
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-170-89-001 

Some items in this schedule are either obsolete or have been superseded by new NARA 

approved records schedules. This information is accurate as of: 04/22/2021 (updated 

8/12/2022) 

NOTE: If the manual number does not appear in the lists below, then it was not 

scheduled on NI -170-89-001 

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superseded, may be used by the agency to 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. 

10-05 Other Staff Meeting Files 

10-06 Office Monthly Reporting Files 

20-06 Employee Travel Summary Files 

110-01 Organization Planning Files 

130-07 Budget and Programming Management 
Files 

190-01 Strategic Planning Files 

190-02 Open 

190-03 Open 

190-04 Open 

190-05 Open 

201-01 Inspection Coordination Files/Unassigned 

201-02 Integrity Control Files/Unassigned 

210-02 Personnel Security Liaison Files 

210-04 (GRS 18-24) Personnel Security Status 
Files 

210-05 (GRS 18-25) Security Violations Files 

210-09 Personnel Security Program Files 

220-04 Security Information Access Case Files 

220-11 Security Equipment Files 

220-12 Physical Security Survey Files 

SUPERSEDED AND OBSOLETE 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They are superseded, obsolete, filing 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. 

Current authority approved on 

Nl-170-94-001 for the following: 

060-04 Committee Files 

220-09 Security Compromise Files 

301-01 Legal Opinion Precedent Files 

301-02 Legal Assistance Case Files 

301-03 Legal Topic Files 

330-02 Judicial Information Release Files 

330-03 Appearance as Counsel in Civil Court Files 

330-05 Vehicle Seizure Files 

330-07 Show Cause Case Files 

3 70-16 Communication Services Program 
Management Files 

370-21 Statistical Services Programs Files 

370-25 Public Affairs Program Management Files 

601-09 Cooperating Individual Files 

920-03 Hazardous Waste Site Files 

920-04 Hazardous Waste Technical Assistance 
Files 

920-05 Hazardous Waste Liaison Files 
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

ACTIVE ITEMS 

220-13 Security Container Record Files 

220-18 Information Security Program Files 

230-13 Communications Security Program Files 

240-06 Visitor Control Files 

240-07 Security of U.S. Government Properties 

240-08 Evidence Storage Facility Security Files 

240-09 Protective Services Program Files 

310-01 Claim Operating Policy Files 

310-02 Claim Journal and Index Files 

310-03 Claim Reporting Files 

330-06 Civil Seizure and Forfeiture Files 

330-08 Drug Scheduling Files 

360-02 Legislation Comment Files 

360-06 Congressional Bills, Reports, and Listing 
Files 

360-07 Enacted Laws Affecting DEA Files 

360-08 Legislative Summary Files 

360-09 Congressional Hearings Files 

360-10 Congressional Committee and 
Subcommittee Files 

360-11 Congressional Affairs Program 
Management Files 

370-01 Public Appearance Schedule Reporting 
Files 

370-02 Public Information Reporting Files 

370-03 News Media and Release Files 

370-13 Statistical Material Clearance Files 

370-15 (GRS 16-2a) DEA Publications Files 

370-17 Information Services Background Files 

370-18 Executive Precise Files 

370-22 Statistical Product Files 

401-21 Unpaid (Open) Obligation Account Files 

480-01 Supplemental Regulations, Policies, and 
Decision Files 

480-03 Recurring Procurement Reports Files 

480-07 Procurement Misconduct Case 
Files/480-05 

520-01 Position Number Log Files 

530-03 Special Deferment Files 

560-03 Employee Evaluation Record Files 

560-06 Career Referral Files 

SUPERSEDED AND OBSOLETE 

ITEMS 
920-06 Hazardous Waste Grant Program Files 

920-07 Hazardous Waste Reporting Files 

930-08 Science and Engineering Program 
Management Files 

1140-05 Tour Renewal, and Rest and Recuperation 
Travel Files 

1220-07 Drug Abusers Reporting System 

1220-50 Trafficker Files 

1330-07 Directive Management Program Files 

1330-08 DOJ Order Review Files 

Current authority approved on 

Nl-170-01-001 for the following: 

901-03 Evidence Accountability Files 

940-06 Technical Report Reference Files 

Current authority approved on 

Nl-170-04-002 for the following: 

170-02 Internal Review Files 

Current authority approved on 

DAA-0170-2013-0004 for the following: 

601-07 Numbered Investigative Case Files 

601-08 General Investigative Files 

Current authority approved on 

DAA-0170-2014-0001 for the following: 

701-01 Intelligence Case Support Files 

Current authority approved on 

DAA-0170-2014-0004 for the following: 

630-05 Registration Application Files 

1220-09 Controlled Substances Act Registration 
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

