
official record copy 

Management 
and Cut off when superseded, hold 5 years, 

Personnel/Payroll 7-10 Years 
Program/Operati then destroy/delete 
ons Records 

0200-03 K 

Military Training Program Records - General file of agency-sponsored 
training, excluding record copy of manuals, syllabi, textbooks, and other 
training aids developed by the agency consisting of: correspondence, 

0233-01 memorandums, agreements, authorizations, reports, requirement reviews, 
plans, and objectives relating to the establishment and operation of training 
courses and conferences maintained by any JS/combatant command 
activity 

Management Cut off annually or on completion of a 
and specific training program, hold 5 years, 

7-10 Years 0200-03Personnel/Payroll 
Program/Operat i then destroy/delete. Authority: GRS 1 
ons Records item 29a(1) 

Military Training Program Records - Personnel training consisting of: 
Cut off annually, hold 5 years, then Management

correspondence, memorandums, reports, and other records relating to the 
destroy/delete, or destroy/delete when and

availability of training and employee participation in training programs 7-10 Years 0200-03Personnel/Payroll M0233-03 
Program/Operat i superseded or obsolete, whichever is 

sponsored by other·government agencies or non-government institutions 
earlier. Authority: GRS 1 item 29b ons Records

maintained by any JS/combatant command activity 

UNCLASSIFIED 

L 
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New Sub-
Sub Bucket Proposed

Record Series Description Past Retention Number Bucket Name Bucket Alpha
Name Retention 

Number 

0236-01 

Civilian Training Program Records - Information on establishing, managing, 
and evaluating local training programs for civilian employees consisting of: 
minutes of training and development committee meetings, training plans, 
reviews of training requirements, apprentice training program registrations 
with Department of Labor, higher echelon approvals, annual reports, and 
similar information,. excluding record copy of manuals, s~labi, textbooks, 
and other training aids developed by the agency located at operating 
personnel offices 

Civilian Training Program Records - Employee training consisting of: 
correspondence, memorandums, reports, and other records relating to the 
availability of training and employee participation in training programs 
sponsored by other government agencies or non-government institutions 
maintained by any JS/combatant command activity 

0236-03 

0236-05 

Civilian Training Program Records - Individual apprentice training 
consisting of: information on apprenticeship training including 
apprenticeship applications, apprenticeship agreements, notices of Management 
authorization for training and subsistence allowance, Department of and

Personnel/Payroll
Veterans Affairs certificates of eligibility and entitlement, Veterans Affairs Program/Operati 
notices of expiration of entitlement, daily progress records, monthly ons Records 
progress reports, and similar information maintained by any JS/combatant 
command activity I 

Civilian Training Program Records - Foreign training approvals consisting 
of: information on approving the use of foreign governmental facilities or 
international organization facilities for training civilian employees, including 

0236-06 
recommendations for use of such facilities, approvals, and similar 
information, excluding contractual information and personnel assignment 
information at office responsible for approval 

Civilian Training Program Records - Civilian personnel retraining consisting 
of: report:; of retraining resulting from base closure, transfer, or

0236-09 
consolidation of functions maintained by any JS/combatant command 
activity 

0239-01 

Time and Attendance Records - Source records consisting of: all time and 
attendance records upon which leave input data is based, such as time or 
sign-in sheets, time cards (such as OF 1130), flexitime records, leave 
applications for jury and military duty, and authorized premium pay or 
overtime that are maintained at duty post and upon which leave input data 
is based. Records may be in either machine-readable or paper form 
maintained by any JS/combatant command activity 

Time and Attendance Records -Time and attendance input records 
consisting of: records in either paper or machine readable form used to 
input time and attendance data into a payroll system, maintained either by 
agency or payroll processor maintained by any JS/combatant command 
activity 

-0239-02 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management
Time and Attendance Records - Overtime authorization requests consisting 

and
0239-03 of: documents used at all activities to officially order the approval of Personnel/Payroll 

Program/Operati
overtime maintained by any JS/combatant command activity 

ons Records 

Cut off annually or on completion of a 
specific training program, hold 5 years, 

7-10 Years 0200-03 N1
then destroy/delete. Authority: GRS 1 
item 29a(1) 

Cut off annually, hold 5 years, then 
destroy/delete, or destroy/delete when 

7-10Years 0200-03 N2
superseded or obsolete, whichever is 
earlier. Authority: GRS 1 item 29b 

Cut off annually, hold 5 years or until 
superseded or obsolete, whichever is 

7-10 Years- 0200-03
later, then destroy/delete. Authority: 
GRS 1 item 29a(1) 

Cut off on withdrawal of facility for 
training purposes, hold 5 years, then 7-10 Years 0200-03 P1 
destroy/delete. 

Cut off annually, hold 4 years, then 
7-10Years 0200-03 P2

destroy/delete. 

Cut off annually; hold 6 years or until 
after GAO audit, whichever is earlier; 

7-10 Years 0200-03
then destroy/delete. Authority: GRS 2 
item7 

Cut off annually; hold 6 years or until 
after GAO audit, whichever is earlier; 

7-10 Years 0200-03
then destroy/delete. Authority: GRS 2 
item 8 

Cut off annually, hold 4 years, then 
0200-037-10 Years 

destroy/delete 

UNCLASSIFIED 

0 

Q.1 

Q.2 

Q.3 
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Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

Occupational Injury-and Illness Files - Reports and logs (including 
Occupational Safety and Health Administration [OSHA] Forms 100, 101, 
102, and 200, or equivalents) maintained as prescribed in 29 CFR 1960 

0241-01 
and OSHA pamphlet 2014 to document all recordable occupational injuries 
and illnesses for each establishment maintained by any JS/combatant 
command activity 

Financial Disclosure Reports - Employment and financial interest 
statements consisting of: information showing government employment, 
private employment, and financial interest of civilian employees required to

0242-02 
file such statements. Included are statements of employment and financial 
interest, suppleme~tary statements, reports of change, review comments, 
and related information maintained by any JS/combatant command activity 

General Training and Education Records - Program files consisting of: 
records relating to the overall organization, development, policy, planning, 
management, and administration of military personnel training and 

0235-01 education programs including the establishment, approval, and revision of 
courses and curricula and the evaluation of methods and results of 
instruction. Also includes publications and overall statistical data 
maintained by any JS/combatant command activity 

Casualty Reporting, Notification, and Assistance - Casualty/missing-in-
action/captured reporting, notification, and assistance records consisting of: 
file copies of casualty reports, supplemental reports, notification messages 
to next-of-kin, letters of circumstances and condolences, report of casualty, 

0237-01 report of facts and circumstances, acknowledgment and/or transfer of 
casualty assistance·, record of emergency data, casualty assistance 
summary, assignment of survival assistance officer, and related 
correspondence provided to the Services maintained by the combatant 
command 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 
and

Personnel/Payroll 
Program/Operati 
ons Records 

Management 

0242-03 
Financial Disclosure Reports - Consisting of: other records maintained by 
any JS/combatant command activity 

and
Personnel/Payroll 

Program/Operati 
ons Records 

Employee Awards Files - Decorations to foreign nationals and US citizens 
not employed by the US Government consisting of: case files of 

0226-09 recommendations, decisions, awards announcements, board meeting 
minutes, and related documents maintained by any JS/combatant 
command activity 

Case 
Management/

Personnel/Payroll 
Historical 
Significance 

0230-04 
Military Awards - General/special orders, amendments, and memorandums 
issuing military awards maintained by J-1/Military Personnel Branch as the 
official JS record copy 

Personnel/Payroll 

Case 
Management/ 
Historical 
Significance 
Case 

0230-05 
Military Awards - maintained by the combatant command as the official 
record copy 

Management/
Personnel/Payroll 

Historical 
Significance 

Case 
Management I

Personnel/Payroll 
Historical 
Significance 

Case 
Management I

Personnel/Payroll 
Historical 
Significance 

Cut off on termination of compensation 
or when deadline for filing a claim has 
passed, hold 3 years, then 7-10 Years 0200-03 R 
destroy/delete. Authority: GRS 1 item 
31 

Cut off annually, hold 6 years, then 
destroy/delete-except that information 
needed in an ongoing investigation will 
be retained until no longer needed in 
the investigation. Authority: GRS 1 item 
24a(2) 

~ 

7-10 Years 0200-03 s 

Cut off annually, hold 6 years, then 
destroy/delete-except that information 
needed in an ongoing investigation will 

7-10 Years 0200-03 s
be retained until no longer needed in 
the investigation. Authority: GRS 1 item 
24b 

Perm: Cut off on completion of case, 
hold 2 years, then retire to ISF. 
Transfer to NARA in 5-year blocks 25 Permanent 0200-04 A 
years after cutoff of latest file. 
Authority: N1-218-00-3 item 18 

Permanent Cut off annually, hold 2 
years, then transfer by CY block to Permanent 0200-04 B 
R&A Br for incorporation into 0001-01. 

Perm: Cut off annually, hold 2 years, 
then transfer by CY block to ISF. 

Permanent 0200-04 B
Transfer to NARA 35 years after cutoff, 
after declassification review. 

Perm: Cut off annually, hold until no 
longer needed, then retire to ISF. 

Permanent 0200-04
Transfer to NARA 25 years after cutoff, 
after declassification review 

Perm: Cut off annually, hold 6 years, 
then retire to ISF. Transfer to NARA 25 

Permanent 0200-04 D
years after cutoff, after declassification 
review. 

UNCLASSIFIED 

C 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
Personnel and Payroll 

Record Series Description Number 

(NON-RECORD) General Personnel Correspondence - Maintained by other
0201-02 

activities for reference 

(NON-RECORD) Position Classification Files - Position descriptions 
consisting of: files describing established positions including information on

0204-02. 
title, series, grade, duties, and responsibilities maintained by any activity as 
reference copy 

(NON-RECORD) Position Classification Files - Appeals files relating to
0204-04 

classification appeals maintained by any activity as reference copy 

(NON-RECORD) EEO Records - Maintained by any activity as reference
0214-05 

copy 

0214-09 (NON-RECORD) EEO - Records at other offices 

(NON-RECORD) Adverse and Performance-Based Actions - Maintained by
0218-02 

any activity for reference 

(NON-RECORD) Supervisor Employee Records - Duplicate and non-record 
0223-02 

materials maintained by any activity for reference 

(NON-RECORD) Employee Awards Files - Maintained by other activities 0226-11 

(NON-RECORD) Official Military Personnel Records - Duplicate and non-
0227-02 record materials and materials that are not required as part of the official 

military personnel record maintained by any activity for reference 

(NON-RECORD) Official Military Personnel Records - Official military · 
0227-04 

personnel records maintained by any activity for reference 

(NON-RECORD) JCS Identification Badge -JCS Identification Badge 
0229-03 

maintained by any activity for reference 

(NON-RECORD) Military Awards - Reference copies of all the above items 0230-07 

(NON-RECORD) General/Flag Officer (GFO) Nominations - GFO
0231-07 

Nominations maintained by other activities for reference 

(NON-RECORD) Military Assignment Documents - Miscellaneous military 
assignment documents, including incoming personnel nomination 
packages or files maintained by any activity for reference 

0232-04 

(NON-RECORD) Civilian Training Program Records - Civilian training 
0236-07 

program records at recommending offices 

(NON-RECORD) Civilian Training Program Records - At other offices 0236-08 

(NON-RECORD) Directory Service - Maintained by other activities for
0247-02 

reference 

General Personnel Correspondence - Personnel policy and precedent case 
0201-03 

files maintained by JS activities only 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Non-Record 

Non Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non Record 

Non-Record 

Exception 

Past Retention 

Cutoff annually, hold 1 year, 
destroy/delete 

Destroy/Delete when position is 
abolished or description superseded. 

Cut off on closure of case, hold 1 year, 
then destroy/delete. 

Destroy/delete when superseded or 
obsolete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off on closure of case, hold 1 year, 
then destroy/delete 

Destroy/delete upon transfer of 
employee or when no longer needed 

Destroy/delete when obsolete or after 1 
year, whichever is earlier 

Destroy/delete 1 year after individual 
departs, when requisition is canceled, 
or when no longer needed 

Destroy/delete upon transfer of 
individual or when no longer needed 

Cut off annually, hold 1 year, then 
destroy/delete 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete on detenriination that 
services of the foreign facility are when 
no longer required. 

Cut off annually, hold 2 years, then 
destroy/delete 

Destroy/delete when no longer needed 

Destroy/delete when superseded or 
obsolete 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

1 Year, DD 0200-05 

DD WADS 0200-05 

1 Year, DD 0200-05 

DDWSO 0200-05 

COA, 2yrs, DD 0200-05 

COOCC,DD 0200-05 

DDWNLN 0200-05 

DD WO or a/1yr 0200-05 

DD,WRIC, 
0200-05

WNLN 

DDWNLN 0200-05 

COA, 1yr, DD 0200-05 

DDWNLN 0200-05 

DDWNLN 0200-05 

DDWNLN 0200-05 

DDWNLN 0200-05 

COA, 2yrs, DD 0200-05 

DDWNLN 0200-05 

DDWNLN 0200-06 A 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
Personnel and Payroll 

Number Record Series Description 

Correspondence and Forms - Retention registers no reduction-in-force 
0212-03 actions have been taken maintained by any JS/combatant command 

activity as the official record copy 

Position Classification Files - Standards and guidelines issued or reviewed 
0204-01 by OPM and used to classify and evaluate positions within the agency 

maintained by any JS/combatant command activity 

Position Classification Files - Inspections, audits, and surveys consisting of: 
correspondence, memorandums, reports, and other records relating to

0204-03 
inspections, surveys, desk audits, and evaluations maintained by any 
JS/combatant command activity 

Employee Performance File System Records - Performance records 
0207-02 superseded through an administrative, judicial, or quasi-judicial procedure 

maintained by any JS/combatant command activity 

Employee Performance File System Records - SES appointees (5 USC 
3132A[2]) consisting of: performance records superseded through an0207-06 
administrative, judicial, or quasi-judicial procedure maintained by any 
JS/combatant command activity 

General/Flag Officer (GFO) Nominations - Major Command Information 
Files consisting of: papers and related information pertaining to joint GFO 

0231-05 
billets and combatant command activities used for periodic review and 
background information maintained by GFO as the official record copy 

General/Flag Officer (GFO) Nominations - GFO action documents 
0231-06 consisting of: documents of interest to the Joint Staff, responses to taskers 

and queries maintained by GFO as the official record copy 

Offers of Employment - Correspondence, letters, and telegrams offering 
0202-01 

appointment to potential employees accepted offers 

Offers of Employment - Declined offers when name is received from 
0202-02 

certificate of eligibles 

0202-03 Offers of Employment- Temporary or excepted appointment 

Offers of Employment - All others 0202-04 

General Civilian Employment Records - Request for personnel action (SF-
0203-01 52) and related papers pertaining to actions not consummated maintained 

by the requesting office 

Position Classification Files - Appeals files relating to certificates of 
0204-05 classificatio~ issued by OPM maintained by any JS/combatant command 

activity 

Employee Records Cards - Used for informational purposes outside 
0206-01 

personnel offices maintained by any JS/combatant command activity 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete when superseded or 
obsolete. Authority: GRS 1 item 17b(2) 

Destroy/delete when superseded or 
obsolete. (GRS 1, item 7a(1) 

Destroy/delete when superseded or 
obsolete. (GRS 1, item 7c(2) 

Destroy/delete when superseded. 
(GRS 1, item 23a(2) 

Destroy/delete when superseded. 
(GRS 1, item 23b(1) 

Review annually. When no longer 
needed by GFO, transfer to R&A Br for 
disposition in accordance with 0231-01 

Review annually. When no longer 
needed by GFO, transfer to R&A Br for 
disposition in accordance with 0231-01 

Destroy/delete when appointment is 
effective. (GRS 1, item, 4a) 

Return to the Office of Personnel 
Management (OPM) with reply and 
application. (GRS 1, item 4B(1)) 

File inside application (GRS 1, item 
4b(2)) 

Destroy/delete immediately. (GRS 1, 
item 4b(3)) 

Cut off on termination of action, hold 30 
days, then destroy/delete. 

Destroy/delete when affected position 
is abolished or superseded. (GRS 1, 
item 7d(2) 

Destroy/delete on separation or 
transfer of employee. (GRS 1, item, 4a) 

Proposed 
Retention 

DDWSO 

DDWNLN 

DDWNLN 

DDWNLN 

DDWNLN 

20 Years 

20Years 

DDWNLN 

OPM 

AppAuth 

Destroy 

TOA, hd 30d, 
DD 

DDWNLN 

DDWNLN 

New Sub-
Bucket Alpha 
Number 

0200-06 B 

0200-06 C 

0200-06 D 

0200-06 E 

0200-06 F 

0200-06 G 

0200-06 H 

0200-06 I 

0200-06 J 

0200-06 K 

0200-06 L 

M0200-06 

0200-06 N 

0200-06 0 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
Personnel and Payroll 

Number Record Series Description 

Employee Performance File System Records - All other summary 
performance appraisal records, including performance appraisals and job

0207-04 
elements and standards upon which they are based maintained by any 
JS/combatant command activity 

Employee Performance File System Records - Performance-related 
records pertaining to former SES appointees consisting of: latest rating of 

0207-07 record that is less than 5 years old, performance plan upon which it is 
based, and any summary rating maintained by any JS/combatant 
command activity 

Donated Leave Program Files - Donated leave cases consisting of: case 
files documenting the receipt and donation of leave for medical 
emergencies including recipient applications, agency approvals or denials, 

0210-01 medical or physician certifications, leave donation records or OF 630-A, 
supervisor/timekeeper approvals, leave transfer records, payroll notification 
records, and leave program termination records maintained by any 
JS/combatant command activity 

Equal Employment Opportunity (EEO) Records - - Complaint cases 
0214-02 consisting of: duplicate case files or documents pertaining to complaints 

maintained by civilian personnel office as the official record copy 

Civilian Leave Application - SF 71 or OPM 71 (Application for Leave) or 
equivalent and supporting papers relating to requests for and approval of

0219-01 
leave maintained by any activity as the official record copy and the time 
card has been initialed by the employee 

Military Awards - Joint service personal awards consisting of: documents 
relating to recommendation, review, and approval or disapproval of joint 

0230-01 service awards for individuals, including requests and related information 
and the approved/disapproved award maintained by any JS/combatant 
command activity 

Papers and related documents from OSD and the military services on the 
nominations and position billets of General and Flag officers submitted to 
SECDEF through the Joint Staff and the commanders of combatant

0231-01 
commands in accordance with DoD directives for approval by the SECDEF 
or transmittal to the President Which are: maintained by the Joint Staff in 
R&A Br as the official JS record copy 

General/Flag Officer (GFO) Nominations - Maintained by combatant
0231-02 

command activities as the official record copy 

General/Flag Officer (GFO) Nominations - GFO management files 
consisting of: copies of tasking documents, reports, JS papers, and related 
background materials pertaining to GFO matters including copies of inputs 

0231-03 from contributing agencies and other related correspondence used for 
periodic review by action officers for continuing policy guidance and 
background information and are maintained by GFO as the official record 
copy 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Cut off on date of appraisal, hold 4 
years, then destroy/delete. (GRS 1, 
item 23a(4) 

Place records on the left hand side of 
OPF and forward to gaining Federal 
agency upon transfer or transfer to 
National Personnel Records Center 
(NPRC) if employee leaves Federal 
service. GRS 1 item 23b(2)(a) 

Beginning in January 1994, cut off 
when file is closed, hold 1 year, then 
destroy/delete. Authority: GRS 1 item 
37 

Cut off on final resolution of case, hold 
1 year, then destroy/delete. Authority: 
GRS 1 item 25b 

Destroy/delete at end of applicable pay 
period. Authority: GRS 2 item 6a 

Cut off annually, hold 2 years, then 
retire to ISF. Destroy/delete 25 years 
after cutoff. 

Cut off annually, hold 7 years, then 
retire by CY block to JS RHA. 
Destroy/delete 20 years after cutoff 

Cut off annually, hold 7 years, then 
retire to ISF. Destroy/delete 20 years 
after cutoff 

Review annually. Transfer completed 
action to applicable GFO file, then 
destroy/delete all nonessential 
information. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

pDDWNLN 0200-06 

Forward to 
gaining Federal 0200-06 Q 
agency 

c/oWFIC 0200-06 R 

-
CO FR Case 0200-06 s 

-
DD APP' 0200-06 T 

DD 0200-06 u 

20Years 0200-06 V 

20Years 0200-06 w 

Review 
0200-06 X

annually 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol II 
Personnel and Payroll 

New Sub-
ProposedSub Bucket 

Number Past Retention Bucket AlphaRecord Series Description Bucket Name 
RetentionName 

Number 

General/Flag Officer (GFO) Nominations - GFO working nominations 
consisting of: nomination records being processed for approval or Upon completion transfer to R&A Br for y0231-04 Personnel/Payroll Exception 20Years 0200-06

disposition in accordance with 0231-01. 
copy 

Individual Military Training Records - Consisting of on-the-job training 

disapproval by higher authority maintained by GFO as the official record 

Apply Service-specific disposition 
Personnel/Payroll Serv Specific 0200-06 z0234-01 records, qualification training, ancillary training, upgrade training, and Exception 

guidance
related records maintained in accordance with the Service training program 

Individual Employee Pay Records - Individual pay record containing pay 
Cut off annually and transfer to NPRC. 

data on each employee within an agency consisting of: record may be in 
Destroy/delete 56 years after cutoff. 56 Years 0200-06 M0238-02 Personnel/Payroll Exception

paper or microform but not in machine readable form maintained by any 
Authority: GRS 2 item 1 b 

JS/combatant command activity 

Federal Workplace Drug Testing Program Files- Employee eDestroy/delete when employee 
acknowledgement of notice forms consisting of forms completed by 

separates from testing-designated 
0200-06'Destroy/delete BB0243-02 employees whose positions are designated sensitive for drug testing Personnel/Payroll Exception 

position. (See note at end of series.)
purposes acknowledging that they have received notice that they may be 

Authority: GRS 1 item 36b 
tested maintained by any JS/combatant command activity 

Federal Workplace Drug Testing Program Files- Positive test results 
consisting of records documenting individual test results including reports 

0243-06 of testing; notifications of employees, applicants, and employing offices; 
and documents relating to follow-up testing maintained by any 
JS/combatant comrriand activity 

Alternate Worksite Records - Approved requests or applications to 
participate in an alternate worksite program, agreements between the 
agency and the employee, and records relating to the safety of the

0244-01 
worksite, the installation and use of equipment, hardware, and software, 
and the use of secure, classified information or data subject to the Privacy 
Act maintained by any JS/combatant command activity 

Personnel/Payroll Exception 

Personnel/Payroll Exception 

Cut off annually; hold 3 or until 
employee leaves agency, whichever is 
later; then destroy/delete. Authority: 
GRS 1 item 36e(1) 

Cut off 
annually, hold 3 
or until 
employee 
leaves agency, 
whichever is 
later; then 
destroy/delete. 

0200-06 cc 

Cut off at end of employee participation 
in program, hold 1 year, then 

e/EPP, DD 0200-06 DD
destroy/delete. Authority: GRS 1 item 
42.1 

0246-01 
Political Activity of Federal Employees - Policy and procedures governing 
permissible and prohibited activities, political contributions, and exceptions 
of certain elections maintained by any JS/combatant command activity 

Personnel/Payroll Exception 
Destroy/delete when superseded or 
obsolete. Authority: N1-218-00-3 item 
38 

Destroy/delete 0200-06 EE 

0247-03 

Directory Service - Organization and locator files consisting of: information 
providing the name, address, telephone number, and similar data for each 
civilian and military employee assigned to an organization maintained by 
any JS/combatant command activity 

Personnel/Payroll Exception 
Destroy/delete when superseded or 
obsolete 

Destroy/delete 0200-06 FF 

Administrative Grievances and Appeals - Grievances and appeals (5 CFR 
771) consisting of: records relating to grievances raised by agency 
employees, excluding EEO complaints. These case files include 

0217-01 statements of witnesses, reports of interviews and hearings, examiner's 
findings and recommendations, a copy of the original decision, related 
correspondence and exhibits, and records relating to a reconsideration 
request maintained by other activities 

Cut off on closure of case, hold 1 year, 
COOCC, DD 0200-06Exception GGPersonnel/Payroll 

then destroy/delete 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vo! II 
Personnel and Payroll 

Number Record Series Description 

Official Military Personnel Records - Records that relate to leave of military
0227-03 

personnel maintained by personnel office 

Official Military Personnel Records - Armed Forces liberty passes 
consisting of: forms issued to personnel to authorize absences from official 

0227-05 
duties or for absences during normal off-duty hours maintained by by any 
JS/combatant command activity 

Official Military Personnel Records - Privilege card applications consisting 
of documents reflecting applications for privilege cards and ration cards, 
including Department of Defense Forms (DD Forms) 1172 (Application for 
Uniformed Services Identification and Privilege Card) and similar 
documents maintained by any JS/combatant command activity 

0227-06 

Job Opportunity Announcements - Announcements of vacancies
0213-01 

maintained by any ~$/combatant command activity 

Individual Employee Pay Records - Pay record for each employee as 
maintained in an electronic database consisting of: database may be a

0238-01 
stand-alone payroll system or part of a combined personnel/payroll system 
maintained by any JS/combatant command activity 

Employee Awards Files - Lists of or indexes to agency award nominations 
consisting of: lists of nominees and winners and indexes of nominations 
maintained by any JS/combatant command activity 

FERS/CSRS - Records and forms pertaining to an employee's transfer to 

0226-08 

0211-02 FERS, participation in the thrift savings plan, and eligibility to retire 
maintained by any JS/combatant command activity 

Correspondence and Forms - Relating to pending personnel actions 
maintained by any JS/combatant command activity as the official record 
copy 

0212-01 

Labor Management Relations Records - Maintained by other offices 0220-02 

Standards of Conduct - Correspondence, memorandums, and other 
records relating to code of ethics and standards of conduct maintained by 
any JS/combatant command activity 

0216-01 

Financial Disclosure Reports - Ethics in Government financial disclosure 
statements consisting of: records on individual employees filing under the · 
Ethics in Government Act of 1978, Public Law (PL) 95-521, Section 201 b, 
who were not subsequently confirmed by the US Senate. Each file is 
maintained by employee name and includes SF 278 (Financial Disclosure 
Statement for Executive Branch Personnel), SF 278A (Financial Disclosure 
Statement), official position description, disqualification statements if 
applicable, and similar information maintained by any JS/combatant 
command activity 

0242-01 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete individual leave 
authorization when adjustments are 
made 

Destroy/delete on reaccomplishment of 
a new pass or on reassignment or 
separation of individual 

Destroy/delete when no longer needed. 

Destroy/delete after announcement 
closing date. 

Update elements and/or entire record 
as required. Authority: GRS 2 item 1a 

Destroy/delete when superseded or 
obsolete. Authority: GRS 1 item 12d 

File on permanent side of OPF 

Destroy/delete on completion of action. 
Authority: GRS 1 item 17a 

Destroy/delete when superseded or 
obsolete. Authority: GRS 1 item 28a(2) 

Destroy/delete when superseded or 
obsolete. Authority: GRS 1 item 27 

Cut off when nominee ceases to be 
under consideration for appointment, 
hold 1 year, then destroy/delete-
except 
that information needed in an ongoing 
investigation will be retained until no 
longer needed in the investigation. 
Authority: GRS 1 item 24a(1) 

New Sub-
Proposed 

Bucket AlphaRetention 
Number 

DD 0200-06 HH 

DD 0200-06 II 

DDWNLN 0200-06 JJ 

DD 0200-06 KK 

As Required 0200-06 LL 

DD 0200-06 MM 

OPF 0200-06 NN 

DD 0200-06 00 

ppDestroy/delete 0200-06 

QQ3 Years 0200-06 

0200-06 RR3 Years 

UNCLASSIFIED 



UNCLASSIFIED 0200SERIES Crosswalk to Previous Editi~n of CJCSM 5760.01, Vol II 
Personnel and Payroll 

Number Record Series Description 

Official Military Personnel Records - That are created as the result of detail 
or assignment to the Joint Staff or combatant command that normally 

0227-01 would be made part of the individual's personnel file and other pertinent 
and related correspondence maintained by personnel office as the official 
record copy 

-
Military unit awards - consisting of documents relating to recommendation, 
review, and approval or disapproval of military awards for units, including 

0230-03 
requests and related information and the approved/disapproved award 
maintained _by the approval/disapproval authority 

Bucket Name 

Personnel/Payroll 

Personnel/Payroll 

Sub Bucket 
Name 

Exception 

Exception 

Past Retention 

Forward all records that are considered 
by the applicable Service as records for 
inclusion in the individual's personnel 
file to that Service not later than 30 
days after release of duty from the 
Joint Staff or combatant command. 

Cut off annually, hold 2 years, then 
retire to ISF. Destroy/delete 25 years 
after cutoff. 

Proposed 
Retention 

6 Months 

25yrs 

New Sub-
Bucket Alpha 
Number 

0200-06 ss 

0200-06 TT 

UNCLASSIFIED 



UNCLASSIFIED 0300SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. 11 
Intelligence and Security 

Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

Physical Security Container Information - Forms placed on safes, 
cabinets, or vaults containing security classified documents that record 
opening, closing, and routine checking of the security of the container 

0308-01 such as locking doors and windows and activating alarms including such 
forms as SF 701 (Activity Security Checklist), SF 702 (Security 
Container Check Sheet), and Secure Telephone Unit Ill data and keys 
maintained by any JS/combatant command activity 

Intel &Security Short-Term 

Cut off on date of last entry on form, hold 3 
three months, then destroy/delete-except that 
forms involved in investigations will be 6 Months 0300-01 A 
retained until completion of the investigation. 
Authority: GRS 18 item 7b 

Security Inspections and Audits - AIS Audit records consisting of: AIS 
Security Officer or Terminal Area Security Officer weekly audit records of

0318-04 Intel &Security
audit actions performed on all AIS as required by applicable policy 

Short-Term 
Cut off monthly, hold 1 month, then 
destroy/delete. 

6 Months 0300-01 B 

maintained by any JS/combatant command activity 

Security Administrative Correspondence - Correspondence, reports, and 
other records relating to the administration of security classification, 

0302-01 control, and accounting for classified documents including files relating 
to administration and operation of the facilities security and protective 

Intel &Security 
Administrative / 

Cut off annually, hold 2 years, then 
Routine/ 

destroy/delete. Authority: GRS 18 item 1 
Working Papers 

3 Years 0300-02 A 

service program maintained by any JS/combatant command activity 

Document Receipt - Forms reflecting the issue of and receipt for 
documents classified SECRET and below only consisting of: JS Forms 
14, 47, and 74 or any other substitute form or record used for this 
purpose. Also includes material hand receipts, transactions, supply 
correspondence item registers, daily inventories, and related records 
maintained by any JS/combatant command activity. (Note: See 0306-01 
for TOP SECRET documents). 

0303-01 
Administrative / 

Intel &Security Routine/ 
Working Papers 

Cut off annually-except that SECRET 
documents used for control and accountability 
will be cut off when related document is 

3-Years 0300-02 B
destroyed, downgraded, declassified, or 
transferred from custody-hold 2 years, then 
destroy/delete. Authority: GRS 18 item 2 

Destruction Certificates - Certificate of destruction for classified mate.rial 
consisting of: documentary evidence reflecting appropriate destruction 

0304-01 of classified material. JS Forms 48, 63, and 74 or any other substitute 
form or record used for this purpose maintained by any JS/combatant 

Intel &Security 
Administrative / 

Cut off annually, hold 2 years, then 
Routine/ 

destroy/delete. Authority: GRS 18 item 3 
Working Papers 

3 Years 0300-02 C 

command activity 

Access Records - TOP SECRET access records used to record names 
of individuals who have had access to a particular TOP SECRET 
document consisting of: records that are permanently affixed to TOP 
SECRET documents until documents are destroyed, downgraded, or 
transferred from the Joint Staff/combatant command. Requests and 
authorization for individuals to have access to classified files, pickup and 
deliver classified materials, and act as official couriers. JS Forms 7 and 
42 and SECDEF Form 194 or any other substitute form or record used 
for this purpose maintained by any JS/combatant command activity 

0305-01 
Administrative / 

Intel &Security Routine/ 
Working Papers 

Cut off when related document is destroyed, 
downgraded, declassified, or transferred from 

3 Years 0300-02 -D.1,2
custody; hold 2 years; then destroy/delete. 
Authority: GRS 18 item 6 · 

UNCLASSIFIED 
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Number Record Series Description 

Access Records - Disclosure records consisting of: a record of all 
JS/combatant command personnel who have been authorized access to 

0305-02 classified information of the Joint Staff/combatant command during their 
assignment maintained by any JS/combatant command activity as the 
official record copy 

Access Records - Access control log consisting of: documents relating 
to JS/combatant command Guard Post Sign-In Logs, Military Security 

0305-05 Force Blotters, Night Security Team Inspection Surveys, and other 
similar documents maintained by any JS/combatant command activity as 
the official record copy 

Communication Security (COMSEC) General - Routine administrative 
records relating to the proper distribution, control, security, and 
accountability of COMSEC material used to provide cryptographic 

0307-01 
security for national security related information consisting of: systems, 
procedures, equipment, keying material, and facilities maintained by any 
JS/combatant command activity 

Inventory Reports - Maintained by control points 0309-03 

0310-04 Classification Guides - at other offices 

Technical Surveys- Documents dealing with technical security surveys 
0312-01 for validating the security of cleared areas maintained by any 

JS/combatant command activity as the official record copy 

Property Pass Records - Documents relating to the authorized removal 
0313-01 of property or material from the Joint Staff and/or combatant Command 

maintained by any JS/combatant command activity 

Personnel Security Program Records - Documentation reflecting 
training, security orientation briefing or debriefing, and relevant data 

0314-01 
including annual security required training and/or reading materials 
maintained by any JS/combatant command activity 

Identification (Credentials, Tags, Passes, and Permits) Records -
Records relating to applications for and issuance of permanent and 

0315-01 temporary identification badges, cards, decals, and passes including 
receipts, inventories, and related information maintained by any 
JS/combatant command activity 

Bucket Name 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

·-

Intel & Security 

Intel & Security 

Intel & Security 

Sub Bucket 
Name 

Administrative / 
Routine/ 
Working Papers 

Administrative/ 
Routine/ 
Working Papers 

Administrative/ 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Past Retention 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete, or destroy/delete when no 
longer needed, whichever is later. 

Cut off on next comparable inventory, hold 2 
years, then destroy/delete. 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off annually; hold 3 years or until 
discontinuance of facility, whichever is earlier, 
then destroy/delete. Authority: GRS 18 item 9 

Cut off on expiration or revocation, hold 3 
months, then destroy/delete. Authority: GRS 
18 item 12 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off on return of identification item to 
issuing office, hold 2 years, then 
destroy/delete. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

3 Years 0300-02 D.3 

3 Years 0300-02 D.4 

0300-023 Years E 

3 Years 0300-02 F 

0300-02 G3 Years 

3 Years 0300-02 H 

3 Years 0300-02 I 

3 Years 0300-02 J 

3 Years 0300-02 K 

UNCLASSIFIED 



UNCLASSIFIED 0300SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Intelligence and Security 

I 

\ 

.. 
( I ' 
\ 

Number Record Seri~s Description 
~,' 

Security Violation~lncidents - Documentation pertaining to alleged 
security violations, unauthorized divulgence of classified information, 

0317-01 
results of findings, and final corrective action taken maintained by any 
JS/combatant command activity as the official record copy 

0317-02 Security Violations/Incidents - For NATO security incidents 

Security Inspections and Audits - Inspections conducted of TOP 
0318-03 SECRET accountability maintained by any JS/combatant command 

activity 

Security Inspections and Audits-JS Form 147 {SCI Processing Log) or 
similar form or record used to record SCI processing sessions as

0318-05 
required by applicable policy maintained by any JS/combatant command 
activity 

International Security - Destruction certificates, receipts, registers, and 
disclosure records for NATO SECRET, NATO CONFIDENTIAL, NATO 

0319-05 
RESTRICTED and NATO Unclassified maintained by the JS Subregistry 
or by the combatant command registry/subregistry function 

International Security - Maintained at JS/combatant command control 
0319-06 

~~ , 

International Security - Maintained by any JS/combatant command 
0319-07 

activity at the division level and below 

International Security - Records of establishment or disestablishment of 
JS/combatant command control points maintained by any JS/combatant 
command activity as the official record copy 

0319-08 

International Security - Inventory reports consisting of: semi-annual and 
annual reports on COSMIC TOP SECRET, COSMIC TOP SECRET 
ATOMAL, NATO SECRET ATOMAL, and NATO CONFIDENTIAL 
ATOMAL maintained by registry, subregistry, and control points and no 
discrepancy has occurred 

0319-09 

International Security- Maintained by registry, subregistry, and control 
0319-10 

points and a discrepancy has occurred 

Bucket Name --

Intel & Security 

Intel &Security 

Intel & Security 

Intel & Security 

Intel &Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel &Security 

Sub Bucket 
Name 

, , 

Administrative/ 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Past Retention 
,-

,•,, ,, ·-·, ,, 

Cut off on completion of final action, hold 2 
years, then destroy/delete. Authority: GRS 18 
item 24b 

See 0319-15. Cut off when the material is 
destroyed or permanently transferred to 
another registry or subregistry, hold 2 years, 
then destroy/delete. 

Cut off annually, hold 1 year, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off when the material is destroyed or 
permanenUy transferred to another registry or 
subregistry, hold 2 years, then destroy/delete. 

Cut off when the material is destroyed or 
returned to the JS Subregistry or combatant 
command registry/subregistry function, hold 2 
years, then destroy/delete. 

Cut off when the material is returned to the 
directorate control point, hold 2 years, then 
destroy/delete. 

Cut off on termination of JS/combatant 
command control point concerned, hold 1 
year, then destroy/delete. 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off when the records are cleared, hold 3 
years, then destroy/delete. 

New Sub-
Proposed AlphaBucket
Retention -,, ,, Number 

3Years 0300-02 L 

3 Years 0300-02 L 

3 Years 0300-02 M 

3Years M0300-02 

3 Years 0300-02 N 

3 Years 0300-02 N.1 

3 Years 0300-02 N.1 

3 Years 0300-02 N.2 

3 Years 0300-02 N.3 

0300-023 Years N.4 

UNCLASSIFIED 
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lnternation~I Security - Inspection reports consisting of: semi-annual 
inspections of established JS/combatant command control points 

0319-11 concerning security protection of NATO information and compliance with 
applicable directives and administrative instructions: maintained by any 
JS/combatant command activity as the official record copy 

International Security - General correspondence, document distribution, 
0319-14 

custody receipts, etc. maintained by any JS/combatant command activity 

International Security - Security violations and investigations maintained 
0319-15 

by any JS/combatant command activity 

SCI Documents - SCI billet files consisting of: information relating to the 
0323-02 approval and maintenance of SCI billet structures and SCI billets 

maintained by any JS/combatant command activity 

Intelligence Projection Records - copies of reports transmitted to DIA 
0331-02 maintained by any activity. (The record copy is maintained by DIA and 

will be transferred to NARA as a permanent record.) 