ACTIVE ITEMS 

560-09 N on-1811 Career Management Files 

560-10 Home Leave Files 

560-12 Orientation Files 

601-12 Other Regional or District Investigative 
Files 

610-01 Federal Assistance Program Files 

610-02 Federal Assistance Program Reporting 
Files 

620-01 Demand Reduction Program Management 
Files 

620-02 Demand Reduction Project Files 

701-02 Country Narcotic Profile Files 

701-03 Narcotic Trafficking Group Files 

701-04 Strategic Intelligence Product Files 

701-05 Drug Situation Report Files 

701-06 Intelligence Presentation Files 

701-07 Special Field Intelligence Program Files 

701-08 Financial and Special Intelligence 
Program Activities Files 

701-09 Audiovisual Records 

790-01 EPIC Lookout Files 

790-02 EPIC Watch Inquiry Sheet Files 

790-03 EPIC Teletype Files 

790-04 Satellite Communication Program Files 

790-05 Satellite Tracking Program Files 

790-06 Special Operations Files 

790-07 Operation TIGRE Files 

790-08 Operation COCHINO Files 

790-09 Lookout Notice Worksheet Files 

790-10 Photographs 

790-11 EPIC Publications 

830-02al Training Aids Files 

860-09 Physical Fitness Program Files 

920-01 Hazardous Waste Program Files 

920-02 Hazardous Waste Compliance 
Investigation Files 

940-05 Project Case Files 

1030-04 Safety Award Files 

1130-01 Library Voucher Files 

1150-03 Reproduction Equipment Information 
Files 

SUPERSEDED AND OBSOLETE 

ITEMS 
Records 

1220-44 Controlled Substances Act System (CSA) 
Files 

Current authority approved on 

DAA-0170-2015-0001 for the following: 

801-07 Training Media Files 

Current authority approved on 

DAA-0170-2015-0003 for the following: 

170-01 GAO Audit Reporting Files 

Current authority approved on 

DAA-0170-2017-0001 for the following: 

230-01 COMSEC Management Files 

230-02 COMSEC Supply Correspondence Files 

230-03 COMSEC Item Register Files 

230-04 COMSEC Daily Inventory Files 

230-05 COMSEC Accounting Reporting Files 

230-06 Crypto-Area Visitor Register Files 

230-07 COMSEC Inspection Files 

230-11 Encrypted Traffic Reporting Files 

230-12 Encrypted Message Text Files 

970-01 Communication Representation Files 

970-02 Telecommunication Facility Project Files 

970-03 Communication Facility Lease Request 
Files 

970-04 Radio Frequency Files 

970-05 Communication Operation Instruction Files 

980-01 Telephone Service Work Order Files 

990-01 Communications Center Operation Files 

Current authority approved on 

DAA-0170-2017-0002 for the following: 

990-02 Communications Center Message Files 
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ACTIVE ITEMS 

1220-05 Samples, Subsampling, and Special 
Studies Files 

1220-06 Defendant Data (Statistics) System 

1220-10 Automated Records and Consummated 
Orders System/Diversion Analysis and 
Detection System (ARCOS/DADS) 

1220-12 System to Retrieve Information from 
Drug Evidence (STRIDE) 

1220-13 Data Base Management System Files 

1220-14 Computerized Asset Program (CAP) 
Files 

1220-15 DEA Accounting System (DEAAS) 
Files 

1220-17 Property Management System (PMS) 
Files 

1220-18 File Room Automation System (FRAS) 
Files 

1220-19 Enforcement Management and 
Information System (EMIS I) Files 

1220-20 Career Development Program Files 

1220-21 Enforcement Management Information 
System (EMIS II) Files A. Manpower 
Utilization Subsystem 

1220-21 Enforcement Management Information 
System (EMIS II) Files B. Confidential 
Informant Subsystem 

1220-22 Ceiling Control System Files 

1220-23 Agents Application System Files 

1220-24 Disciplinary Records System Files 

1220-25 Personnel Locator System (PLS) Files 

1220-29 Activity Files 

1220-30 Aircraft Files 

1220-31 Airdrop System Files 

1220-32 Alien Smugglers Enforcement System 
(ASSET) Files 

1220-33 Commercial Air (CAF) System Files 

1220-34 Computer Inventory System Files 

1220-35 General Aviation Smuggling Indicator 
(GAS) Files 

1220-36 Maritime Intelligence Seizure and 
Intelligence Lookout Systems (MIS/MIL) 
Files 

1220-37 Private Aircraft Reoorting Svstem 

SUPERSEDED AND OBSOLETE 

ITEMS 

Current authority approved on 

DAA-0170-2017-0003 for the following: 

990-03 Monitor Reel Tape Files 

Current authority approved on 

DAA-0170-2017-0004 for the following: 

990-04 Service Message Files 

Current authority approved on 

DAA-0170-2017-0005 for the following: 

990-05 Operator's Number Sheet Files 

Current authority approved on 

DAA-0170-2017-0006 for the following: 

630-01 Drug Evaluation Files 

630-03 Drug Schedule Files 

630-06 Import/Export Permit Files 

630-08al Manufacture and Purchase Quota Files 

630-08a2 

630-08b 

630-09 Registration Journal Voucher Files 

630-10 Drug Identification Label Files 

990-06 Multiple Address and Book Message 
Processing Files 

1220-45 Diversion Analysis and Detection System 
(DADS) Files 

1220-46 Project Label Files 

1220-52 Precursor Chemical Information System 
(PCIS) Files 

Current authority approved on 

DAA-0170-2017-0007 for the following: 

140-04 A-76 Program Files 

170-03 Inspection and Audit Support Files 

N 1-170-89-001 ( corrected 8/12/2022) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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ACTIVE ITEMS 

(PAIRS) Files 

1220-38 Vessels Files 

1220-39 Vessel Crew Members Files 

1220-40 Vessels Electronic (ELECTRO) Files 

1220-41 Vessel U.S. Coast Guard 408 File 

1220-42 Watch Access System (WATCH) Files 

1220-43 Workload Extraction and Evaluation 
System (WEEP) Files 

1220-47 Drug Theft System Files 

1220-48 Internal Security System Files 

1220-49 Offender Based Transaction System 
(OBTS) Files 

1220-51 Toll/Pen Register Files 

1220-53 Event Files 

1220-54 Telephone Subscriber System (BINGO) 

1320-12 Information Collection Budget Files 

1330-06 Directives Development and Editing 
Files 

Approved on NCl-170-77-01. Carried over 
to this schedule with no change: 

010-01 Suspense Files 

010-02 Office General Management Files 

010-03 Duty Roster Files 

010-04 Duty Reporting Files 

020-01 Office General Personnel Files 

020-02 Employee Record Card Files 

060-01 Policy and Precedent Files 

060-02 Reading (Chron) Files 

060-03 Agreement Files 

060-05 Staff Visit Files 

060-06 Reference Paper Files 

060-07 Reference Publication Files 

060-08 Technical Material Reference Files 

1001-01 Medical Review Files 

101-01 Emergency Planning Files 

101-02 Emergency Reporting Files 

1040-02 Accident Experience Files 

110-02 Table of Organization Files 

120-01 Operation Planning Files 

SUPERSEDED AND OBSOLETE 

ITEMS 
180-02 A-123 Tracking and Reporting System 

Files 

180-03 A-123 Audits and Reviews 

180-04 A-123 Inventory of Assessable Units 

180-06 A-123 Performing Work Plans 

180-07 A-123 Training Files 

180-10 A-123 Reserved 

180-12 A-123 Administrative Law Judge 

180-14 A-123 Chief Counsel 

180-15 A-123 Congressional Affairs 

180-16 A-123 Diversion Control 

180-17 A-123 Equal Employment Opportunity 

180-18 A-123 General Services 

180-19 A-123 Information Systems (ADP) 

180-20 A-123 Inspections 

180-21 A-123 Intelligence 

180-22 A-123 International Programs 

180-23 A-123 Investigative Support 

180-25 A-123 Operations Drug Desks 

180-26 A-123 Operations Management Staff 

180-27 A-123 Personnel 

180-33 A-123 Science and Technology 

180-35 A-123 Training 

180-5 A-123 Committee Files 

190-06 Policy and Program Evaluation 
Administration Correspondence Files 

190-07 Policy and Program Evaluation Background 
Files 

190-08a 

190-08b 

201-03 Internal Security Investigative Case 
Files/Integrity Case Files 

201-04 Internal Security Investigative General 
Files/Integrity General Files 

210-08 Security of DEA Employee Files 

480-04 Procurement Reviews, Inspections, and 
Audit Files 

510-02 Personnel Inspection Files 

Current authority approved on 

DAA-0060-2017-0009 for the following: 
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ACTIVE ITEMS 

120-02 Operating Procedure Files 

1220-08 Ballistics Intelligence Tables System 

1220-11 Narcotics and Dangerous Drugs 
Information System (NADDIS) 

130-01 Program Development Files 

130-02 Program and Budget Guidance Files 

130-03 Budget Estimate Files 

130-04 Congressional Budget Justification Files 

130-05 Funding Program Files 

130-06 Program and Budget Input Files 

1320-03 Congressional Authorization Files 

1320-06 Microfilming Job Files 

1330-01 Publication Record Set Files 

1330-02 Publication Reference Set Files 

1330-03 Publication Manuscript Files 

1330-04 Publication Deviation Files 

1330-05 Publication Approval Files 

140-01 Management Improvement Project Files 

140-02 Management Improvement Project 
Background Files 

140-03 Work Simplification Proposal Files 

150-01 Management Survey Case File 

150-02 Management Survey Background Files 

160-02 Manpower Survey Files 

160-03 Manpower Staffing Standard Files 

160-04 Manpower Statistical Data Files 

210-01 Personnel Security Clearance Files 

210-03 Security Awareness Files 

220-01 Security Classification Files 

220-02 Security Regrading Files 

220-05 Security Information Release Files 

220-06 Security Information Exchange Files 

220-07 Top Secret Document Record Files 

220-08 Top Secret Material Accountability Files 

220-14 Security Container Information Files 

230-09 COMSEC Reporting Files 

230-10 COMSEC Investigation Reporting Files 

240-01 Badge Identification Issue Files 

240-02 Badge Identification Accountability Files 

240-03 Parking Permit Control Files 

240-05 Guard Reporting Files 

SUPERSEDED AND OBSOLETE 

ITEMS 

801-02 Training Operation Files 

801-03 Training Evaluation Files 

801-04 School Planned Input Files 

801-06 Target Practice Files 

830-02a2 

830-02b 

860-01 Training and Promotion Agreement Files 

860-02 School Planning Files 

860-03 School Admission Files 

860-06 Contract Training Files 

860-08 Training Material Files 

860-10 Course Announcement Files 

1220-16 Training Information Management System 
(TIMS) Files 

Consult the General Records Schedule 
for the following: 