Counterint~lligence Records - Routine administrative files not needed to 
document program, policy, monitoring, and other mission related 

0332-02 counterintelligence program activities including surveys, inspections, 
security, special operations, communications, debriefings, and related 
references maintained by any JS/combatant command activity 

Foreign Nationals - Foreign national visits consisting of: requests for 
0333-01 visit, accreditations, foreign national protocols, and related records 

maintained by any JS/combatant command activity 

Special Access Program (SAP) - SAP administrative files relating to 
0335-02 memorand1,.1ms, correspondence, and other routine administrative and 

facilitative records maintained by any JS/combatant command activity 

Top Secret Register - Records that identify all TOP SECRET material 
generated or received by a directorate or agency maintained by any 
JS/combatant command activity. (Note: Master files and databases 

0306-01 created in central data processing facilities to supplement or replace the 
records covered by this item are not authorized for disposal under the 
above disposition authority. Submit files on SF 115 through the JSRM to 
NARA for disposition authority). 

Inventory Reports - TOP SECRET inventory records consisting of: 
records accumulated in connection with annual inventory of TOP

0309-01 
SECRET materials maintained by any JS/combatant command activity 
as the official record copy 

Bucket Name 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Sub Bucket 
Name 

Administrative/ 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Administrative / 
Routine/ 
Working Papers 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Past Retention 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete-except that if usage dictates 
otherwise, destroy/delete when no longer 
needed. 

Cut off on completion of corrective or 
disciplinary action, hold 3 years, then 
destroy/delete. 

Cut off on transfer or deletion of billet, hold 1 
year, then destroy/delete. 

Cut off annually, hold 2 years, then 
destroy/delete. 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off annually; hold 3 years or until 
superseded, whichever is later; then 
destroy/delete. 

Cut off annually, hold 3 years, then 
destroy/delete. 

Cut off when all copies of the documents 
recorded therein have been destroyed or 
otherwise permanently disposed of 
(transferred from custody or downgraded), 
hold 5 years, then destroy/delete. Authority: 
GRS 18 item 5a 

Cut off annually, hold 5 years, then 
destroy/delete. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

N.50300-023 Years 

N.63 Years 0300-02 

3 Years 0300-02 N.7 

0300-02 03 Years 

p0300-023 Years 

0300-02 Q3 Years 

0300-02 R3 Years 

3 Years 0300-02 s 

0300-03 A7-10 Years 

7-10Years 0300-03 B 

UNCLASSIFIED 
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Number Record Seri~.Description 
'. : 

Inventory Reports - Maintained by document custodian 0309-02 

Personnel Security Program Records - Documents containing 
information on the security clearances of JS/combatant command 
individual personnel and the accreditation of access to classified files 
consisting of: completed personal history statements, personnel security 
questionnaires, or comparable forms including lists, rosters, and 
suspense or status files maintained by any JS/combatant command 
activity as the official record copy 

0314-02 

Personnel Security Program Records - Documents containing 
informatiol"! on the security clearance and authorization for non-

0314-04 
JS/combatant command personnel for classified matters maintained as 
the official record copy 

Personnel Security Program Records - Nuclear Weapons Personnel 
Reliability Program (PRP) consisting of: Personnel Reliability Certificate 

0314-08 
and Notification of PRP Decertification Action for PRP certification and 
permanent decertification 

Security Violations/Incidents - Files relating to alleged violations of a 
sufficiently serious nature that they are referred to DoD or the ' 

0317-03 
Department of Justice for prosecutive determination maintained by any 
JS/combatant command activity as the official record copy 

Security Inspections and Audits - Documents relating to the internal 
inspection of physi~I security, documents control and security, and 

0318-01 
other routine security type inspections and surveys maintained by 
inspecting activity as the official record copy 

International Security - Destruction certificates, receipts, registers, and 
disclosure records for COSMIC TOP SECRET material maintained by 

0319-01 
the JS Subregistry or by the combatant command registry/subregistry 
function 

International Security - Maintained at JS/combatant command control 
0319-02 

points 

International Security - Destruction certificates, receipts, registers, and 
disclosure records for ATOMAL material maintained by the JS 
Subregistry or by the combatant command registry/subregistry function 

0319-03 

Bucket Name 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Sub Bucket 
Name_ 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Prqgram/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Management 
and 
Program/Operat 
ions Records 

Past Retention 

Cut off annually, hold 5 years, then 
destroy/delete. 

Cut off on transfer or separation of individual 
concerned, hold 5 years, then destroy/delete. 
Authority: GRS 18 item 22a 

Cut off on loss of access of indMdual 
concerned, hold 5 years, then destroy/delete. 
Authority: GRS 18 item 22a 

Cutoff when superseded or obsolete, hold 5 
years, then destroy/delete. 

Cut-off.on close of case, hold 5 years, then 
destroy/delete. Authority: GRS 18 item 24a 

Cut off annually, hold 4 years, then 
destroy/delete. Authority: GRS 18 item 10 

Cut off when the material is destroyed or 
permanently transferred to another registry or 
subregistry, hold 10 years, then 
destroy/delete. 

Cut off when the material is returned to the JS 
Subregistry or combatant command 
registry/subregistry function, hold 10 years, 
then destroy/delete. 

Cut off when the material is destroyed or 
permanently transferred to another registry or 
subregistry, hold 10 years, then 
destroy/delete. 

New Sub-
Proposed 

Bucket Alp~aRetention 
Number 

7-10 Years 0300-03 B 

7-10 Years 0300-03 C 

7-10 Years 0300-03 C 

7-10Years 0300-03 C 

7-10 Years 0300-03 D 

7-10Years 0300-03 E 

7-10 Years 0300-03 F 

0300-03. F7-10Years 

0300-037-10 Years F 

UNCLASSIFIED 
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Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

Management Cut off when the material is returned to the JS 
International Security - Maintained at JS/combatant command control 

0319-04 
points and at the division level and below 

Intel & Security 
and Subregistry or combatant command 
Program/Operat registry/subregistry function, hold 10 years, 

7-10 Years 0300-03 F 

ions Records then destroy/delete. 

Intelligence General Correspondence Files - Correspondence, 
messages, reports, and other records relating to intelligence reports, 
publications, and supporting agreements; interpreting general release 

0327-01 
policies; and substantiating requirements for or recipients of intelligence 
products and other related records and information maintained by the 
Joint Staff/~mbatant command as the official record copy 

Classification Guides - Security classification files consisting of: 
information relating to the security classification or grading system 
involving the classification or downgrading of information, including 

0310-03 
correspondence or. memorandums and reports on security cl111ssification, 
excluding other files described in this record series at offices in charge 
of issuance 

Security/Counterintelligence Investigations - Significant incidents or 
adverse actions consisting of: investigations resulting in an adverse 
personnel action or court-martial or other investigation required for long-

0326-01 
term or leg~I use the official record copy having historical value or 
widespread congressional value or interest (e.g. extensive media 
attention, congressional investigation, sets precedent) 

Intelligence Logs - A record of the daily intelligence events occurring 
during each watch _at intelligence centers. The logs also serve as a 
security register of personnel and visitors. Logs include the watch 

0328-01 
commander, personnel matters concerning the watch team, and an 
hourly listing of events maintained by the Joint Staff/combatant 
command as the official record copy 

Management 
and

Intel & Security 
Program/Operat 
ions Records 

Management 
and

Intel & Security 
Program/Operat 
ions Records 

Security Policy - Records reflecting the formulation and establishment of 
Case 

Perm: Cut off annually, hold 4 years, then policy, planning, training, coordinating actions, procedural standard 
Management/Hi 

Permanentretire to ISF. Transfer to NARA 25 years after 0300-04 A0301-01 operating procedures (SOPs), and any other similar information Intel & Security 
storical 

cutoff, after declassification review. governing security matters maintained by any JS/combatant command 
Significance

activity as the official record copy 

Intelligence Policy and Planning Files - Documents concerning the 
Perm: Cut off when superseded or obsolete,Case

general intelligence policy of the Joint Staff/combatant commands 
Management/Hi hold I year, then retire by CY block to ISF. 

0300-04Permanent B0320-01 including directives, communications, and related planning records Intel & Security 
Transfer to NARA in 5-year blocks 25 yearsstorical

maintained by any ·JS/combatant command activity as the official record 
after cutoff, after declassification review. Significance

copy 

Case 
Management/Hi

Intel & Security storical , 
Significance 

Case 
Management/Hi

Intel & Security 
storical 
Significance 

Cut off annually, hold 2 years, then retire to 
7-10 Years 0300-03 G

ISF. Destroy/delete 10 years after cutoff. 

Cut off on final declassification action, hold 10 
7-10 Years 0300-03 H

years, then destroy/delete. 

Perm: Cut off on date of last action. Transfer 
to NARA 25 years after cutoff, after Permanent 0300-04 
declassification review. 

Perm: Cutoff annually, hold 2 years, then 
retire to ISF. Transfer to NARA 25 years after Permanent 0300-04 D 
cutoff, after declassification review. 

Collection Records - Intelligence collection planning and policy records Case 
Perm: Cut off when superseded or obsolete,

Management/Hiconsisting of: proposals, guidance, and requirements for the collection of -then retire to ISF. Transfer to NARA 50 years Permanent 0300-04 EIntel & Security0329-01 storicalintelligence source materials maintained by the Joint Staff/combatant 
after cutoff, after declassification review. 

Significancecommand as the official reco~ copy 

UNCLASSIFIED 
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New Sub-
Sub Bucket Proposed

Bucket Name Past Retention BucketRecord Series Description AlphaNumber RetentionName 
Number· 

CaseCollection Records - Intelligence collection records consisting of: source 
Perm: Cut off when superseded or obsolete,

Management/Himaterial such as photographs, messages, and other intelligence 
Intel & Security then retire to ISF. Transfer to NARA 50 years Permanent 0300-04 E0329-02 

accumulated by originators maintained by the Joint Staff/combatant storical 
after cutoff, after dedassification review. 

Significancecommand as the official record copy 

CaseCollection Records- Intelligence exploitation records consisting of: 
Perm: Cut off when superseded or obsolete,

Management/Hianalysis and finished reports created from intelligence source materials 
Intel & Security then retire to ISF. Transfer to NARA 50 years Permanent 0300-04 E0329-03 maintained by the Joint Staff/combatant command as the official record storical 

after cutoff, after declassification review. 
Significancecopy 

Intelligence Dissemination Records - Intelligence disclosure 
filesConsisting of: policy and guidance on the dissemination and 
distribution of finished intelligence, intelligence reports, scientific and 

0330-01 technical information, and intelligence summaries induding disclosure to 
foreign governments and other matters addressed by the National 
Disclosure Policy Committee (NDPC) maintained by the Joint 
Staff/combatant comman~ as the official record copy 

Intelligence Projection Records - Intelligence/Counterintelligence 
Reports and Unevaluated Intelligence Information Reports received from 
military/defense attaches and other intelligence gathering activities 

0331-01 
consisting of: agency-produced Intelligence Reports and· Attache 
Reports maintained by any JS/combatant command activity as unique 
reports not transm_itted to DIA 

Case 
Management/Hi

Intel & Security 
storical 
Significance 

Case 
Management/Hi

Intel & Security 
storical 
Significance 

Perm: Cut off when superseded or obsolete. 
Transfer to NARA in 5-year blocks 50 years Permanent 0300-04 F 
after cutoff, after dedassification review. 

Perm: Cut off annually, hold 5 years, then 
retire to ISF. Transfer to NARA 50 years after Permanent 0300-04 G 
cutoff, after declassification review. 

Counterintelligence Records - Counterintelligence program planning and 
Case

policy records relating to the establishment of the program induding Perm: Cut off when superseded, then retire to 
Management/Hi

Intel & Securitydirectives, plans, collection operations, reports, briefings, studies, ISF. Transfer to NARA in 5-year blocks 25 Permanent 0300-04 H0332-01 
storical

interrogations, and related files maintained by the Joint Staff/combatant years after cutoff, after declassification review. 
Significance

command as the official record copy 

Prisoner of War Records - Prisoner of war and civiljan internee records Case Perm: Cut off on termination of the prisoner of 
Management/Hi war program, then retire to ISF. Transfer to induding status inquiries, complaints, investigations, strength reports, 

Intel & Security Permanent 0300-040334-01 storical NARA 25 years after cutoff, after rosters, and related records maintained by the Joint Staff/combatant 
Significance declassification review. command as the official record copy 

Special Access Program (SAP) - SAP policy files relating to the 
establishment, operation, and monitoring of SAP consisting of: 

0335-01 
documents, plans, directives, policy, and related records maintained by 
the Joint Staff/combatant command as the official record copy 

Case . 
Management/Hi

Intel & Security 
storical 
Significance 

Perm: Cut off when superseded, then retire to 
ISF (not authorized for transfer to Federal 
Records Center). Transfer to NARA in 5-year Permanent 0300-04 J 
blocks 25 years after cutoff, after release from 
SAP control and declassification review. 

Perm: Cut off on termination of system orCaseClassification Guides - Official JS/combatant command record copy of 
Management/Hithe current edition of each classification guide consisting of: copy of program or when system/program is phased 

Intel & Security 0300-04 KPermanent0310-01 
storicalprinted guide, each change, and documents showing coordination, out of the inventory, hold 10 years, then 
Significance destroy/delete.comments, and approval at the issuing activity or OPR. 

(NON-RECORD) Security Policy - Maintained by any activity for 
0300-05Intel & Security Non-Record Destroy/delete when superseded or obsolete DDWSO0301-02 

reference (non-record) 

UNCLASSIFIED 
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Number 

0312-02 

0314-03 

0314-05 

0315-02 

0317-04 

0320-02 

0321-03 

0305-09 

0326-02 

0314-07 

0319-12 

Record Series Description 

{NON-RECORD) Technical Surveys - maintained by any JS/combatant 
command activity as reference copy {non-record) 

{NON-RECORD) Personnel Security Program Records - maintained by 
other JS/combatant command activities for reference {non-record) 

{NON-RECORD) Personnel Security Program Records - Maintained by 
any activity for reference (non-record) 

{NON-RECORD) Identification (Credentials, Tags, Passes, and Permits) 
Records - Maintained in any other office (non-record) 

{NON-RECORD) Security Violations/Incidents - Maintained for reference 
(non-record) 

(NON-RECORD) Intelligence Policy and Planning Files - maintained by 
other JS/combatant command activities for reference (non-record) 

(NON-RECORD) Intelligence Estimates - information copies (non-
record) · 

Access Records - Classified or classifiable information NDA consisting 
of: original, signed SF 312 or similar-form or record on all military and 
DoD civilian personnel including employees of contractors, licensees, or 
grantees. This includes files covering original, signed SCI/NDA and, 
when apprqpriate, an addendum. NDAs are executed by all personnel 
as a condition precedent to being authorized access to classified or 
classifiable information under standards put forth by EO 12958, or 
signed by personnel who are cleared for access to national security 
information maintained by any JS/combatant command activity. (Note: 
Privacy Act System. If Privacy Act Notice has been processed, apply 
applicable Privacy Act Number; if notice has not been processed, follow 
JS/combatant command Privacy Act Program procedures to secure 
one). 

Security/Counterintelligence Investigations - official record copy 
determined not to have permanent historical value or widespread value 
or congressional interest 

Personnel Security Program Records - Personnel security inspections 
and surveys consisting of: information on inspections and surveys 
conducted by Personnel Security Offices relating to position sensitivity 
and personnel security clearances including reports, recommendations, 
and related information maintained by any JS/combatant command 
activity 

International Security- maintained by the JS/combatant command 
control points 

Bucket Name 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Intel &Security 

Sub Bucket 
Name 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when verification is 
accomplished or badge or pass has been 
prepared and delivered 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when superseded or obsolete 

Cut off annually, destroy/delete 70 years after 
cutoff. Authority: GRS 18 item 25a 

Cut off on date of last action, hold 25 years, 
then destroy/delete. 

Destroy/delete after next comparable 
inspection or survey 

Destroy/delete on receipt of next inspection 
report. 

Proposed 
Retention 

DDWNLN 

DDWNLN 

DDWNLN 

DDWNLN 

DDWNLN 

DDWNLN 

DDWSO 

70Years 

25Years 

DD 
a/survey 

DD as 
required 

New Sub-
Bucket Alpha 
Number 

0300-05 

0300-05 

0300-05 

0300-05 

0300-05 

0300-05 

0300-05 

0300-06 A 

B030Q-06 

0300-06 

0300-06 D 

UNCLASSIFIED 

C 



UNCLASSIFIED 0300SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Intelligence and Security 

Number . Record Series Description 
; 

International Security - Access lists: maintained by the Joint 
Staff/combatant command on control points as well as individual access

0319-13 
to NATO information and by the JS/combatant command control points 
for individual access 
Classification Guides - Information copies of classification guides 

0310-02 regardless of originator maintained by any JS/combatant command 
activity 

Classification Guides - Original classification authority delegations 
0310-05 

maintained by any JS/combatant command activity 

Accreditation - Documents pertaining to room or vault accreditation that 
0311-01 validate the area for classified storage and/or work maintained by any 

JS/combatant command activity 

Accreditation - Automated Information System (AIS) security 
accreditation package consisting of: request for accreditation, plans, 
analyses, evaluations, certifications, and control program files and 

0311-02 documentation to support assignment of appropriate AIS security officer 
positions required for recommendation from the Automation Security 
Manager for or against accreditation approval maintained by any 
JS/combatant co~mand activity 

SCI Documents - Copies of documents in SCI control channels that are 
0323-01 not covered in specific subject items elsewhere in this disposition 

schedule maintained by any JS/combatant command activity 

Access Records - Classified or classifiable information nondisclosure 
agreements (NDA) consisting of: copies of NDA, such as SF 312 
(Classified Information NDA), signed by employees with access to 
information that is classified or classifiable under standards put forth by 
EO 12958. These .forms should be maintained separately from 
personnel security clearance files maintained by personnel security 
offices 

0305-07 

Controlled Material (Special SCI/Special Access Requirements) -
Documents in special control channels (i.e., limited distribution papers) 

0325-01 concerning special technical operations that are not covered in specific 
subject items elsewhere in this disposition schedule maintained by t~e 
special technical operations function as the official record copy 

Controlled Material (Other Than SCI) - Documents in special control 
channels other th~n SCI (e.g., limited distribution papers) that are not

0324-01 
covered in specific subject items elsewhere in this disposition schedule 
maintained by any JS/combatant command activity 
Security Inspections and Audits - Maintained by any JS/combatant 

0318-02 command activity · 

Bucket Name 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Intel & Security 

Sub Bucket 
Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete when revised. 

Destroy/delete when superseded or obsolete 
or on inactivation, whichever is earlier 

Destroy/delete when superseded or obsolete. 

Destroy/delete when superseded or obsolete. 

Destroy/delete when superseded or obsolete. 

Dispose of in accordance with IC directives for 
SCI documents. Obtain guidance from Special 
Security Office (SSO). Ultimate disposition is 
that of the appropriate subject or case file. 

Joint Staff: forward to OSD and/or appropriate 
Service for inclusion in appropriate official 
security files Combatant commands: retain in 
accordance with combatant command security 
directives 

Review annually for removal from control 
channels. Dispose of in accordance with IC 
directives for these documents. Ultimate 
disposition is that of the appropriate subject ot 
case file. 

Review annually for removal from control 
channels. When removable, incorporate in 
appropriate subject file. Disposition is that of 
the appropriate mission or subject file. 
Destroy/delete after next comparable survey 
or inspection. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

DDWR 0300-06 E 

DDWSOD 0300-06 F 

DDWSOD G0300-06 

0300-06DDWSOD H 

DDWSOD 0300-06 I 

IC Dirf/SCI 
0300-06 J

Doc 

FT 
0300-06 K

OSD/aSer 

Discuss 0300-06 L 

0300-06Discuss M 

0300-06 NDD 

UNCLASSIFIED 



UNCLASSIFIED 0300SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Intelligence and Security 

Number Record Series Description Bucket Name 
Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

Report of Investigation - Investigative reports and related papers 
furnished to Joint Staff/combatant command by investigative 

0316-01 organizations for use in making security suitability determination 
maintained by any JS/combatant command activity as the official record 
copy 

Intel & Security Exception 

Destroy/delete in accordance with 
investigating activity instructions or when no 
longer required for making a security 
determination. Authority: GRS 18 item 22b 

DD 0300-06 0 

Physical Security Container Information - Up-to-date records of all 
JS/combatant command office safes, vaults, and padlock combinations, 
together with other information necessary to identify and locate the 0308-02 
safes, vaults, or containers and the individuals having knowledge of the 
combinations maintained by any JS/combatant command activity as the 
official re~rd copy 

Access Records - Special and general access lists consisting of: billet 
rosters and alphabetical access rosters listing the names of personnel 
authorized access tospecific classified information; i.e., Sensitive 
Information, Special Access Program, Single Integrated Operational 

0305-03 Plan {SIOP), Extremely Sensitive Information {ESI), Critical Nuclear 
Weapons Design Information, Military Space Programs. Includes control 
points that reflect individuals authorized to receipt for TOP SECRET 
documents and below maintained by any JS/combatant command 
activity 

Destroy/delete when superseded by new form 
pIntel & Security Exception or listing or upon turn-in of container. DD 0300-06 

Authority: GRS 18 item 7a 

DDIntel & Security Exception Destroy/delete when updated or superseded. 0300-06 Q 

Top Secret.Register- Forms reflecting the transfer and receipt for TOP 
SECRET materials transmitted through the Defense 

0306-02 
Courier Service Which are: maintained by any JS/combatant command 
activity 

Intel & Security Exception 
Destroy/delete when related document is 
downgraded, transferred, or destroyed. 
Authority: GRS 18 item 5b 

DD 0300-06 R 

Top Secret Register - Forms accompanying documents to ensure 
0306-03 continuing control showing names of persons handling the documents, 

intra-office routing, and comparable data maintained by any activity 
Intel & Security Exception 

Destroy/delete when related document is 
downgraded, transferred, or destroyed. 
Authority: GRS 18 item 5b 

DD 0300-06 R 

Intelligence Reports and Studies - country studies and/or reports 
prepared by DIA and/or the IC consisting of: specialized intelligence 
publication~. estimates, studies, surveys, reports, analyses, evaluations, 

0322-01 
and appraisals including both general and technical intelligence and 
intelligence concerning combat applications maintained by any 
JS/combatant command activity 

0300-06Exception Destroy/delete when superseded or obsolete. DDIntel & Security s 

Security/Counterin~elligence Investigations - Personnel security 
investigation requests consisting of: unit requests for investigation,

0326-03 
clearance, or un~scorted entry maintained by any JS/combatant 

Intel & Security Exception Destroy/delete when no longer needed. DD 0300-06 T 

command activity 
Personnel Security Program Records - Position sensitivity files including 
requests for information relating to the designation of sensitive and Destroy/delete when position is abolished, 

0314-06 nonsensitive personnel positions in an agency and results of final Intel & Security Exception redesignated, or no longer needed, whichever DD 0300-06 u 
actions taken consisting of: approved requests maintained by any is later. 
JS/combatant command activity 

UNCLASSIFIED 



UNCLASSIFIED 0300SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Intelligence and Security 

Number .Record Series Description 
.. ~- . . , ' : .. ~ 

Intelligence Estimates - National Intelligence Estimates (NIEs), Special 
National Intelligence Estimates (SNIEs), National Intelligence Analytical 
Memorandums (NIAMs), and other intelligence estimates consisting of: 
strategic estimates of capabilities, wlnerabilities, and probable courses 
of action of foreign nations that are produced at the national level by the 
intelligence community (IC) maintained by any JS/combatant command 
activity 

0321-01 

Intelligence Estimates - Semi-annual consolidated listing of NIEs, 
SNIEs, and NIAMs provided to Joint Staff/combatant command by

0321-02 
Defense lntelligen~ Agency (DIA) maintained by any JS/combatant 
command activity 

Bucket Nam~ 
-.::-
·--

Intel & Security 

Intel & Security 

Sub Bucket 
~me _,. . 

Exception 

Exception 

Past Retention 
f-.., 

.,,.-1, 

Destroy/delete when superseded or obsolete. 

Destroy/delete when superseded or obsolete. 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number,, 

DD V0300-06 

DD V0300-06 

UNCLASSIFIED 



UNCLASSIFIED 0400SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information and Legal 

Number Record Series Description 

Information Requests - Requests for information or copies of replies 
thereto involving no administrative actions, no policy decisions, and no 

0407-01 special compilations or research, including requests for and 
transmittals of publications, photographs, and other informational 
literature maintained by public affairs offices 

Acknowledgement - Acknowledgments and transmittals of inquires 
0408-01 and requests that have been referred elsewhere for reply maintained 

by public affairs offices 

White House Correspondence - Correspondence of a routine non-
0401-02 policy nature with no long-term value maintained by any JS/combatant 

command activity 

Congressional Correspondence - Correspondence of a routine nature 
with no historical value consisting of: congressional inquiries originated 
by Armed Forces personnel, the public, or members of Congress that 

0402-02 are forwarded to the Joint Staff/combatant command for reply. 
Examples include letters regarding rejection for military service and 
purchase of military equipment maintained by any JS/combatant 
command activity as the official record copy 

Congressional Correspondence - Congressional correspondence 
received or created by directorate or agency heads including DD Form 0402-04 
2136 (Insert for the Record) maintained by any JS/combatant 
command activity as the official record copy 

Congressional Correspondence - At offices of legislative officers or 
persons designated to coordinate and control congressional 

0402-05 correspondence at the Joint Staff/combatant command, and used as 
record of disclosure accounting under the Privacy Act of 1974 (5 USC 
552a) 

Congressional Correspondence - At offices of persons designated to 
coordinate and control congressional correspondence at lower0402-07 
echelons, and are used as record of disclosure accounting under the 
Privacy A~ of 1974 (5 USC 552a) 

Speeches and Public Relations - maintained by Office of the Director, 0406-03 
Joint Staff, as the official JS record copy 

Speeches and Public Relations - maintained by directorate or agency
0406-04 

heads 

Speeches and Public Relations - Correspondence on acceptance or 
declination of speaking engagements, attendance at public affairs, 

0406-05 
seminars, conferences, etc. maintained by any JS/combatant 
command activity as the official record copy 

Bucket Name 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name 

Short-Term 

Short-Term 

Administrative/ 
Routine / Working 
Papers 

Administrative/ 
Routine/ Working 
Papers 

Administrative/ 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative/ 
Routine/ Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Past Retention 

Cut off monthly; hold 3 months or until 
no longer needed, whichever is ear1ier; 
then destroy/delete 

Destroy/delete 3 months after 
acknowledgment and referral 

Cut off annually, hold 2 years, then 
destroy/delete, or destroy/delete when 
no longer needed, whichever is later 

Cut off annually, hold 1 year, then 
retire to ISF. Destroy/delete by CY 
block 7 years after cutoff 

Cut off at end of current directorate or 
agency head's tour of duty during 
which case is closed out, hold 1 year, 
then destroy/delete 

Cut off annually, hold 1 year, then 
retire to ISF. Destroy/delete by CY 
block 7 years after cutoff 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 6 months, then 
transfer by CY block to R&A Br for 
disposition in accordance with 010-1 

Cut off at end of current directorate or 
agency head's tour of duty hold 1 
year, then destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Proposed 
Retention 

New Sub-
Bucket !Alpha 
Number 

6 Months 0400-01 A 

6 Months 0400-01 B 

3 Years 0400-02 A 

3 Years 0400-02 B 

3Years 0400-02 B 

3 Years 0400-02 B 

3Years 0400-02 B 

3 Years 0400-02 C 

3 Years 0400-02 C 

3Years 0400-02 C 

UNCLASSIFIED 



UNCLASSIFIED 0400SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. 11 
Information and Legal 

Recx,rd Series Description ; · Bucket N~me Number 
, . ; , , , . -;:: _,._, . ,.. 

{_ , ,, . -.;.( ,,..,•'"'fv - ~-..l,. • ,,o-.~~ ', 

General Laws and Legal Matters Records - General files consisting of: 
reports and correspondence relating to the routine internal operation 

0409-02 
and administration of the office maintained by any JS/combatant 
command activity. 

Military Justice Records - General correspondence files consisting of: 
reports (excluding records of bials and decisions rendered in Article 
15, Uniform Code of Military Justice [UCMJ] [non-judicial punishment] 

0410-01 
appeals) relating to the internal administration of military justice 
accumulated by the combatant commands maintained by any 
combatant command activity 

Military Justice Records - Military justice administration consisting of: 
correspondence, memorandums, statistical reports and summaries, 
activity summaries, narrative reports, instructions, briefs, and other 

0410-02 
records relating to military justice not covered under general 
correspondence and legal opinions maintained by any combatant 
command activity 

Military Justice Records - Files relating to pretrial matters (military 
0410-03 justice) including Article 32 investigations not resulting in general 

courts-martial maintained by any combatant command activity 

Law library acquisition records consisting of: requisitions, receiving 
reports, purchase orders, packing lists, requests for issue or tum-in, 
and related records that are control records accumulated by librarians 0414-02 
for material procured from locally-funded appropriated or non-
appropriated funds, or received from other sources that are at or below 
$2,000 maintained by any JS/combatant command activity 

Congressional Correspondence - At offices of legislative officers or 
persons designated to coordinate and control congressional 

0402-06 correspondence at the Joint Staff/combatant command, and are not 
used as record of disclosure accounting under the Privacy Act of 197 4 
(5 USC552a) 
Congressional Correspondence - At offices of persons designated to 
coordinate and control congressional correspondence at lower

0402-08 
echelons, and are not used as record of disclosure accounting under 
the Privacy Act of 1974 (5 USC 552a) 

Public Affairs Records - D·istinguished visitor program documentation 
consisting of: messages and other correspondence, guest lists, 

0404-05 
invitations, schedules, airlift requests, authority to use commercial 
airports, etc. maintained by protocol or public affairs offices 

Public Affairs Records - News media visitor documentation consisting 
of: messages and other correspondence, guest lists, invitations, 0404-06 
schedules, and results of visits maintained by protocol or public affairs 
offices 

,, 
: 
,,,, - ., ,. 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs· 

Legal, 
Protocol, & 
Public Affairs 

Legal, . 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name 
' ·~ , : ,, 

, , 

Administrative/ 
Routine / Working 
Papers 

Administrative / 
Routine/ Working 
Papers 

Administrative/ 
Routine/ Working 
Papers 

Administrative/ 
Routine/ Working 
Papers 

Administrative/ 
Routine/ Working 
Papers 

Management and 
Program/Operation 
s Records 

Management and 
Program/Operation 
s Records 

Management and 
Program/Operation 
s Records 

Management and 
Program/Operation 
s Records 

P~st Retention 
" ,, 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 3 years, then 
destroy/delete 

-

Cut off annually, hold 3 years, then 
destroy/delete, or destroy/delete when 
no longer needed, whichever is later 

Cut off annually, hold 3 years, then 
destroy/delete, or destroy/delete when 
no longer needed, whichever is later 

Cut off after final payment, hold 3 
years, then destroy/delete 

Cut off annually, hold 5 years or for 
the life of the disclosed file, whichever 
is later; then destroy/delete 

Cut off annually, hold 5 years or for 
the life of the disclosed file, whichever 
is later; then destroy/delete 

Cut off on completion of event, hold 5 
years, then destroy/delete, or 
destroy/delete when no longer 
needed, whichever is later 

Cut off on completion of event, hold 5 
years, then destroy/delete, or 
destroy/delete when no longer 
needed, whichever is later 

Proposed 
v•'<,• 

ftetention 

3 Years 

3Years 

3 Years 

3Years 

3 Years 

7-10Years 

7-10Years 

7-10Years 

7-10Years 

New Sub-
Bucket ~pha 
Number·-,; 

0400-02 D 

0400-02 E 

0400-02 E 

0400-02 E 

0400-02 F 

0400-03 A 

( 

0400-03 A 

0400-03 B 

0400-03 B 

UNCLASSIFIED 



UNCLASSIFIED 0400SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II. 
Information and Legal 

Number Record Series Description 

Public Affairs Records - Special events planning consisting of: 
correspondence, minutes of meetings, photographs, plans, layouts, 
drawings, manpower requirements, progress reports, and similar 

0404-07 
records used in planning military ceremonies, retirements, funerals, 
dedications, special holidays, parades, etc. maintained by protocol or 
public affairs offices 

General Laws and Legal Matters Records - consisting of: opinions 
0409-04 

based on established precedent at originating offices (record) 

Law Libraries - Library acquisition (centrally-funded) consisting of: 
requisitions, receiving reports, purchase orders, packing lists, requests 
for issue or turn-in, and related records that are control records 

0414-01 
accumulated by librarians for material procured from centrally-funded 
sources that exceed $2,000 maintained by any JS/combatant 
command activity 

White House Correspondence - Correspondence relating to 
0401-01 substantive policy-related matter maintained by any JS/combatant 

command activity as the official record copy 

Congressional Correspondence - Correspondence of a substantial 
nature with historical significance consisting of: congressional inquires 
originated by Armed Forces personnel, the public, or members of 
Congress that are forwarded to the Joint Staff/combatant command for

0402-01 
reply. They are primarily originated by Congress and pertain to 
substantial policy issues such as plans, objectives, or responsibilities 
maintained by any JS/combatant command activity as the official 
record copy 

Congressional Correspondence - CJCS memorandum of invitation 
0402-03 before congressional committee maintained by the Office of the 

Chairman, Joint Chiefs of Staff, as the official JS record copy 

Legislative Testimony - Programs file consisting of: documents 
pertaining to the legal status of the Office of the Chairman of the Joint 
Chiefs of Staff, Joint Staff, and commanders of the combatant 
commands such as the National Security Act, comments on changes

0403-01 
to proposed legislation, and letters from and to congressional 
committees or individual members monitoring the programs and 
coordinating legislative activities maintained by any JS/combatant 
command activity as the official record copy 

Bucket Name 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name 

Management and 
Program/Operation 
s Records 

Management and 
Program/Operation 
s Records 

Management and 
Program/Operation 
s Records 

Case Management 
/ Historical 
Significance 

Case Management 
/ Historical 
Significance 

Case Management 
/ Historical 
Significance 

Case Management 
/ Historical 
Significance 

Past Retention 

Cut off on completion of event, hold 4 
years, then destroy/delete, or when no 
longer needed, whichever is later 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off after final payment, hold 6 
years 3 months, then destroy/delete 

Perm: Cut off annually, hold 2 years, 
then retire to ISF. Transfer to NARA in 
5-year blocks 25 years after cutoff, 
after declassification review 

Perm: Cut off when case is closed out, 
hold 1 year, then retire to ISF. 
Transfer to NARA in 5-year blocks 25 
years after cutoff, after declassification 
review 

Perm: Cut off on expiration of CJCS 
tour of duty, hold 2 years, then retire 
entire block through R&A Br to JS 
RHA. Transfer entire block to NARA 
25 years after cutoff, after 
declassification review 

Perm: Cut off on completion of 
program, hold 3 years, then retire 
entire block to ISF. Transfer entire 
block to NARA 25 years after cutoff, 
after declassification review 

Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

7-10 Years 0400-03 B 

7-10 Years 0400-03 C 

7-10Years 0400-03 D 

Permanent 0400-04 A 

Permanent 0400-04 B 

Permanent P400-04 B 

Permanent 0400-04 C 

UNCLASSIFIED 



C 

UNCLASSIFIED 0400 SERIES Crosswalk to Previous Edition of CJCSM 5760.01. Vol. II 
Information and Legal . 

Number Record Series Description 

Legislative Testimony - Testimony (statement) before congressional 
committee and transcript consisting of: designation and appearance of 

0403-02 witnesses and coordination of actions relating to congressional 
consideration maintained by any JS/combatant command activity as 
the official record .copy 

Public Affairs Records - Documents conceming the general program 
policy of the Joint Staff/combatant command relating to the public 
affairs mission Consisting of: policy directives and procedures 
governing relations with the news media and the public. Examples are

0404-01 
policy relating to freedom of information, participation by the Armed 
Forces in public events, and the release of news maintained by the 
Office of the Chairman, Joint Chiefs of Staff, as the official JS record 
copy 

Public Affairs Records - Maintained by any combatant command 
0404-02 

activity as the official record copy 

Public Affairs Records - Public affairs releases Consisting of: press 
releases, publications, transcripts of press conferences, official 
speeches, or other presentations including graphics or exhibits,

0404-03 
television or radio scripts, and other formally presented publicity or 
informational material maintained by any JS/combatant command 
activity as the official record copy 

Speeches and Public Relations - Speeches, talks, interviews, 
photographs, and written articles of key officials of the Joint Staff and 

0406-01 combatant commands such as the Chairman of the Joint Chiefs of 
Staff, combatant commanders, and directorate Heads maintained by 
any JS activity as the official record copy 

Speeches and Public Relations - maintained by combatant command 
0406-02 

activities a~ the official record copy 

General Laws and Legal Matters Records - Legal planning and policy 
records consisting of: records that reflect the overall development and 
accomplishment of plans, policies, programs, procedures, and legal 

0409-01 
processes governing all phases of assigned legal responsibilities 
maintained by any JS/combatant command activity as the official 
record copy 

Bucket Name 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name Past Retention 

Perm: Cut off annually or when 
superseded or obsolete, hold 1 year, 

Case Management 
then retire by CY block to ISF.

/ Historical 
Transfer to NARA in 5-year blocks 25 

Significance 
years after cutoff, after declassification 
review 

Perm: Cut off when superseded or 
obsolete, hold 1 year, then retire 

Case Management 
through R&A Br to JS RHA. Transfer 

/ Historical 
to NARA in 5-year blocks 25 years 

Significance 
after cutoff, after declassification 
review 

-
Perm: Cut off annually or when 
superseded or obsolete, hold 1 year, 

Case Management 
then retire by CY block to ISF.