020-03 Office Personnel Information Files 

020-04 Standard of Conduct File 

020-05 Time and Attendance Report Files 

1001-02 Health Record Files [Later changed to 
Employee Medical Folder (EMF) Files] 

1001-03 Health Unit Control Files 

1001-04 Health Services Program Management 
Files 

1001-05 Employee Assistance Program Files 

1030-01 Safety Program Files 

1030-02 Safety Hazard Files 

1030-03 Safety Program Reporting Files 

1040-01 Accident Case Files 

1101-01 Property Receipt Files 

1101-02 Equipment Record Files 

1101-03 Property Accountability Transfer Files 

1101-04 Equipment Loan Files 

1101-05 Report of Survey Files 

1101-06 Reports of Survey Register Files 

1101-07 Property Officer Designation Files 

1101-08 Packaging and Handling Deficiency 
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ACTIVE ITEMS 

310-04 Claim Investigation Reporting Files 

310-05 Personal Property Claim Files 

310-06 Tort Claim Files 

310-07 Contract Adjustment and Claim 
Determination Files 

310-08 Foreign Claim Files (later known as 
"Innocent Third Party Claims Files") 

310-09 Local Foreign Claim Files 

310-10 DEA Property Damage Claim Files 

330-01 Litigation Case Files 

330-04 Witness Appearance Files 

360-01 Legislation Files 

360-03 Congressional Correspondence Files 

360-04 Congressional Investigation Files 

360-05 Congressional Visit Reporting Files 

370-04 Feature Story Review Files 

370-05 Research Clearance Files 

370-06 Contractor Information Release Files 

370-07 DEA Authored Information Clearance 
Files 

370-08 Public Inquiry Files 

370-09 DEA Community Relations Files 

370-10 Information Publication Distribution Files 

3 70-11 Commercial Authorship Approval Files 

370-12 Charity Contribution Files 

370-14 Statistics Reporting Files 

480-08 Debarred Bidder List Files/480-06 

480-09 Bidder List Files/480-07 

550-02 Expert and Consultant Data Files 

570-01 Hours of Work Files 

570-02 Employee Service Case Files 

590-04 Employee Suggestion Control and Subject 
Index Files 

601-01 Jurisdictional Responsibility Files 

601-02 Investigative Technique Files 

601-03 Enforcement Confidential Fund Files 

601-04 Enforcement Program Files 

601-05 Criminal Investigator Cross-Designation 
Files 

601-06 Enforcement Activities Reporting Files 

601-10 Enforcement Journal Files 

SUPERSEDED AND OBSOLETE 

ITEMS 
Reporting Files 

1101-09 Excess Property Reporting Files 

1101-10 Equipment and Supply Requisition Files 

1101-11 Property Program Management Files 

1110-01 Facilities Utilization Files 

1110-02 Floor Plan Files 

1110-03 Facilities Services Files 

1110-04 Building Lease Management Files 

1120-01 Vehicle Authorization Files 

1120-02 Vehicle Control Files 

1120-03 Vehicle Identification Plate Files 

1120-04 Vehicle Operating Cost and Performance 
Reporting Files 

1120-05 Vehicle Disposition Files 

1130-02 Shelf List Card Files 

1130-03 Library Catalog Files 

1140-01 Travel Request Files 

1140-02 Conference Travel Files 

1140-03 Passport Files 

1140-04 International Shipment Files 

1150-01 Printing Equipment Control Files 

1150-02 Printing Report File 

1150-04 Printing Job Jacket File 

1150-05 Illustration and Drawing Files 

1150-06 Photographic Negative Files 

1160-01 Publication Requisition Files 

1160-02 Status of Publication Files 

1160-03 Initial Distribution Files 

1160-04 Accountable Form Receipt and Issue Files 

1160-05 Accountable Form Authorization Files 

1160-06 Publication Stock Record Card Files 

1160-07 Publication History and Stock Usage Files 

1170-01 Mail Loss and Shortage Files 

1170-02 Mail Routing Guide Files 

1170-03 Accountable Mail Receipt Files 

1170-04 Mail Control Files 

1170-05 Mail Hours of Collecting Files 

1170-06 Mail Production Files 

1170-8 Mail Program Management Files 

1201-01 Data Systems Specifications Files 
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ACTIVE ITEMS 

601-11 Foreign Country Files 

630-02 Controlled Substances Theft/Loss Report 

630-04 Controlled Substances Reporting Files 

630-07 Controlled Substances Order Form Files 

801-01 Training Facility Requirement Files 

801-05 School Reporting Files 

801-08 Instructor Information Files 

810-01 Individual Training Record Files 

810-02 Proficiency Test Files 

820-01 Foreign Training Program Files 

820-02 Foreign Training Program Control Files 

820-03 Training Assistance Files 

820-04 Foreign National Personnel Files 

820-05 Foreign Training Reporting Files 

830-01 Training Aids Program Files 

830-03 Training Aid Work Order Files 

860-04 Training Reporting Files 

860-07 Record of Training Files 

901-01 Laboratory Case Files 

901-02 Index Book Files 

901-04 Laboratory Reporting Files 

930-01 R&D Planning Files 

930-02 DEA Scientific Advisory Committee Files 

930-03 Scientific Research Schedule Files 

930-04 Unfunded Study Files 

930-05 Problem Statement Files 

930-06 Information-to-Industry Briefing Files 

930-07 Unsolicited Proposal Files 

940-01 Foreign Scientific Information Files 

940-02 Project Control Files 

940-03 Project Register Files 

940-04 Project Reporting Files 

940-07 Scientific and Raw Data Files 

980-02 Telephone Toll Call Reporting Files 

980-03 Communications Equipment Record Files 

Approved on NCl-170-86-01. Carried over 
to this schedule with no change: 

SUPERSEDED AND OBSOLETE 

ITEMS 
1201-02 System Test Documentation Files 

1201-03 File Specifications Files 

1201-04 User Guide Files 

1201-05 Output Specifications Files 

1201-06 ADP Report Files 

1201-07 Information Retrieval Routine Files 

1201-08 ADP/Telecommunication Service Files 

1210-01 ADP Work Files 

1210-02 ADP Test Files 

1210-03 Initial Data Abstract Files 

1210-04 Initial Data Reference Files 

1210-05 Initial Data Card/Tape Abstract Files 

1210-06 Initial Data Source Files 

1210-07 Intermediate Data Input/Output Files 

1210-08 Valid Transaction Files 

1210-09 Information Retrieval System Master 
Reference Files 

1210-10 Security Backup Files 

1220-01 Housekeeping System Master Files 

1220-02 Statistical Master Files 

1220-03 Re-formatted Files 

1220-26 Workmen's Compensation System Files 

1220-27 Freedom oflnformation (FOI) Files 

1220-28 Vehicle Management System (PVS) Files 

1301-01 Forms Management Reporting Files 

1301-02 Forms Numerical Files (Internal) 

1301-03 Forms Numerical Files (External) 

1301-04 Forms Functional Files 

1301-05 Forms Number Registration Files 

1310-01 Reports Control Files 

1310-02 Reports Control and Output Register Files 

1310-03 Reports Program Management Files 

1320-01 Records Management Survey Files 

1320-02 Records Management Survey Background 
Files 

1320-04 Records Disposition Standard Files 

1320-05 Records Locator and Disposition Files 

1320-07 Records Holding Files 

1320-08 Correspondence Management Files 

1320-09 Files Program Management Files 

1320-10 Microform Program Management Files 
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

ACTIVE ITEMS 

1170-07 Mail Survey Files 

160-01 Manpower Authorization Files 

180-01 A-123 Regulations, Policies, and 
Guidelines Files 

180-08 Open 

180-09 Open 

180-11 A-123 Accounting 

180-13 A-123 Budget 

180-24 A-123 Management Analysis 

180-28 A-123 Planning and Evaluation 

180-29 A-123 Professional Conduct 

180-30 A-123 Professional Responsibility 

180-31 A-123 Public Affairs 

180-32 A-123 Records Management 

180-34 A-123 Security Programs 

180-36 Open 

180-37 Open 

180-38 Open 

180-39 Open 

180-40 Open 

570-06 Fitness for Duty Files 

570-08 Death Claim Files 

Approved on NCl-170-87-01. Carried 
over to this schedule with no change: 

860-05 Training Program Files 

Approved on NCl-170-88-01. Carried 
over to this schedule with no change: 

560-08 Special Agent Career Management Files 

SUPERSEDED AND OBSOLETE 

ITEMS 
210-06 (GRS 18-25) Classified or Classifiable 

Information Nondisclosure Agreements 

210-07 (GRS 18-21) Security Clearance 
Administrative Subject Files 

220-03 Classified Material Access Files 

220-10 Security Inspection and Survey Files 

220-15 Classified Document Inventory Files 

220-16 (GRS 18-3) Destruction Certificate Files 

220-17 (GRS 18-2) Document Receipt Files 

240-04 Key Accountability Files 

380-01 Freedom oflnformation Act (FOIA) 
Requests Files 

380-02 (GRS 14-12) FOIA Appeals Files 

380-03 FOIA Control Files 

380-04 FOIA Reports Files 

380-05 FOIA Administrative Files 

380-20 Privacy Act Requests Files 

380-21 Privacy Act Amendment Case Files 

380-22 Privacy Act Accounting of Disclosure Files 

380-23 Privacy Act Control Files 

380-24 Privacy Act Reports Files 

380-25 Privacy Act General Administrative Files 

401-01 Paid Vendor Invoice Files 

401-02 Paid Government Obligation Files 

401-03 Paid Travel Voucher Files 

401-04 Paid Purchase Order Files 

401-05 Unpaid Purchase Order Files 

401-06 Paid Government Travel Request Card 
Files 

401-07 Unpaid Government Travel Request Card 
Files 

401-08 Paid Transportation Schedule Files 

401-09 Paid Government Bill of Lading Files 

401-10 Unpaid Government Bill of Lading Files 

401-11 Reimbursable Moving Expenses and Taxes 
Withheld 

401-12 Travel Advance Card Files 

401-13 Imprest Fund Account Files 

401-14 Imprest Fund Shortage Files 

401-15 Travel Accountability Files 

401-16 Monthly Disbursement and Collection 
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ACTIVE ITEMS SUPERSEDED AND OBSOLETE 