/ Historical 
Transfer to NARA in 5-year blocks 25

Significance 
years after cutoff, after declassification 
review 

Case Management Perm: Cut off annually, hold 7 years, 
/ Historical then retire to ISF. Transfer to NARA 
Significance in 5-year blocks 25 years after cutoff 

Perm: Cut off on expiration of CJCS 
Case Management tour and retire entire block through 
/ Historical R&A Br to JS RHA. Transfer entire 
Significance block to NARA 25 years after cutoff, 

after declassification review 

. Perm: Cut off on expiration of 
Case Management Commander's tour and retire entire 
/ Historical block to ISF. Transfer entire block to 
Significance NARA 25 years after cutoff, after 

declassification review 

Perm: Cut off annually, hold 10 years, 
Case Management 

then retire to ISF. Transfer to NARA
/ Historical 

· 25 years after cutoff, after 
Significance 

declassification review 

New Sub-
Proposed AlphaBucket
Retention 

Number 

Permanent 0400-04 

Permanent 0400-04 D 

Permanent 0400-04 D 

Permanent 

Permanent 

Permanent 

Permanent 

0400-04 

0400-04 

0400-04 

0400-04 

E 

F 

F 

G 

UNCLASSIFIED 



UNCLASSIFIED 0400SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information and Legal 

New Sub-
Proposed

Number Bucket Name Sub Bucket Name Past Retention Bucket AlphaRecord Series Description 
Retention 

Number 

Perm: Cut off annually, hold 10 years, 
Case Management Legal, 

then retire to ISF. Transfer to NARAGeneral Laws and Legal Matters Records - Legal opinions consisting 
/ Historical 0409-03 Protocol, & Permanent 0400-04 G

in 5-year blocks 25 years after cutoff of: opinions establishing precedent at originating offices (record) 
SignificancePublic Affairs 

of latest record 

General Laws and Legal Matters Records - Trials of US personnel in 
foreign countries consisting of: records created after 1990 including 
reports on exercise of criminal jurisdiction by foreign tribunals over US 
personnel, all enclosures and accompanying records, reports of 
personnel confined in foreign penal institutions, and other comparable 
reports and supporting documents submitted to DoD concerning the 

0409-06 exercise of foreign criminal jurisdiction over military personnel; over 
civilian personnel serving with, employed by, or accompanying the 
combatant command who are US nationals; and over dependents of 
all such military and civilian personnel, that have precedential value or 
where there has· been congressional, press, or public concern, 
particularly where questionable whether basic rights of accused were 
violated by foreign court at any combatant command activity 

General Laws and Legal Matters Records - Politico-military matters 
consisting of: records concerning politico-military matters, such as 
negotiation and drafting of treaties and other agreements involving 

0409-07 
military considerations, military rights in foreign countries, and military 
planning and policy aspects of national and international civil aviation 
at any JS/combatant command activity 

Legal, Case Management 
Protocol, & / Historical 
Public Affairs Significance 

Case Management Legal, 
Protocol, & / Historical 
Public Affairs Significance 

Perm: Cut off on final adjudication, 
hold 10 years, then retire to ISF. 
Transfer to NARA in 5-year blocks 25 Permanent 0400-04 G 
years after cutoff of latest record, after 
declassification review 

Perm: Cut off annually, hold 10 years, 
then retire to ISF. Transfer to NARA 
in 5-year blocks 25 years after cutoff Permanent 0400-04 H 
of latest record, after declassification 
review 

Perm: Cut off annually, hold 5 years, 
Legal, Case Management General Laws and Legal Matters Records - Consisting of: reports on 

then retire to ISF. Transfer to NARA
Protocol, & / Historical Permanent 0400-04violations of the law of armed conflict at any JS/combatant command H0409-08 

25 years after cutoff, after 
SignificancePublic Affairsactivity 

declassification review 

Military Justice Records - General courts-martial consisting of: trial 
records of general courts-martial, military commissions, and courts of 
inquiry. Included are original records of the trial, copies of charge 
sheets and related information, reviews by staff judge advocates, court 
martial orders, decisions of appellate agencies, and similar information 

0410-04 
kept by the court-martial jurisdiction maintained by any combatant 
command activity. (Note: Privacy Act System. If Privacy Act Notice 
has been processed, apply applicable Privacy Act Number; if notice 
has not been processed, follow JS/combatant command Privacy Act 
Program procedures to secure one). 

Legal, Case Management 
Protocol, & / Historical 
Public Affairs Significance 

Perm: Cut off on completion of 
appellate processing, hold 3 years, 

Permanent 0400-04
then retire to ISF. Transfer to NARA 
25 years after cutoff 

UNCLASSIFIED 

I 



UNCLASSIFIED 0400 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information and Legal 

Number Record Series Description 

Military Justice Records - Speci,:11 courts-martial consisting of: trial 
records of special courts-martial, including bad conduct discharges, 
whether or not suspended, which have been approved by the officer 
exercising general court-martial jurisdiction over the command. 
Included are original records of the trial, copies of charge sheets and 
related information, reviews by staff judge advocates, court-martial 

0410-05 
orders, decisions of appellate agencies, and similar information kept 
by the court-martial jurisdictions and convening authorities maintained 
by any combatant command activity. (Note: Privacy Act System. If 
Privacy Act Notice has been processed, apply applicable Privacy Act 
Number; if notice has not been processed, ~How JS/combatant 
command Privacy Act Program procedures to secure one). 

(NON-RECORD) Congressional Correspondence - maintained by0402-09 
other JS/combatant command activities for reference (non-record) 

(NON-RECORD) Legislative Testimony - Maintained by other0403-03 
JS/combatant command activities for reference (non-record) 

(NON-RECORD) Public Affairs Records - Key personnel biographies 
consisting of: personal and professional information on key personnel 

0404-09 
generated for public dissemination maintained by any activity for 
reference (non-record) 

(NON-RECORD) Speeches and Public Relations - Any speeches, 
0406-06 talks, interviews, written articles, etc. maintained by any activity for 

reference (non-record) 

(NON-RECORD) General Laws and Legal Matters Records -
maintained by any JS/combatant command activity as inform~tion 
copies (non-record) 

(NON-RECORD) .General Laws and Legal Matters Records -
Consisting of: information copies of all above items at any other 

0409-05 

0409-09 
JS/combatant command for reference (non-record). (Note: See 0007-
01 for General Counsel litigation case files). 

(NON-RECORD) Military Justice Records - Line of duty (LOD) 
determination file consisting of: original copy of DD Form 261 (Report

0410-08 
of Investigation-Line of Duty and Misconduct Status) maintained at 

· any activity for reference (non-record) 

Bucket Name 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name 

Case Management 
/ Historical 
Significance 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Past Retention 

Perm: Cut off on completion of 
appellate processing, hold 3 years, 
then retire to ISF. Transfer to NARA 
25 years after cutoff 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete report is issued and all 
appeals are exhausted 

Proposed 
Retention 

New Sub-
Bucket ~pha 
Number 

Permanent 0400-04 J 

DDWNLN 0400-05 

DDWNLN 0400-05 

DDWNLN 0400-05 

DDWNLN 0400-05 

DDWNLN 0400-05 

DDWNLN 0400-05 

DDWRIAE 0400-05 

UNCLASSIFIED 



UNCLASSIFIED 0400 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information and Legal 

Number Record Series Description 

Public Affairs Records - Public affairs correspondence consisting of: 
comments on or contributions to news releases or other media 

0404-04 furnished by information officers to publicize and promote missions or 
functions maintained by any JS/combatant command activity as the 
official record copy 

Public Affairs Records - Community affairs consisting of: 
correspondence, memorandums, reports, information, and other 

0404-08 records relating to community activities such as providing guest 
speakers, public school interactions, community events, and other 
related activities maintained by the combatant command 

Military Justice Records - Summary courts-martial consisting of: formal 
record copies of trials of military personnel by summary courts-martial, 
formal record of special courts-martial and attachments, and related 
correspondence maintained at any combatant command activity. 

0410-06 
(Note: Privacy Act System. If Privacy Act Notice has been processed, 
apply applicable Privacy Act Number; if notice has not been 
processed, follow JS/combatant command Privacy Act Program 
procedures to secure one). 

Military Justice Records - Nonjudicial punishment consisting of: 
information and forms gathered for the Record of Proceedings under 
Article 15, UCMJ, retained for monitoring nonjudicial punishment 
maintained at any _combatant command activity. . (Note: Privacy Act

0410-07 
System. If Privacy Act Notice has been processed, apply applicable 
Privacy Act Number; if notice has not been processed, follow 
JS/combatant command Privacy Act Program procedures to secure 
one). 

Standards of Conduct- Correspondence, memorandums, and other 
0412-01 records relating to codes of ethics and standards of conduct 

maintained by any JS/combatant command activity 

Patent, Invention, Copyright, and Trademark Records - General 
correspondence ~lating to the handling of patent, invention, copyright, 
trademark and royalty payment matters, requests, authorizations to

0413-01 use or reproduce copyrighted materials. Also includes matters relating 
to decisions, opinions, determinations, and recommendations 
maintained by any JS/combatant command activity 

Bucket Name 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Legal, 
Protocol, & 
Public Affairs 

Sub Bucket Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete after 2 years or on 
discontinuance, whichever is eartier-
except that documents in the cutoff file 
that require additional action or relate 
to reopened cases will be brought 
forward for filing in the current file 

Cut off on completion of event, hold 2 
years, then destroy/delete, or 
destroy/destroy when no longer 
needed whichever is later 

Cut off on final action by supervisory 
authority, hold 75 years, then 
destroy/delete 

Cut off when case is closed and all 
appeals exhausted or when individual 
has departed station, hold 2 years, 
then destroy/delete 

Destroy/delete when no superseded or 
obsolete 

Cut off on completion of final action, 
hold 50 years, then destroy/delete. 
Earlier destruction is authorized for 
routine materials not needed for legal 
purposes 

New Sub-
Proposed 

Bucket Alpha
Retention 

Number 

DD2Yrs, DE 
0400-06 ADRA 

DDWNLN 0400-06 B 

75Years DD 0400-06 

0400-06COCCAE D 

0400-06DDWSO F 

50Years DD 0400-06 E 

UNCLASSIFIED 

C 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition ·of CJCSM 5760.01, Vol. II 
Operations, Planning. Command, and Control 

Number 

0534-05 

0534-08 

0502-04 

0504-04 

0506-02 

0508-03 

0508-06 

0508-07 

Record Series Description 
... 

Satellite and Space Operations - Consist of other than special interest to 
any JS/combatant command activity 

Satellite and Space Operations - Space operations logs consisting of: 
data on daily operations located at space operations units or command 
and control activities 

Operations Summaries - Various reports, logs, memorandums, etc., that 
serve as background for preparation of Operations Summaries 
maintained by any JS/combatant command activity as the official record 
copy 

Readiness and Operations - At other offices 

Cover and Deception Operations - General correspondence files 
Consisting of: files relating to the routine administration of cover and 
deception matters maintained by any JS/combatant command activity 

Exercises - Instructions, procedures, messages, reports, briefs, etc, 
pertaining to specific exercises, including NATO exercise documents · 
maintained by any JS/combatant command activity as the official record 
copy 

Exercises - Schedules and developmental records of significant 
exercises maintained by any JS/combatant command activity as the 
official record copy 

Exercises - Schedules and developmental records of JS/combatant 
command-directed and -coordinated exercises maintained by any 
JS/combatant command activity as the official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Short-Term 

Short-Term 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/ Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 

Past Retention 

Cut off monthly, hold 3 months, 
then destroy/delete 

Cut off after last entry in log, hold 
6 months, then d~stroy/delete 

Cut off annually, hold 2 years, 
then destroy/delete 

Cut off annually, hold 2 years, 
then destroy/delete 

Cut off annually, hold 2 years, 
then destroy/delete 

Cut off at end of FY, hold 2 years, 
then destroy/delete when no 
longer needed-except that 
official JS/combatant command 
NATO COSMIC TOP SECRET, 
COSMIC TOP SECRET 
ATOMAL, NATO SECRET 
ATOMAL, and NATO 
CONFIDENTIAL ATOMAL 
documents must be returned to 
NATO subregistry immediately 
upon publication of final exercise 
report. 

Cut off at end of FY, hold 2 years, 
then destroy/delete 

Cut off at end of FY, hold 2 years, 
then destroy/delete 

Proposed 
Retention 

6 Months 

6 Months 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

New Sub-
Bucket 
Number 

0500-01 

0500-01 

0500-02 

0500-02 

0500-02 

0500-02 

0500-02 

0500-02 

Alpha 

A 

A 

A 

B 

D 

D 

D 

UNCLASSIFIED 

C 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Operations, Planning, Command, and Control 

Number Record Series Description 

Exercises - Significant Military Exercise Briefs maintained by any 
0508-08 

JS/combatant command activity as the official record copy 

Exercises - Annual Joint Exercise Scheduling Conference records 
0508-09 maintained by any JS/combatant command activity as the official record 

copy 

Codeword/Nickname Terms - Documents pertaining to procedures for 
assigning, using, and managing codewords, nicknames, and 

0510-02 
operation/exercise terms maintained by any JS/combatant command 
activity as the official record copy 

War Games - Document, and Joint Staff Planning System Development -
Documents, reports, studies, etc, gathered to support formulation of

0517-06 
JSPS recurring guidance published under the provisions of CJCSI 
3110.01 maintained by JS directorates or agencies responsive to th 

War Games - Politico-Military War Games consisting of: war game 
support materials and diaries including copies of completed 

0517-07 memorandums or requests and other politico-military war games related 
documents maintained by any JS/combatant command activity as the 
official record copy 

Alerts, Defense Readiness Conditions (DEFCONS), INFOMRATION 
CONDITIONS (INFOCONS), THREAT CONDITIONS (THREATCONS), 
WARNINGS, AND RULES OF ENGAGEMENT (ROE - Routine

0527-04 
correspondence and messages on alerts, DEFCONS, INFOCONS, 
THREATCONS, warnings, and ROE maintained by any JS/combatant 
command activity 

Airspace Management - Airspace management agreements consisting 
of: correspondence records, rules, and reports between/among US 
Government offices, foreign nations, military services, lateral commands, 

0533-03 
and subordinate agencies pertaining to relations, negotiations, 
amendments, agreements, and minutes of meetings relative to airspace 
use at any JS/combatant command activity 

Airspace Management - Aircraft clearances consisting of: information 
0533-04 pertaining to requests for aircraft clearances maintained by any 

JS/combatant command activity as the official record copy 

Satellite and Space Operations - Consists of other than special interest 
0534-07 

to any JS/combatant command activity 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan· 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 

Administrative 
I Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 

Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/ Routine/ 
Working 
Papers 

Past Retention 

Cut off at end of FY, hold 2 years, 
then destroy/delete 

Cut off at end of FY, hold 3 years, 
then destroy/delete 

Cut off when superseded, hold 3 
years, then destroy/delete 

Cut off when superseded, hold 2 
years, then destroy/delete 

Cut off on completion of project, 
hold 3 years, then destroy/delete 

Cut off annually, hold 2 years, 
then destroy/delete 

Cut off when superseded, hold 2 
years, then destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off on object decay, hold 2 
years, then destroy/delete 

Proposed 
Retention 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

New Sub-
Bucket Alpha 
Number 

0500-02 D 

0500-02 D 

0500-02 E 

0500-02 F 

0500-02 F 

0500-02 G 

0500-02 H 

0500-02 H 

0500-02 

UNCLASSIFIED 

I 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition of CJCSM 5760.01. Vol. II 
Operations. Planning. Command, and Control 

Record Series Description Number 

Satellite and Space Operations - Launch information consisting of: case 
0534-11 files documenting how foreign launches are tracked, any problems. and 

related records at responsible activity 

Satellite and Space Operations - United Nations registry reports 
0534-15 consisting of: copies of original reports sent to the Joint Chiefs of Staff 

for forwarding to United Nations at combatant command OPR 

Satellite and Space Operations - Operations reviews consisting of: 
0534-20 operations review panel and operations review board minutes at units 

and above 

Satellite and Space Operations - Consisting of: summary messages and 
0534-21 

trend analysis reports maintained by any JS/combatant command activity 

Biological Records - General correspondence of a routine internal nature 
0540-02 

maintained by a~y JS/combatant command activity 

Chemical Records - General correspondence of a routine internal nature 
0541-02 

maintained by any JS/combatant command activity 

Exercises - General exercise message traffic and miscellaneous 
0508-10 exercise correspondence maintained by any JS/combatant command 

activity as the official record copy 

Exercises - NATO exercise evaluation reports maintained by any
0508-13 

JS/combatant command activity as the official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/Routine/ 
Working 
Papers 
Administrative 
/ Routine/ 
Working 
Papers 
Management 
and 
Program/Oper 
ations 
Records 

Management 
and 
Program/Oper 
ations 
Records 

Past Retention 

Cut off upon launch, hold 2 years, 
then destroy/delete . 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off annually, hold 2 years, 
then destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off annually, hold 3 years. 
then destroy/delete 

Cut off annually, hold 3 years, 
then destroy/delete 

Cut off at end of FY, hold 4 years, 
then destroy/delete 

Cut off at end of FY during which 
exercise reports are published, 
hold 5 years, then destroy/delete-
except that NATO COSMIC TOP 
SECRET, COSMIC TOP 
SECRET ATOMAL, NATO 
SECRET ATOMAL, and NATO 
CONFIDENTIAL ATOMAL 
documents must be returned to 
NATO subregistry immediately 
after publication of final exercise 
report. 

Proposed 
Retention 

3 Years 

3 Years 

3 Years · 

3 Years 

3 Years 

3 Years 

7-10 Years 

7-10 Years 

New Sub-
Bucket 
Number 

0500-02 

0500-02 

0500-02 

0500-02 

0500-02 

0500-02 

0500-03 

0500-03 

Alpha 

I 

I 

I 

I 

J 

J 

~ 

\ 
! 

A 

UNCLASSIFIED 



UNCLASSIFIED 0500 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Operations, Planning, Command, and Control 

Number Record Series Description 
Bucket 
Name 

Information Operations/Information Assurance - Files relating to 
operational activjties and events within information 

0523-03 
operations/information assurance maintained by any JS/combatant 
command activity as the official record copy 

Op Plan 
Comm 
Control 

Information Operations/Information Assurance - Files relating to routine 
and administrative activities and events within information 

0523-04 
operationsnnformationAssurance maintained by any JS/combatant 
command activity as the official record copy 

Op Plan 
Comm 
Control 

Op PlanCommand and Control Centers - Files relating to operational activities 
Comm 

JS/combatant command activity as the official record copy 
and events within command and control enters maintained by any0530-03 

Control 

Command and Control Centers - Files relating to routine and 
Op Plan 

administrative activities and events within command and control centers 
Comm0530-04 

mai11tained by any JS/combatant command activity as the official record 
Control 

copy 

Operations Security Records - Files relating to operational security Op Plan 
0532-03 activities maintained by any JS/combatant command activity as the Comm 

official record copy Control 

Antiterrorism/Force Protection Planning - Files relating to operational 
Op Plan 

activities and events within antiterrorism/force protection activities 
Comm0536-03 

maintained by any JS/combatant command activity as the official record 
Control 

copy 

Antiterrorism/Force Protection Planning - Files relating to routine and 
Op Plan 

administrative activities and events within antiterrorism/force protection 
Comm0536-04 

Activities maintained by any JS/combatant command activity as the 
Control

official record copy 

Countemarcotics Program - Files relating to operational activities and Op Plan 
0537-03 events within countemarcotics activities maintained by any JS/combatant Comm 

command activity as the official record copy Control 

Sub Bucket 
Name 

Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 
Management 
and 
Program/Oper 
ations 
Records 

Past Retention 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Cut off annually, hold 5 years, 
then destroy/delete 

Proposed 
Retention 

7-10 Years 

7-10 Years 

7-10 Years 

7-10Years 

7-10Yea~ 

7-10 Years 

7-10 Years 

7-10 Years 

New Sub-
Bucket ~lpha 
Number 

0500-03 B 

0500-03 B 

0500-03 C 

0500-03 C 

0500-03 D 

0500-03 E 

0500-03 E 

0500-03 F 

. UNCLASSIFIED 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Operations, Planning, Command, and Control 

Number ·Record Series Description 
_ .. -. -~ _,r 

Countemarcotics Program - Files relating to routine and administrative . 
0537-04 activities and events within countemarcotics activities maintained by any 

JS/combatant command activity as the official record copy 

Ballistic Missile Defense (BMD) Plans and Programs - Files relating to 
0538-03 BMD activities and operations maintained by any JS/combatant 

command activity as the official record copy 

Ballistic Missile Defense (BMD) Plans and Programs - Files relating to 
routine and administrative activities and events relating to BMD plans 

0538-04 
and programs maintained by any JS/combatant command activity as the 
official record copy 

Satellite and Space Operations - Case files documenting how 
cooperative launches are tracked, initial launch alert message, any

0534-12 
problems, and related records maintained by any JS/combatant 
command activity 

0534-14 Satellite and Space Operations - Radar cross section catalog at QPR 

Operations Policy - Documents concerning the general policy of the Joint 
Chiefs of Staff/combatant commands relating to the operations and 

0501-01 
command and control missions maintained by any JS/combatant 
command activity as the official record copy 

Operations Summaries - Weekly and/or special reports prepared on 
status of forces and military operations for distribution to OSD and other 

0502-01 
government activities maintained by any JS activity as the official record 
copy 

Operations Summaries - maintained by any combatant command activity 
0502-02 

as the official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan. 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
. Past Retention 

Name 
•' .. 

Management 
and 

Cut off annually, hold 5 years, 
Program/Oper 

then destroy/delete 
ations 
Records 
Management 
and 

Cut off annually, hold 5 years, 
Program/Oper 

then destroy/delete 
ations 
Records 
Management 
and 

Cut off annually, hold 5 years, 
Program/Oper 

then destroy/delete 
ations 
Records 
Management 
and 

Cut off upon launch, hold 8 years, 
Program/Oper 

then destroy/delete 
ations 
Records 
Management 
and 

Cut off on supersession, hold 10 
Program/Oper 

years, then destroy/delete 
ations 
Records 

Perm: Cut off on revision, 
supersession, or cancellation;

Case 
hold 1 year; then retire by CY

Management/ 
block to ISF. Transfer to NARA

Historical 
in 5-year blocks 25 years after 

Significance_ 
cutoff, after declassification 
review. 

Perm: Cut off when superseded, 
Case 

hold 5 years, then retire to ISF. 
Management/ 

Transfer entire block to NARA 25
Historical 

years after cutoff, after 
Significance 

declassification review. 

Perm: Cut off annually, hold 5 
Management/ 
Case 

years, then retire to ISF. Transfer 
Historical NARA 25 years after cutoff, after 
Significance declassification review. 

Proposed 
Retention 
·" 

7-10 Years 

7-10 Years 

7-10Years 

7-10Years 

7-10 Years 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 

-- Number ... 

0500-03 F 

0500-03 G 

0500-03 G 

0500-03 H 

0500-03 H 

0500-04 A 

0500-04 B 

0500-04 B 

UNCLASSIFIED 



UNCLASSIFIED 0500 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Operations, Planning, Command, and Control 

Number Record Series Description 

Operations Summaries - Periodic operations logs and supporting 
documents consisting of: records of all significant events occurring within 

0502-05 a combatant command and its area of operational responsibility that 
require combatant commander attention maintained by the combatant 

, 
command as the official record copy and do not serve as a feeder report 

Operations (Codeword Nickname)- Records concerning specific 
operations that include plans, approval, execution, decisions, reports, 

0503-01 messages, briefings, summaries, directives, background papers, etc., 
that follow to conclusion of the operation maintained by any JS activity as 
the official record copy 

Operations (Codeword Nickname)- maintained by any combatant
0503-02 

command activity as the official record copy 

Operations (Codeword Nickname)- held by the Joint Staff/combatant 
0503-04 

command in SCI· channels 

Operations (Codeword Nickname)- Records protected in Focal Point 
Communications Systems (FPCS) concerning specific operations, 
including plans, approval, execution, decisions, reporting, messages, 

0503-05 
briefings, summ~ries, directives, background papers, etc., that follow to 
conclusion of the operation maintained by any JS activity as the official 
record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm. 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management / 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Past Retention 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off on conclusion of 
the operation; hold 2 years; then 
transfer to R&A Br. Retire to JS 
RHA 7 years after cutoff. 
Transfer entire block to NARA 25 
years after cutoff, after 
declassification review. 

Perm: Cut off on conclusion of 
the operation; hold 5 years, then 
retire to ISF. Transfer entire 
block to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: In accordance with policy 
in !C directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: Cut off on conclusion of 
the operation; review annually for 
removal from FPCS. On removal 
from FPCS, hold 2 years, then 
transfer to R&A Br. Retire to JS 
RHA 7 years after cutoff. 
Transfer entire block to NARA 25 
years after cutoff, after 
declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 B 

0500-04 C 

0500-04 C 

0500-04 C 

0500-04 C 

UNCLASSIFIED 
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·Number 
f. "' 

-0
0503 6 

0504-01 

-0
0504 3 

0505-01 

0505-02 

0505_03 

,. Bucket
Record Series ~escripti(?ll -~ ,. . , -~a"1~. 

Op Plan 
Operations (Codeword Nickname) - maintained by any combatant 

Comm
command activity as the official record copy 

Control 

Readiness and Operations - Policies, procedures, and technical Op Plan 
guidance relating to the readiness of US forces maintained by any Comm 
JS/combatant command activity as the official record copy Control 

Readiness and Operations - Readiness reports consisting of: information 
relating to repoF1:ing actual readiness conditions of agency forces. 

Op Plan 
Included are individual and consolidated unit readiness reports, 

Comm
personnel status reports, logistics readiness reports, records concerning 

Control
the actual readiness conditions of agency forces, and similar information 
at office having agency-wide responsibility 

Special Operations - Documents pertaining to special operations, 
unconventional warfare, psychological operations, reconnaissance, and Op Plan 
certain other sensitive operations held by Joint Reconnaissance Center Comm 
(JRC), J-3/SOD, J-3/JOD, and any other JS activity in special control Control 
channels other than SCI as the official record copy 

Special Operations - Maintained by any combatant command activity as Op Plan 
the official record copy Permanent. Cut off annually, hold 5 years, then Comm 
retire to /SF. Control 

Op Plan 
Special Operations - Held by any JS/combatant command activity in SCI Comm 
channels 

Control 

Sub Bucket 
Past Retention 

Name. · 
-- .._; - . .-. .-,:·_.·,. __•;._ 

Perm: Cut off on conclusion of 
the operation; review annually for 
removal from FPCS. On removal

Case 
Management I from FPCS, hold 2 yea~, then 
Historical transfer to R&A Br. Retire to JS 
Significance RHA 7 yea~ after cutoff. 

Transfer entire block to NARA 25 
years after cutoff, after 
declassification review. 

Perm: Cut off on revision, 
C supersession, or cancellation; 

ase t hold 1 year; then retire by CY 
M I_antoa~emlen block to ISF. Transfer to NARA in 
HIs nca 

5-year blocks 25 years after 
Significance cutoff, after declassification 

review. 

C Perm: Cut off annually, hold 1 
ase t year, then retire to ISF. Transfer

Managemen I
H' to . I to NARA by CY block 25 years 

is nca after cutoff, after declassification 
Significance review. 

Perm: Cut off annually, hold 5 
C years, then retire to R&A Br. 
M:~:gement / Retire by CY block to JS RHA 7 
Historical years ~fter cutoff. Transfer to 
s· ifi NARA in 5-year blocks 25 years 

ign cance after cutoff, after declassification 
review. 

C Perm: Cut off annually, hold 5 
Mase ti years, then retire to ISF. Transfer 

.a~a~emen to NARA in 5-year blocks 25 
HISLOrlca1 s· ifi years after cutoff, after 

ign cance_ declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 

Case documents, retain record copy for 
Management/ 30 years, then review for removal 
Historical · from SCI channels. Transfer to 
Significance NARA by CY block when 

removable from SCI channels, 
after declassification review. 

NewSub
Proposed
Retention . Bucke_t 

, . --Number 

Permanent 0500-04 

Permanent 0500-04 

Permanent 0500-04 

Permanent 0500-04 

Permanent 0500-04 

p t _
0500 04 ermanen 

Alpha 

C 

) 

D 

D 

E 

E 

E 

UNCLASSIFIED 
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New Sub-
Bucket Sub Bucket Proposed

Past Retention Number Bucket AlphaRecord Series Description 
Name Name Retention 

Number 

Special Operations - Unconventional warfare (UW) planning files 
consisting of: information relating to the development of the UW part of 
war plans. These files relate to the use of such techniques as guerrilla 
warfare and internal resistance in hostile areas. They also form a part of, 

0505-05 
or are preliminary to, the development of the operational parts of war 
plans. Included are estimates, annexes, directives, and similar 
information maintained by any JS/combatant command activity as the 
official record copy 

Special Operations - Psychological operations plans and information 
consisting of: information on the development of the psychological 
operations part of war plans. This information relates to the use of such 
techniques as propaganda and political, military, economic, and 
ideological actions planned and conducted to create in neutral or foreign 

0505-06 friendly groups the emotions, attitudes, or behavior to support the 
achievement of national objectives. It also forms a part of, or is 
preliminary to, the development of the operational parts of war plans. 
Included are estimates, annexes, directives, or similar information 
maintained by any JS/combatant command activity as the official record 
copy 

Special Operations - Psychological operations informational materials 
consisting of: information relating to the development and distribution of 
informational materials that are designed to influence the opinions, 
emotions, attitude_, and behavior of enemy, neutral, or friendly groups to

0505-07 
support the achievement of national objectives. Included are flyers, 
posters, leaflets, and similar information produced from source data and 
related requests for publication and distribution maintained by any 
JS/combatant command activity 

Case
Op Plan 

Management/
Comm 

Historical
Control 

Significance 

Case
Op Plan 

Management/
Comm 

Historical
Control 

Significance 

Case
Op Plan 

Management/
Comm 

Historical
Control 

Significance 

Case
Op Plan Cover and Deception Operations - Files consisting of: information 

Management I
relating to the development of cover and deception plans maintained by Comm0506-01 

Historical
Controlany JS/combatant command activity 

Significance 

Perm: Cut off on finalization of 
related plans, hold 10 years, then 
retire to ISF. Transfer to NARA Permanent 0500-04 F 
25 years after cutoff, after 
declassification review. 

Perm: Cut off when related plans 
are finalized, hold 10 years, then 
retire to ISF. Transfer to NARA Permanent 0500-04 F1 
25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 2 
years, then destroy/delete-
except that one copy each of 
published informational materials 
will be filed and maintained as 
permanent in accordance with 
0505-06. Cutoff when related 
plans are finalized, hold 10 years, 
then retire to ISF. Transfer to 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Retain record copy for 30 
years, then review for removal 
from special control channels. 
Transfer to NARA when 
removable from special control 
channels, after declassification 
review. 

Permanent 0500-04 F2 

Permanent 0500-04 G 

Perm: Cut off annually, hold 5 General Purpose Operations - Land forces consisting of: reviews and 
Case

analyses of Active and Reserve land forces, combat and support, Op Plan years, then retire to ISF.
Management/ 

Permanent 0500-04weapons systems requirements, and alternative mixes and levels of land Comm Transfer to NARA 25 years after H10507-01 
Historical 

cutoff, after declassification forces structures maintained by any JS/combatant command activity as Control 
Significance 

review.the official record copy 

UNCLASSIFIED 
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Record Series qescription Number 

General Purpose Operations - Naval forces consisting of: reviews and 
analyses of Naval forces including antisubmarine warfare, amphibious, 

0507-02 fire support, mine countermeasures, replenishment, fleet escort and 
shipbuilding programs maintained by any JS/combatant command 
activity as the official record copy 

General Purpose Operations - Tactical air forces consisting of: reviews 
and analyses of Active and Reserve tactical air forces including land-
and sea-based 1;1ircraft for air-ground support operations, air-to-air 

0507-03 combat, interdiction, reconnaissance, and other support missions 
including reviews and analyses of theatre and fleet air defense forces 
maintained by any JS/combatant command activity as the official record 
copy 

General Purpose Operations - Space forces consisting of: reviews and 
analyses of military space forces detailing weapons systems 
requirements and combat support requirements and activities, including 

0507-04 
command and control center operations and general overall structure of 
DoD military space mission and organization main~ined by any 
JS/combatant command activity as the official record copy 

General Purpose Operations - Mobility forces consisting of: reviews and 
analyses of mobility programs including airlift and sealift forces, 
equipment prepositioning programs, emergency use of civil

0507-05 
transportation resources, indirect support aircraft forces, and mobility 
support forces maintained by any JS/combatant command activity as the 
official record copy 

General Purpose Operations - Civil defense operations consisting of: 
emergency planning documents relating to planning for and providing 
military assistance to civil authorities as a result of emergency conditions 

0507-07 resulting from civil unrest, violation of Federal law, natural disaster, and 
emergency conditions that may result from enemy attack. Includes 
consolidated or summary reports of tests conducted under emergency 
civil defense plans maintained by any JS/combatant command activity 

Exercises - JS/combatant command policies and directives relating to 
0508-01 exercises maintained by any JS/combatant command activity as the 

official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off when superseded, 
hold 5 years, then retire to ISF. 
Transfer NARA in 5-year blocks 
25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 5 years, then retire to ISF. 
Transfer NARA in 5-year blocks 
25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 5 years, then retire to ISF. 
Transfer NARA in 5-year blocks 
2~ years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 5 years, then retire to ISF. 
Transfer NARA in 5-year blocks 
25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. 
Transfer to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off when superseded, 
hold 5 years, then retire to ISF. 
Transfer NARA in 5-year blocks 
25 years after cutoff, after 
declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

. 
' 

Permanent .. 

Permanent 

Permanent 

New Sub-
Bucket ~lpha 
Number 

0500-04 H2 

0500-04 H3 

0500-04 H4 

-

0500-04 H5 

0500-04 H6 

0500-04 

UNCLASSIFIED 

I 
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New Sub-
Sub Bucket Bucket Proposed

Past Retention Bucket AlphaNumber Record Series Description NameName Retention 
Number 

Perm: Cut off at the end of FY in 

Exercises - Exercise evaluation reports, excluding NATO exercise 
0508-12 reports maintained by any JS/combatant command activity as the official 

record copy 

Lessons Learned - Documents relating to lessons learned on operations, 
crises, incidents, combat, contingencies, exercises, and emergencies 

0509-01 
and published as a report with transmittal memo maintained by any JS 
activity as the official record copy 

Lessons Learned - Maintained by any combatant command activity as 
0509-02 

the official record copy 

Codeword/Nickname Terms - Policy for assigning, using, and managing 
0510-01 codewords, nicknames, and operation/exercise terms maintained by any 

JS/combatant command activity as the official record copy 

Operations Plans/Contingency Plans (OPLANS/CONPLANS) - OPLAN 
or CONPLAN prepared by the Joint Staff for a single or series of

0511-01 
operations (assigned a series of numbers as a short title, e.g., JS 
OPLAN 0100) maintained by any JS activity as the official record copy 

Operations Plans/Contingency Plans (OPLANS/CONPLANS) - OPLAN 
or CONPLAN prepared by combatant command/subordinate command 

0511-02 for single or series of operations (assigned a series number as short title, 
e.g., OPLAN 9999) and forwarded to the Joint Staff for approval 
maintained by any JS activity as the official record copy 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

which exercise reports are 
published, hold 5 years, then 
retire by FY block to ISF. 
Transfer NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off annually, hold 7 
years, then retire by CY block to 
JS RHA. Transfer to NARA in 5-
year blocks 25 years after cutoff, 
after declassification review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 3 years, then retire to ISF. 
Transfer to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off when superseded, 
hold 3 years, then retire to ISF. 
Transfer to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off when superseded 
or cancelled and incorporate into 
official JS case file for disposition 
in accordance with. Cut off 
annually, hold 5 years, then retire 
by CY block to JS Records 
Holding Area (RHA) at Ft Ritchie, 
MD. Transfer entire block to 
National Achieves and Records 
Administration (NARA) 25 years 
after cutoff, after declassification 
review. 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

0500-04 

0500-04 J 

0500-04 J 

0500-04 K 

0500-04 L1 

L20500-04 

· UNCLASSIFIED 
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Record Series Description Number 
,, 

Operations Plans/Contingency Plans (OPLANS/CONPLANS) -
0511-03 Combatant command OPLAN/CONPLAN maintained at the combatant 

command 

Operations Plans/Contingency Plans (OPLANS/CONPLANS) -
Operational planning files Consisting of: information relating to the 
preparation, coordination, and approval of operational war, campaign, 
defense, and other comparable plans which are applicable to or involve 
the resources and mission of the overall department, agency, command, 
installation, activity, or unit. These files do not relate to plans described 

0511-06 
elsewhere in this regulation or to plans confined to specific functional 
areas that are not a segment of, or an annex to, the overall plan. 
Included are copies of the approved plans and comments, 
recommendations, contributions, approvals, disapprovals and other 
information directly relating to the plans maintained by any JS/combatant 
command activity as the official record copy 

Crisis Incident Action Books - Documents, reports, directives, briefings, 
and incoming and outgoing message traffic pertaining to crises or 
incidents from beginning to completion thereof consisting of: the 
complete set of documentation, maintained in folders or books, until the 

0512-01 
crisis or incident is officially concluded. Also, the final report prepared 
after the conclusion of the crisis or incident, with lessons learned, 
recommendations, and after-actions required maintained by any JS 
activity as the official record copy. 

Crisis Incident Action Books - maintained by any combatant command 
0512-02 

activity as the official record copy 

Crisis Incident Action Books - held by any JS/combatant command 
0512-03 

activity in SCI channels 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

-

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off annually, hold 5 
years, then retire to ISF. 
Transfer to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Place in file when 
superseded or obsolete and cut 
off annually, hold 5 years, then 
retire to ISF. Transfer to NARA 
25 years after cutoff, after 
declassification review. 

Perm: Cut off on conclusion of 
the action; ·hold 2 years; then 
transfer to R&A Br. Retire to JS 
RHA 7 years after cutoff. 
Transfer to NARA in 5-year 
blocks NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off when annually, hold 
5 years, then retire to ISF. 
Transfer entire block to NARA 25 
years after cutoff, after 
declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 L3 

0500-04 L4 

0500-04 M 

0500-04 M 

0500-04 M 

UNCLASSIFIED 
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Number Record Series Description 

Operations, Planning, Command, and Control 

New Sub-
Bucket Alpha 
Number 

0500-04 N.1 

0500-04 N.2 

0500-04 N.2 

0500-04 N.3 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 

· 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

0513-01 

0513-02 

0513-03 

0513-04 

Reconnaissance and Surveillance Programs and Plans - Policy-related 
documents that apply to JS/combatant command reconnaissance 
missions maintained by any JS/combatant command activity as the 
official record copy 

Reconnaissance and Surveillance Programs and Plans - Documents 
relating to the preparation, coordination, and approval of 
reconnaissance/surveillance programs maintained by JRC in SCI 
channels as the official JS record copy 

Reconnaissance and Surveillance Programs and Plans - Maintained by 
combatant command in SC! channels as the official record copy 

~ 

Reconnaissance and Surveillance Programs and Plans - Documents 
relating to the formation of planning guidance concerning 
reconnaissance support for nuclear weapons employment maintained by 
any JS/combatant command activity as the official record copy 

UNCLASSIFIED 
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Record Series Description Number 

Reconnaissance and Surveillance Programs and Plans - Papers 
0513-05 concerning reco.nnaissance in NATO countries maintained by JRC in SCI 

channels as the o~cial JS record copy 

Reconnaissance and Surveillance Programs and Plans - Maintained by
0513-06 

combatant command in SCI channels as the official record copy 

Operations, Planning, Command, and Control 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: Cut off when superseded, 
hold 2 years, then retire to ISF. 
Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
declassification review. 

New Sub-
Bucket -~lpha 
Number 

0500-04 N.4 

0500-04 N.4 

0500-04 N.5 

0500-04 N.5 

0500-04 N.6 

0513-07 

0513-08 

0513-09 

Reconnaissance and Surveillance Programs and Plans - Various 
supporting documents and plans provided by the commanders of 
combatant commands for the execution of approved reconnaissance 
programs maintained by JRC in SCI channels as the official JS record 
copy 

Reconnaissance and Surveillance Programs and Plans - Maintained by 
combatant ~mmand in SCI channels as the official record copy 

Reconnaissance and Surveillance Programs and Plans - Documents 
relating to the formulation of joint reconnaissance planning guidance 
maintained by JRC in special control channels other than SCI as the 
official JS record copy 

UNCLASSIFIED 
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Number Record Series Description 

Emergency Planning - Documents that describe evacuation, relocation, 
vital records programs, continuity of operations, personnel assignments, 

0516-01 
and related procedures: maintained by any JS/combatant command 
activity as the official record copy 

Emergency Planning - Documents or papers relating to various 
0516-03 contingency actions and to the testing of various emergency plans 

maintained by JRC in SCI channels as the official record copy 

War Games - Annual SIOP/Red Integrated Strategic Offensive Plan 
(RISOP) War G~mes consisting of: action officer file used for 
background information, dynamic simulation brief (briefing text, slide, 

0517-01 film, and list of persons briefed) relevant to machine-readable records, 
and report on probable effects of SIOP execution and continuing policy 
and guidance maintained by any JS/combatant command activity as the 
official record copy 

War Games RISOP consisting of: notional plan produced by 
0517-02 USSTRATCOM with oversight by the red planning board, chaired by the 

Joint Staff maintained at USSTRA TCOM as the official record copy 

War Games - Theater Nuclear Force War Games consisting of: action 
officer file used for background in developing a war game simulation and 

0517-03 
analysis of precursor events leading to total nuclear war maintained by 
any JS activity as the official record copy 

War Games - maintained by any combatant command activity as the 
0517-04 

official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off when superseded, 
hold 3 years, then retire by CY 
block to ISF. Transfer to NARA 
in 5-year blocks 25 years after 
cutoff, after declassification 
review. 

Perm: In accordance with policy 
in IC directives for SCI 
documents, retain record copy for 
30 years, then review for removal 
from SCI channels. Transfer to 
NARA by CY block when 
removable from SCI channels, 
after declassification review. 

Perm: Cut off annually then retire 
to ISF. Transfer to NARA by CY 
block 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 5 
years, then _retire to ISF. 
Transfer to NARA 25 years after 
cutoff, after declassification 
review. 
Perm: Cut off annually, hold 15 
years, then transfer to JS RHA. 
Transfer to NARA by CY block 30 
years after cutoff, after 
declassification review. 
Perm: Cut off on completion of 
project, hold 15 years, then 
transfer to NARA after 
declassification review. Transfer 
to NARA by CY block 30 years 
after cutoff, after declassification 
review. 

Proposed· 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 0 

0500-04 0 

p0500-04 

0500-04 P.1 

0500-04 P.2 

0500-04 P.2 

UNCLASSIFIED 
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Number 

0517-08 

0517-09 

0521-01 

0522-01 

0522-02 

Record Series Description 
.' 

War Games - Politico-military war games final report consisting of: a 
summary of politico-military war games proceedings that includes 
comments on points of major policy consensus derived from the game 
maintained by any JS/combatant command activity as the official record 
copy 

War Games - Politico-military war games video tapes Consisting of: war 
game introduction, scenario introduction, and policy guidance maintained 
by any JS/combatant command activity as the official record copy 

Joint Staff Planning System Development - Documents, reports, studies, 
etc, gathered to support formulation of JSPS recurring guidance 
published under the provisions of CJCSI 3110.01 maintained by JS 
directorates or agencies responsive to the Joint Staff as the official 
record copy 

-

SIOP Documents - SIOP Decision Handbook (black book} and 
conigendums maintained by JS/J-3 in special control channels as the 
official record copy 

SIOP Documents - SIOP Decision Handbook revision actions consisting 
of: input, data, information, concurrences, and approvals from multiple 
sources documenting the processes of building the SIOP Decision 
Handbook maintained by JS/J-3 in special control channels as the official 
record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op-Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket Past ·Retention
Name 

.. 

Perm: Cut off on completion of 
Case 

project, hold 10 years, then retire
Management/ 

to ISF. Transfer to NARA 25 in 5-
Historical 

year blocks 25 years after cutoff, 
Significance 

after declassification review. 

Perm: Cut off on completion of 
project, hold 10 years, then 

Case 
transfer to NARA after 

Management/ 
declassification review. Transfer

Historical 
audiovisual materials in

Significance 
accordance with 36 CFR 
1228.184. 

Perm: Upon publication of the JS 
paper, transfer substantive 
background materials to R&A Br 
for incorporation into official JS 
case file for disposition in 

Case accordance with 0001-01. Cut off 
Management/ annually, hold 5 years, then retire 
Historical by CY block to JS Records 
Significance Holding Area (RHA} at Ft Ritchie, 

MD. Transfer entire block to 
National Archives and Records 
Administration (NARA} 25 years 
after cutoff, after declassification 
review. 

Perm: Cut off annually, hold 50 
years, then transfer to NARA if

Case 
declassified. If not declassified 

Management/ 
review every 10 years thereafter Historical . 
for declassification until 

Significance 
declassified, then transfer to 
NARA. 

Perm: Cut off annually, hold 50 
years, then transfer to NARA if

Case 
declassified. If not declassified, 

Management/ 
review every 10 years thereafter 

Historical 
for declassification until 

Significance 
declassified, then transfer to 
NARA. 

Proposed 
Retention 

Permane!'lt 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
-Bucket 
Number 

0500-04 

0500-04 

0500-04 

0500-04 

0500-04 

Alpha 

P.3 

P.4 

Q 

R 

\ 
\ 

R 

UNCLASSIFIED 
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Number Record Series Description 

SIOP Documents - SIOP briefings consisting of: briefings given to 
0522-03 appropriate personnel for decision-making purposes maintained by JS/J-

3 in special control channels as the official record copy 

SIOP Documents - SIOP and/or Strategic Forces related actions 
consisting of: general planning support documents or materials

0522-04 
maintained by any JS/combatant command activity in special control 
channels as the official record copy 

SIOP Documents - Joint Strategic Target Planning System documents 
consisting of: the SIOP and its associated target lists developed and 

0522-05 
maintained by Joint Strategic Target Planning Staff (JSTPS} in special 
control channels as the official record copy 

SIOP Documents - maintained by USSTRATCOM as a successor to the 
0522-07 

JSTPS as the official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off annually, hold 50 
years, then transfer to NARA if 
declassified. If not declassified, 
review every 10 years thereafter 
for declassification until 
declassified, then transfer to 
NARA. 

Perm: Cut off annually, hold 50 
years, in special control channels 
for highly sensitive documents, 
then review for removal from 
special control channels. Transfer 
to NARA when removable from 
special control channels, after 
declassification review. 

Perm: Cut off annually, hold *50 
years in special control channels 
for highly sensitive documents, 
then review for removal from 
special control channels. When 
removable from special control 
channels, transfer to R&A Br from 
incorporation into official JS case 
file for disposition in accordance 
with 0001-05 and 0001-01. 

Perm: Cut off annually, hold 50 
years, in special control channels 
for highly sensitive documents, 
then review for removal from 
special control channels. Transfer 
to NARA when removable from 
special control channels, after 
declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 R 

0500-04 R 

0500-04 R 

R0500-04 

UNCLASSIFIED 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Operations, Planning, Command, and Control 

Number Record Series Description 

Information Operations/Information Assurance - Policies, procedures, 
and guidance relating to actions taken to affect adversary information 
and information systems and to defend one's own

0523-01 
information/information systems, including both offensive and defensive 
operations maintained by any JS/combatant command activity as the 
official record copy 

Information Operations/Information Assurance - Files relating to 
oversight and assessments of information operations/information 

0523-02 assurance including correspondence, staff papers, reports, and similar 
documents maintained by any JS/combatant command activity as the 
official record CQPY 

Alerts, Defense Readiness Conditions (DEFCONS), INFORMATION 
CONDITIONS (INFOCONS), THREAT CONDITIONS {THREATCONS), 

0527-01 WARNINGS, AND RULES OF ENGAGEMENT (ROE) - Policies and 
directives on alerts, DEFCONS, INFOCONS, THREATCONS, warnings, 
and ROE maintained by any JS activity as the official record copy 

Alerts, Defense Readiness Conditions (DEFCONS), INFORMATION 
CONDITIONS (INFOCONS), THREAT CONDITIONS {THREATCONS), 

0527-02 
WARNINGS, AND RULES OF ENGAGEMENT (ROE -Maintained by any 
combatant command activity as the official record copy 

Alerts, Defense Readiness Conditions (DEFCONS), INFORMATION 
CONDITIONS (INFOCONS), THREAT CONDITIONS {THREATCONS), 
WARNINGS, AND RULES OF ENGAGEMENT (ROE - False alerts, 

0527-03 
DEFCONS, INFOCONS, THREATCONS, and warnings final reports 
maintained by any JS/combatant command activity as the official record_ 
copy 

Strategic Forces - Analyses of US strategic force postures and 
requirements including Continental Air Defense, Ballistic Missile 
Defense; Civil Defense, Space Defense, Strategic Command and 
Control, Warning and Surveillance and US Bomber Survivability 
consisting of: studies and evaluations of alternative force postures, 

0529-01 
summaries of alternative programs for decisions on strategic defensive 
and command, control, and surveillance forces including characteristics, 
effectiveness, costs, and alternatives to meet strategic objectives 
maintained by any JS/combatant command activity as the official record 
copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case . 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off on revision, 
supersession, or cancellation; 
hold 5 years, then retire by CY 
block to ISF. Transfer to NARA in 
5-year blocks 25 years 25 years 
after cutoff, after declassification 
review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded 
or cancelled, hold 7 years, then 
retire by CY block to JS RHA. 
Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 7 years, then retire by CY 
block to ISF. Transfer NARA in 5-
year blocks 25 years after cutoff, 
after declassification review. 

Perm: Cut off annually, hold 2 
years, then retire by CY block to 
JS RHA/combatant command 
ISF for disposition in accordance 
with 0527-01. 

Perm: Cut off when superseded, 
hold 5 years, then retire by CY 
block to ISF. Transfer NARA in 5-
year blocks 25 years after cutoff, 
after declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

.. 

Permanent 

New Sub-
Bucket 
Number 

0500-04 

0500-04 

0500-04 

0500-04 

0500-04 

0500-04 

~lpha 

s 

s 

T 

T 

T 

u 

UNCLASSIFIED 



UNCLASSIFIED 0500SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
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Number Record Series Description 

Command and Control Centers - Policies, procedures, and guidance 
relating to the establishment and operation of command centers

0530-01 
maintained by any JS/combatant command activity as the official record 
copy 

Command and Control Centers - Files relating to oversight and 
assessments including correspondence, staff papers, reports, and 

0530-02 
similar documents relating to command and control centers maintained 
by any JS/combatant command activity as the official record copy 

Command and Control Centers - Command reports consisting of: reports 
through which commanders of designated organizations and units 
periodically submit information, evaluations, and recommendations on 
combat operations of their commands. Included are command reports, 

0530-05 
special reports, comments, evaluations, recommendations, lessons 
learned reports, and copies of maps, directives, overlays, sketches, or 
photographs supporting the reports maintained by any JS/combatant 
command activity as the official record copy 

Combat Camera Operations Records - Policies, procedures, and 
guidance relating to support provided to JS/combatant command by

0531-01 
comb~t camera operations maintained by any JS/combatant command 
activity as the official record copy 

Operations Security Records - Policies, procedures, and guidance 
relating to the establishment and execution of operational security 

0532-01 
maintained by any JS/combatant command activity as the official record 
copy 

Operations Security Records - Files relating to oversight and 
assessments including correspondence, staff papers, reports, and 

0532-02 
similar documents relating to operational security maintained by any 
JS/combatant command activity as the official record copy 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management I 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management / 
Historical 
Significance 

Past Retention 

Perm: Cut off on revision, 
supersession, or cancellation; 
hold 5 years, then retire by CA 
block to ISF. Transfer NARA 25 
years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off on revision, 
supersession, or cancellation; 
hold 5 years, then retire by CY 
block to ISF. Transfer to NARA in 
5-year blocks 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 V 

V0500-04 

0500-04 V 

0500-04 w 

0500-04 X 

0500-04 X 

UNCLASSIFIED 
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Number 

0534-01 

0534-02 

0534-06 

0535-01 

0536-01 

-0
0536 2 

· 
,,Record Series Qescription 

_.,._ .-., )II• 

Satellite and Space Operations - Policies, procedures, and guidance 
relating to the readiness of US space forces to provide space support to 
the warfighter, including space policy, planning, theater implementation, 
and contingency support maintained by any JS/combatant command 
activity as the official record copy 

Satellite and Space Operations - Files relating to requirements, 
oversight, and assessments including correspondence, staff papers, 
reports, and similar documents relating to departmental policy and 
procedures of satellite and space operations maintained by any 
JS/combatant command activity as the official record copy 

Satellite and Space Operations - Tracking and impact prediction (TIP) 
data consisting of: TIP record, final decay message, computer printouts 
of satellite positional data including spiral decay vectors, final ELSET, 
and related data of special interest (most valuable data) maintained by 
any JS/combatant command activity 

Aerospace Defense of North America - Correspondence, reports, 
briefings, and memorandums on the policies, procedures, and guidance 
relating to JS/combatant command and US Element, North American 
Aerospace Defense Command (NORAD), involvement in NORAD's 
mission maintained by any JS/combatant command activity as the official 
record copy 

Antiterrorism/Force Protection. Planning - Policies, procedures, and 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
C 
Co~m

1 
on ro 

Op Plan 
guidance relating to antiterrorism/force protection activities maintained b~ Comm 
any JS/combatant command activity as the official record copy Control 

Antiterrorism/Force Protection Planning - Files relating to oversight and 
assessments including correspondence, staff papers, reports, briefings, 

Op Plan 
and similar documents relating to the preparation of joint doctrine and 

Comm
standards, plans, physical security, training, and resource requirements 

Control
for antiterrorism/force protection activities maintained by any 
JS/combatant command activity as the official record copy 

ProposedSu~ Bucket 
Past Retention 

N~~e,, - . Retention 
,. 

,, ·•., .• ::,: 

Perm: Cut off on revision, 
C supersession, or cancellation; 
Mase t hold 5 years, then retire by CY

I_antoa~emlen block to ISF. Transfer to NARA in Permanent 
HIs ncas· 'fl 5-year blocks 25 years after 

igm cance cutoff, after declassification 
review. 

Case Perm: Cut off annually, hold 4 
Management/ years, then retire to ISF. Transfer p t 
Historical NARA 25 years after cutoff, after ermanen 
Significance declassification review. 

C Perm: Cut off on object decay, 
ase t/ hold 10 years, then retire to ISF. 

Managemen . 
Historical Transfer to NARA m 5-year Permanent 

blocks 25 years after cutoff, after 
Significance declassification review. 

Perm: Cut off on revision, 
C supersession, or cancellation; 

ase t hold 5 years, then retire by CY 
Managemen I . 
Historical block to ISF. Transfer to NARA m Permanent 
s· 'fl 5-year blocks 25 years after 

igm cance cutoff, after declassification 
review. 

Perm: Cut off on revision, 
C supersession, or cancellation; 
Mase t hold 5 years, then retire by CY

I_anta~emlen block to ISF. Transfer to NARA in Permanent 
HIs oncas· ifi 5-year blocks 25 years after 

ign cance cutoff, after declassification 
review. 

Case Perm: Cut off annually, hold 4 
Management/ years, then retire to ISF. Transfer p t 
Historical NARA 25 years after cutoff, after ermanen 
Significance declassification review. 

New Sub-
Bucket ~pha 
Number::-,, 

0500-04 Y 

y
0500 04 -

i 
I 

0500-04 y 

0500-04 Z 

0500-04 AA 

AA
0500 04 -

UNCLASSIFIED 
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Number Record Series Description 

Counternarcotics Program - Policies, procedures, and gutdance relating 
0537-01 to countemarcotics activities maintained by any JS/combatant command 

activity as the official record copy 

Counternarcotics Program - Files relating to oversight and assessments 
including correspondence, staff papers, reports, briefings, and similar 
documents relating to the preparation of joint doctrine and standards, 

0537-02 
plans, physical security, training, and resource requirements for 
countemarcotics activities maintained by any JS/combatant command 
activity as the official record copy 

Ballistic Missile Defense (BMD) Plans and Programs - BMD consisting 
of: BMD records relating to policy, planning, and interaction with OSD-
level activities (Strategic Defense Initiative Organization, BMD 

0538-01 Organization), including requirements reviews, operational planning, and 
threat assessments regarding national missile defense and theater 
missile defense maintained at the Joint Staff/combatant command as the 
official record copy, 

Ballistic Missile Defense (BMD) Plans and Programs - Files relating to 
oversight and assessments including correspondence, staff papers, 
reports, briefing~. and similar documents relating to BMD plans and 
programs maintained by any JS/combatant command activity as the 
official record copy 

0538-02 

Climatological/Environmental Files - Documents relating to policies, 
procedures, and technical guidance governing environmental service 

0539-01 
programs for the Joint Staff, combatant commands, and OSD maintained 
by any JS/combatant command activity as the official record copy 

Biological Records - Records relating to biological warfare plans and 
0540-01 

programs maintained by any JS/combatant command activity 

Chemical Records - Records relating to chemical warfare plans and 
0541-01 

programs maintained by any JS/combatant command activity 

Bucket 
Name 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Case 
Management/ 
Historical 
Significance 

Past Retention 

Perm: Cut off on revision, 
supersession, or cancellation; 
hold 5 years, then retire by CY 
block to ISF. Transfer to NARA in 
5-year blocks 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off when superseded, 
hold 1 year, then retire by CY 
block to ISF. Transfer to NARA 
by CY block 25 years after cutoff, 
after declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
NARA 25 years after cutoff, after 
declassification review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0500-04 BB 

0500-04 BB 

0500-04 cc 

0500-04 cc 

0500-04 DD 

0500-04 EE 

0500-04 EE 

UNCLASSIFIED 
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Number Record Series Description 
Bucket 
Name 

Sub Bucket 
Name 

Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

0501-02 
(NON-RECORD) Operations Policy - maintained by other JS/combatant 
command activities for reference 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0500-05 

0502-03 
(NON-RECORD) Operations Summaries - maintained by other 
JS/combatant command activities for reference 

Op Plan 
Comm 
Control 

Non-Record 
Cut off monthly, hold 3 months, 
then destroy/delete 

6 Months 0500-05 

0503-03 
(NON-RECORD) Operations (Codeword Nickname) - maintained by any 
activity for reference 

Op Plan 
Comm 
Control 

Non-Record 
Cut off on conclusion of the 
operation, hold 3 months, then 
destroy/delete 

6 Months 0500-05 

0503-07 
(NON-RECORD) Operations (Codeword Nickname) - maintained by any 
JS/combatant command activity as FPCS reference copies 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when no longer 
needed 

DDWSO 0500-05 

0504-02 
(NON-RECORD) Readiness and Operations - maintained by other 
JS/combatant command activities for reference 

Op Plan 
Comm· 
Control 

Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0500-05 

0505-04 
(NON-RECORD) Special Operations - maintained by other JS/combatant 
command activities for 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0500-05 

0507-06 
(NON-RECORD) Gerieral Purpose Operations - Land, naval, air, space, 
and mobility forces reviews and analyses maintained for reference (non-
record) 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when no longer 
needed 

DDWNL 0500-05 

Destroy/delete when no longer 
needed-except that NATO 
COSMIC TOP SECRET, 

0508-14 
(NON-RECORD) Exercises - Exercise correspondence, messages, 
schedules, reports, briefings, instructions, etc., that are retained as extra 
or reference copies maintained by any activity for reference 

Op Plan 
Comm 
Control 

Non-Record 

COSMIC TOP SECRET 
ATOMAL, NATO SECRET 
ATOMAL, and NATO 
CONFIDENTIAL ATOMAL 

DDWNL 0500-05 

documents must be returned to 
NATO subregistry accordance 
with 0800 series 

0509-03 
(NON-RECORD) Lessons Learned - maintained by other JS/combatant 
command activities for reference. (Note: Verify copy before destroying). 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when no longer 
needed Verify copy before 
destroying 

DDWNL 0500-05 

0511-04 

(NON-RECORD) Operations Plans/contingency Plans 
(OPLANS/CONPLANS) - JS/combatant command/subordinate command 
OPLANs/CONPLANs maintained by any JS/combatant 
command/subordinate command activity for reference 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWNLN 0500-05 

0511-07 
(NON-RECORD) Operations Plans/contingency Plans 
(OPLANS/CONPLANS) - maintained for reference 

Op Plan 
Comm 
Control 

Non-Record 
Copies of plans - Destroy/delete 
when superseded or obsolete. 

DDWNLN 0500-05 

UNCLASSIFIED 
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Number 

0512-04 

0515-03 

0516-02 

0517-05 

0517-10 

0521-02 

0522-06 

0523-05 

Record Series Description 

(NON-RECORD) Crisis Incident Action Books - maintained by other 
JS/combatant command activities for reference (non-record) 

(NON-RECORD) Joint Operations Planning and Execution system 
(JOPES) - maintained by any combatant command activity for reference 

(NON-RECORD) Emergency Planning - maintained by other 
JS/combatant command activities for reference 

(NON-RECORD) Other RISOP and SIOP or RISOP-related material 
maintained by any activity for reference 

(NON-RECORD) Miscellaneous wargaming files and related materials 
Which are: maintained by any activity for reference (non-record) 

(NON-RECORD) Document, and Joint Staff Planning System 
Development - maintained by any activity for reference 

(NON-RECORD) SIOP Documents - Relocation and reference 
documents maintained by any JS/combatant command activity in special 
control channels for reference (non-record) 

(NON-RECORD) Information Operations/Information Assurance - Copies 
of all above items maintained by any activity for reference 

Bucket 
Name 

Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 

Sub Bucket 
Name 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Past Retention 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when no longer 
needed 

Destroy/delete when no longer 
needed 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Proposed 
Retention 

DDWSO 

DDWNLN 

DDWSO 

DDWNL 

DDWNL 

DDWNL 

DDWSO 

DDSWO 

New Sub-
Bucket 
Number 

0500-05 

0500-05 

0500-05 
I 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

Alpha 

0525-02 
(NON-RECORD) Global Command and Control System (GCCS)/World-
Wide Military Command and Control System (WWMCCS) - maintained 
by other JS/combatant command activities for reference 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when no longer 
needed 

DDWNL 0500-05 

0526-02 
(NON-RECORD) Reporting Systems - maintained by other JS/combatant 
command activities for reference 

Op Plan 
Comm 
Control 

Non-Record 
Destroy/delete when no longer 
needed 

DDWNLN 0500-05 

0527-06 

0528-02 

0529-02 

(NON-RECORD) Alerts, Defense Readiness Conditions (DEFCONS), 
INFOMRATION CONDITIONS (INFOCONS), THREAT CONDITIONS 
(THREATCONS), WARNINGS, AND RULES OF ENGAGEMENT (ROE -
Maintained by JS/combatant command activities for reference 

(NON-RECORD) Strategic Weapons Systems - maintained by 
JS/combatant command activities for reference 

(NON-RECORD) Strategic Forces - maintained by other JS/combatant 
command activities for reference 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 

Non-Record 

Non-Record 

Non-Record 

Destroy/delete when no longer 
needed 

Destroy/delete when no longer 
needed 

Destroy/delete when no longer 
needed 

DDWNLN 

DDWNLN 

DDWNLN 

0500-05 

0500-05 

0500-05 

UNCLASSIFIED 
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Number Rece>rd Series Description -
; 

. ' •.· --·- .. 

(NON-RECORD) Command and Control Centers - Copies of all above 
0530-06 

items maintained by any activity for reference 

(NON-RECORD) Operations Security Records - Copies of all above 
0532-04 

items maintained by any activity for reference 

(NON-RECORD) Airspace Management - Copies of all above items 
0533-05 

maintained by any activity for reference 

(NON-RECORD) Satellite and Space Operations - copies of all above 
0534-03 

items maintained by any activity for reference 

(NON-RECORD) Satellite and Space Operations - Technical reference 
material consisting of: satellite catalog, radar cross section catalog, 

0534-13 
foreign launch information publication catalog, and similar records 
maintained by any JS/combatant command activity 

(NON-RECORD) Aerospace Defense of North America - Maintained by
0535-02 

other JS/combatant command activities for reference 

(NON-RECORD) Antiterrorism/Force Protection Planning - Copies of all
0536-05 

above items maintained by any activity for reference 

(NON-RECORD) Countemarcotics Program - Reference copies of all
0537-05 

above items maintained by any activity 

(NON-RECORD) Ballistic Missile Defense (BMD) Plans and Programs -
0538-05 

Reference copies of all above items maintained by any activity 

(NON-RECORD) Climatological/Environmental Files - maintained by any
0539-02 

activity for reference 

-

(NON-RECORD) Combat Camera Operations Records - maintained by
0531-02 

other JS/combatant command activities for reference 

Exercises - Other headquarters policies and directives relating to 
0508-02 

exercises main~ined by any JS/combatant command activity 

Bucket 
Name 
>. :..,_= :-, 

Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 

Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 
Op Plan 
Comm 
Control 

Operations 
Planning . 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Sub Bucket 
Name 

.. 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Exception 

Past Retention 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Proposed 
Retention 

__ -_., 
·-

DDWSO 

DDWNL 

DDWSO 

DDWSO 

DDWSO 

DDWSO 

DDWNL 

DDWSO 

DDWSO 

DD 

DDWSO 

Delete 

New Sub-
Bucket Alpha 
Number 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 

0500-05 \ 

0500-05 

0500-06 A 

UNCLASSIFIED 
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Number Record Series Description 

Strategic Weapons Systems - Strategic weapons trouble/failure reports 
consisting of: agency missile weapons, high energy laser systems, and 

0528-01 
FBM/SWS trouble/failure and corrective action reports maintained by any 
JS/combatant command activity 

Satellite and Space Operations - Sensor network tasking data 
(previously optical surveillance data) consisting of: sensor tasking 
response data, tasking for such data, tracking reports such as element

0534-04 
sets (ELSET) requests, sensor tasking and launch change messages, 
Baker-Nunn camera films, and optical sensor passage records of special 
interest to any JS/combatant command activity 

Satellite and Space Operations -Missile warning systems located at
0534-09 

responsible activity 

Satellite and Space Operations -Operations center activity logs at tactical
0534-10 

warning/attack assessment and space surveillance functional OPRs 

Satellite and Space Operations - Evaluation materials consisting of: 
0534-18 evaluation scenarios, scripts, written tests, annotated error guides, and 

other evaluation or simulation materials at units and wings 

Satellite and Space Operations - Operations records consisting of: 
positional checklists, reports, guidebooks, operations positional 

0534-19 
reference handbooks, operations manuals (other than technical orders), 
and similar records maintained by any JS/combatant command activity 

Exercises - Recurring exercise reports including inputs, significant 
0508-04 monthly reports, current situation book inputs, CJCS briefer inputs, etc., 

maintained by any JS/combatant command activity 

Exercises - Exercise message traffic during the actual JS/combatant 
0508-05 command-sponsored exercise (nickname) maintained by any 

JS/combatant command activity as the official record copy 

Bucket 
Name 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Sub Bucket 
Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete when weapons 
system is removed from inventory 
or when no longer needed. 

Destroy/delete when no longer 
needed 

Hold for life of Missile Warning 
System; destroy/delete upon 
termination of system 

Cut off on last entry in log, hold 1 
year, then destroy/delete, or 
destroy/delete when no longer 
needed, whichever is later 

Destroy/delete when superseded 
or obsolete 

Cut off annually, hold 2 years, 
then destroy/delete 

Destroy/delete when no longer 
needed 

Cut off an conclusion of exercise, 
hold until publication of final 
exercise report, then 
destroy/delete when no longer 
needed 

Proposed 
Retention 

Destroy/Del 
ete 

Destroy/Del 
ete 

Destroy/Del 
ete 

Destroy/Del 
ete 

Destroy/Del 
ete 

Destroy/Del 
ete 

DDWNLN 

DDWNLN 

New Sub-
Bucket Alpha 
Number 

0500-06 B 

0500-06 C 

0500-06 D 

0500-06 E 

0500-06 F 

0500-06 G 

0500-06 H 

0500-06 I 

UNCLASSIFIED 
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-

Number Record Series Description 
,• 

Satellite and Space Operations - Consisting of: individual's record of 
duties and qualifications at combatant command OPR. (Note: At units 
and wings, on transfer of individual to another space operations 

0534-17 assignment, send record to gaining unit with copy to Command OPR; on 
transfer to an assignment not involving space operations, give record to 
individual and send copy to Comm~nd OPR; on separation or retirement, 
give record to individual). 

Exercises - Documents pertaining to test and evaluation, gaming and 
0508-11 simulation, and special analyses maintained by any JS/combatant 

command activity as the official record copy 

Airspace Management - Operational/administrative airspace 
management in domestic/foreign environments consisting of: letters, 
messages, correspondence, memorandums, and forms governing 

0533-01 
operational/administrative directions and guidance effecting both 
domestic and foreign airspace usage at any JS/combatant command 
activity 

Airspace Management - Airspace flight routes and flight areas consisting 
of: data pertaining to international and domestic flight route/track 

0533-02 systems; aerial refueling routes, tracks, and areas; and special 
military/civil low altitude training routes, visual flight condition routes, and 
all weather low altitude routes at any JS/combatant command activity 

Satellite and Space Operations - Individual evaluation folders consisting 
of: letters of certification and decertification and other records pertaining 
to an individual's mission ready qualification status located at units and 
wings. (Note: At units and wings, on transfer of individual to another

0534-16 
space operations assignment, send record to gaining unit with copy to 
Command OPR; on transfer to an assignment not involving space 
operations, give record to individual and send copy to Command QPR; 
on separation or retirement, give record to individual). 

Codeword/Nickname Terms - maintained by other JS/combatant 
0510-03 

command activities 

Bucket 
Name 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Operations 
Planning 
Command 
and Control 

Sub Bucket 
Name 

: 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete when no longer 
needed 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Destroy/delete when superseded 
or obsolete 

Give to Individual upon transfer, 
reassignment, or separation. 

Destroy/delete when superseded 
or obsolete 

Proposed 
Retention 

DDWNLN 

DDWSO 

DDWSO 

DDWSO 

Give to 
Individual 

DDWSO 

New Sub-
Bucket 
Number· 

0500-06 

0500-06 

0500-06 

0500-06 

0500-06 

0500-06 

Alpha 

J 

K 

I 
,I 

L 

M 

N 

UNCLASSIFIED 

0 
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Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket File 
Series 
Number 

Alpha 

0606-02 
Budget Estimates, and Justifications and Program Objective 
Memorandum (POM) Records - prepared by JS/combatant 
command activities to document budget requirements 

Logistics, 
Supply,_ Service 

Administrative / 
Routine / Working 
Papers 

Cut off at end of FY, hold 1 year, then 
destroy/delete. 

3 Years 0600-02 A 

Financial Management - Government Contractor-Issued 
Travel Card - Consisting of: administrative support and 
control of charge cards (e.g. American Express, Diners Club) 
including card application form, applicant 
acknowledgements, delinquent notices, account cancellation 
control log, maintenance form, ·account transfer notice, card 
agreement, projected renewal report, account summary list 

0609-06 management report, audit management report, expense 
activity analysis, expense variance report, member list, airline 
credit report, travel activity report, volume report, aging and 
status analysis report, cardholder write-off recovery report, 
delinquency report, trial balance, monthly statistical report, 
payment coupon, payment summary account activity, and 
related records maintained by any JS/combatant command 
activity as the official record copy 

Administrative / 
Logistics, 

Routine / Working 
Supply, Service 

Papers 

Cut off on closure of appropriate 
account or on settlement of any 
outstanding claim or discrepancy, 3 Years 0600-02 B 
whichever is later; hold 3 years; then 
destroy/delete. 

0610-01 
Payroll - Bi-weekly cost reports maintained by JS/combatant 
command comptroller as the official record copy 

Logistics, 
Supply, Service 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 2 years, then 
destroy/delete. 

3 Years 0600-02 C 

0610-02 
Payroll - Overtime reports and related documents maintained 

Logistics,
by JS/combatant command comptroller as the official record 

Supply, Service 
copy 

Administrative / 
Routine / Working 
Papers 

Cut off at end of FY, hold 3 years, then 
destroy/delete. 

3 Years 0600-02 C 

0610-03 
Payrpll - maintained by other JS/combatant command 
activities Cut off at end of FY, hold 3 years, then 
destroy/delete. 

Logistics, 
Supply, Service 

Administrative / 
Routine / Working 
Papers 

Cut off at end of FY, hold 3 years, then 
destroy/delete. 

3 Years 0600-02 C 

0611-05 

Procurement - transactions at or below the simplified 
acquisition threshold and all construction contracts at or 
below $2,000 and are maintained by the Joint 
Staff/combatant command as the official record copy 

Logistics, 
Supply, Service 

Administrative / 
Routine/ Working 
Papers 

Cut off on final payment, hold 3 years, 
then destroy/delete. 

3Years 0600-02 D 

International Merchants Purchase Authorization Card 
(IMPAC) Administration consisting of: administrative support 
and control of the IMPAC system and associated cards and 
checks, e.g. card application forms, acknowledgements of

0611-10 
receipt, delinquent and transfer notices, account cancellation 
control logs, tax reimbursement receipts, maintenance forms, 
payment summaries, and related reports maintained by the 
Joint Staff/combatant command as the official record copy 

Administrative / 
Logistics, Cut off on final payment, hold 3 years, 

Routine/ Working 3 Years 0600-02 E
then destroy/delete Supply, Service 

Papers 

UNCLASSIFIED 
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New Sub-

Number Record Series Description Bucket Name Sub Bucket Name Past Retention Proposed 
Retenti_on 

Bucket File 
Series 

Alpha 

Number 

Contract Appeals Case Files - Contract appeals case files 
arising under the Contracts Dispute Act consisting of: notices 
of appeal and acknowledgments thereof; correspondence 
between parties; copies of contracts, plans, specifications, 

0612-01 exhibits, change orders, and amendments; transcripts of 
hearings; documents received from parties concerned; final 
decisions; and all other related papers - records created after 
September 30, 1979, and maintained by the Joint 
Staff/combatant command as the official record copy 

Supply, Property, and Space Management and Services -
Files relating to routine administrative supply and property 
management activities consisting of: storage and 
warehousing, inventories, requisitions (including nonpersonal 0613-02 
services), reports of survey and bills of lading, property and 
space management, property accounting books and receipts, 
packing and shipping maintained by any JS/combatant 
command activity _as the official record copy 

Administrative/Logistics, Cut off on final action on decision, hold
Routine / Working 3 Years 0600-02 FSupply, Service 1 year, then destroy/delete.
Papers 

Cut off annually, hold 2 years, then
Administrative / Logistics, destroy/delete, or destroy/delete when
Routine/ Working 3 Years 0600-02 GSupply, Service superseded or obsolete, whichever is Papers 

later. 

0613-05 

Supply, Property, and Space Management and Services-
USSTRATCOM supply system management consisting of: 
USSTRATCOM forms at USSTRATCOM supply support of 
maintenance activities 

Logistics, 
Supply, Service 

Administrative / 
Routine/ Working 
Papers 

Cut off annually, hold 1 year, then 
destroy/delete. 

3 Years 0600-02 G 

0601-03 

General Logistics Records - Files relating to routine and 
administrative activities and events within logistics activities 
maintained by any JS/combatant command activity as the 
official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10Years 0600-03 A 

0602-03 

Mobilization Logistics Records - Files relating to routine and 
administrative activities and events within mobilization 
logistical activities maintained by any JS/combatant 
command activity as the official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 7-10 Years 0600-03 B 

0603-03 

Nuclear, Biological, and Chemical Weapons Logistics - Files 
relating to routine and administrative activities and events 

Logistics,relating to nuclear, biological, and chemical logistics including 
Supply, Service 

storage, maintenance, and movement maintained by any 
JS/combatant command activity as the official record copy 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10Years 0600-03 C 

0604-02 

Mobilization support Materials - Files relating to routine and 
administrative activities and events relating to the storage, 

Logistics,
maintenance, and distribution of mobilization support 

Supply, Service
materials maintained by any JS/combatant command activity 
as the official record copy 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 7-10Years 0600-03 D 

UNCLASSIFIED 
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Number Record Series Description Bucket Name Sub Bucket Name Past Retention Proposed 
Retention 

Bucket File 
Series 

Alpha 

Number 

0605-03 

Planning, Programming, and Budgeting Systems - Files 
relating to routine and administrative activities and events 
within the PPBS maintained by any JS/combatant command 
activity as the official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off at end of FY, hold 5 years, then 
destroy/delete. 