ITEMS 
Document Files 

401-17 Certification of Deposit Files 

401-18 Mechanized Accounting Document Files 

401-19 Mechanized Accounting Transaction 
Report Files 

401-20 (GRS 6-l a) Paid (Closed) Obligation 
Account Files 

401-23 (GRS 6-l a) Accounts Receivable Files 

401-24 Delinquent Travel Advance Files 

401-25 Obligation Control (Log) Register Files 

401-26 Detail Accounting Management Files 

410-01 Accounting Journal Files 

410-02 General Ledger Files 

410-03 Subsidiary Ledger Files 

410-04 Trial Balance Files 

410-05 Subsidiary Monthly Payment Files 

410-06 Biweekly Accounting Station List Files 

410-07 Summary Accounting Reporting Files 

410-08 Summary Accounting Management Files 

480-02 Contracting Authority and Administration 
Files 

480-08 Unsolicited Vendor Proposal Files 

490-01 Transactions for $10,000 or Less 
Files/Small Purchase Files 

490-02 Interagency Procurement Agreement Files 

490-03 Contract Files 

490-04 Tax Exemption Certification Files 

501-01 EEO Reporting Files 

501-02 EEO Survey Files 

501-03 EEO Complaint Case Files/EEO 
Complaints System Files 

501-04 EEO Affirmative Action Plan Files 

501-05 EEO Special Emphasis Program Files 

510-01 Personnel Program Reporting Files 

510-03 JUNIPER Printout Files 

510-04 JUNIPER Microfiche Files 

510-05 Payroll Systems Printout Files 

510-06 Personnel Correspondence Files 

520-02 Master Position Description Files 

520-03 Organization Files 

520-04 Position Standard Files 
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ACTIVE ITEMS SUPERSEDED AND OBSOLETE 

ITEMS 
520-05 Position Standard Development Files 

520-06 Differential and Allowance Files 

520-07 Wage Rate Files 

520-08 Payroll Correspondence Files 

520-09 Attendance and Leave Files 

520-10 Position Classification Survey Report Files 

520-11 Position Classification Inspection, Audit, 
and Survey Files 

520-12 Position Classification Appeals Files 

520-13 Premium Pay 

530-01 Civil Service Certificate Files 

530-02 Re-employment Files 

530-04 Employee Processing Files 

540-01 Qualification Standard Files 

540-02 Active Employment Application Files 

540-03 Inactive Employment Application Files 

540-04 Announcement, Notification, and Publicity 
Files 

540-05 Requests for Information Files 

550-01 Official Personnel Folder Files 

550-03 Employment and Financial Interest 
Statement Files 

550-04 Notification of Personnel Action Files 

560-01 Referral and Selection Files 

560-02 Placement Consideration Files 

560-04 Career Management Files 

560-05 Occupational Inventory Files 

560-07 Career Trainee Input Requirement Files 

560-11 Student Assistance and Employment Files 

570-03 Misconduct Appeal and Grievance Case 
Files 

570-04 Performance-Based Action Files 

570-05 Retirement Files 

570-07 Health/Life Insurance Files 

570-09 Personal Injury Files 

570-10 Disciplinary/ Adverse Action Files 

570-11 Personnel Counseling Records 

570-12 Personnel Welfare and Grievance Program 
Management Files 

570-13 (GRS 1-23a) Performance Appraisal 
Program Files 

N 1-170-89-001 ( corrected 8/12/2022) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

ACTIVE ITEMS SUPERSEDED AND OBSOLETE 

ITEMS 
570-14 SAC/CA Rating Input Files 

580-01 Reduction-in-Force Data Files 

580-02 Competitive Level Files 

580-03 Retention Register Files 

590-01 Incentive Awards Committee Meeting 
Records 

590-02 Incentive Awards Reporting Files 

590-03 Incentive Award Case Files 

980-04 Telephone Toll Tickets 

EEO Opportunity Program Management Files 

Obsolete. Deleted from GRS. No longer 
done. 
1320-11 IRM Triennial Review Files 

N 1-170-89-001 ( corrected 8/12/2022) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 
(See /nstruct,ons on reverse) tJ 1-17tJ -J'9-/

TO DATE RECEIVED 
GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 - 1-t-/z..7/ri' 

l FROM (Agency or establzshment) NOTIFICATION TO AGENCY 

Drug Enforcement Administration In accordance with the provIsIons of 44 U S C  3303a
2 MAJOR SUBDIVISION the d1sp9sal request, 1nclud1ng amendments, Is approved 

except for items that may be marked "d1spos1t1on not 
Office of Administration approved" or "withdrawn" in column 10 If no records

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st Is 

- not required 
Records Management Section 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT. D ARCHIVIST OF THE UNITED STATES 

<... 
'-,J/4. �

James L. Greene 633-1130 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 169 page(s) are not now needed for the business of this 
agency or wtl I not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or [29 1s unnecessary 

D TITLEB DATE C. 