7-10 Years 0600-03 E 

0606-03 

Budget Estimates, and Justifications and Program Objective 
Memorandum (POM) Records - Files relating to routine and 
administrative activities maintained by any JS/combatant 
command activity as the official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off at end of FY, hold 5 years, then 
destroy/delete 

7-10 Years 0600-03 F 

0609-04 

Financial Management - Files relating to routine and 
administrative activities and events within financial 
management maintained by any JS/combatant command 
activity as the official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10 Years 0600-03 G 

Procurement - Routine procurement files consisting of: 
contract, requisition, purchase order, lease, and bond and 
surety records, including correspondence and related papers 
pertaining to award, administration, receipt, inspection, and 
payment. Procurement or purchase organization copy and 
related papers. Transaction dated on or after July 3, 1995

0611-04 
(the effective date of the Federal Acquisition Regulations 
[FAR] rule defining simplified acquisition threshold) 
transactions that exceed the simplified acquisition threshold 
and all construction contracts exceeding $2,000 and are 
maintained by the Joint Staff/combatant command as the 
official record copy 

Management and 
Logistics, Cut off on final payment, hold 6 years 3 

Program/Operations 7-10 Years 0600-03 HSupply, Service months, then destroy/delete. 
Records 

Transportation, Travel, and Passenger Reimbursement -
Management and 

Files relating to operational activities and events within Logistics, Cut off annually, hold 5 years, then 
0614-03 Program/Operations 7-10Years 0600-03transportation and travel maintained by any JS/combatant Supply, Service destroy/delete.

Records
command activity as the official record copy 

Transportation, Travel, and Passenger Reimbursement -
Files relating to routine and administrative activities and 
events within transportation and travel consisting of: 

0614-04 
accountability records, requests, vouchers, registers, area 
clearances, cargo and freight shipments maintained by any 
JS/combatant command activity as the official record copy 

Transportation, Travel, and Passenger Reimbursement -
Travel administrative office files consisting of: records 
relating to reimbursing individuals, such as travel orders, per 
diem vouchers, transportation requests, hotel reservations, 

0614-05 
and all supporting papers documenting official travel by 
officers, employees, dependents, or others authorized by law 
to travel maintained by any JS/combatant command activity 
as the official record copy 

Management and 
Logistics, Cut off annually, hold 5 years, then 

Program/Operations 7-10 Years 0600-03Supply, Service destroy/delete.
Records 

Management and 
Logistics, Cut off at end of FY, hold 6 years, then 

Program/Operations 7-10 Years 0600-03
Supply, Service destroy/delete.

Records 

UNCLASSIFIED 
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Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

Bucket File 
Series 

Alpha 

Number 
Ground Support Equipment and Maintenance Records - Files 

0615-01 
relating to guidan~. procedures, operational activities, and 
events within ground support equipment and maintenance 
maintained by any JS/combatant command activity as the 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10 Years 0600-03 J 

official record copy 

Ground Support Equipment and Maintenance Records - Files 
relating to routine and administrative activities and events 
within ground support equipment and maintenance records 

0615-02 
(e.g. testing and calibration, maintenance records, 
inspections, logs) maintained by any JS/combatant 
command activity as the official record copy 

Management and_
Logistics, Cut off annually, hold 5 years, then 

Program/Operations 7-10Years 0600-03 J
Supply, Service destroy/delete.

Records 

0616-01 

General Safety Records - Files relating to guidance and 
procedures for safety programs (e.g. awareness, training, 
accident and incident, standards, surveys, hazards) 
maintained by any JS/combatant command activity as the 
official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10Years 0600-03 K 

0616-02 

General Safety Records - Files relating to oversight and 
assessments including correspon~ence, staff papers, 
reports, and similar documents relating to safety programs 
(e.g. inspections, evaluations) maintained by any 
JS/combatant command activity as the official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10Years 0600-03 K 

0616-03 

General Safety Records - Files relating to routine and -
administrative activities and events within safety programs 
maintained by any JS/combatant command activity as the 
official record copy 

Logistics, 
Supply, Service 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete. 

7-10 Years 0600-03 K 

General Logistics Records - Policies, procedures, and 
guidance relating to logistics activities including but not 
limited to airlift, sealift, ground transportation, stockpiling, 

0601-01 ammunition (including Explosive Ordnance Disposal [EOD]), 
petroleum, oils, and lubricants, and related maintenance 
maintained by any JS/combatant command activity as the 
official record copy 

Case Management/ 
Logistics, 

Historical
Supply, Service 

Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 0600-04 A 
5-year blocks 25 years after cutoff, after 
declassification review. 

0601-02 

General Logistics-Records - Files relating to oversight and 
assessments including correspondence, staff papers, 
reports, and similar documents relating to logistics activities, 
including EOD maintained by any JS/combatant command 
activity as the official record copy 

Logistics, 
Supply, Service 

Case Management/ 
Historical 
Significance 

Perm: Cut off annually, hold 4 years, 
then retire to ISF. Transfer to NARA 25 
years after cutoff, after declassification 
review. 

Permanent 0600-04 A 

0602-01 

Mobilization Logistics Records - Policies, procedures, and 
guidance relating to mobilization logistical actMties such as 
prepositioning equipment and materials, rations, etc., 
maintained by any JS/combatant command activity as the 
official record copy -

Logistics, 
Supply, Service 

Case Management/ 
Historical 
Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 B 

UNCLASSIFIED 
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Past Retention Sub Bucket Name Number Bucket Name !AlphaRecord Series Description 
Retention Series 

Number 

0602-02 

0603-01 

0603-02 

Mobilization Logistics Records - Files relating to oversight 
and assessments including correspondence, staff P.apers, 
reports, and similar documents relating to mobilization 
logistical activities maintained by any JS/combatant 
command activity as the official record copy 

Nuclear, Biological, and Chemical Weapons Logistics -
Policies, procedures, and guidance relating to the storage, 
maintenance, and movement of nuclear, biological, and 
chemical weapons maintained by any JS/combatant 
command activity as the official record copy 

Nuclear, Biological, and Chemical Weapons Logistics - Files 
relating to oversight and assessment of nuclear, biological, 
and chemical weapons including correspondence, staff 
papers, reports, and similar documents maintained by any 
JS/combatant command activity as the official record copy 

Mobilization Support Materials - Policies, procedures, and 
guidance relating to the storage, maintenance, and 
distribution of mobilization support materials other than fuel, 

0604-01 
weapons, ammunition, and equipment (e.g. rations, water) 
maintained by any JS/combatant command activity as the 
official record copy 

Case Management/
Logistics, 

Historical
Supply, Service 

Significance 

Case Management/
Logistics, 

Historical
Supply, Service 

Significance 

Planning, Programming, and Budgeting Systems (PPBS) -
Case Management/

Policies, procedures, and guidance relating to the PPBS Logistics, 
Historical0605-01 

Supply, Service maintained by any JS/combatant command activity as the 
Significance

official record copy 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 0600-04 
5-year blocks 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 10 years,
Case Management/ 

then retire to ISF. Transfer to NARA 25Logistics, 
Historical Permanent 0600-04

years after cutoff, after declassification Supply, Service 
Significance 

review. 

Case Management/
Logistics, 

Historical
Supply, Service 

Significance 
~ 

. 
Perm: Cut off annually, hold 4 years, 
then retire to ISF. Transfer to NARA 25 

Permanent 0600-04 B
years after cutoff, after declassification 
review. 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 0600-04 D 
5-year blocks 25 years after cutoff, after 
declassification review. 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by FY block to ISF. Transfer to NARA in Permanent 0600-04 E 
5-year blocks 25 years after cutoff, after 
declassification review. 

Planning, Programming, and Budgeting Systems - Files 
Perm: Cut off annually, hold 1 Oyears,

Case Management/relating to oversight and assessments including 
then retire to ISF. Transfer to NARA 25Logistics, E.Historical Permanent 0600-04correspondence, staff papers, reports, and similar 0605-02 years after cutoff, after declassification Supply, Service 

Significancedocuments relating to the PPBS maintained by any 
review.

JS/combatant command activity as the official record copy 

0606-01 

Budget Estimates, and Justifications and Program Objective 
Memorandum (POM) Records - Budget estimates, 
preparation, development, review, justification, submission, 
defense, approval, and justification of the budget consisting 
of: proposed appropriation sheets, narrative statements, and 
related schedules and data including justification 
documentation and submission documents for the POM 
maintained by the JS/combatant command comptroller as 
the official record copy 

Perm: Cut off at end of FY, hold 2 years, 
Case Management/ 

then retire by FY block to ISF. Transfer Logistics, 
Historical Permanent 0600-04 F

Supply, Service to NARA in 5-year FY blocks 25 years
Significance 

after cutoff, after declassification review. 

UNCLASSIFIED 
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Retention 

New Sub-
Bucket File 
Series 
Number 

Alpha 

0609-01 
Financial Management - Policies, procedures, and guidance 

Logistics,
relating to financial management activities maintained by any 

Supply, Service 
JS/combatant command activity as the official record copy 

Case Management/ 
Historical 
Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 G 

0609-02 

0611-01 

Financial Management - Files relating to oversight and 
assessments including correspondence, staff papers, 

Logistics,
reports, and similar documentf relating to financial Supply, Service 
management activities maintained by any JS/combatant 
command activity as the official record copy 

Procurement - Policies, procedures, and guidance relating to 
Logistics,

procurement activities maintained by any JS/combatant 
Supply, Service 

command activity as the official record copy 

Case Management/ 
Historical 
Significance 

Case Management I 
Historical 
Significance 

Perm: Cut off annually, hold 4 years, 
then retire to ISF. Transfer to NARA 25 

Permanent
years after cutoff, after declassification 
review. 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 

0600-04 

G 

H 

I 

J 

0611-02 

Procurement - Files relating to oversight and assessments 
including correspondence, staff papers, reports, and similar 
documents relating to procurement activities maintained by 
a_ny JS/combatant command activity as the official record 
copy 

Logistics, 
Supply, Service 

Case Management I 
Historical 
Significance 

Perm: Cut off annually, hold 4 years, 
then retire to ISF. Transfer to NARA 25 
years after cutoff, after declassification 
review. 

Permanent 0600-04 H 

0613-01 

Supply, Property, and Space Management and Services -
Policies, procedures, and guidance relating to supply and 
property management activities maintained by any 
JS/combatant command activity as the official record copy 

Logistics, 
Supply, Service 

Case Management/ 
Historical 
Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 I 

0614-01 

Transportation, Travel, and Passenger Reimbursement -
Policies, procedures, and guidance relating to transportation Logistics, 
and travel maintained by any JS/combatant command activity Supply, Service 
as the official record copy 

Case Management I 
Historical 
Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 J 

Transportation, Travel, and Passenger Reimbursement -
Files relating to oversight and assessments including 
correspondence, staff papers, reports, and similar

0614-02 documents relating to transportation and travel maintained ~y 
any JS/combatant command activity as the official record 
copy 

Perm: Cut off annually, hold 4 years, 
Case Management I

Logistics, then retire to ISF. Transfer to NARA 25 PermanentHistorical 0600-04 J
years after cutoff, after declassification Supply, Service 

Significance 
review. 

0617-01 
Nuclear Safety Program - Policies, procedures, and guidance 

Logistics,
relating to the nuclear safety program maintained by any 

Supply, Service 
JS/combatant command activity as the official record copy 

Case Management I 
Historical 
Significance 

Perm: Cut off on revision, supersession, 
or cancellation; hold 5 years; then retire 
by CY block to ISF. Transfer to NARA in Permanent 
5-year blocks 25 years after cutoff, after 
declassification review. 

0600-04 K 

UNCLASSIFIED 



UNCLASSIFIED 0600 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Logistics, Acquisitions, Supply, Services, and Budget 

New Sub-
Proposed Bucket File Number Record Series Description Bucket Name Sub Bucket Name Past Retention Alpha
Retention Series 

Number 
Nuclear Safety Program - Files relating to oversight and 

Perm: Cut off annually, hold 5 years, 
assessments including correspondence, staff papers, Case Management/

Logistics, then retire to ISF. Transfer to NARA 25
0617-02 reports, and similar documents relating to the nudear safety Historical Permanent 0600-04 KSupply, Service years after cutoff, after dedassification 

program: maintained by any JS/combatant command activity Significance 
review. 

as the official record copy 

(NON-RECORD) General Logistics Records - copies of all Logistics, Destroy/delete when superseded or
0601-04 Non-Record DDWSO 0600-05Supply, Service above items maintained by any actMty for reference obsolete 

(NON-RECORD) Mobilization Logistics Records - copies of Logistics, Destroy/delete when superseded or
0602-05 Non-Record 3 Years 0600-05Iall above items maintained by any activity for reference Supply, Service obsolete 

(NON-RECORD) Nuclear, Biological, and Chemical 
Logistics, Destroy/delete when superseded or

0603-04 Weapons Logistics - copies of all above items maintained by Non-Record DDWSO 060()-05
Supply, Service obsolete

any activity for reference (non-record) 

(NON-RECORD) Mobilization support Materials - copies of 
Logistics, Destroy/delete when superseded or

0604-03 all above items maintained by any activity for reference (non- Non-Record DDWSO 0600-05
Supply, Service obsolete

record) 

(NON-RECORD) Planning, Programming, and Budgeting 
Logistics, Destroy/delete when superseded or

0605-04 Systems copies of"all above items maintained by any activity Non-Record DDWSO 0600-05Supply, Service obsolete
for reference (non-record) 

(NON-RECORD) Budget Estimates, and Justifications and 
Logistics,

0606-04 Non-RecordProgram Objective Memorandum (POM) Records - Destroy/delete when no longer needed DDWNLN 0600-05
Supply, Service 

maintained by other activities for reference (non-record) 

(NON-RECORD) Comptroller's Automated Budget System 
(CABS) - copies maintained for reference of system output Logistics,

0607-04 Non-Record Destroy/delete when no longer needed. 3 Years 0600-05
maintained by the Joint Staff (non-record). (Note: Official Supply, Service 
record copies ~cheduled elsewhere) 

(NON-RECORD) Programming and Budget System (PBS) -
copies maintained ·tor reference of system output maintained Logistics,

0608-04 Non-Record Destroy/delete when no longer needed. DDWNLN 0600-05
by the Joint Staff (non-record). (Note: Official record copies Supply, Service 
scheduled elsewhere) 

(NON-RECORD) Procurement - copies of all above items Logistics, Destroy/delete when superseded or
0611-03 Non-Record DDWSO 0600-05

maintained by any activity for reference (non-record) Supply, Service obsolete 

(NON-RECORD) Supply, Proeerty, and Space Management 
Logistics, Destroy/delete when superseded or

and Services - copies of all above items maintained by any Non-Record0613-03 DDWSO 0600-05
Supply, Service obsolete

activity for reference (non-record) 

(NON-RECORD) Transportation, Travel, and Passenger 
Logistics, Cut off at end of FY, hold 1 year, then 

Reimbursement - maintained by other JS/combatant 0614-07 Non-Record 3 Years DD 0600-05
Supply, Service destroy/delete

command activities as a reference copy (non-record) 

(NON-RECORD) General Safety Records - copies of all 
Logistics, Destroy/delete when superseded or

above items maintained by any activity for reference (non-0616-04 Non-Record DDWSO 0600-05
Supply, Service obsolete

record) 

(NON-RECORD) Nuclear Safety Program - copies of all 
Logistics, Destroy/delete when superseded or

0617-05 above items maintained by any activity for reference (non- Non-Record DDWSO 0600-05
Supply, Service obsolete

record) 

UNCLASSIFIED 
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UNCLASSIFIED 0600SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Logistics. Acquisitions, Supply, Services, and Budget 

New Sub-
Proposed Bucket File 

Record Series Description Bucket Name Sub Bucket Name Past Retention AlphaNumber 
Retention Series -

Number 
(NON-RECORD) Ground Support Equipment and 

Logistics, Destroy/delete when superseded or
0615-03 Maintenance Records copies of all above items maintained Non-Record DDWSO 0600-05

obsoleteSupply, Service 
by any activity for reference (non-record) 

Mobilization Logistics Records - Nuclear weapons stock Logistics, Cut off after audit of the account, hold 7 
0602-04 After Audit AException 0600-06

Supply, Service record accounts supply records or materiel courier receipts months, then destroy/delete. 

Nuclear Safety Program - Files relating to nuclear operational 
Logistics, Cut off annually, hold 25 years, then 

0617-03 activities and events maintained by any JS/combatant Exception DD B0600-06
Supply, Service destroy/delete.

command activity as the official record copy 

Obligations Copy - Other copies of records described above 
used by component elements of a procurement office for Logistics, Destroy/delete upon termination or

0611-09 Exception Termination 0600-06
administrative purposes maintained by the Joint Supply, Service completion of action. 
Staff/combatant command as the official record copy 

Logistics,Obligations Copy - Obligation copy maintained by the Joint Destroy/delete when funds are
0611-08 Exception Funds Obligated D0600-06

Staff/combatant command as the official record copy Supply, Service obligated. 

Transportation, Travel, and Passenger Reimbursement -
Logistics, Destroy/delete when funds are

Obligation copies maintained by any JS/combatant command Exception0614-06 DDFO 0600-06 E
Supply, Service obligated.

activity as the official record copy 

Nuclear Safety Program - Files relating to routine and 
administrative activities and events within the nuclear safety Logistics, Cut off annually, hold 15 years, then 

0617-04 Exception 15 Years F06Q0-06
Supply, Service program maintained by any JS/combatant command activity destroy/delete. 

as the official record copy 

Financial Management - Files relating to specific financial 
management activities consisting of: expenditure accounting, 
preparation of accounting ledgers, reconciliations, journals, 

0609-03 unit funds, financial property accounting, cost accounting 
maintained by any JS activity as the official information copy 
(non-record). (Note: JS official record copies maintained by 
WHS, Accounting). 

Logistics, 
Exception Destroy/delete when no longer needed DDWNLN 0600-06 G

Supply, Service 

·, 
Financial Management - copies of all above items maintained Logistics, Destroy/delete when superseded or

Exception DDWSO 0600-06 G0609-05 
Supply, Service obsoleteby any activity for reference (non-record) 

UNCLASSIFIED 

C 



UNCLASSIFIED 0700SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Communications and Electronics 

New Sub-
Proposed

Number Bucket Name Sub Bucket Name Past Retention Bucket AlphaRecord Series Description 
Retention 

Number 

0701-06 

Communications and Electronics Policies, 
Procedures, and Reports - Operational control 
records consisting of: logs (service, circuit 
status, intercept, service message, on line/off 
line work request control, high precedence 
message), messages (high precedence, 
service, service interruption), message 
registers, records on multiple and book 
messages processed, number sheets 
(operator, circuit, message, and channel), 
reports (performance, equipment performance, 
interface/trouble, auxiliary line equipment), 
maintenance work orders, magnetic tape 
library inventories, shift supervisor checklists, 
and similar documents maintained by any 
JS/combatant command activity as the official 
record copy. (Note: See 0516 series for 
contingency planning communications records 
(e.g. natural and manmade disasters). 

Cut off monthly, hold 6 months, then 
Communications 

Short-Term destroy/delete. Authority: GRS 12 6 Months 0700-01 A
and Electronics 

item 3a '--

0712-02 
Communications/Message Center Operations 
incoming and outgoing messages maintained 
at combatant command 

Communications 
and Electronics 

Short-Term 
Cut off monthly, hold 6 months, then 

6 Months 
destroy/delete 

0700-01 B 

0712-07 

Communications/Message Center Operations -
Joint Message Form containing approved text 

Communications
for outgoing messages received in the 

and Electronics 
JS/combatant command message center and 
filed by date-time group after dispatch 

Short-Term 
Cut off monthly, hold 6 months, then 

6 Months 
destroy/delete 

0700-01 B 

0712-08 

Communications/Message Center Operations -
original Joint Message Form authenticated for Communications 
release and filed by date-time group in the DIA and Electronics 
Communications Center 

Short-Term 
Cut off daily, hold 30 days, then 
destroy/delete 

6 Months 0700-01 B 

0713-01 

Other Messages - All types of incoming 
messages provided to principals (e.g. Office of Communications 
the Director, Joint Staff) maintained by any and Electronics 
JS/combatant command activity 

Short-Term 
Cut off monthly, hold 6 months, then 

6 Months 
destroy/delete 

0700-01 C 

UNCLASSIFIED 



UNCLASSIFIED 0700 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Communications and Electronics 

Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

~pha 

0715-04 

Technical Control Functions/Patch and Test 
Facilities - DD Form 1441 (Circuit Data} 
maintained by any JS/combatant command 
activity as the official record copy 

Communications 
and Electronics 

Short-Term 
Cut off on circuit deactivation, hold 6 

6 Months 
months, then destroy/delete 

0700-01 D 

0716-01 

Circuit Records - Networks and landlines 
consisting of: files relating to planning, 
operations, and resources for networks and 
landlines maintained by any JS/combatant 
command activity 

Communications 
and Electronics 

Short-Term 
Cut off when superseded or when 
circuit/landline is terminated, hold 3 
months, then destroy/delete 

6 Months 0700-01 E 

Communications and Electronics Policies, 
Procedures, and Reports - Routine and 
administrative correspondence for activities

0701-03 
and events relating to communications and 
electronics maintained by any JS/combatant 
command activity as the official record copy 

0701-04 

Communications and Electronics Policies, 
Procedures, and Reports - Communications 
general files including plans, reports, and other 
records pertaining to equipment requests, 
telephone, personal wireless communications 
services. and like matters maintained by any 
JS/combatant command activity as the official 
record copy 

-
Administrative / 

Cut off annually, hold 2 years, then Communications 
3 Years 0700-02 ARoutine / Working 

and Electronics destroy/delete
Papers 

Administrative / Cut off annually, hold 3 years. then 
Communications 

Routine / Working destroy/delete. Authority: GRS 12 3 Years 0700-02 A
and Electronics 

Papers item 2b 

0701-05 

Communications and Electronics Policies, 
Procedures, and Reports - Communications 
statistical reports including cost and volume 
data maintained by any JS/combatant 
command activity as the official record copy 

Communications 
and Electronics 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 1 year, then 
destroy/delete. Authority: GRS 12 
item 2c 

3 Years 0700-02 A 

0703-01 

Communications Agreements - Copies of 
agreements with background data and other 
records relating to agreements for 
communications Services maintained by any 
JS/combatant command activity as the official 
record copy 

Communications 
and Electronics 

Administrative / 
Routine / Working 
Papers 

Cut off on expiration or cancellation 
of agreement, hold 2 years, then 
destroy/delete. Authority: GRS 12 
item 2e 

3 Years 0700-02 B 

UNCLASSIFIED 
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UNCLASSIFIED 0700SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Communications and Electronics 

New Sub-
Proposed

Number Bucket Name Sub Bucket Name Past Retention Bucket AlphaRecord Series Description 
Retention 

Number 

0708-07 

Frequency/Spectrum Management -
Propagation records consisting of: records of 
special frequency predictions including tables 
of maximum useable frequency/frequency 
optimum traffic for times of day maintained by 
any JS/combatant command activity as the 
official record copy 

Administrative / 
Cut off annually, hold 2 years, then Communications 

Routine / Working 3 Years 0700-02
destroy/deleteand Electronics 

Papers 

Cut off annually; hold 3 years or 1Communications Vouchers - Records relating 
Administrative / 

year after audit, whichever is earlier; Communicationsto installation change, removal, and servicing 
Routine / Working 3 Years 0700-02 D0711-03 

and Electronics then destroy/delete. Authority: GRS of equipment maintained by any JS/combatant 
Papers 

12 item 2d(2) command activity as the official record copy 

Communications/Message Center Operations -
All electronic messages handled by the 
JS/combatant command message center that 

0712-01 
includes incoming and outgoing messages 
maintained at the JS message center for 
reference purposes only 

Administrative / 
Communications Cut off annually, hold 2 years, then 

Routine / Working 3 Years 0700-02 E
and Electronics destroy/delete

Papers 

Communications/Message Center Operations -

0712-03 

Message reading files of incoming and/or 
outgoing message traffic chronologically 
arranged extra copies circulated for 
information purposes within a JS/combatant 

Communications 
and Electronics 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 1 year or until 
no loner needed, whichever is 
earlier; then destroy/delete 

3 Years 0700-02 E 

command element 

0712-05 

Communications/Message Center Operations -
Correspondence and related documents 
pertaining to the management of message 
Address Indicating Group, Plain Language 
Address Directory, Collective Address 
Designators, and Defense Message System 
Directory Information Tree, and to the 
appointment of Authorizing Official and 
Organizational Responsible Authority, by the 
cognizant authority maintained by any 
JS/combatant command activity as the official 
record copy 

Cut off annually, review and purge Administrative / 
Communications 

extraneous papers; hold 2 years, 0700-02Routine / Working 3 Years E
and Electronics 

Papers then destroy/delete 

UNCLASSIFIED 



UNCLASSIFIED 0700SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Communications and Electronics 

Number 

0713-04 

0715-05 

0715-06 

0716-02 

0716-03 

0717-02 

0717-04 

0717-06 

0717-08 

Record Series Description 

Other Messages - Incoming electronic 
messages pertaining to NATO COSMIC TOP 
SECRET and all ATOMAL classifications 
received in the JS/combatant command 
subregistry, controlled as regular NATO 
documents 

Technical Control Functions/Patch and Test 
Facilities - Operational direction/coordination 
messages, record of frequency use/changes, 
and related products maintained by any 
JS/combatant command activity as the official 
record copy 

Technical Control Functions/Patch and Test 
Facilities - Routine administrative records 
(master station logs, master clock logs, outage 
reports, performance reports, worksheets, 
status reports, and other related records) 
maintained by any JS/combatant command 
activity as the official record copy 

Circuit Records - Automated Digital 
Information Network (AUTODIN) switching 
centers (ASC) consisting of: files pertaining to 
planning for establishing or deactivating ASC 
maintained by any JS/combatant command 
activity 

Circuit Records - Files relating to operations of 
the ASC maintained by any JS/combatant 
command activity 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS) at other offices 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS)-At other offices 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS)- at other offices 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS)-At other offices 

Bucket Name 

Communications 
and Electronics 

Communications· 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Communications 
and Electronics 

Sub Bucket Name 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 
Administrative / 
Routine / Working 
Papers 
Administrative / 
Routine / Working 
Papers 
Administrative / 
Routine / Working 
Papers 
Administrative / 
Routine / Working 
Papers 

Past Retention 

Cut off annually, hold 3 years, then 
r:eview for retention value and 
destroy/delete when no longer 
needed 

Cut off annually, hold 1 year, then 
destroy/delete 

Cut off annually, hold 1 year or until 
no longer needed, whichever is 
earlier; then destroy/delete 

Cut off on deactivation of switching 
center, hold 1 year, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 2 years, then 
destroy/delete 

Proposed 
Retention -

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

3 Years 

New Sub-
Bucket 
Number 

0700-02 

0700-02 

0700-02 

0700-02 

0700-02 

0700-02 

0700-02 

0700-02 

0700-02 

Alpha 

F 

G 

G 

H 

H 
\ 
) 

I 

I 

I 

I 

UNCLASSIFIED 
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Number Record Series Description ·Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

0710-05 

Cryptology Records - Records relating to the 
physical security of cryptographic equipment Communications 
and materials maintained by any JS/combatant and Electronics 
command activity as the official record copy 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 2 years, then 
destroy/delete 

3 Years 0700-02 J 

0708-03 

Frequency/Spectrum Management - Routine 
and administrative records relating to 
frequency/spectrum management maintained 
by any JS/combatant command activity as the 
official record copy 

Communications 
and Electronics 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete 

7-10 Years 0700-03 A 

Standards of Interoperability- Interoperability 
standards including specifications, doctrine, 
and guidance pertaining to the interoperability 

0709-01 
of tactical communications equipment 
maintained by ~my JS/combatant command 
activity as the official record copy 

0709-02 

Standards of Interoperability- Interface 
planning including plans, reports, and other 
records relating to the development, 
coordination, and approval of technical 
interface concepts and technical interface 
designs for communications maintained by any 
JS/combatant command activity as the official 
record copy 

Cut off on obsolescence ofManagement and 
Communications 

equipment, hold 5 years, then 7-10 Years 0700-03Program/Operations B
and Electronics 

destroy/deleteRecords 

Management and 
Cut off annually, hold 5 years, then Communications 

0700-03Program/Operations 7-10 Years B
and Electronics destroy/delete

Records 

0710-03 

Cryptology Records - Operational activities 
and events relating to cryptology maintained 
by any JS/combatant command activity as the 
official record copy 

Communications 
and Electronics 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete 

7-10 Years 0700-03 C 

0710-04 

Cryptology Records - Routine and 
administrative activities and events relating to 
cryptology maintained by any JS/combatant 
command activity as the official record copy 

Communications 
and Electronics 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete 

7-10 Years 0700-03 C 

0711-01 

Communications Vouchers - Accountable 
officer's copies of vouchers, bills, invoices, 
and related records maintained by any 
JS/combatant command activity as the official 
record copy 

Communications 
and Electronics 

Management and 
Program/Operations 
Records 

Cut off at end of FY, hold 6 years 3 
months, then destroy/delete. 
Authority: GRS 6 item 1 a 

7-10 Years 0700-03 D 

UNCLASSIFIED 
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UNCLASSIFIED 0700SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Communications and Electronics 

New Sub-
Proposed ..Buc~etName Sub Bucket Name ~ast Retention Bµcket AlphaNumber Record Series D~~cription 

·. Retention 
',,, .."' .. ~:u~ber--•.• .,·/i~ .. . . ' .. . • 

"• .. -·· " 
Satellite Communications (SATCOM) Records 
Routine and administrative activities and Management and 

Communications Cut off annually, hold 5 years, then 
events relating to SATCOM maintained by any0714-03 Program/Operations 7-10Years 0700-03 E

and Electronics destroy/delete
JS/combatant command activity as the official Records 
record copy 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS) - JINTACCS test 
procedures and plans consisting of: 
information relating to development of test 
philosophies, proposals, plans and 

0717-03 
procedures. Included are coordination actions, 
recommendations from Services or agencies, 
recommendations regarding implementing 
actions, and joint interface implementation 
plans at office having responsibility 

Frequency/Spectrum Management - Allocation 
and frequency. usage records consisting of: 
records documenting the application, 
coordination, approval, and authorization of 

0708-05 frequency allocations for operational use of 
co91munications equipment and systems and 
of actual usage maintained by any 
JS/combatant command activity as the official 
record copy 

Standards of Interoperability - Joint test 
procedures and results including reports, 
analyses, and ·similar documents relating to 
test philosophies, proposals, and procedures 

0709-03 
as well as test results, coordination actions, 
and recommendations for implementing 
actions maintained by any JS/combatant 
command activity as the official record copy 

Communications and Electronics Policies, 
Procedures, and Reports - Policies, 
procedures, and guidance relating to 

0701-01 
communications and electronics maintained by 
any JS/combatant command activity as the 
official record copy 

Management and 
Communications Cut off on discontinuance of activity, 

/Program/Operations 7-10 Years 0700-03 F
and Electronics hold 5 years, then destroy/delete 

Records 

Management and 
Communications 

Program/Operations
and Electronics 

Records 

Cut off annually, and retire 
noncurrent records to ISF; hold 10 
years, or 1Oyears after revocation of 7-10Years 0700-03 G 
allocation, whichever is later, then 
destroy/delete 

/Management and 
Communications Cut off annually, hold 10 years, then 

Program/Operations 7-10Years 0700-03 H
and Electronics destroy/delete

Records 

Communications Case Management/ 
and Electronics Historical Significance 

Perm: Cut off when superseded, 
r~vised or canceled; hold 5 years; 
then retire by CY block to ISF. 

Permanent 0700-04 ~ Transfer to NARA in 5-year blocks 
25 years after cutoff, after 
declassification review 

UNCLASSIFIED 
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New Sub-
Proposed

Past Retention AlphaBucketNumber Bucket Name Sub Bucket Name Record Series Description 
Retention 

Number 

0701-02 

0704-01 

Communications and Electronics Policies, 
Procedures, and Reports - Files relating to 
oversight and assessments including 
correspondence, staff papers, reports, and 
similar documents relating to communications 
and electronics maintained by any 
JS/combatant command activity as the official 
record copy 

Allied Communications Publications (ACPs) -
ACP Consisting of: noncryptographic 
publications containing Allied Communications 
procedures developed by the Combined 
Communications Electronics Board for 
guidance and use in Allied forces, and 
supplements issued thereto maintained by 
Military Communications Electronics Board 
(MCEB) as the official record copy 

0708-02 

Frequency/Spectrum Management - Files 
relating to oversight and assessments 
including correspondence, staff papers, 
reports, and similar documents relating to 
frequency/spectrum management maintained 
by any JS/combatant command activity as the 
official record copy 

Perm: Cut off annually, hold 4 years; 
Communications 
and Electronics 

Case Management I then retire to ISF. Transfer to NARA 
Permanent

Historical Significance after cutoff, after declassification 
0700-04 A 

review 

Perm: Cut off when superseded, 

Communications 
and Electronics 

revised or canceled; hold 2 years; 
Case Management I 

then retire to ISF. Transfer to NARA Permanent
Historical Significance 

in 5-year blocks 25 years after 
0700-04 B 

cutoff, after declassification review 

Joint Army-Navy-Air Force Publications 
(JANAPs) - Consisting of: US communications 

Case Management/Communications
publications developed by US MCEB primarily 0705-01 

Historical Significance and Electronics 
for use by US forces maintained by MCEB as 
the official record copy 

Frequency/Spectrum Management - Policies, 
procedures, and guidance relating to 

Case Management ICommunications
frequency/spectrum management maintained 0708-01 

Historical Significance and Electronics 
by any JS/combatant command activity as the 
official record copy 

Perm: Cut off annually, hold 4 years; 
Communications 
and Electronics 

Case Management I then retire to ISF. Transfer to NARA 
Permanent

Historical Significance 25 years after cutoff, after 
0700-04 D 

declassification review 

Cryptology Records - Policies, procedures, 
and guidance relating to cryptology maintained Case Management ICommunications

0710-01 
Historical Significance 

official record copy 
by any JS/combatant command activity as the and Electronics 

Perm: Cut off when superseded, or 
canceled; hold 2 years; then retire 
by CY bloqk to ISF. Transfer to 

Permanent 0700-04
NARA in 5-year blocks 25 years 
after cutoff, after declassification 
review 
rc1111. \.,Ul UII WIICII I 

revised or canceled; hold 5 years; 
then retire by CY block to ISF. 

Permanent 0700-04 D
Transfer to NARA in 5-year blocks 
25 years after cutoff, after 
nP.r.l~~~ifir.::1tinn rP.ViP.W 

Perm: Cut off when superseded, 
revised or canceled; hold 5 years; 
then retire by CY block to ISF. 

Permanent 0700-04 E
Transfer to NARA in 5-year blocks 
25 years after cutoff, after 
declassification review 

UNCLASSIFIED 

C 
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Communications and Electronics 

New Sub-
Proposed

Record Series Description Sub Bucket Name Number Bucket Name Past Retention Bucket Alpha
Retention 

Number 

Cryptology Records - Files relating to oversight 
and assessments including correspondence. 
staff papers, reports, and ~imilar documents 

0710-02 
relating to cryptology maintained by any 
JS/combatant ·command activity as the official 
record copy 

Perm: Cut off annually, hold 4 years, 
Communications 
and Electronics 

Case Management/ then retire to ISF. Transfer to NARA 
Permanent

Historical Significance after cutoff, after declassification 
0700-04 E 

review 

Perm: Cut off on e~piration of CJCS , 
Other Messages - Special handling messages tour, hold 2 years; then retire entire 

0713-02 
received by Chairman, Joint Chiefs of Staff 
maintained by JS activities as the official 

Communications 
and Electronics 

Case Management/ block through R&A Br to JS RHA. 
Historical Significance Transfer entire block to NARA 25 

Permanent 0700-04 F 

record copy years after cutoff, after 
declassification review 
Perm: Cut off on expiration of 

Other Messages - Special handling messages commander's tour, hold 2 years. 