Records Officer 

7 
8 DESCRIPTION OF ITEM

ITEM 
(With Inclusive Dates or Retenhon Periods)

NO 

Attached for approval by NARA is the DEA's records 
schedule (Appendix 0750A). The current GRS numbers 
and previous job citations have been annotated beside 
the applicable items within the schedule. 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

STANDARD FORM 115,(REV 8-83) 
Prescribed by GSA 
FPM R (41 CFR) 101-11.4 
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APPENDIX A 
PROPOSED SUBSTANTIVE ADDITIONS AND REVISIONS 

Nl- 1 7 0 - 8 9 - 1  

CHAPTER 3 0 0  

3 6 0-0 7 i. Enacted Laws Af fecting DEA . Change disposition to : 
Destroy when no longer needed for reference . 

3 7 0-0 3 i. News Media and Release Filesi. Eliminate references 
to GRS 2 1 .  Note possible restriction of videos under sub­
section ( b)( 7) ( E) and ( F) of the Freedom of Information Act . 
Revise sub-items as follows : Office ( s) of record : 
a .  Press releases and official speeches of the Adminis­
trator and other high-level of ficials : PERMANENT . Cut off  
at the close of an Administrator ' s  tenure . Trans fer to the 
WNRC 2 years after cutoffi. Trans fer to the National 
Archives 15  years after cutof f .  
b .  Other textual documentation : Destroy five years after 
public release . 
c .  Other textual documentation held by other of f ices : 
Destroy five years after public release . 
d .  Slides and transparencies : PERMANENT . Trans fer to the 
National Archives in five-year blocks when the most recent 
record is  ten years old . 
e .  Photographic prints : PERMANENTi. Trans fer to the 
National Archives in 1 9 9 9 i. Earlier trans fer authorized . 
f .  Videotapes and scripts : PERMANENT . Trans fer original , 
one copy and script annually to the National Archives when 
five years oldi. 

3 7 0-15i. DEA Publicationsi. Revise sub-items as fol lowsi: 
Office of Record : 
a .  DEA World, or its succes sor publication : Destroy when 
no longer needed for reference . 
b .  All other publications : PERMANENT . Trans fer annual ly 
to the WNRC . Trans fer to the National Archives when f ive 
years oldi. 
c .  Copies held by other offices : Destroy when three years
oldi. 

3 8 0-04  and -24i. FOIA and Privacy Act Reports Filesi. As 
both series are presently filed under item -04 , filing 
practices should either be changed or item -24  eliminated . 
Revise disposition as follows : Cut off  annually . Trans fer 
to the WNRC when 1 0  years old . Destroy when 3 0  years old . 

A - 1 
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CHAPTER 6 0 0  

6 2 0 - 0 2 e. Demand Reduction Project Files . Revise sub-items 
as follows : 
a .  Headquarters Proj ect Files : PERMANENTe. Retire to the 
WNRC when 5 years old . Transfer to the National Archives 
when 15 years olde. 
b .  Quarterly Report9 from field divisions : PERMANENT . 
Disposition instructlons as above . 
c .  All other records : Temporary disposition as provided . 

" "d .  Other offices : 

6 3 0 - 0 8 e. Manufacture and Procurement Quota Files . Revise 
description to specify that the annual statistical summary
( part of the permanent sub-item) is the public use version 
of the DADS Fourth Quarter ( cumulative) Report, based on 
data from item 12 20-10e. 

CHAPTER 7 0 0 

7 0 1-04e. Strategic Intelligence Product Files . Update
series description, if  necessary, to reflect the current 
moribund state of Quarterly I ntelligence Trends . Change
transfer date to 30  years . 

7 0 1- 0 9 e. Audiovisual Records ( recommended additional item)e. 
Videotapese, maps, and photographic slides prepared
respectively for briefings and program documentation . 
a .  Videotapes : Destroy when superseded or obsoletee. 
b .  Maps : PERMANENT . Transfer to the National Archives in 
five-year blocks when the most recent record is five years
olde. 
c .  Slidese: PERMANENTe. Transfer when no longer needed to 
the central collection maintained by the agency photogra­
pher, item 370-03e. Transfer to the National Archives under 
the disposition instructions provided for that item . 

7 9 0 - 10e. Photographs ( recommended additional item)e. Records 
created or accumulated by the intelligence units of EPIC to 
document suspect vessels, and interdiction efforts such as 
methods of concealment, types of vehicles used for smug­
gling, and so forthe. 
a . .  Maritime Unit . Destroy five years after date of last 
action on suspect vessel . 
b .  General Unit . Disposition not authorized ( schedule to 

A - 2 
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be provided by agency in near future ) .  
NOTEi: The Air Unit does not maintain a separate photograph 
filei. 

7 9 0- 1 1 i. EPIC Publications ( recommended additional item ) i. 
Printed reports documenting EPIC program goals and efforts . 
Topics covered include vessel identification and registra­
tion ; land, sea, and air narcotics smuggling ;  assessment of 
various criminal activities ; and evaluation of interdiction 
methods . The reports date back to the early 1 9 8 0s .  
PERMANENTi. Transfer one copy of each original and revised 
title to the Records Management Unit of DEA, which will 
retire the documents to the WNRC . Future titles will be 
retired to the WNRC when accumulation reaches one cubic 
footi. Transfer to the National Archives when most recent 
record is 30  years old . 