0713-03 
received by commander, combatant command Communications 
maintained by combatant command activities and Electronics 

Case Management/ then retire entire block to ISF. 
Historical Significance Transfer entire block to NARA 25 

Permanent 0700-04 F 

as the official record copy years after cutoff, after 
declassification review 
Perm: Cut off when superseded, 

Satellite Communications (SATCOM) Records revised or canceled; hold 5 years; 

0714-01 
Policies, procedures, and guidance relating to 
SATCOM maintained by any JS/combatant 

Communications 
and Electronics 

Case Management/ then retire by CY block to ISF. 
Historical Significance Transfer to NARA in 5-year blocks 

Permanent 0700-04 G··· 

command activity as the official record copy 25 years after cutoff, after 
declassification review 

Satellite Communications (SATCOM) Records 
Files relating to oversight and assessments 
including correspondence, staff papers, 

0714-02 
reports, and similar documents relating to 
SATCOM maintained by any JS/combatant 
command activity as the official record copy 

0717-01 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS) - Interface 
planning files consisting of: information relating 
to the development, coordination, and 
approval of technical interface concepts and 
technical interface design plans for tactical 
command and control systems at office having 
responsibility 

Perm: Cut off annually, hold 4 years; 
Communications 
and Electronics 

Case Management/ then retire to ISF. Transfer to NARA 
Permanent

Historical Significance after cutoff, after declassification 
0700-04 G 

review 

Perm: Cut off on discontinuance of 

Communications 
and Electronics 

JINTACCS activity, hold 5 years; 
Case Management/ 

then retire to ISF. Transfer to NARA Permanent
Historical Significance 

in 5-year blocks 25 years after 
0700-04 H 

cutoff, after declassification review 

UNCLASSIFIED 
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New Sub-
ProposedNumber Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket Alpha
Retention 

Number 

0717-05 

0717-07 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS) - JINTACCS 
configuration management files consisting of: 
information relating to the management and 
standardization of configuration for tactical 
command and control systems. Included are 
proposed changes to data messages and data 
standards and actions relating to those 
changes. at office having responsibility 

Joint Interoperability of Tactical Command and 
Control system (JINTACCS)-JINTACCS data 
standardization files consisting of: information 
identifying data elements and standardized 
message formats to be used by Services and 
agencies in achieving interoperability and 
compatibility of both manual and automated 
systems. Included are data dictionaries at 
office having responsibility 

Perm: Cut off on discontinuance of 

Communications 
and Electronics 

activity, hold 5 years, then retire to
Case Management/ 

ISF. Transfer to NARA 25 years
Historical Significance 

after cutoff, after declassification 
Permanent 07()0-04 H 

review 

Perm: Cut off on discontinuance of 

Communications 
and Electronics 

activity, hold 5 years, then retire to 
Case Management/ 

ISF. Transfer to NARA 25 years
Historical Significance 

after cutoff, after declassification 
Permanent 0700-04 H 

review 

(NON-RECORD) Communications and 
Electronics Policies, Procedures, and Reports Communications Destroy/delete when superseded or

0701-08 Non-Record DDWSO 0700-05
copies of all above items maintained by any and Electronics obsolete 
activity for reference (non-record) 

(NON-RECORD) Joint Army-Navy-Air Force 
Publications (JANAPs) - maintained by other Communications Destroy/delete when no longer

0705-02 Non-Record DDWNLN 0700-05
JS/combatant command activities for and Electronics needed 
reference (non-record) 

(NON-RECORD) Frequency/Spectrum 
Management - copies of all above items Communications Destroy/delete when superseded or

0708-04 Non-Record DDWSO 0700-05
maintained by any activity for reference (non- and Electronics obsolete 
record) 

(NON-RECORD) Standards of Interoperability · 
Communications Destroy/delete when no longer

0709-04 maintained by any JS/combatant command Non-Record DDWNLN 0700-05
and Electronics needed

activity as the reference copy (non-record) 

(NON-RECORD) Cryptology Records - copies 
Communications Destroy/delete when superseded or

0710-07 of all above items maintained by any activity Non-Record DDWSO 0700-05
and Electronics obsolete

for reference (non-record) 

UNCLASSIFIED 
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' 

Record Series Descripti_on Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

0711-02 

(NON-RECORD) Communications Vouchers -
Reference copies of vouchers, bills, invoices, 
and related records maintained by any activity 
for reference (non-record) 

Communications 
and Electronics 

Non-Record 
Cut off at end of FY, hold 1 year, 
then destroy/delete. Authority: GRS 
12 item 2d(1) 

1 Yr DID 0700-05 

(NON-RECORD) Satellite Communications 

0714-04 
(SATCOM) Records copies of all above items 
maintained by·any activity for reference (non-

Communications 
and Electronics 

Non-Record 
Destroy/delete when superseded or 
obsolete 

DDWSO 0700-05 

record) 

Communications and Electronics Policies, 
Procedures, and Reports - Communications 
requirements documents consisting of: 
requests for support, equipment, systems, 

0701-07 software, etc., for example Communications 
System Requirements Document (CSRD) or 
like documents maintained by any 
JS/combatant _command activity as the official 
record copy 

) 

Destroy/delete when superseded orCommunications 
Exceptions DDWSO 0700-06 A

and Electronics obsolete 

0703-02 
Communications Agreements - maintained by 
other JS/combatant command activities 

Communications 
and Electronics 

Exceptions 
Destroy/delete when no longer 
needed 

DDWNLN 0700-06 B 

0704-02 
Allied Communications Publications (ACPs) -
maintained by other JS/combatant command 
activities 

Communications 
and Electronics 

Exceptions 
Destroy/delete when no longer 
needed 

DDWNLN 0700-06 C 

0704-03 

Allied Communications Publications (ACPs) -
NATO Supplements to ACP documents 
maintained by-any JS/combatant command 
activity as the official record copy 

Communications 
and Electronics 

Exceptions 
Destroy/delete when no longer 
needed 

DDWNLN 0700-06 C 

0708-06 

Frequency/Spectrum Management -
Satellite/radio frequency listings/authorizations 
maintained by any JS/combatant command 
activity as the official record copy 

Communications 
and Electronics 

Exceptions 
Destroy/delete when superseded or 
obsolete 

DDWSO 0700-06 D 

) 

0710-06 

Cryptology Records - Records relating to 
software changes that do not affect the 
electronic or mechanical characteristics of 
cryptographic equipment maintained by any 
JS/combatant command activity as the official 
record copy 

Communications 
and Electronics 

Exceptions 
Destroy/delete when superseded or 
obsolete 

DDWSO 0700-06 E 

UNCLASSIFIED 
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New Sub-
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Number Record Series Description Bucket Name Sub Bucket Name Past Retention Bucket Alpha
Retention 

Number 

Communications/Message Center Operations -
Incoming or outgoing electronic messages in 
SCI channels for JS/combatant command 

0712-04 
addressees received in the DIA 
Communications Center and retained in 
computer storage for approximately 30 days 

0712-06 

Communications/Message Center Operations -
Incoming electronic messages, including 
messages requiring special handling such as 
Special Category (SPECAT), SIOP-ESI, 
SPECAT codeword, SPECAT EXCLUSIVE 
FOR, RESTRICTED DATA or FORMERLY 
RESTRICTED DATA, and LIMITED 
DISTRIBUTION. Also included are those 
having delivery instructions such as FOR or 
PERSONAL FOR and those held in SSO 
facilities received and maintained by 
JS/combatant command addressee in mission 
or subject files 

Communications 
Exceptions 30 days erase Auth N1-218-00-8 0700-06 F

and Electronics 

Communications Disposition is that of particular
Exceptions Auth: Instruction 0700-06 G

and Electronics mission or subject file 

Destroy/delete within 30 days-
except that if retention value is 

Other Messages - NATO SECRET, NATO 
determined to be beyond 30 days, 

CONFIDENTIAL, NATO RESTRICTED and 
Communications deliver to JS/combatant subregistry 

0713-05 NATO Unclassified messages received in Exceptions
and Electronics for introduction into NATO system 

JS/combatant command control points from 
as a regular NATO document with 

the JS/combatant command message center 
disposition in accordance with 0811-
02 
Cut off on termination of the 
exercise, hold 30 dys, then 
destroy/delete-except that if 

Other Messages - NATO Exercise messages retention value is determined to be 
regardless of classification, received by Communications beyond 30 days, deliver to

Exceptions0713-06 
exercise participants from the JS/combatant and Electronics JS/combatant subregistry for 
command message center introduction into NATO system as a 

regular NATO document with 
disposition in accordance with 0811-
02 

NATO H0790-06 

NATO 0700-06 

UNCLASSIFIED 

I 
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Other Messages - Outgoing electronic 
messages prepared by JS/combatant 
command element comeback copies received 

0713-07 
in the originating office and filed in mission or 
subject files, including those held in SSO 
facilities 

Disposition is that of particularCommunications 
Exceptions Subject file 0700-06 J

and Electronics mission or subject file 

Other Messages - currently held in the JS Communications Destroy/delete microfilm sets when 
K0713-08 Exceptions DDMWNLN 0700-06

records center and Electronics no longer needed. 

0715-01 

0715-02 

Technical Control Functions/Patch and Test 
Facilities - History folder (circuit, trunk link, 
route, or system history), excluding quality 
control test records consisting of: records 
pertaining to activation, reconfiguration, or 
deactivation; initial test and acceptance data; 
DD Forms 1697 and 1697-1 (Circuit Parameter 
Test Data); Technical Evaluation Program 
(TEP) reports;-out-of service quality control 
test records including spare channel test 
results; analysis products; and other related 
historical material maintained by any 
JS/combatant command activity as the official 
record copy 

Technical Control Function~/Patch and Test 
Facilities - History folder (circuit, trunk link, 
route, or system history) quality control test 
records main~ined by any JS/combatant 
command activity as the official record copy. 
(Note: Out-of-service quality control testing 
records will replace the next like test, the 
current year's annual test results will replace 
the previous year's annual test results, and the 
current quarterly test results will replace the 
previous quarter's test results.) 

Cut off monthly, hold until 
Communications 
and Electronics 

Exceptions 
superseded or for 6 months after 

CO,DD
deactivation, whichever is later; then 

0700-06 L 

destroy/delete. 

Communications Destroy/delete when replaced with 
Exceptjons DDWRTR 0700-06 M

and Electronics the next like test record. 

UNCLASSIFIED 
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Number 

Technical Control Functions/Patch and Test 
Facilities - Technical control operations, 
excluding DD Form 1441 (Circuit Data) 
consisting of: quality control test schedules, 
reporting guides, circuit/trunk directories, 

0715-03 Defense Communications Agency engineering 
drawings, systems/circuit layout 
diagrams/records, fault isolation 
charts/diagrams, and related products 
maintained by any JS/combatant command 
activity as the official record copy 

Communications 
Exceptions Destroy/delete when superseded DDWS 0700-06 N

and Electronics 

Retain in accordance with 0811-02. Allied Communications Publications (ACPs)-
Communications 

Return no later than 6 months to the Exceptions Return 0700-06maintained by other JS/combatant command 0704-04 
and Electronics 

appropriate subregistry section. activities 

UNCLASSIFIED 

0 
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Proposed 
Retention 

New Sub-
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··Number 
Alpha 

0811-05 

NATO Files - NATO SECRET, NATO 
CONFIDENTIAL, NATO RESTRICTED 
Agenda and Atlantic Council documents 
distributed to JS/combatant command 
control points permanently for action 
officer and division usage 

International Short-Term 
Cut off daily, hold 30 days, then 
destroy/delete. 

6 Months 0800-01 A 

NATO Files - NATO serial-numbered 
documents published by the Atlantic 
Alliance (SHAPE staff, major NATO 
commanders, subordinate commanders, 
NATO civilian and military staff 
organizations, committees, 
subcommittees, staff groups, working Administrative / 

0811-01 groups, etc.). Documents are generally International Routine / Working 
published by alphabetical identification Papers 
and/or numerical sequence within a given 
CY maintained by any JS/combatant 
command activity as the official record 
copy. (Note: The US Central Registry is 
the official archive for all US NATO 
records (USSAN 1-69)). 

Security Assistance and Foreign Military 
Sales - Files relating to routine and 
administrative activities and events Management and 

0809-03 relating to security assistance and foreign International Program/Operations 
military sales maintained by any Records 
JS/combatant command activity as the 
official record copy 

Foreign Training - Files relating to routine 
and administrative activities and events Management and 

0810-02 relating to foreign training maintained by International Program/Operations 
any JS/combatant command activity as Records 
the official record copy 

Cut off annually, hold 3 years, 
then review for retention value 

0800-02 A3 Years 
and destroy/delete when no 
longer needed. 

Cut off annually, hold 5 years, 
7-10 Years 0800-03 A

then destroy/delete. 

Cut off annually, hold 5 years, 
7-10 Years B0800-03

then destroy/delete. 

· UNCLASSIFIED 
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New Sub-
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Number 

Alpha 

Foreign Disclosure - Disclosure of military 
information to foreign governments and 
international organizations consisting of: 
records of NDPC which announce the 
NDP, agency representation on the 
NDPC, approval and denial by the NDPC 

0808-01 
of requests for exception surveys of 
foreign governments conducted by NDPC 
representatives, and related papers 
maintained by any JS/combatant 
command activity as the official record 
copy 

Foreign Disclosure - Foreign disclosure 
records consisting of: all records 
pertaining to release of classified military 
information or classified export controlled 

0808-02 technical information to foreign 
governments and international 
organizations maintained by any 
JS/combatant command activity as the 
official record copy 

International Negotiations - Policies, 
procedures, and guidance relating to 
international negotiations consisting of: 
advice formulation and coordination of

0801-01 
JS/combatant command positions relating 
to international negotiations maintained by 
any JS/combatant command activity as 
the official record copy 

International Negotiations - Scientific, 
engineering, and other support documents 
directed toward current strategic policy 

0801-02 issues associated with discussion 
alternatives in negotiations maintained by 
any JS/combatant command activity as 
the official record copy 

Management and 
International Program/Operations 

Records 

Management and 
International Program/Operations 

Records 

Case Management/ 
International Historical 

Significance 

Case Management/ 
International Historical 

Significance 

Cut off annually, hold_ 10 years, 
7-10 Years 0800-03then destroy/delete. • 

Cut off annually, hold 10 years, 
7-10 Years 0800-03

then destroy/delete. 

Perm: Cut off at end of each 
series of negotiation talks, hold 5 
years, then retire to ISF. Transfer 

Permanent 0800-04 A
entire set to NARA 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off at end of each 
series of negotiation talks, hold 5 
years, then retire to ISF. Transfer 

Permanent 0800-04 A
entire set to NARA 25 years after 
cutoff, after declassification 
review. 

UNCLASSIFIED 
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. ,~-
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y-t~ ., . . ,, 

Past Reten_tior:1 
----

·-

Prop~sed 
Retention· -
t~- _-... • _.' ::---- , - , -~ , .. 

New Sub-
Bucket 
Number,~-

Alpha 
;. 

International Agreements - Policies. 

0802-01 

procedures. and guidance relating to the 
establishment of international agreements 

International
maintained by any JS/combatant -
command activity as the official record 

Case Management/ 
Historical 
Significance 

copy 

International Agreements - Agreements in 
which the Joirtt Staff provides 
representation, recommendations. 

0802-02 guidance. and the final signed agreements International 
maintained by any JS/combatant 
command activity as the official record 

Case Management I 
Historical 
Significance 

copy 

0803-01 

Treaty Obligations - Documents 
containing military commitments and 
treaty obligations. interpretations. 
comments, or proposals maintained by 
any JS/combatant command activity as 
the official record copy 

International 
Ca~e Management/ 
Historical 
Significance 

Strategic Planning and Arms Limitation -
Strategic Planning and Arms Limitation -
Analyses and studies of arms control 
issues and present and future strategic 
capabilities including the impact of 

0804-01 negotiation alternatives on strategic forces International 
and balance. such as Strategic Arms 
Limitation Treaty and Strategic Arms 
Reduction Treaty maintained by any 
JS/combatant command activity as the 
official record copy 

Case Management/ 
Historical 
Significance 

Special Studies - Reviews and analyses o1 

0805-01 

US forces and allied effectiveness relating 
to general purpose forces in various 

International
regions maintained by any JS/combatant 
command activity as the official record 

Case Management/ 
Historical 
Significance 

copy 

Perm: Cut off when superseded. 
revised. or canceled; hold 5 
years; then retire by CY block to 

0800-04 BPermanent
ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff. after 
declassification review. 

Perm: Cut off when superseded. 
obsolete. or canceled; hold 5 
years; then retire by CY block to 

Permanent 0800-04 B
ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff. after 
declassification review. 

Perm: Cut off when commitment 
or treaty is obsolete or canceled; 
hold 5 years; then retire by CY 
block to ISF. Transfer to NARA in Permanent 0800-04 C 

,,5-year blocks 25 years after 
cutoff, after declassification 
review. 

Perm: Cut off at end of each 
series of negotiation talks. hold 5 
years, then retire to ISF. Transfer 
entire set to NARA 25 years after 

Permanent 0800-04 D \ 
/ 

cutoff. after declassification 
review. 

Perm: Cut off when superseded. 
hold 5 years. then retire by CY 
block to ISF. Transfer to NARA by Permanent 0800-04 E 
CY block 25 years after cutoff. 
after declassification review. 

UNCLASSIFIED 
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Navigation and Overflight - Legal, treaty, 
and NSC documents and other records 

0806-01 

(briefings, background papers, studies, 
etc.) relating to policy issues of the 
Navigation and Overflight Program 
maintained by any JS/combatant 

International 
Case Management I 
Historical 
Significance 

command activity as the official record 
copy 
Navigation and Overflight - Files relating 
to oversight and assessments including 

0806-02 

correspondence, staff papers, reports, 
and similar documents relating to freedom 

International
of navigation and overflight operations 
maintained by any JS/combatant 

Case Management/ 
Historical 
Significance 

command activity as the official record 
copy 

International Logistics Conferences -
Documents relating to the general conduct 
of international logistics conferences (e.g., 

0807-01 

Senior NATO Logistics Conference) 
consisting of: background materials, 
minutes of meetings, studies, reports, 
agreements, and final decisions 

International 
Case Management/ 
Historical 
Significance 

maintained by any JS/combatant 
command activity as the official record 
copy 

International Logistics Conferences -
Documents relating to the formulation and 
coordination of JS/combatant command 
positions on specific international logistics Case Management/ 

0807-02 issues and pl'()grams consisting of: International Historical 
sequence for current issues or programs Significance 
maintained by any JS/combatant 
command activity as the official record 
copy 

Perm: Cut off when superseded 
or when project or negotiation 
talks are completed, hold 5 years, 
then retire to ISF. Transfer to Permanent 0800-04 F 
NARA in 5-year blocks 25 years 
after cutoff, after declassification 
review. 

Perm: Cut off annually, hold 5 
years, then retire to ISF. Transfer 

Permanent 0800-04 F 
to NARA 25 years after cutoff, 
after declassification review. 

Perm: Cut off at end of 
conference, hold 10 years, then 
retire to ISF. Transfer to NARA 25 
years after cutoff, after 
declassification review-except Permanent 0800-04 G 
that NATO documents will be 
disposed of in accordance with 
the appropriate 0811 category 
number and USSAN 1-69. 

Perm: Cut off when all actions are 
completed, hold IO years, then 
retire to ISF. Transfer to NARA 25 
years after cutoff, after 
declassification review-except Permanent 0800-04 G 
that NATO documents will be 
disposed of in accordance with 
the appropriate 0811 category 
number and USSAN 1-69. 

UNCLASSIFIED 
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Security Assistance and Foreign Military 
Sales - Policies. procedures. and 
guidance relating to security assistance 

0809-01 
and foreign military sales maintained by 
any JS/combatant command activity as 
the official record copy 

Security Assistance and Foreign Military 
Sales - Files relating to oversight and 
assessments including correspondence. 
staff papers, reports, and similar 

0809-02 
documents relating to security assistance 
and foreign military sales maintained by 
any JS/combatant command activity as 
the official record copy 

Foreign Training - Foreign training 
programs consisting of: documents 
relating to developing programs for 
training foreign nationals by agency 
schools. facil!ties, mobile training teams. 
contractor technicians, and training 
missions and groups. Included are 

0810-01 communications on training requirements 
with the foreign army concerned, training 
program requirements reports, foreign 
training conference reports, program 
guidance refined programs, and related 
documents maintained by any 
JS/combatan~ command activity as the 
official record copy 

{NON-RECORD) International 
0801-03 

-

Negotiations - Maintained by any activity 
for reference {non-record) 
{NON-RECORD) International 
Agreements - Maintained by other

0802-04 
JS/combatant command activities for 
reference (non-record) 

Bucket.Name 

International 

International 

International 

International 

International 

Sub Buctcet Name 
,. --~ . ~ 

Case Management/ 
Historical 
Significance 

Case Management/ 
Historical 
Significance 

Case Management/ 
Historical 
Significance 

Non-Record 

Non-Record 

Past Retention 
=-= 

Perm: Cut off when superseded. 
revised, or canceled; hold 5 
years; then retire by CY block to 
ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
declassification review. 

Perm: Cut off annually, hold 4 
years, then retire to ISF. Transfer 
to NARA 25 years after cutoff. 
after declassification review. 

. Proposed 
Retention 

' ·: ~ ' ' 

Permanent 

Permanent 

Perm: Cut off when on completion 
of training, hold 5 years, then 
retire to ISF. Transfer to NARA in 

Permanent
5-year blocks 25 years after 
cutoff, after declassification 
review. 

r 

Destroy/delete when superseded 
DDWSO 

or obsolete 

Destroy/delete when superseded 
DDWSO 

or obsolete 

New Sub-
Bucket.· Alpha 
Number 

0800-04 H 

0800-04 H 

0800-04 

0800-05 

0800-05 

UNCLASSIFIED 

I 
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Alpha 

0803-02 
(NON-RECORD} Treaty Obligations -
Maintained by any activity for reference 
(non-record} 

International Non-Record 

Destroy/delete when no longer 
needed CJCSM 5760.01 Vol II, 
10 March 2003, B-120 Enclosure 
B 

DDWNLN 0800-05 

0804-02 
(NON-RECORD}-Strategic Planning and 
Arms Limitation - Maintained by any 
activity for reference (non-record) 

International Non-Record 
Destroy/delete when no longer 
needed 

DDWNLN 0800-05 

0805-02 
(NON-RECORD} Special Studies -
maintained by any activity for reference 
(non-record) 

International Non-Record 
Destroy/delete when no longer 
needed -

DDWNLN 0800-05 

0806-03 
(NON-RECORD} Special Studies -
Maintained by any activity for reference 
(non-record) 

International Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0800-05 

(NON-RECORD} International Logistics 

0807-03 
Conferences - Information, extra, and 
reference copies of international logistics 
documents maintained by any activity for 

International Non-Record 
Destroy/delete when no longer 
needed 

DDWNLN 0800-05 

reference (non-record} 

0809-04 
(NON-RECORD} Security Assistance and 
Foreign Military Sales - Maintained by any International 
activity for reference (non-record} 

Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0800-05 

0810-03 
(NON-RECORD} Foreign Training -
Maintained by any activity for reference 
(non-record) 

International Non-Record 
Destroy/delete when superseded 
or obsolete 

DDWSO 0800-05 

Country Agreements consisting of: host-
nation agreements between Military 
Departments, US forces in country, and 

0802-03 
country on support use of facilities. 
Forwarded to Joint Staff/combatant 

International Exception 
Destroy/delete when superseded 
or obsolete 

DDWSO 0800-06 B 

command for information purposes only 
maintained by any JS/combatant 
command activity 

UNCLASSIFIED 



UNCLASSIFIED 0800 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
International 

Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

NATO Files - NATO SECRET, NATO 
CONFIDENTIAL, NATO RESTRICTED 
documents held by individual NATO 

0811-04 
committee members and needed for 
everyday operations distributed to 

International Exception 
Destroy/delete when no longer 
needed. 

DDWNLN 0800-06 A 

JS/combatant command control points 
permanently for action officer and division 
usage 

NATO Files - COSMIC TOP SECRET, 
COSMIC TOP SECRET ATOMAL, NATO 
SECRET ATOMAL, NATO SECRET, 

Return within no later than 6 
NATO CONFIDENTIALATOMAL, NATO 

0811-02 International Exception months to the appropriate 
CONFIDENTIAL, NATO RESTRICTED 

subregistry section. 
documents loaned to JS/combatant 
command control points within the Joint 

/Staff/combatant command 

NATO Files - NATO SECRET, NATO 
CONFIDENTIAL, NATO RESTRICTED 
documents, excluding Agenda documents, 
Atlantic Council papers, and documents Cut off monthly, hold 6 months, 
held by individuals who are members of a then destroy/delete, or

0811-03 International Exception 
destroy/delete when no longer 

information for everyday operations 
NATO committee and need the 

needed, whichever is later. 
distributed to JS/combatant command 
control points permanently for action 
officer and division usage 

Return within no later than 6 NATO Files - NATO SECRET, NATO 
CONFIDENTIAL, NATO RESTRICTED months to the JS/combatant 
documents loaned to action officer via International Exception command control point for 0811-06 
JS/combatant command control points appropriate 0811-02 or 0811-03 
within the Joint Staff/combatant command action. 

Return within no 
later than 6 
months to the 

0800-06
appropriate 
subregistry 
section. 

Cut off monthly, 
hold 6 months, 
then 
destroy/delete, or 

· 0800-06 D
destroy/delete 
when no longer 
needed, whic_hever 
is later. 

Return within no 
-later than 6 

months to the 
JS/combatant 
command control 0800-06 E 
point for 
appropriate 0811-
02 or 0811-03 
action. 

UNCLASSIFIED 

C 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 
Number 

Office General Administration Records - Duty 
reports/duty rosters consisting of: information prepared 
by duty officer of the day or by personnel on charge-of-
quarters duty to record routine duties performed by

0901-02 
employees and special duties performed on a rotating 
basis. Included are daily activity reports and related 
information maintained by any JS/combatant command 
activity 
Office General Administration Records - Office 
personnel registers consisting of: information used to 
account for office personnel and to control office 
visitors, including registers showing personnel arrival, 

0901-03 
departure, leave, and temporary duty travel, excluding 
official personnel registers used to prepare input to 
automated personnel system maintained by any 
JS/combatant command activity 

Reading and Transitory Files - Transitory files consisting 
of: correspondence, messages, and other documents 
maintained for reference; copies of documents that 
require no official action; letters of transmittal; routine 
requests for information and replies thereto involving no

0905-01 
administrative or policy decisions and no special 
compilations or research; courtesy or informational 
documents that are not needed to document specific 
functions but are of reference value to an office 
maintained by any JS/combatant command activity 

JS/Combatant Command Bulletins, Circulars, and 
Newsletters/Newspapers - JS/Combatant Command 
Bulletins, Circulars, and Newsletters/Newspapers -
Proposed articles for all publications submitted by

0912-02 
JS/combatant command activities, working papers, 
drafts, art work, and related background papers used to 
publish the bulletin maintained by any JS/combatant 
command activity 

General 
Cut off when superseded, hold 6 months, 

TransitoryAdministration and 6 Months 0900-01 A
then destroy/delete. 

Management 

General 
Cut off when superseded, hold 6 months, 

Administration and Transitory 6 Months 0900-01 Athen destroy/delete 
Management 

General 
Cut off monthly, hold 3 months, 

Administration and Short-Term 6 Months 0900-01 B
destroy/delete (GRS 23, Item 7) 

Management 

General 
Cut off on publication in bulletin, hold 3 

Administration and Short-Term 6 Months 0900-01
months, then destroy/delete 

Management 

General
Audits and Audit Reports - Terminated audits or surveys

0915-02 Administration and Short-Term
maintained by any JS/combatant command activity 

Management 

Cut off on date of termination notice, hold 
3 months, then destroy/delete 

6 Months 0900-01 D 

Postal Administration Records - Records of and receipts 
for mail and packages received through the Official Mail 

General
and Messenger Service maintained by JS/combatant 

0944-02 Administration and Short-Term
command activities as the official record copy or for mail 

Management
control, excluding JS Form 47. (Note: See 0303-01 or 

Cut off monthly, hold 6 months, then 
destroy/delete 

6 Months 0900-01 E 

0306-01series for JS Form 47). 

UNCLASSIFIED 

C 



UNCLASSIFIED 0900 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

Number Record Series Description Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket Alpha 

-Number 
Postal Administration Records - Locator cards, 
directories, indexes, and other records relating to mail

0944-04 
delivery to individuals maintained by any JS/combatant 
command activity 

General 
Administration and Short-Term 
Management 

Cut off on separation or transfer of 
individual, or when obsolete, whichever is 
applicable; hold 5 months, then 
destroy/delete (GRS 12, item 6h) 

6 Months 0900-01 F 

Postal Administration Records - Correspondence, 
request forms, and other records relating to changes in 

0944-09 
mailing lists maintained by any JS/combatant command 
activity 

General 
Administration and Short-Term 
Management 

Cut off on revision, supersession, or 
cancellation of mailing list, hold 3 months, 
then destroy/delete (GRS 13, item 4a) 

6 Months 0900-01 F 

Working Papers - Project background records such as 
studies, analyses, notes, drafts, and interim reports 
maintained by any JS/combatant command activity. 

0908-01 
(Note: These papers are often filed in case files or other 
functional files as documentation of the action they 
address). 

General Administrative/ 
Administration and Routine/ Working 
Management Papers 

Project reports that require final action 
taken; cut off after final action, hold 6 
months, then destroy/delete; Project 
reports which no final action is taken; cut 
off on completion of report, hold 3 years, 
then destroy/delete; All project reports and 
working papers of potential long-term 
historical value, offer to JS/combatant 
command historical offices for review prior 
to destruction/deletion. 

3years 0900-02 A 

Terminology and Dictionary - Correspondence on 
standardization of military terminology, coordination, 

General Administrative / 
and promulgation by the Joint Military Terminology 

0904-02 Administration and Routine/ Working
Group (JMTG) including terminology disapproved by 

Management Papers
JMTG maintained by the Joint Staff as the official record 

Cut off when approved terminology is 
incorporated into Joint Publication 1.01, 
hold 2 years, then destroy/delete 

3years 0900-02 B 

copy 

JS/Combatant Command Bulletins, Circulars, and 
Newsletters/Newspapers - JS/Combatant Command 
Bulletins, Circulars, and Newsletters/Newspapers -
Publications used to provide unclassified offic:;ial and

0912-01 
unofficial information of an advisory, informative, or 
directive nature to· JS/combatant command activities 
maintained by any JS/combatant command activity as 
the official record copy 

General Administrative / 
Cut off annually, hold 2 years, then 

Administration and Routine / Working 3years 0900-02
destroy/delete

Management Papers 

Audits and Audit Reports - Completed audits or surveys 
General Administrative / 

including comments, recommendations, and actions Cut off on date of final report, hold 2 years, 
Administration and 0915-01 Routine / Working 3 years 0900-02 Dtaken in relation thereto maintained by any then destroy/delete 
Management Papers

JS/combatant command activity 
Reports Control - Case files on reports created, 
canceled, or superseded that contain evidence of their 
existence and/or discontinuance consisting of: files 
relating to reports _for which there are formal

0919-01 
requirements, induding files accumulated in the course 
of administrative control of the reports, excluding the 
reports themselves maintained by any JS/combatant 
command activity 

General Administrative/ Cut off when report is discontinued, hold 2 
Administration and Routine / Working years, then destroy/delete (GRS 16, item 3years 0900-02 E 
Management Papers 6) 

UNCLASSIFIED 

C 



UNCLASSIFIED 0900 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

New Sub-
Proposed

Number Sub Bucket Name Past Retention Bucket AlphaBucket NameRecord Series Description 
Retention 

Number 
Project Control - Memorandums, reports, and other 

General Administrative / 
Cut off on completion of project, hold 1 papers documenting assignments, progress, and 

Routine / Working 3 years 0900-02 F0920-01 Administration and 
year, then destroy/delete (GRS 16, item 5) completion of projects maintained by any JS/combatant 

Management Papers
command activity 

Staff Visits - Documents relating to scheduled or special 
visits for the purpose of performing staff or technical 
supervision or for conducting studies, including requests 
for permission to visit, reports of visit, trip reports, 
recommendations, and other directly related 

0922-01 documents, excluding inspections, surveys, audits, and 
visits made in connection with a specific process or 
case that should be filed with documentation of the 
process or case maintained by any JS/combatant 
command activity. (Note: See 0404-05 for distinguished 
visitor program documentation). 

General Administrative / Cut off on completion of next comparable 
Administration and Routine/ Working visit or on completion of related study, hold 3 years 0900-02 G 
Management Papers 3 years, then destroy/delete 

Administrative / General 
Cut off annually, hold 2 years, then Records Management maintained by any other 

Administration and Routine / Working 3years 0900-02 H0923-02 
destroy/deleteJS/combatant command activity 

Management Papers 

Records Disposition - Basic documentation of records 
description and disposition programs consisting of: 

0924-01 NARA approved SF 115 (Request for Records 
Disposition Authority) maintained by any JS/combatant 
command activity as the official record copy 

Records Disposition - Extra copies and routine 
correspondence and memorandums maintained by any 
activity for reference Files created in response to 

0924-03 requests for information under FOIA consisting of the 
original request, a copy of the reply thereto, and all 
related supporting files. May include the official file copy 
of the requested record or a copy thereof 

Freedom of Information Act (FOIA) Requests -
Correspondence and supporting documents granting 

0925-01 access to all the requested records, excluding the 
official file copy of the records requested if filed therein 
maintained by any JS/combatant command activity 

Freedom of Information Act (FOIA) Requests -
Correspondence and supporting documents responding 
to requesters who provide inadequate description and to 

0925-02 those who fail to pay agency reproduction fees and the 
request is not appealed, excluding the official file copy 
of the records requested if filed therein maintained by 
any JS/combatant command activity 

General Administrative / 
Cut off when superseded, hold 2 years, 

Administration and Routine / Working 3years 0900-02
then destroy/delete (GRS 16, item 2a(1)) 

Management Papers 

General Administrative/ 
Cut off annually, hold 2 years, then 

Administration and Routine / Working 3years 0900-02
destroy/delete (GRS 16, item 2b) 

Management Papers 

General Administrative / 
Cut off on date of reply, hold 2 years, then 

Routine / Working 3 years 0900-02Administration and J
destroy/delete (GRS 14, item 11a(1)) 

Management Papers 

General Administrative / 
Cut off on date of reply, hold 2 years, then 

0900-02Administration and Routine / Working 3 years J
destroy/delete (GRS 14, item 11a(2)a) 

Management Papers 

; 

UNCLASSIFIED 

I 

I 



UNCLASSIFIED 0900 SERIES Cross_walk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

New Sub-
Proposed

Bucket NameRecord Series Description Sub Bucket Name Past Retention Number Bucket Alpha
Retention 

., Number; 

FOIA Appeals - FOIA reports consisting of: reports 
relating to recurring reports and one-time information 
requirements on implementation of FOIA, including 
annual reports to Congress maintained by any 
JS/combatant command activity 

0927-04 

Privacy Act Reports - Recurring reports and one-time 
information requirements relating to agency 
implementation including reports to OSD and the 

0929-01 
Privacy Act Board and reports at agency level · 
maintained by any JS/combatant command activity as 
the official record copy 

Privacy Act - General Administrative - Records relating 
to the general agency implementation of the Privacy Act 

0930-01 including notices, memorandums, routine 
correspondence, and related records maintained by any 
JS/combatant command activity 
Schedules of Daily Activities - Consisting of: records 
containing substantive information relating to official 
activities, the substance of which has not been 

0932-03 
incorporated into official files maintained by directorate 
heads and heads of separate offices in the Joint Staff 
and combatant command 
Internal control correspondence consisting of: general 
correspondence, regulations, policy, action plans, 

0933-05 schedules for required reviews, and other related 
correspondence maintained by any JS/combatant 
command activity 

Inspections - Documents relating to inspecting and 
surveying JS/combatant command activities at all 
levels, including command/lG safety, equipment, and 

0935-01 
related inspections pertaining to performance of 
missions and functions, excluding security inspections 
maintained by any JS/combatant command activity 

Administrative Orders - Permanent change of station 
orders consisting of: duplicate copies of orders 

0943-01 maintained by any JS/combatant command activity as 
the JS/combatant command record copy. (Note: Official 
record copy is maintained in Service files). 

Administrative Orders - Background material to orders 
consisting of: letter request for orders, amendments, 

0943-04 etc., and justification files on special authorizations 
when required by orders publishing activity maintained 
by any JS/combatant command activity 

General Administrative/ 
Cut off annually, hold 2 years, then 

Administration and Routine / Working 3years 0900-02 Kdestroy/delete (GRS 14, item 14) 
Management Papers 

General Administrative / 
Cut off annually, hold 2 years, then 

Administration and Routine/ Working 3 years 0900-02
destroy/delete (GRS 14, item 25)

Management Papers 

General Administrative / 
Cut off annually, hold 2 years, then 

Administration and 3 years· Routine/ Working 0900-02 M
destroy/delete (GRS 14, item 26)

Management Papers 

General Administrative / 
Cut off annually, hold 2 years, then

Administration and Routine / Working 3years 0900-02 N
destroy/delete (GRS 23, item 5a) 

Management Papers 

General Administrative / Cut off on completion of next comparable 
Administration and Routine / Working plan, hold 3 years, then destroy/delete 3years 0900-02 0 
Management Papers when no longer needed 

Cut off annually, hold 3 years, then 
General Administrative / 

destroy/delete or destroy/delete after the pAdministration and Routine / Working 3 years 0900-02
next comparable survey or inspection,

Management Papers 
whichever is later 

General Administrative / 
Cut off on transfer of individual, hold 1 

Administration and Routine / Working Q3years 0900-02
year, then destroy/delete 

Management Papers 

General Administrative / 
Cut off annually, hold 1 year, then 

Administration and Routine/ Working 3 years 0900-02 R
destroy/delete

Management Papers 

UNCLASSIFIED 

L 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

Number Record Series Description 

Postal Administration Records - Records relating to 
incoming or outgoing registered mail, pouches, 
registered, certified, insured, overnight express, and 

0944-01 
special delivery mail including receipts and return 
receipts maintained by any JS/combatant command 
activity 

Bucket Name 

General 
Administration and 
Management 

Sub Bucket Name . 

Administrative / 
Routine/ Working 
Papers 

Past Retention 

Cut off annually, hold 1 year, then 
destroy/del~te {GRS 12, item 5a) 

Proposed 
Retention 

3 years 

New Sub-
Bucket 
Number 

0900-02 

Alpha 

s 

Postal Administration Records - General files including 
correspondence, memorandums, directives, and guides 

0944-03 
relating to the administration of mail room operations 
maintained by any JS/combatant command activity 

General 
Administration and 
Management 

Administrative / 
Routine/ Working 
Papers 

Cut off annually, hold 1 year, then 
destroy/delete, or destroy/delete when 
superseded or obsolete, whichever is 
applicable GRS 12, item 69) 

3 years 0900-02 T 

Postal Administration Records - Distribution 
0944-07 Authorization Sheets maintained by distributing 

JS/combatant command activities 
Postal Administration Records - maintained by any 
other JS/combatant command activity and used for 
tracking or suspensing, excluding use for control and 

0944-08 
accountability purposes. {Note: See 0303-01 or 0306-
01 series for distribution records used for control and 

General 
Administration and 
Management 

General 
Administration and 
Management 

Administrative / 
Routine / Working 
Papers 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 2 years, then 
destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete 

3 years 

3years 

0900-02 

0900-02 

u 

V 

accountability purposes). 

Graphics, Printing, Reproduction, Office Copier, and 
Distribution Management - Records relating to internal 
management, operations, and costs of graphics,

0945-01 
printing, reproduction, office copiers, and distribution 
functions maintained by any JS/combatant command 
activity as the official record copy 

General Administrative / 
Cut off annually, hold 2 years, then 

Administration and Routine / Working 0900-023years w
destroy/delete

Management Papers 

Graphics, Printing, Reproduction, Office Copier, and 
0945-02 Distribution Management maintained by other 

JS/combatant command activities 

General Administrative / 
Administration and Routine / Working 
Management Papers 

Cut off annually, hold 1 year, then 
destroy/delete 

3 years 0900-02 w 

Graphics, Printing, Reproduction, Office Copier, and 
Distribution Management - Control files consisting of: General Administrative / Cut off at end of FY in which compiled or 

0945-03 control registers pertaining to requisitions and work Administration and Routine / Working after filing of register, whichever is 3 years 0900-02 X 
orders maintained by any JS/combatant command Management Papers applicable, hold 1 year, then destroy/delete 
activity as the official record copy 
Graphics, Printing, Reproduction, Office Copier, and 
Distribution Management- Files of masters {copy preps) General Administrative / 

0945-05 of vu-graphs, book covers, and related papers used in Administration and Routine/ Working 
the production of graphics aids maintained by any Management Papers 

Review semi-annually, destroy/delete after 
3 years 

1 year of nonuse 
0900-02 X 

JS/combatant command activity 

UNCLASSIFIED 



UNCLASSIFIED 0900 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. 11 
General Administratiorumd Management 

New Sub-
Proposed

Number Record Series Description Bucket Name Sub Bucket Name Past Retention AlphaBucket
Retention 

Number 

General Office Administration - Internal 
administration/housekeeping consisting of: records 
accumulated by individual offices relating to the internal 
administration or housekeeping activities of the office 
rather than the functions for which the office exists, 
including records relating to staffing, procedures, hours 
of duty, supplies and office services and equipment 

0901-01 
requests, use of office space, activity and workload 
reports, and comparable records not associated with 
functional programs, excluding documentation relating 
to assigned functional or program responsibilities, 
disposed of in accordance with the instructions 
pertaining to the function or program maintained by any 
JS/combatant command activity 

JS/Combatant Command Forms Management Program 
One record copy of each form created by Joint 
Staff/combatant command with related instructions and 

0913-01 
documentation showing inception, scope, and purpose 
of the form maintained, controlled, and issued by 
JS/combatant command forms activity 

Agreements - Documents relating to agreements 
between elements of the Joint Staff/combatant 
commands, between the military services or Federal 
_agencies and the Joint Staff/combatant commands, or 
between other non-Federal organizations or agencies 

0918-01 and the Joint Staff/combatant commands, including 
memorandums of agreement, base host tenant 
agreements, interservice support agreements, and 
interagency support agreements, excluding agreements 
with foreign maintained by any JS/combatant command 
activity as the official record copy 

Records Management - Correspondence, reports, 
authorizations, and other records that relate to the 
management of JS/combatant command records 
including such matters as forms, correspondence, 

0923-01 reports, mail, and •files management; the use of 
microforms, IT systems, and word processing; records-
management surveys; vital records programs; and all 
other aspects of records management maintained as 
the official JS/combatant command record copy 

General Administrative / 
Cut off annually, hold 2 years, then yAdministration and Routine/ Working 3 years 0900-02
destroy/delete. Authority: GRS 23 item I 

Management Papers 

Management and General Cut off when related form is discontinued, 
Administration and Program/Operations superseded, or canceled; hold 5 years; 7-10 years 0900-03 A 
Management Records then destroy/delete (GRS 16, Item 3a) 

Management and General Cut off when agreement is superseded, 
Administration and Program/Operations canceled, or terminated; hold 5 years; then 7-10 years 0900-03 B 
Management Records destroy/delete (GRS 16, Item 3a) 

General Management and 
Cut off annually, hold 6 years, then 

Administration and Program/Operations 7-10 years 0900-03
destroy/delete (GRS 16, item 7) 

Management Records 

UNCLASSIFIED 

C 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
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New Sub-
Proposed

Number Sub Bucket Name Past RetentionRecord Series Description Bucket Name Bucket Alpha
Retention 

Number 
Records Disposition - consisting of: other records such 
as SF 135 (Records Transmittal and Receipt), SF 258 Cut off when related records are either

Management and General 
destroyed or transferred to NARA, hold 6 (Agreement to Transfer Records to National Archives of

0924-02 Administration and Program/Operations 7-10 years 0900-03 D
years, then destroy/delete (GRS 16, item the United States), and related documentation RecordsManagement 
2a(2)) 

the official record copy 

Freedom of Information Act (FOIA) Requests -
Correspondence and supporting documents denying 

maintained by any JS/combatant command activity as 

Management and General 
Cut off on date of reply, hold 6 years, then access to all or part of the records requested and the 

Program/Operations 0900-030925-03 Administration and 7-10 years E
destroy/delete (GRS 14, item 11a(3)(a)) request is not appealed, excluding the official file copy 

Management Records
of the records requested if filed therein maintained by 
any JS/combatant command activity 

FOIA Appeals - Correspondence and supporting Cut off on final determination, hold 6 years, 
documents, excluding the official file copy of the records General Management and then destroy/delete; or cut off on 

Program/Operations adjudication by courts, hold 3 years, then 7-10 years 0926-01 under appeal if filed therein maintained by any Administration and 0900-03 F 
JS/combatant command activity as the official record Management Records destroy/delete; whichever is later (GRS 14, 
copy item 12a) 

FOIA Control - Files maintained for control purposes in 
responding to requests, including registers and similar 
records listing date, nature and purpose of request, and 

0927-01 
name and address of requester consisting of: the 
register or listing maintained by any JS/combatant 
command activity as the official record copy 

Management and General 
Cut off on date of last entry, hold 6 years 

Program/Operations 0900-03Administration and 7-10 years G
then destroy/delete (GRS 14, item 13a) 

RecordsMan~gement 

FOIA Control - All other files maintained by any General Management and Cut off on final action or final adjudication 
0927-02 JS/combatant command activity as the official record Administration and Program/Operations by courts, whichever is later; hold 6 years, 7-10 years 0900-03 G 

copy Management Records then destroy/delete (GRS 14, item 13b) 

Privacy Act Matters - Files maintained in response to 
requests from individuals to gain access to their records 
or to any information in the records pertaining to them 
as provided for under 5 USC 552a(d)(1) consisting of: 

0928-01 files containing original request, copy of reply thereto, 
and all related supporting documents. May include the 
official file copy of records requested or a copy thereof 
maintained by any JS/combatant command activity as 
the official record copy 

Declassification - JS/combatant command supplemental 
documents, directives, and correspondence relating to 
declassification actions; internal and external 

0931-01 declassification requests; response, appeal, referrals, 
and general policy files maintained by any 
JS/combatant command activity as the official record 
copy 

General Management and 
Administration and Program/Operations 
Management Records 

Cut off after the disclosure for which the 
accountability is made, hold 5 years, then 
destroy/delete, or dispose of in accordance 

0900-037-10 years H
with approved disposition instructions for 
the related subject individual's records, 
whichever is later (GRS 14, item 23) 

Management and General 
Cut off when revised, superseded, or 

7-10 years 0900-03Administration and Program/Operations 
canceled; hold 5 years; then destroy/delete 

RecordsManagement 

UNCLASSIFIED 
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General Administration and Management 
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. 

Bucket Name Sub Bucket Name Past Retention 
Proposed 
Retention 

New Sub-
Bucket 
Number 

Alpha 

Internal Control Programs - Vulnerability assessments 

0933-01 
records pertaining to internal control or elimination of 
waste, fraud, and abuse of resources maintained by the 
Joint Staff/combatant command as the official record 

General 
Administration and 
Management 

Management and 
Program/Operations 
Records 

Cut off at end of FY, hold 5 years, then 
destroy/delete when no longer needed 

7-10 years 0900-03 J 

copy 
Internal Control Programs - Internal control reviews 
records used as reference material to track problems in 
assessable units over the years and to compare with 

0933-02 
succeeding vulnerability assessments and reviews 
maintained by the Joint Staff/combatant command as 

General 
Administration and 
Management 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete when no longer needed 

7-10 years - 0900-03 J 

the official record copy 

0934-03 

Inspector General (IG) Investigation Records - Files 
containing information or allegations that are of an 
investigative nature but do not relate to a specific 
investigation, induding anonymous or vague allegations 
not warranting an investigation, matters referred to 
constituents or other agencies for handling, and support 
files providing general information that may prove useful 
in IG investigations maintained by any JS/combatant 
command activity 

General Management and 
Cut off annually, hold 5 years, then 

Administration and Program/Operations 7-10 years K0900-03
destroy/delete

Management Records 

Science Advisor Records/Activities - Files relating to 
routine and administrative activities and events within 

0942-02 general management sciences activities maintained by 
any JS/combatant command activity as the official 

General Management and 
Cut off annually, hold 5 years, then 

Administration and Program/Operations 
destroy/delete

Management Records 
7-10 years 0900-03 L 

record copy 

Administrative Orders-Temporary duty orders 
0943-02 consisting of: originals or record copies of orders 

maintained by any JS/combatant command activity 

General Management and 
Cut off at the end FY, hold 6 years, then 

Administration and Program/Operations 
destroy/delete

Management Records 
7-10 years 0900-03 M 

Instructions (Operating Instructions, SOPs, ETC.) -
Documents containing instructions covering policies and 
special procedures of those features of operations that 

0902-01 
lend themselves to a definite or standardized procedure 
maintained by any JS/combatant command activity as 
the official record copy 

Cut off when superseded or incorporated
General Management and 

into a permanent publication, hold 2 years, 
Administration and Program/Operations 7-10years 0900-03 N

then retire to ISF. Destroy/delete 1 Oyears
Management Records 

after cutoff 

Inspector General (IG) Investigation Records - All other 
investigative case files, exduding those that are 

Management and General
unusually significant for documenting major violations of Cut off by FY when case is closed, hold 10 

0934-04 Administration and Program/Operations 7-10 years 0900-03criminal law or ethical standards by agency officials or _ years, then destroy/delete 
Management Records

others maintained by any JS/combatant command 
activity 

UNCLASSIFIED 

0 
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Number Record Series Description 

Terminology and Dictionary-Do□ Dictionary of Military 
and Associated Terms (Joint Publication (Jt Pub) 1-02)) 

0904-01 is published to ensure uniformity in the application and 
use of terms and definitions throughout Do□ maintained 
by the Joint Staff as the official record cepy 

JS Terminology and Dictionary- Terminology Master 
Index consisting of: a compilation of the history of

0904-03 
military terms maintained by the Joint Staff as the 
official record copy 
Reading and Transitory Files - Indexes, lists, registers, 
and other finding aids in hard copy or electronic form 
used only to provide access to records authorized for 
permanent retention and transfer to NARA, excluding 

0906-02 
records containing abstracts or other information that 
can be used as an information source apart from the 
related records maintained by any JS/combatant 
command activity 
Background Papers - Documents providing concise but 
thorough information used to inform principals on the 
substantive aspects of a subject. Background papers 
are more similar to studies than to working papers and 

0909-01 are used for a variety of purposes and occasions 
maintained by any JS/combatant command activity. 
(Note: These papers are often filed in case files or other 
functional files as documentation of the action they 
address). 

Talking Papers - Documents provided to a principal with 
good knowledge of a subject, used by the principal as a 
memory aid in an oral discussion maintained by any

0910-01 
JS/combatant command activity. (Note: These papers 
are often filed in case files or other functional files as 
documentation of the action they address). 

Studies - Studies, analyses, and summaries consisting 
of: special detailed analyses, cost studies, and 
summaries covering all subject areas that serves as an 

0917-01 index to the economical use of resources and furnish 
data in the preparation and support of plans, budgets, 
and programs maintained by any JS/combatant 
command activity as the official record copy 

Bucket Name 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

Sub Bucket Name 

Case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Past Retention 

Perm: Dispose IAW 0014-01. Cut off 
annually, hold 5 years, then retire by CY 
block to JS Records Holding Area (RHA) 
at Ft Ritchie, MD. Transfer entire block to 
National Archives and Records 
Administration (NARA) 25 years after 
cutoff, after declassification review. 
Perm: Cut off when no longer needed; then 
retire to JS RHA. Transfer to NARA 25 
years after cutoff, after declassification 
review. 

Perm: Transfer to NARA with related 
permanent records 

Perm: If not filed in related subject files, 
destroy/delete upon termination of event, 
briefing, or meeting 

Perm: If not filed in related subject files, 
destroy/delete· upon termination of event, 
briefing, or meeting. 

Perm: Cut off on completion of study, hold 
5 years, then retire by CY block to ISF. 
Transfer to NARA in 5-year blocks 25 
years after cutoff, after declassification 
review. 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

New Sub-
Bucket Alpha 
Number 

0900-04 A 

0900-04 A 

0900-04 B • 
0900-04 C 

0900-04 D • 
E0900-04 

UNCLASSIFIED 
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New Sub-
P_roposed

Bucket Name Sub Bucket Name Past Retention AlphaRecord Series Description aucketNumber Retention 
.Number' 

Schedules of Daily Activities - Calendars, appointment 
books, schedules, logs, diaries, and other records 
documenting meetings, appointments, telephone calls, 
trips, visits, and other activities of Federal 
(JS/combatant command) employees while serving in 
an official capacity, exduding material determined to be 
"personal records." Consisting of: records containing 
substantive information relating to the official activities 
of a high-level official- the Chairman, Joint Chiefs of

0932-01 
Staff/combatant commander the heads of program . 
offices and staff offices; directors of offices, bureaus, or 
equivalent; career Federal employees; and officers of 
the Armed Forces serving in equivalent or comparable 
positions) -the substance of which has not been 
incorporated into memorandums, reports, 
correspondence, or other records included in the official 
files maintained by the Office of the Chairman, Joint 
Chiefs of Staff/he~dquarters, combatant command. 

Internal Control Programs - Internal control annual 
statement of assurance consisting of: annual statement 
of assurance of JS/combatant command compliance to 
the Secretary of Defense (SecDef), semiannual 
statistical summary of the JS Internal Management 

0933-03 Control program, summary of internal control taskings, 5 
year management control plan, and miscellaneous 
correspondence within the Joint Staff/combatant 
command concerning implementation and monitoring of 
internal control programs maintained by the Joint 
Staff/combatant command as the official record copy 

Inspector General (IG) Investigation Records -_Reports 
and actions taken on inspections/investigations of the 
combatant commands and other joint activities by the 
IG and special inspection teams as directed by OSD 

0934-01 and the Joint Staff/combatant command that are 
considered significant in terms of media/public interest, 
effect on policy and procedures, or high visibility 
litigation maintained by the Joint Staff as the official 
record copy 

General Case Mgmt/ 
Administration and Historical 
Management Significance 

Perm: Cut off at expiration of 
CJCS/combatant commander tour, hold 2 
years, then transfer to NARA after 

FPermanent 0900-04
dedassification review. Nonpermanent 
records may be destroyed by NARA during 
archival processing 

Perm: Cut off annually, hold 5 years, then 
Case Mgmt./ General 

retire to ISF. Transfer to NARA in 5-year 
PermanentAdministration and Historical 0900-04 G

blocks 25 years after cutoff, after 
Management Significance 

declassification review 

\ 

Perm: Cut off annually, hold 7 years, then 
General Case Mgmt./ 

retire by CY block to JS RHA. Transfer to
Administration and Historical Permanent 0900-04 H

NARA in 5-year blocks 25 years after 
Management Significance 

cutoff, after declassification review 

Perm: Cut off annually, hold 7 years, then 
Case Mgmt./ Inspector General (IG) Investigation Records - General 

retire by CY block to JS RHA. Transfer to
0934-02 Permanent Hmaintained by the combatant command as the official Administration and Historical 0900-04

NARA in 5-year blocks 25 years after -
record copy Management-' Significance 

cutoff, after declassification review 

UNCLASSIFIED 
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Number Record Series Description 

Science Advisor Records/Activities - Records generated 
by the science advisor consisting of: reports, studies, 
tasking orders, and similar records. Reports are usually

0942-01 
informal and unpublished. Records may be generated 
at all activities maintained by any JS/combatant 
command activity as the official record copy 

Administrative Orders - General administrative orders 
consisting of: assumptions of command, courts martial

0943-03 
authority, etc., maintained by any JS/combatant 
command activity as the official record copy 

Postal Administration Records - Distribution 
authorization sheets for documents used to list 

0944-06 addresses and numbers of copies to be delivered by the 
distribution activity maintained by any JS/combatant 
command activity as the official record copy 

Staff Meetings and Conferences - Staff meetings and 
conferences not covered elsewhere consisting of: 
record copies of agendas, minutes, and related 

0946-01 correspondence of committees and boards established 
by higher headquarters directives and not filed with 
another series of records - record copies at combatant 
command headquarters 
(NON RECORD) Instructions (Operating Instructions, 

0902-02 Standard Operations Procedures (SOPs), ETC.))-
maintained by any activity for reference (non-record) 
(NON RECORD) Reference publications and Library 
Material - Copies of miscellaneous documents and 
reference publications such as regulations, manuals, 
pamphlets, and supplements, and publications of the

0903-01 
Joint Staff/combatant command, Department of 
Defense (DoD), and other government agencies or 
private organizations maintained by any activity for 
reference (non-record) 

(NON RECORD) Terminology and Dictionary -
0904-04 maintained by any activity for reference (non-record) 

(NON RECORD) Suspense Files - Suspense cards, 
0907-01 forms, sheets, etc., maintained to track actions 

maintained by any JS/combatant command activity 

Bucket Name 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

Sub Bucket Name 

Case Mgmt/ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Case Mgmt./ 
Historical 
Significance 

Non-Record 

Non-Record 

Non-Record· 

Non-Record 

Past Retention 

Perm: Cut off on completion of study, hold 
5 years, then transfer by CY block to ISF. 
Transfer to NARA in 5-year blocks 25 
years after cutoff, after declassification 
review 

Perm: Cut off annually, hold 2 years, retire 
to ISF. Transfer to NARA 25-years after 
cutoff, after declassification review 

Perm: Incorporate into official 
JS/combatant command case file in 
accordance with 0001.01/0031.01. Cut off 
annually, hold 5 years, then retire by CY 
block to JS Records Holding Area (RHA) 
at Ft Ritchie, MD. Transfer entire block to 
National Archives and Records 
Administration (NARA) 25 years after 
cutoff, after declassification review. 

Perm: Cut off annually, hold 25 years, 
then transfer to NARA, after 
declassification review 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when superseded or 
obsolete 

Destroy/delete when no longer needed 

Cut off when all actions are cleared, 
destroy/delete reference copies 
immediately, the incorporate file copy into 
official files. (GRS 23, item 6a) 

Proposed 
Retention 

Permanent 

Permanent 

Permanent 

Permanent 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DD 

New Sub-
Bucket Alpha 
Number 

0900-04 I 

0900-04 J 

•
0900-04 K 

0900-04 L 

0900-05 

0900-05 • 
0900-05 

0900-05 

UNCLASSIFIED 

https://0001.01/0031.01
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New Sub-
Proposed

Bucket Name Sub Bucket Name Past Retention Record Series Description Bucket AlphaNumber 
Retention 

Number 

(NON RECORD) Point, Position, and lnfonnation 
Papers - lnfonnation papers consisting of: documents 
used to convey information for the reader's use in 

0911-02 preparing for a meeting or briefing maintained by any 
activity for reference (non-record). (Note: These papers 
are often filed in case files or other functional files as 
documentation of the action they address). 

(NON RECORD) JS/Combatant Command Bulletins, 
Circulars, and Newsletters/Newspapers - JS/Combatant 

0912-03 Command Bulletins, Circulars, and 
Newsletters/Newspapers - maintained by any activity for 
reference (non-record) 
(NON RECORD) Personal Papers -
Chainnan's/combatant commanders' personal papers 
consisting of: unclassified CJCS/combatant 
commanders' personal and private correspondence, 
including copies of speeches, statements, and 

0914-02 testimonies. (Speeches, statements, and testimonies 
will be filed in both official and personal files.) 
maintained by the· Office of the Chairman, Joint Chiefs 
of Staff/headquarters, combatant command, as part of 
the CJCS/combatant commander's personal files and 
considered non-official (non-record) 

General If not filed in related subject files, 
Administration and Non-Record destroy/delete upon tennination of event, DDWNLN FR. 0900-05 
Management briefing, or meeting 

General 
Administration and Non-Record Destroy/delete when no longer needed DDWNLN FR. 0900-05 
Management 

~ 

Retain in the office of the Chairman, Joint 

General 
Administration and Non-Record 
Management 

Chiefs of Staff/office of the commander, 
combatant command, until completion of 
CJCS/commander tour of duty, then 
dispose of at the discretion of 
CJCS/combatant commander 

CJCS/CCToD 0900-05 

(NON RECORD) Audits and Audit Reports - maintained General 
0915-03 by other JS/combatant command activities for reference Administration and Non-Record Destroy/delete when no longer needed DDWNLN FR. 0900-05 

(non-record) Management 
(NON RECORD) Action Officer Case Files - Copies of 
JS/combatant command taskings, documents, decision 
notices, flimsies, papers, actions, 
transmittal/coordination sheets, corrigendums, notes to 
holders, etc., including copies of inputs from 
contributing agencies or individuals and any other General 

.f 

0916-01 correspondence relating to ongoing and completed Administration and Non-Record 
actions. Used for periodic review by action officers as Management 
cross-reference to the record copy for continuing policy 
guidance and background infonnation. Files maintained 

Review annually purging extraneous 
papers and duplicate copies. Incorporate 
background materials pertaining to official 
actions into official JS case file. 
Destroy/delete other materials when no 
longer needed-except NATO documents 

NATO 0900-05 

by action officers in action offices may duplicate some 
records maintained in the official files maintained by 
Joint Staff action officers 

UNCLASSIFIED 
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Number Record Series Description 

{NON RECORD) Internal Control Programs - Internal 
control management documents maintained in 
reference libraries throughout the Joint Staff/combatant 
command, including hard copy, microfilm, and 
documents in electronic form maintained by other 
JS/combatant command activities for reference {non-
record) 

{NON RECORD) Action Officer Case Files - Maintained
0916-02 

by combatant command action officers 

{NON RECORD) Studies - maintained by any activity for
0917-02 

reference {non-record) 

(NON RECORD) Agreements - maintained by any
0918-02 

activity for reference {non-record) 

{NON RECORD) Freedom of Information Act {FOIA) 
Requests - Reference or information copies of FOIA

0925-05 
requests maintained by other activities for reference 
{non-record) 
(NON RECORD) FOIA Appeals - Reference or 

0926-03 information copies of FOIA appeal request maintained 
by any activity for reference (non-record) 
{NON RECORD) Privacy Act Matters - maintained by 

0928-02 other JS/combatant command activities for reference 
(non-record) 

(NON RECORD) Privacy Act Reports - maintained by
0929-02 

any other activity for reference {non-record) 

{NON RECORD) Declassification - Documents, 
directives, and correspondence reflecting the 
formulation and establishment of policy, planning, and 

0931-02 
procedural developments governing declassification 
maintained by JS/combatant command activities for 
reference (non-record) 
{NON RECORD) Declassification - maintained by 

0931-04 JS/combatant command activities for reference {non-
record) 

Bucket Name 

General 
Administration and 
Management 

General 
Administration and 
Management 
General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 
General 
Administration and 
Management 
General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

Sub Bucket Name 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Past Retention 

Review annually, purging extraneous 
papers and duplicate copies. Incorporate 
background materials pertaining to official 
actions into official JS case file. 
Destroy/delete other materials when no 
longer needed-except that NATO 
documents no longer needed will be 
disposed of in accordance with appropriate 
0801 category number and USSAN 1-69. 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Proposed 
Retention 

NATO 

DDWNLN 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

DDWNLN FR. 

New Sub-
Bucket Alpha 
Number 

0900-05 

0900-05 

0900-05 • 
0900-05 

0900-05 

0900-05 

0900-05 

0900-05 •
0900-05 

0900-050933-04 

UNCLASSIFIED 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

New Sub-
Proposed

Past Retention BucketBucket Name Sub Bucket Name Alph~Number Record Series Description Retention 
Number 

(NON RECORD) Inspector General (IG) Investigation General 
0934-05 Destroy/delete when no longer needed DDWNLN FR. 0900-05 

command activities for reference (non-record) 
Administration and Non-RecordRecords - copies maintained by other JS/combatant 
Management 

(NON RECORD) Inspections - maintained by other General 
0935-02 Destroy/delete when no longer needed DDWNLN FR. 0900-05 

record) 
Administration and Non-RecordJS/combatant command activities for reference (non-
Management 
General

(NON RECORD) Graphic Arts - maintained by any 
Destroy/delete when no longer needed DDWNLN FR. 0900-05Administration and Non-Record0937-05 activity for reference (non-record) . 

Management 
(NON RECORD) Science Advisor Records/Activities - General 

Destroy/delete when superseded or 
DDWNLN FR. 0900-05Administration and Non-Recordcopies of all above items maintained by any activity for0942-03 obsolete

Management 
General 

reference (non-record) 

(NON RECORD) Administrative Orders - reference 
Destroy/delete when no longer needed DDWNLN FR. 0900-05Administration and Non-Record0943-05 

copies (non-record) 
Manaaement 

(NON RECORD) Postal Administration Records - General 
Destroy/delete when superseded or 

DDWNLN FR. 0900-05Monthly personnel locator listing maintained by any Administration and Non-Record0944-05 
obsolete

Management 
(NON RECORD) Staff Meetings and Conferences -
JS/combatant command activity (non-record) 

Cut off annually, hold 1 year or until noGeneral 
longer needed, whichever is earlier; then DDWNLN 0900-05Administration and Non-Recordcopies maintaine~ by any activity for reference (non-0946-02 

Management destroy/delete 
Reading and Transitory Files - Reading files consisting 
record) 

Cut off annually, hold 1 year, or until noGeneral
of: duplicate copies of incoming and outgoing 0900-06Exception longer needed, whichever is earlier; then NLN AAdministration and 0905-02 
correspondence maintained by any JS/combatant 

Management destroy/delete
command activity 
FOIA Control - Freedom of information electronic 
databases providing a means of retrieving information General 

Data updated as required. Destroy/delete 
DD 0900-06 BAdministration and Exceptionon requests to DoD submitted under provisions of FOIA0927-03 when no longer needed 

Management 
Staff/combatant command 
Audio (Sound) Recordings)- Recordings of meetings 

EO 12958 maintained and managed by Joint 

General 
Destroy/delete immediately after use (GRS 0900-06Administration and Exception DDIAUmade exclusively for note-taking or transcription0939-01 21, item 22) 

Management 
General 

maintained by any JS/combatant command activity 

Destroy/delete immediately after use (GRSAudio (Sound) Recordings) - Dictation belts or tapes DDIAU 0900-06 DAdministration and Exception0939-02 21, item 23) maintained by any JS/combatant command activity. 
Management 
General 

Destroy/delete individual card when Postal Administration Records - Card list maintained by DD EAdministration and Exception 0900-060944-10 canceled or revised (GRS 13, item 4b) any JS/combatant command activity 
Management 

Graphics, Printing, Reproduction, Office Copier, and 
General

Distribution Management - Copies of requests for 
Destroy/delete on completion of job DD 0900-06 F0945-04 Administration and Exception

graphics, printing,· and reproduction maintained by any 
Management

JS/combatant command activity 

UNCLASSIFIED 

C 
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Number Record Series Description 

Postal Administration Records - Military postal office 
files consisting of: requests, approvals, studies, reviews, 
coordination, and evaluation relating to the 

0944-12 establishment and/or disestablishment of military postal 
offices maintained by any JS/combatant command 
activity. (Note: Official record copy is maintained by 
Military Postal Service Agency). 
JS/Combatant Command Forms Management Program 
Miscellaneous correspondence and papers used for the 

0913-04 approval, disapproval, and review of JS/combatant 
command forms maintained by any JS/combatant 
command activity 
Still Photography -- Duplicate items in excess of record 
elements required for preservation, duplication, and 

0936-03 
reference service maintained by any JS/combatant 
command activity 
Graphic Arts - Routine artwork for handbills, flyers, 

0937-04 posters, letterhead, and other graphics maintained by 
any JS/combatant command activity 
Schedules of Daily Activities - Routine materials 
containing no substantive information regarding the 
daily activities of other than high-level officials and 

0932-04 
records of all Federal employees containing substantive 
information, the substance of which has been 
incorporated into official files 

JS/Combatant Command Forms Management Program 
Working papers, background materials, requisitions, 

0913-02 
specifications, processing data, and control records 
maintained by JS/combatant command forms activity 

JS/Combatant Command Forms Management Program 
Forms files containing requests for approval of forms

0913-03 
and pertinent background material maintained by other 
JS/combatant command activities 

Inspector General (IG) Investigation Records -
Additional duty designations/delegations of authority 
consisting of: documents relating to the assignment of 
additional duties, delegation of authority, etc., 
maintained by any JS/combatant command activity 
Declassification - JS/combatant command listings of 
papers that have been reviewed and declassified 

0901-04 

0931-03 
maintained by the Joint Staff/combatant command as 
the official record copy 

Studies - Routine, periodic analyses and studies 
0917-03 

maintained by any JS/combatant command activity 

Bucket Name 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

Sub Bucket Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

Destroy/delete upon termination of the 
military postal office 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 

Destroy/delete when no longer needed 
(GRS 21, item 6) 

Destroy/delete when no longer needed 
(GRS 23, item 5b) 

Destroy/delete when related form is 
discontinued, superseded, or ca!'lceled 

Destroy/delete when related form is 
discontinued, superseded, or canceled 

Destroy/delete when rescinded or 
superseded 

Destroy/delete when superseded 

Destroy/delete when superseded or 
obsolete 

Proposed 
Retention 

DD UT of Mil 

DD 

DDWNL 

DDWNLN 

DDWNL 

DD 

DD 

DDWRS 

DD 

DD 

New Sub-
Bucket Alpha 
Number 

0900-06 G 

0900-06 H 

0900-06 

0900-06 

0900-06 

I 

J 

K 

0900-06 L 

0900-06 M _...-..._ 

0900-06 N 

0900-06 0 

p0900-06 

UNCLASSIFIED 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

New Sub-
Proposed

Bucket Name Sub Bucket Name Past Retention BucketNumber Record Series .Df:!SCriptlon ~phaRetention ', 

·Number, , 

Orientation and Briefing Files - Documents used in 
orientations and briefings given to visitors and newly 
assigned individuals about the mission, functions, and 
physical layout of an office, and in briefings given to the

0921-01 
staff about the mission and various special projects. 
Included are photographs, copies of specially prepared 
handouts, video tapes, and related or similar documents 
maintained by any JS/combatant command activity 

Graphics, Printing, Reproduction, Office Copier, and 
Distribution Management - Publications/forms 
requisitions and requirements consisting of: forms, other 

0945-06 
records, and related correspondence used to requisition 
or establish requirements for publications/forms 
maintained by any JS/combatant command activity 

Finding Aids - Indexes, lists, registers, and other finding 
aids in hard copy or electronic form used only to provide 
access to records authorized for destruction by the GRS 
or a NARA-approved Standard Form (SF) 115, 

0906-01 
excluding records containing abstracts or other 
information that can be used as an information source 
apart from the related records maintained by any 
JS/combatant command activity 

General 
Destroy/delete when superseded or 

DD 0900-06 QAdministration and Exception 
obsolete

Management 

General 
Destroy/delete when superseded or 

RAdministration and Exception DDWSO 0900-06
obsolete

Management 

General 
Destroy/delete with the related records 

Exception DD/RR 0900-06 sAdministration and 
(GRS 23, Item 9) 

Management 

Freedom of Information Act (FOIA) Requests- Official 
0925-04 file copy of requested records maintained by any 

JS/combatant command activity 

General 
Administration and Exception 
Management 

Dispose of in accordance with approved 
disposition instructions for the related 
records, or with the related FOIA request, 
whichever is later (GRS 14, item 11b)_ 

Dispose 0900-06 T 

FOIA Appeals - Official file copy of records under 
0926-02 appeal maintained by any JS/combatant command 

activity as the official record copy 

General 
Administration and Exception 
Management 

Dispose of in accordance with approved 
disposition instructions for the related 
records, or with the related FOIA request, 
whichever is later (GRS 14, item 12b) 

Dispose 0900-06 u 

Audiovisual Records Documentation - Finding aids for 
identification, retrieval, or use of temporary audiovisual 

0941-01 
records maintained by any JS/combatant command 
activity 

General 
Administration and Exception 
Management 

Disposition is that of the related 
audiovisual records. (GRS 21, item 29) 

DDWNLN 0900-06 V 

Point, Position, and Information Papers - Point 
papers/position papers consisting of: documents 
designed to present key points, facts, positions, or 
questions in the most brief and orderly fashion. 

0911-01 Documents are flexible in format and state the thrust of 
the subject maintained by any JS/combatant command 
activity. (Note: These papers are often filed in case files 
or other functional files as documentation of the action 
they address). 

General If not filed in related subject files, 
Administration and Exception destroy/delete upon termination of event, DD u/TE 0900-06 w 
Management briefing, or meeting 

UNCLASSIFIED 



UNCLASSIFIED 0900 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

Number Record Series Description 

Schedules of Daily Activities - At NARA for archival
0932-02 

purposes 

Unscheduled Records - Documents relating to the
0999-

performance of mission activities not described in this 
01A 

manual 
Postal Administration Records - Address plates, 

0944-11 stencils, or tapes maintained by any JS/combatant 
command activity 
Still Photography - Photographs of routine award 
ceremonies, social_ events, and activities not relating to

0936-01 
the mission of the Joint Staff/combatant command 
maintained by any JS/combatant command activity 
Still Photography - Internal personnel and administrative 
training filmstrips and slides of programs that do not 

0936-02 reflect the mission of the Joint Staff/combatant 
command maintained by any JS/combatant command 
activity 

Graphic Arts - Vu-graphs maintained by any 
0937-01 

JS/combatant command activity 

Video Recordings - Video recordings related to 
JS/combatant command training programs consisting 
of: internal personnel and administrative training 

0938-01 
programs that do not reflect the mission of the Joint 
Staff/combatant command maintained by any 
JS/combatant command activity 
Video Recordings - Consisting of: programs acquired 
from outside sources for personnel and management 

0938-02 
training maintained by any JS/combatant command 
activity 
Video Recordings :- Routine scientific, medical, or 

0938-03 engineering footage maintained by any JS/combatant 
command activity 
Video Recordings - Recordings that document routine 

0938-04 meetings and award presentations maintained by any 
JS/combatant command activity 

Motion Pictures - Films acquired from outside sources 
0940-01 for personnel and management training maintained by 

any JS/combatant command activity 

Motion Pictures - Routine scientific, medical, or 
0940-02 engineering footage maintained by any JS/combatant 

command activity 

Bucket Name 

General 
Administration and 
Manaaement 
General 
Administration and 
Manaaement 
General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 
General 
Administration and 
Management 

General 
Administration and 
Management 

General 
Administration and 
Management 

Sub Bucket Name 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Exception 

Past Retention 

NARA may destroy non-permanent 
records. 

Retain in current files area until file number 
is added to this manual. 

Correct individual plates, stencils, or tapes 
as required, destroy/delete when canceled 

Cut off annually, hold 1 year, then 
destroy/delete (GRS 21, item 1) 

Cut off on completion of training program, 
hold 1 year, then destroy/delete (GRS 21, 
item 3) 

Cut off after use, hold 1 year, then 
destroy/delete (GRS 21, item 5) 

Cut off on completion of training program, 
hold 1 year, then destroy/delete (GRS 21, 
item 17) 

Cut off on supersession, cancellation, or 
completion of training program, hold 1 
year, then destroy/delete (GRS 21, item 
14) 

Cut off annually, hold 2 years, then 
destroy/delete (GRS 21, item 19) 

Cut off annually, hold 2 years, then 
destroy/delete (GRS 21, item 20) 

Destroy/delete 1 year after supersession, 
cancellation, or completion of training 
program (GRS 21, item 9) 

Cut off annually, hold 2 years, then 
destroy/delete (GRS 21, item 12) 

Proposed 
Retention 

NARA 

Retain in file 

DD 

Refer to DoD 
Visual Information 
Records Schedule 
(NARA Authority 
N 1-330-08-4) or 
see IMDfor 
assistance. 

New Sub-
Bucket ·Alpha 
Number 

0900-06 X 

y0900-06 

0900-06 z 

0900-06 •
0900-06 

0900-06 

0900-06 

M 

0900-06 

0900-06 •
0900-06 

0900-06 

0900-06 

UNCLASSIFIED 



UNCLASSIFIED 0900SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

New Sub-
Proposed

Bucket Name Past Retention Record Series Description Sub Bucket Name BucketNumber Alpha
Retention 

Number 

0936-04 

Still Photography - Official record photographs 
consisting of: record photographs with captions, original 
negatives or transparencies and captions, and related 
data such as official event- and function-related 
photographs of principals, appropriate to be filed in case 
file. (Note: See 0000 series for Chairman/combatant 
commander official files). 

General 
Perm: Disposition is that of the

Administration and Exception 
appropriate related case file

Management 

Still Photography - Not related to a case file. (Note: 
0936-05 Transfer in accordance with NARA requirements in 36 

CFR 1228.266 as described in Volume I of this Manual). 

General 
Administration and 
Management 

Exception 

Perm: Cut off annually, hold 5 years, then 
retire to ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
dedassification review 

Graphic Arts - Posters produced by the.:Joint 
Staff/combatant command to document program 0937-02 
activities, goals, and events maintained by any 
JS/combatant command activity 

General 
Administration and 
Management 

Exception 
Perm: Cut off annually. Transfer 2 copies 
to NARA on cut off. 

Graphic Arts - JS/combatant command official record 0937-03 
copies 

General 
Administration and· Exception 
Management 

Perm: File in related subject file. 
Disposition is that of subject file. 

Refer to DoD 
Visual Information 

Video Recordings - Official video recordings consisting 
0938-05 of: master and reference copies of video recordings 

appropriate to be filed in case file 

General 
Administration and 
Management 

Exception 
Perm: Disposition is that of related subject 
file. 

Records Schedule 
(NARA Authority 
N 1-330-08-4) or 

Video Recordings-- not related to a case file. (Note: 
0938-06 Transfer in accordance with NARA requirements in 36 

CFR 1228.266 as described in Volume I of this Manual). 

General 
Administration and 
Management 

Exception 

Perm: Cut off annually, hold 25 years after see IMDfor 

cutoff, of newest record, then transfer to assistance. 

NARA in 5-year blocks, _after 
dedassification review 

Audio (Sound) Recordings) - Official sound recordings 
0939-03 consisting of: master and reference copies appropriate 

to be filed in case file 

General 
Administration and 
Management 

Exception 
Perm: Disposition is that of appropriate 
subject file. 

Audio (Sound) Recordings) - not related to a case file. 
(Note: Transfer in accordance with NARA requirements

0939-04 
in 36 CFR 1228.266 as described in Volume I of this , 
manual). 

General 
Administration and 
Management 

Exception 

Perm: Cut off annually, hold 25 years after 
cutoff, of newest record, then transfer to 
NARA in 5-year blocks, after 
dedassification review 

Motion Pictures - Official motion picture film consisting 
0940-03 of: master and reference copies of films appropriate to 

be filed in case file 

General 
Administration and 
Management 

Exception 
Perm: Disposition is that of appropriate 
related case file. 

Motion Pictures - not related to a case file. (Note: 
0940-04 Transfer in accordance with NARA requirements in 36 

CFR 1228.266 as described in Volume I of this Manual). 

General 
Administration and 
Management 

Exception 

Perm: Cut off annually, hold 25 years after 
cutoff, of newest record, then transfer to 
NARA in 5-year blocks, after 
dedassification review 

0900-06 
-

0900-06 

0900-06 

0900-06 

BB0900-06 

0900-06 

0900-06 

0900-06 

0900-06 

0900-06 

UNCLASSIFIED 



UNCLASSIFIED 0900 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
General Administration and Management 

Number Record Series Description 

Personal Papers - Unofficial personal and private 
papers, diaries, logs, handwritten notes, verbatim 
transcripts of conversations, reference books, and other 
personal items from private sources-provided all official 
information has been incorporated in memorandums for 
record and placed in the appropriate official file 
identified as wholly unofficial in nature and filed in 
clearly designated files separately from the official 

0914-01 records of an office. (Note: Any material, regardless of 
how categorized by the user, that addresses the 
conduct of official business is an official record of the 
Joint Staff/combatant command and is subject to 
disposition under Federal law and the provisions of this 
schedule. See paragraph 7 of Enclosure A to Volume I 
of this manual for examples of materials that are 
prohibited from removal from the Joint Staff/combatant 
command offices). 

Bucket Name 

General 
Administration and 
Management 

Sub Bucket Name 

Personal Papers 

Past Retention 

Individuals may remove their personal 
papers upon departure from the Joint 
Staff/combatant command. 

Proposed 
Retention 

MRPP u/Depart 
JS/CC 

New Sub-
Bucket Alpha 
Number 

0900-08 A 

• 

• 

UNCLASSIFIED 



UNCLASSIFIED 1000 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
lnfonnation Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Bucket Name Sub Bucket Name Past Retention R~cord Series Description Bucket AlphaNumber 
Retention 

Number 

1016-02 

1001-01 

Temporary Input/Output Files-Output records retained by IT 
service and support units consisting of: extract, summary, and 
aggregate data files derived from a database in cases where it is 
possible to regenerate the extract, summary, or aggregate from 
the database, and copies of output reports produced for clients 
maintained by any JS/combatant command activity 

IT Policy and Direction Files - Files relating to the development 
and issuance of policies and directives for all aspects of the 
management of IT and related assets and services, excluding IT 
policies and directives maintained in other files, such as a 
general directives system maintained by any JS/combatant 
command activity as the official record copy 

Cut off on delivery; hold 3 months or
lnfonnation 

until verification of successful delivery 
Technology (IT) Short-Term 

and acceptance of outputs by client,
Procurement 

whichever is earlier; then destroy/delete 

6 Months 1000-01 A 

Information Administrative / 
Cut off when superseded or withdrawn,

Technology (IT) Routine/ Working 3Years A1000-02
hold 3 years, then destroy/delete 

Procurement Papers 

Management of IT Organizations and Projects: IT Planning Files -
Information Administrative / Cut off when plan is superseded or

IT long-tenn plans, operational plans, technological infrastructure 
1002-01 Technology (IT) Routine / Working terminated, hold 3 years, then 3 Years B1000-02

plans, and data processing services plans maintained by any , 
Procurement destroy/deletePapers

JS/combatant command activity 

1002-02 

1002-03 

Management of IT Organizations and Projects: IT Planning Files 
IT capital planning and investment management files 
documenting the agency's process for m~imizing the value and 
assessing and managing the risks of acquisitions of IT 
infrastructure, facilities, security, and services, including IT 
investment management records in the offices of the Chief 
Information Officer or other official or body charged with 
reviewing and approving IT investments, excluding IT investment 
management records in program offices that propose IT 
investments and records maintained for budget, property, 
expenditure, or cost accounting purposes maintained by any 
JS/combatant command activity. (Note: See 0600 and GRS 3 
through 8 for IT records maintained for budget, property, 
expenditure, or cost accounting purposes. For IT investment 
management records in program offices that propose IT 
investments, disposition is that of the appropriate related 
program). 
Management of IT Organizations and Projects: IT Planning Files -
IT project plans for specific initiatives undertaken in accordance 
with IT long-term plans, operational plans, technological 
infrastructure plans, and data processing services plans, such as 
projects for installation, upgrade or replacement of infrastructure 
components including hardware, software, and networks, 
excluding those limited to an individual IT application that 
supports a specific program or administrative function 
maintained by any JS/combatant command activity. (Note: See 
1000-02-Q for management files relating to individual IT 
applications that support specific programs or administrative 
functions). 

Information Administrative / 
Cut off annually, hold 3 years, then 

Technology (IT) Routine / Working 3 Years 1000-02 C
destroy/delete

Procurement Papers 

\ 
) 

Cut off on completion of project or on
Information Administrative / 

completion of any scheduled review or
Technology (IT) Routine/ Working 

evaluation of it, whichever is later; hold 
Procurement Papers 

3 years; then destroy/delete 

3Years D1000-02 

UNCLASSIFIED 



UNCLASSIFIED 1000 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Number Sub Bucket Name Past Retention Record Series Description Bucket Name Bucket Alpha
Retention 

Number 

Resources Requirements Records - Records used to define and 
track requirements for IT resources, such as hardware, software, 
and services, that support more than one application, identify 

1003-01 and evaluate options, recommend actions, justify acquisitions, 
and determine criteria for acceptance consisting of: cases where 
one or more recommendations for satisfying IT requirements are 
implemented maintained by any JS/combatant command activity 

Cut off when the requirement no longer
Administrative / Information 

exists or when a new requirements
Technology (IT) Routine / Working 1000-02 E3 Years 

analysis is undertaken, hold 3 years, 
PapersProcurement 

then destroy/delete 

Administrative / Cut off when final decision onResources Requirements Records - Cases where the final Information 
Technology (IT) Routine / Working recommendations is made, hold 1 year, 1003-02 decision is not to implement recommendations maintained by 3Years 1000-02 E 

any JS/combatant command activity PapersProcurement then destroy/delete 
Procurement Files - Transactions at or below the simplified 

Information Administrative/ Cut off on final payment, hold 3 years, 
acquisition threshold and all construction contracts at or below 

Technology (IT) Routine/ Working then destroy/delete. GRS 3 item 1000-023 Years F1004-02 
$2,000 maintained by any JS/combatant command activity as 

Procurement Papers 3a(1)(b)
the official record copy •
Implementation Files - Records on implementation of IT policies, 
directives, and plans including recurring and special reports, Administrative/ Cut off on completion of project, hold 1 

1005-01 
Information 
Technology (IT) Routine / Working year after expiration of all warranties, 1000-02responses to findings and recommendations, and reports of 3 Years G 

PapersProcurement then destroy/delete 
activity 
follow-up activities maintained by any JS/combatant command 

Implementation Files - Files that support multiple applications 
including plans and reports concerning installation, migration, 
conversion, and acceptance of hardware, software, and 
networks; related models, diagrams, ~nd schematics; data and 

1005-02 
other files created to test performance; and related technical 
documentation consisting of: files for systems or components 
that are not accepted or accredited maintained by any 
JS/combatant command activity 

Information Administrative / Cut off on final decision to reject the 
Technology (IT) Routine / Working subject system or component, hold 1 3Years 1000-02 G 
Procurement Papers year, then destroy/delete 

Information Administrative / Cut off on termination or replacement ofImplementation Files - Files for systems or components that are 
Technology (IT) Routine / Working 1000-02accepted or accredited maintained by any JS/combatant the system, hold 3 years, then 3 Years G1005-03 

Papers destroy/deletecommand activity Procurement 

IT Facility and Site Management Files - Files identifying IT 
facilities and sites consisting of: files concerning implementation 
of IT facility and site management and support services provided 
to specific sites including reviews, site visit reports, trouble 

1007-01 
reports, service histories, reports of follow-up actions, and 
related correspondence maintained_ by any JS/combatant 
command activity. (Note: See GRS 8 for records of stores or 
plant accounting and GRS 4 for records of property disposal). 

•
Information Administrative / 

Cut off annually, hold 3 years, then 
Technology (IT) Routine / Working H3 Years 1000-02

destroy/delete
PapersProcurement 

Asset and Configuration Management Files - Records identifying 
Information Administrative / Cut off when subject assets are . 

or inventorying IT assets, equipment control systems, inventories 
Technology (IT) terminated, removed, or destroyed; hold Routine / Working 3 Years 1000-021008-01 I

of network circuits, and building or circuitry diagrams maintained 
Procurement Papers 1 year, then destroy/delete 

by any JS/combatant command activity 

UNCLASSIFIED 



I 

UNCLASSIFIED 1000 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Record Series Description Bucket Name Sub Bucket Name Past Retention Number Bucket Alpha
Retention 

Number 
Asset and Configuration Management Files - IT hardware 

Information Administrative / 
maintenance records used to track specific equipment items (by Cut off annually, hold 2 years, then 

1008-02 Technology (IT) Routine / Working 3Years 1000-02
serial number) for maintenance as required by applicable policy destroy/delete

Procurement Papers
maintained by any JS/combatant command activity 

1008-04 

Asset and Configuration Management Files - Records created 
and retained for asset management, performance and capacity 
management, system management, configuration and change 
management, and planning, follow-up, and impact assessment 
consisting of: but not limited to, data and detailed reports on 
implementation of systems, applications and modifications; 
assessments of ~ffectiveness, application sizing, and resource 
and demand management; documents identifying, requesting, 
and analyzing possible changes, authorizing changes, and 
documenting implementation of changes; documentation of 
software distribution and release management; and records of IT 
maintenance documenting preventative, corrective, adaptive, and 
perfective (enhancement) maintenance actions including 
requests for service, work orders, service histories, and related 
records maintained by any JS/combatant command activity 

Information Administrative / 
Cut off annually, hold 3 years, then 

Technology (IT) Routine/ Working 3 Years J1000-02
destroy/delete

Procurement Papers 

1009-01 

Systems and Data Security - Documents identifying IT risks and 
analyzing their impact consisting of: risk measurements and Information 
assessments, actions to mitigate risks, implementation of risk Technology (IT) 
action plans, service test plans, test files, and data maintained by Procurement 
any JS/combatant command activity 

Administrative / 
Routine/ Working 
Papers 

Cut off annually, hold 3 years, then 
destroy/delete 

3Years 1000-02 K 

Systems and Data Security - User identification, profiles, 
1009-02 authorizations, and password files maintained by any 

JS/combatant command activity 

Information 
Technology (IT) 
Procurement 

Administrative/ 
Routine / Working 
Papers 

Cut off when user account is terminated 
or when profile or password is altered, 
hold 3 years, then destroy/delete 

3Years 1000-02 K 

Systems and Data Security - Security incident handling, 
1009-04 reporting, and follow-up maintained by any JS/combatant 

command activity 
IT Operations Re~rds - Schedules consisting of: workload 
schedules, run reports, run requests, and other records 

1010-01 documenting the successful completion of a run and schedules 
of maintenance and support activities maintained by any 
JS/combatant command activity 

Information 
Technology (IT) 
Procurement 

Information 
Technology (IT) 
Procurement 

Administrative / 
Routine/ Working 
Papers 

Administrative/ 
Routine / Working 
Papers 

Cut off on completion of all necessary 
follow-up to a security incident, hold 3 
years, then destroy/delete 

Cut off annually, hold 1 year, then 
destroy/delete 

3Years 

3Years 

1000-02 

1000-02 

K 

L 

IT Operations Records - Problem reports, user complaints and 
1010-02 questions, proposals for changes, and related decision 

documents maintained by any JS/combatant command activity 

Information 
Technology (IT) 
Procurement 

Administrative / 
Routine / Working 
Papers 

Cut off annually, hold 3 years, then 
destroy/delete 

3 Years 1000-02 L 

UNCLASSIFIED 



UNCLASSIFIED 1000SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
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Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Past Retention Bucket AlphaNumber Sub Bucket Name Bucket Name Record Series Description 
Retention 

Number 

1011-01 

Systems, Services, and Resources Usage and Monitoring -
Usage and monitoring data and reports including operations data 
such as system event logging, log-in files, system usage files, 
and audit trails; reports on workload management, incident 
reports, and audit trails of problems and solutions; and reports on 
operations including summary computer usage reports, 
measures of benchmarks, performance indicators and critical 
success factors, error and exception reports, self-assessments, 
service delivery monitoring, and management reports; excluding 
records created under procedures mandated by Office of 
Management and Budget (0MB) Circular A-123 (Management 
Accountability and Control Systems) and PL 97-255, the Federal 
Manager's Financial Integrity Act maintained by any 
JS/combatant command activity. (Note: See GRS 16 item 14 for 
records created under 0MB Circular A-123 and PL 97-255). 

Administrative / Information 
Cut off annually, hold 3 years, then 

1000-02 MTechnology (IT) Routine I Working 3 Years 
destroy/delete

Procurement Papers 

IT Resources and Services Financial Records - Service-level 

1012-01 

agreements formalizing performance criteria for quantity and 
Information

quality of service including definition of responsibilities, response 
Technology (IT) 

times and volumes, charging, integrity guarantees, and non-
Procurement

disclosure agreements maintained by any JS/combatant 

Administrative I 
Routine I Working 
Papers 

Cut off on supersession or termination 
of agreement, hold 3 years, then 
destroy/delete 

3 Years 1000-02 N 

command activity 

1012-02 

Systems, Services, and Resources Usage and Monitoring - Files 
relating to managing third-party services including control Information 
measures for reviewing and monitoring contracts and procedures Technology (IT) 
for determining their effectiveness and compliance maintained by Procurement 
any JS/combatan~ command activity 

Administrative I 
Routine I Working 
Papers 

Cut off on supersession or termination 
of subject control measures or 
procedures hold 3 years, then 
destroy/delete 

3 Years 1000-02 0 

Systems, Services, and Resources Usage and Monitoring -
Records generated in IT management and service operations to. Information 

1012-03 identify and allocate charges and track payments for computer Technology (IT) 
usage, data processing, and other IT services maintained by any Procurement 
JS/combatant command activity 

Administrative I 
Routine / Working 
Papers 

Cut off annually, or, if there are 
outstanding issues concerning charges 
or payments, upon their resolution, hold 
3 years, then destroy/delete 

3 Years 1000-02 0 

1013-01 

Customer Service Files - Records relating to providing service 
and support to customers, including pamphlets, responses to 
frequently asked questions, and other documents prepared in 
advance to assist customers; help desk logs and reports and 
other files relating to customer query and problem response; 
query monitoring and clearance; customer feedback records; and 
related trend analysis and reporting maintained by any 
JS/combatant command activity 

Information Administrative/ 
Cut off annually, hold 1 year, then p1000-02Technology (IT) Routine I Working 3 Years 
destroy/delete

Procurement Papers 

UNCLASSIFIED 
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Information Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Past Retention Bucket AlphaSub Bucket Name Bucket Name Number Record Series Description Retention 
Number 

1014-01 

Application Deveiopment and Implementation - Application 
development case files consisting of: records created and used 
in determining customer needs for applications and in designing, 
developing, acquiring, or modifying applications including user 
requirements and specifications, system or subsystem 
specifications, system integration documents, application and 
data deployment strategies, status reports, records documenting 
acceptance of applications and modifications, and related 
correspondence maintained by any JS/combatant command 
activity 

Information Administrative/ 
Technology (IT) Routine / Working 

PapersProcurement 

Cut off on termination of application or 
when all records supported by the 
application are destroyed, whichever is 
later, hold 3 years, then destroy/delete 

-

3Years 1000-02 Q 

Application Development and Implementation - Installation and Information Administrative / Cut off when final decision on 
1014-02 testing records for applications maintained by any JS/combatant Technology (IT) Routine / Working acceptance is made, hold 3 years, then 3Years 1000-02 Q 

command activity Procurement Papers destroy/delete 

1015-02 

1015-03 

C. 

1015-04 

1016-01 

Technical Documentation, Metadata, and Software Necessary to 
Retain, Access, Retrieve, and Use Electronic Records -
Technical documentation of data or related output records or 
records of action where the data or records are temporary 
maintained by any-JS/combatant command activity 

Technical Documentation, Metadata, and Software Necessary to 
Retain, Access, Retrieve, and Use Electronic Records -
Documents defin,ng data quality controls including source 
document, input, processing, and output controls maintained by 
any JS/combatant command activity 

Technical Documentation, Metadata, and Software Necessary to 
Retain, Access, Retrieve, and Use Electronic Records -
Application software consisting of: automated program 
listing/source code necessary to access, retrieve, use, or 
maintain electronic records including program flowcharts, 
maintenance logs, change notices, and other records 
documenting modifications to computer programs that support 
applications mai~tained by any JS/combatant command activity 

Temporary Input/Output Files- Input records consisting of: 
documents and files designed and used solely to create, update, 
or modify electronic records induding non-electronic documents 
or forms and digital input/source files; files or records containing 
uncalibrated and unvalidated digital or analog data collected 
during observation or measurement activities or research and 
development programs and used as input for a digital master file 
or database; and metadata or reference data such as format, 
range, or domain specifications that is transferred from a host 
computer or server to another computer for input, updating, or 
transaction processing operations maintained by any 
JS/combatant command activity 

Cut off when all data or records in a
Information Administrative/ 

form of format specified in the 
Technology (IT) Routine / Working 

documentation are destroyed/deleted,
Procurement Papers 

hold 1 year, then destroy/delete 

R3 Years 1000-02 

Information Administrative / Cut off on supersession or termination 
Technology (IT) Routine / Working of subject controls, hold 3 years, then 3 Years 1000-02 R 
Procurement Papers destroy/delete 

Cut off when no longer needed to 
Information Administrative / 

retrieve, use, or interpret any records
Technology (IT) Routine / Working 

created by or stored in the application, 
Procurement Papers 

hold 1 year, then destroy/delete 

Cut off on completion and verification of
Administrative/Information 

the creation, update, or modification of
Technology (IT) Routine/ Working 

subject records, hold 1 year, then 
Procurement Papers 

destroy/delete 

3Years 1000-02 R 

3Years 1000-02 s 

UNCLASSIFIED 
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Number Sub Bucket Name Record Series Description Bucket Name Past Retention Bucket ~pha
Retention 

Number 

1002-04 

Management of IT Organizations and Projects: IT Planning Files 
Feasibility studies conducted before the installation of any 
technology or equipment associated with IT systems, including 
word processing, copiers, micrographics, and communications 
Consisting of: studies and system analyses for the initial 
establishment and major changes of these systems. Such 
studies typically include a consideration of the alternatives to the 
proposed system and a cost/benefit analysis including an 
analysis-of the improved efficiency and effectiveness to be 
expected from the proposed system maintained by any 
JS/combatant command activity as the official record copy 

Management and Information Cut off on completion or cancellation of 
Technology (IT) Program/Operations the study, hold 5 years, then 7-10Years 1000-03 A 

RecordsProcurement destroy/delete. Authority: GRS 16 item 9 

Management of IT Organizations and Projects: IT Planning Files -

1002-06 
Technical support requirements documents used for planning IT Information 
support and programming resources to fulfill legal and policy Technology (IT) 
requirements maintained by any JS/combatant command activity Procurement 

Management and 
Program/Operations 
Records 

Cut off annually, hold 5 years, then 
destroy/delete 

7-10 Years 1000-03 A 

as the official record copy 

1004-01• 

1006-01 

Procurement Files - Contract, requisition, purchase order, lease, 
and bond and surety records including correspondence and 
related papers pertaining to planning, award, administration, 
receipt, inspection, and payment. Procurement or purchase 
organization copy and related papers. Transaction dated on or 
after July 3, 1995 (the effective date of the FAR rule defining 
simplified acquisition threshold) consisting of: transactions that 
exceed the simplified acquisition threshold and all construction 
contracts exceeding $2,000 maintained by any JS/combatant 
command activity as the official record copy 

Compliance/Measurement Records - Records on impact and 
compliance with IT policies, directives, and plans including 
recurring and special reports, responses to findings and 
recommendations, and reports of follow-up activities, excluding 
audit files of the agency's IG consisting of: performance 
measurements and benchmarks, audits and management 
reviews, certifications and accreditations, quality assurance 
reviews and reports, reports on implementation of plans, 
effectiveness evaluations, compliance reviews, and data 
measuring or estimating impact and compliance maintained by 
any JS/combatant command activity 

Information Management and Cut off on final payment, hold 6 years 3 
Technology (IT) Program/Operations months, then destroy/delete. GRS 3 7-10 Years 1000-03 B 
Procurement Records item 3a(1 )(a) 

Information Management and 
Cut off annually, hold 5 years, then 

Technology (IT) Program/Operations 7-10 Years 1000-03
destroy/delete

Procurement Records 

IT Reports - ITMRA annual report consisting of: reports relating Information Management and Cut off annually, hold 7 years, then 
to responding to ITMRA requirements maintained by any1018-01 Technology (IT) Program/Operations destroy/delete. Authority: GRS 16 item 7-10Years 1000-03 D 
JS/combatant command activity as the official record copy Procurement Records 11 

UNCLASSIFIED 

C 



UNCLASSIFIED 1000 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Proposed

Past Retention AlphaBucket Name Sub Bucket Name Bucket'Record Series Description Number Retention 
Number 

1018-02 

IT Reports - Information Resource Management (IRM) Triennial 
Review File consisting of: reports required by the General 
Services Administration concerning reviews of IRM practices 
including associated correspondence, studies, directives, feeder 
reports, and monitoring surveys and reports maintained by any 
JS/combatant command activity as the official record copy 

Information Management and Cut off annually, hold 7 years, then 
Technology (IT) Program/Operati~ns destroy/delete. Authority: GRS 16 item 7-10 Years 1000-03 D 
Procurement Records 11 

IT ~eports - IT correspondence file consisting of: 
Management and Cut off at end of FY, hold 7 years, then Information

correspondence, reports, and other records that relate to 
Ddestroy/delete. Authority: GRS 16 item 7-10Years 1000-03Technology (IT) Program/Operations1018-03 

JS/combatant command IT activities maintained by any 
11Procurement Records

JS/combatant command activity 

Year 2000 (Y2K) Program - Policies, procedures, and guidance 
Management and Information 

Cut off on completion of program, hold 5 relating to the establishment and operation of Y2K programs 
7-10 Years 1000-03 ETechnology (IT) Program/Operations1019-01 

years, then destroy/delete maintained by any JS/combatant command activity as the official 
Procurement Records

record copy 

Year 2000 (Y2K) Program - Files relating to oversight and 
Management and Information 

Cut off on completion of program, hold 5 assessments including correspondence, staff papers, reports, 
7-10Years ETechnology (IT) Program/Operations 1000-031019-02 

years, then destroy/delete and similar documents relating to Y2K programs maintained by 
Procurement Records 

any JS/combatant command activity as the official record copy 

Year 2000 (Y2K) Program - Files relating to operational activities Management and Information 
Cut off annually, hold 5 years, then 

ETechnology (IT) Program/Operations 7-10 Years 1000-03and events within Y2K programs maintained by any1019-03 
destroy/delete

JS/combatant command activity as the official record copy Procurement Records 
Year 2000 (Y2K).Program - Files relating to routine and 

Management and Information 
Cut off annually, hold 5 years, then administrative activities and events within Y2K programs 

7-10 Years 1000-03 ETechnology (IT) Program/Operations1019-04 destroy/deletemaintained by any JS/combatant command activity as the official 
Procurement Records

record copy 

1015-01 

Data systems specifications, file specifications, data and process 
models, data dictionaries, codebooks, record layouts, user 
guides, output specifications, and other technical documentation 
supporting retrieval, access, use, or interpretation of the data 
including processing specifications for input, updating, retrieval, 
output, interpretation, and data conversion consisting of: 
technical documentation of data or related output records or 
·records of action where the data or records are permanent 
maintained by any JS/combatant command activity 

Perm: Cut off annually, hold 5 years, 
Information 

Case Management/ then retire to ISF. Transfer to NARA in 
Technology (IT) 

5-year blocks 25 years after cutoff, after Historical Significance 
Procurement 

declassification review 

Permanent 1000-04 A 

1019-05 
Information

(NON-RECORD) Year 2000 (Y2K) Program - copies of all above 
Technology (IT) 

items maintained by any activity for reference (non-record) 
Procurement 

Non-Record 
Destroy/delete when superseded or 
obsolete 

DDWSO 1000-05 

(NON-RECORD) Management of IT Organizations and Projects: Information 
1002-07 IT Planning Files - Maintained by any other activity for reference Technology (IT) Non-Record Destroy/delete when no longer needed DDWNLN 1000-05 

(non-record) Procurement 

1001-02 
(NON-RECORD) Policy and Direction Files - maintained by any 
a~ivity for reference (non-record) 

Information 
Technology (IT) 
Procurement 

Non-Record Destroy/delete when no longer needed DDWNLN 1000-05 

UNCLASSIFIED 



UNCLASSIFIED 1000SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Information Technology 

Procurement, Planning, Operations, and Mgmt. 

New Sub-
Prop~ed

Past Retention Number Sub Bucket Name Bucket AlphaBucket Name Record Series Description 
Retention 

Number 
Information

(NON-RECORD) Procurement Files - Maintained by other 
Non-Record Destroy/delete when no longer needed Technology (IT) DDWNLN 1000-051004-03 

activities for reference (non-record) 
Procurement 

Management of IT Organizations and Projects: IT Planning Files 
- IT requirements documents consisting of: requests for support, Information 

Destroy/delete when superseded or
ExceptionTechnology (IT) DDWSO 1000-06 Aequipment, systems, software, etc., such as CSRD or like1002-05 

obsolete
Procurement 

the official record copy 
Asset and Configuration Management Files - IT maintenance 

documents maintained by the Joint Staff/combatant command as 

Information 
Destroy/delete when superseded orprocedures consisting of: library systems and back-up Technology (IT) Exception DDWSO 1000-06 B1008-05 
obsoletemaintenance documents including disaster recovery maintained 

Procurement 
bv anv JS/combatant command activitv 
Asset and Configuration Management Files - IT software 

Information
maintenance records used to track software packages 

Technology (IT) Exception Retain for life of software 1000-06LOS C1008-03 
maintenance as required by applicable Policy maintained by any 

Procurement •
JS/combatant command activity 

Destroy/delete or reuse when the 
Systems and Data Security - Security backup records, e.g. 

identical records have been transferred Information
magnetic tapes, CD-ROMs, diskettes consisting of: files identical 

Exception to NARA and successfully copied, orTechnology (IT) NARA 1000-06 D1009-05 
to records scheduled for transfer to NARA maintained by any 

when replaced by a subsequent security Procurement
JS/combatant command activity 

backup file 
Destroy/delete or reuse when the 

Systems and Data Security - Files identical to records authorized Information 
identical records have been deleted, or

Technology (IT) Exception NARA 1000-06for disposal in a NARA-approved records schedule maintained E1009-06 
when replaced by a subsequent security 

by any JS/combatant command activity Procurement 
backup file 

Work files and intermediate files created in the production or use 
of other electronic records for the sole purpose of enabling, Destroy/delete on termination of the 

1017-01 
Information 
Technology (IT) Exception process in which the intermediate file is DD IFCU 1000-06supporting, or facilitating the use of the other records; for F 

example, work files, valid transaction files, and print files created or used 
maintained by any JS/combatant command ~ctivity 

Procurement 

• 

UNCLASSIFIED 



--

UNCLASSIFIED 1100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Medical 

Number 
.. 

1101-02 

1113-02 

1102-03 

1103-03 

1104-03 

1105-02 

1106-02 

1107-02 

1108-02 

1108-03 

1109-03 

1109-04 

1110-02 

Record Series Description _ Bucket _N~me · 
,,, '., .....-·;.t· - .. ..,, 

General Medical Administration -
Correspondenc_e and memorandums 

Family Advocacy Case Records -
Substantiated cases and unsubstantiated-
unresolved cases 
Preventative Medicine Matters - Files 
relating to routine and administrative 
activities and events 
Medical Logistic Support - Files relating to 
routine and administrative activities and 
events 

Medical Doctrine - Force health routine and 
administrative files 

Medical Strategic Plans - Files relating to 
routine and administrative activities and 
events 
Medical Operational Support Planning - Files 
relating to routine and administrative 
activities and events 

Force Health P~tection (FHP) - Files 
relating to routine and administrative files . 

Aeromedical Evacuation Records - Files 
relating to operational activities and events 
involving aeromedical evacution 

Aeromedical Evacuation Records - Files 
relating to routine and administrative 
activities and events 

Medical Exerci~e Operations - Files relating 
to operational activities and events 

Medical Exercise Operations - Files relating 
to routine and administrative activities and 
events 

Medical, Statistical, and Related Reports -
Special studies and reports that have no 
substantive value Which are: maintained by 
any JS/combatant command activity as the 
official record copy 

-- , -r:~~= ~--... 

Medical 

Medical 

Medical 

Medical 

. 
Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Sub Bucket ·Name 
...... 

.•,;;:, 
-< .. 

Administrative / 
Routine / Working 
Paoers 
Administrative / 
Routine / Working 
Papers 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 

Management and 
Program/Operations 
Records 

Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 
Management and 
Program/Operations 
Records 

Management and 
Program/Operations 
Records 

Past Retention 
,,._ !,:· -- .. ~.-

Cut off annually, hold 3 years, then 
destroy/delete 

Cut off when case review committee 
determination is made, hold 2 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hol~ 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off on completion of final report, hold 5 
years, then destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Cut off annually, hold 5 years, then 
destroy/delete 

Proposed Retention 
.. . , , 

3 Years 

3 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

7-10 Years 

New Sub-
Bucket 
Number 

1100-02 

1100-02 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

1100-03 

Alpl'}a 
. , 

... 

A 

B 

A 

B 

C 

D 

E 

F 

G 

G 

H 

H 

I 

. UNCLASSIFIED 



UNCLASSIFIED 1100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Medical 

New Sub-
Number Record Series Description Bucket Name Sub Bucket Name Past Retention Proposed Retention Bucket Alpha 

Number 
Perm: Cut off on revision, supersession, or 

Preventive Medicine Matters - Policies, Case Management/ cancellation; hold 5 years; then retire by CY 
1102-01 procedures, and guidance relating to Medical Historical block to ISF. Transfer to NARA in 5-year Permanent 1100-04 A 

preventive medicine matters Significance blocks 25 years after cutoff, after 
declassification review 

Preventive Medicine Matters - Files relating 
to oversight and assessments including Case Management/ Perm: Cut off annually, hold 4 years; then 

1102-02 correspondence, staff papers, reports, and Medical Historical retire to ISF. Transfer to NARA 25 years Permanent 1100-04 A 
similar documents relating to preventive Significance after cutoff, after declassification review 

1103-01 

medicine matters 
Medical Logistic Support - Policies, 
procedures, and guidance relating to 
medical logistic support including 
publications, directives, instructions, and 
similar documents governing medical 
logistics support 

Medical 
Case Management/ 
Historical 
Significance 

Perm: Cut off on revision, supersession, or 
cancellation; hold 5 years; then retire by CY 
block to ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
declassification review 

Permanent 1100-04 B • 
1103-02 

Medical Logistic Support - Files relating to 
oversight and assessments 

Medical 
Case Management/ 
Historical 
Significance 

Perm: Cut off annually, hold 4 years; then 
retire to ISF. Transfer to NARA 25 years 
after cutoff, after declassification review 

Permanent 1100-04 B 

Perm: Cut off on revision, supersession, or 

1104-01 
Medical Doctrine - Policies, procedures, and 
guidance 

Medical 
Case Management/ 
Historical 
Significance 

cancellation; hold 5 years; then retire by CY 
block to ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 

Permanent 1100-04 C 

declassification review 

1104-02 
Medical Doctrine - Files relating to oversight 
and assessments 

Medical 
Case Management/ 
Historical 
Significance 

Perm: Cut off annually, hold 4 years; then 
retire to ISF. Transfer to NARA 25 years 
after cutoff, after declassification review 

Permanent 1100-04 C 

Perm: Cut off on revision, supersession, or 

1105-01 
Medical Strategic Plans - Records relating to 

Medical
formulation 

Medical Operational Support Planning -

Case Management/ 
Historical 
Significance 

Case Management/ 

cancellation; hold 5 years; then retire by CY 
block to ISF. Transfer to NARA in 5-year 
blocks 25 years after cutoff, after 
declassification review 
Perm: Cut off on revision, supersession, or 
cancellation; hold 5 years; then retire by CY 

Permanent 1100-04 D • 
1106-01 Records relating to the formulation of Medical Historical block to ISF. Transfer to NARA in 5-year Permanent 1100-04 E 

medical operational support planning Significance blocks 25 years after cutoff, after 
declassification review 

Force Health Protection (FHP) - Records Perm: Cut annually on revision, 
relating to the development of the FHP Case Management/ supersession, or cancellation; hold 5 years, 

1107-01 Communication Plan including Medical Historical then retire by CY block to ISF. Transfer to Permanent 1100-04 F 
correspondence, reports, directives, Significance NARA 25 years after cutoff, after 
briefings, studies, and other documents declassification review 

UNCLASSIFIED 



1 

UNCLASSIFIED 1100 SERIES . Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Medical 

New Sub-
Number Past Retention Record Series Description Bucket Name Sub Bucket Name Proposed Retention Bucket Alpha 

, . Number 
Perm: Cut annually, hold 5 years; then retire 

Aeromedical Evacuation Records - Files Case Management/ 
by CY block to ISF. Transfer to NARA 25

1108-01 relating to oversight of aeromedical Medical Historical Permanent 1100-04 G
years after cutoff, after declassification 

Significanceevacuation 
review 
Perm: Cut annually on revision, hold 5 years, 

Case Management I 
then retire by CY block to ISF. Transfer toMedical Exercise Operations - Files relating 

Medical Historical1109-01 Permanent 1100-04 H
NARA 25 years after cutoff, after to policies, procedures, and guidance 

Significance 
declassification review 

Case Management/ Perm: Cut off annually, hold 4 years; then 
Medical Exercise Operations - Files relating 

Historical retire to ISF. Transfer to NARA 25 years 1109-02 Medical Permanent 1100-04 H
to oversight and assessments 

Significance after cutoff, after declassification review 
Perm: Cut annually, hold 5 years; then retire 

Medical, Statistical and Related Reports - Case Management I 
by CY block to ISF. Transfer to NARA in 5-

1110-01 Files relating to policies, procedures, and Medical Historical Permanent 1100-04
year blocks 25 years after cutoff, after 

guidance Significance 
declassification review 

(NON-RECORD) General Medical 
1101-03 Administration - Maintained by any activity Medical Non-Record Destroy/delete when no longer needed DDWSO 1100-05 

for reference 

(NON-RECORD) Policies, procedures, and 
guidance, oversight and assessments, and 

1102-04 Medical Non-Record Destroy/delete when superseded or obsolete DDWSO 1100-05
routine and administrative activities 
maintained by any activity for reference 

(NON-RECORD) Policies, procedures, and 
guidance, oversight and assessments, and 

1103-04 routine and administrative activities and Medical Non-Record Destroy/delete when superseded or obsolete DDWSO 1100-05 
events maintained by any JS/combatant 
command activity as the official record copy 

(NON-RECOR!;>) Medical Doctrine - Policies, 
procedures, and guidance, oversight and 

1104-04 assessments, and routine and administrative Medical Non-Record Destroy/delete when superseded or obsolete DDWSO 1100-05 
matters maintained by any activity for 
reference 

(NON-RECORD) Medical Strategic Plans -
Files relating to routine and administrative 

1105-03 activities and events, and routine and Medical Non-Record Destroy/delete when superseded or obsolete 1100-05 
administrative matters maintained by any 
activity for reference 

DDWSO . 

UNCLASSIFIED 

I 



UNCLASSIFIED 

Number Record Series Description 

(NON-RECORD) Medical Operational 
Support Planning - Records relating to 

1106-03 formulation of medical operational support 
planning, routine and administrative matters, 
maintained by a,iy activity for reference 

(NON-RECORD) Force Health Protection 
(FHP) - Files relating to the development of 
the FHP Communication Plan including 

1107-03 
correspondence, reports, directives, 
briefings, studies, and other documents; and 
routine administrative matters 

(NON-RECORD) Aeromedical Evacuation 
Records - Oversight of aeromedical 
evacuation, operational activities and events, 
and routine and administrative activities and 
events 
(NON-RECORD) Medical Exercise 
Operations - Records relating to policies, 
procedures, and guidance, oversight and 

1108-04 

1109-05 
assessments, and operational activities and 
events maintained by any activity for 
reference 
(NON-RECORD) Medical, Statistical and 

1110-03 Related Repo$ - Maintained by other 
activities for reference 
General Medical Administration - Directives 

1101-01 and guides relating to the administration of 
medical activities 
Military Personnel Health Records - Active 
duty/reserve military personnel health 

1111-01 
records held by JS/combatant command 
activities 

Civilian Employee Medical Records -
Employee Medical Folder (EMF) Information 

1112-01 reflecting outpatient medical care and 
treatment furnished to individual civilian 
employees 

Bucket Name 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Medical 

Sub Bucket Name 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Non-Record 

Exception 

Exception 

Exception 

1100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Medical 

Past Retention 

Destroy/delete when superseded or obsolete 

Destroy/delete when superseded or obsolete 

Destroy/delete when superseded or obsolete 

Destroy/delete when superseded or obsolete 

Destroy/delete when superseded or obsolete 

Destroy/delete when superseded or obsolete 

Return to individual/Service and apply 
appropriate Service disposition schedule 

Office of Personnel Management (OPM) is 
the authorized custodian of these records. 
Transfer and destroy these records in 
accordance with OPM instructions and GRS 
1 item 21; Reassigned employees - Forward 
file to treatment facility of record upon 
request; Separated or retired individuals -
Transfer records to servicing Civilian 
Personnel Office for retirement in 
accordance with OPM instructions and GRS 
1 item 21 

Proposed Retention 

DDWSO 

DDWSO 

DDWSO 

DDWSO 

DDWNLN 

Destroy/delete when 
superseded or 
obsolete 

ASDS 

RISASDS 

New Sub-
Bucket 
Number 

1100-05 

1100-05 

1100-05 

1100-05 

1100-05 

1100-06 

1100-06 

1100-06 

Alpha 

• 

A 

B • 
C 

UNCLASSIFIED 



UNCLASSIFIED 1100 SERIES Crosswalk to Previous Edition of CJCSM 5760.01, Vol. II 
Medical 

New Sub-
Past Retention Bucket Name Sub Bucket Name Proposed Retention Number Record Series Description Bucket Alpha 

Number 

Family Advocacy Case Records -
Documents relating to established or 

1113-01 suspected cases of child or spouse 
maltreatment under the provisions of the 
Family Advocacy Program 

Substance Abuse Records - Information 
relating to rehabilitation of participants in the 

1114-01 
Alcohol and Drug Abuse Prevention and 
Control Program 

Mental Health Records- Information relating 
to conducting psychological evaluations of

1115-01 
individuals and other consultations relating 
to mental health services 

Medical 

Medical 

Medical 

Exception 

Exception 

Exception 

Cut off when case review committee 
determination is made or when treatment 
ends, hold 2 years, then Jransfer to NPRC 
(MPR), 9700 Page Blvd., St. Louis, MO 
63132. Destroy/delete as a family group 25 
lvears after cutoff 

Cut off when case is closed or when a minor 
child reaches 23 years of age, hold 5 years, 
then destroy/delete 

Cut off at the end of year in which case is 
closed or when a minor child reaches 23 
years of age, hold 5 years, then 
destroy/delete 

c/oWCRCD 

c/oWCC 

c/oAEYCC 

1100-06 D 

1100-06 E 

1100-06 F 

UNCLASSIFIED 