CHAPTER 8 0 0  

8 3 0-02i. Training Aids Files .  E liminate references to GRS 
2 1  in both description and disposition . Note applicability 
of subsection ( b ) ( 7 ) ( E )  and ( F )  of the Freedom of Informa­
tion Act . Revise dispositions of permanent sub-items as 
fol lows : ( a ) Audiovisual material : PERMANENT . Transfer 
annually when records are five years old . ( b )  Lesson plans 
and other textual documentation : PERMANENT . Retire to WNRC 
when five years oldi. Transfer to the National Archives when 
3 0  years oldi. 

CHAPTER 9 0 0  

Section 9 2 0 , Hazardous Waste Disposal Files , Items -03  
through -07i. Recommend withdrawl and future resubmission of 
these items, as either no records or records insufficient 
for an valid appraisal have been generated . Description and 
disposition of item -03  should be revised to provide for 
permanent and temporary sub-items . 

9 4 0-05i. Project Case Files . Revise disposition as fol lows : 
a .  Final project or phase report, or analogous documenta­
tion such as final test data or evaluation reportsi: 
PERMANENT . Retire to the WNRC when 2 0  years old . Transfer 
to the National Archives when 3 0  years old . 
b .  Other documentation : Destroy 15  years after completion, 
termination, or cancel lation of the projecti. 

A - 3 
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CHAPTER 1 2 0 0  

12 2 0- 0 6 .  Defendant Data ( Statistics ) Systems Files. Revise 
description to eliminate references to Bureau of Prisonsi. 
Revise dispos ition as follows : Data sets and related docu­
mentation : PERMANENT . Trans fer annual ly to the National 
Archives, in accordance with 36  CFR 1 2 2 8 i. 

1 2 2 0-5 0 i. Trafficker Filesi. Revise description to reflect 
current moribund statusi. 

A - 4 



APPENDIX B 
ITEM REVISIONS, CITATIONS, 

AND OTHER CORRECTIONS TO Nl-170-8 9-1 

NOTE : DEA should provide citations to prior authorities for 
all previously approved items . Assume NIR concurrence 
unless otherwise notede. 

CHAPTER 0 0 0  

0 1 0-0 1 .  Suspense Files . Authority should be GRS 23/6 . 

0 10-02 . Office General Management Files . Authority should 
be GRS 23 / 1  and 7c . 

0 1 0-05e. Office Staff Meeting Files . New temporary item, 
not noted as suche. 

0 1 0-0 6 e. Office Monthly Report Files . Authority should be 
GRS 23 / 1 e. 

020-0 6 e. Employee Travel Summary Files . New temporary item, 
not noted as such . ( This doesn ' t  quite seem to fit any
particular category in GRS 9 . )  

0 6 0-04e. Committee and Conference Files . Authority for sub­
items a . 3 and b . 3 should be GRS 1 6 / 8 . 

CHAPTER 100  

1 0 1-0 1 .  Emergency Planning Files . Authority should be GRS 
1 8 /27 .  

1 1 0-0 1 e. Organization Planning Files . Revised disposition 
instructions, not noted as such . 

150-0 1 e. Management Survey Case Files . DEA should determine 
the applicability of GRS 22/2 to sub-items a . 2  and b .  

170-02 . Inspection and Audit Files . Authority for sub­
items a . 2  and b .  should be GRS 22/2 ; retention should be 
lengthened accordingly or deviation justified . 

170-0 3 .  Inspection and Audit Support Files . New temporary
item ; retention should be lengthened or deviation justified 
if GRS 22 applies . 
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1 9 0- 0 6 .  Policy and Program Evaluation Administrative 
Correspondence Files ; and 

1 9 0- 0 7 .  Pol icy and Program Evaluation Background Files. 
New temporary itemsi, not noted as such. 

CHAPTER 2 0 0  

2 0 1- 0 3. Integrity Case Files. Five-year increase in 
retention. 

2 0 1-04.  Integrity General Files. Minor changes in descrip­
tion, f ive-year increase in retention. 

2 1 0-0 1. Personnel Security Clearance Files. Descriptive 
information should be removed from the dispos ition statement 
and reintegrated into the descriptive section. 

2 1 0-02 .  Personnel Security Liaison Files. Description and 
title of this item does not coincide with the existing cita­
tion ; the discrepancy should be j ustified or corrected. 
Dispos ition also refers to directives , which are not cited 
in the description. 

2 1 0-04.  Personnel Security Clearance Status Files. Correct 
GRS citation is 1 8/23 , instead of 1 8 /24.  

2 1 0-05.  Security Violations Files. Correct GRS citation is  
1 8 / 2 4 , instead of  18/25.  

2 2 0-02 .  Security Regrading Case Files. Description 
incomplete. 

2 2 0- 0 8. Top Secret Material Accountability Files. Autho­
rity should be GRS 18/5. 

2 2 0- 0 9 .  Security Compromise Files. Three-year increase in 
retention. 

2 2 0- 10.  Facilities Survey and Inspection Files. Authority 
should be GRS 18/9  & 1 0  ( sub-items a. and b. respectively. ) 

2 4 0- 0 3. Parking Permit Control Files. Previous ly approved. 
GRS 1 1 /4  does not seem applicable ; that item seems directed 
at ID,  not the process of ass igning spaces. 

2 4 0 - 0 6 .  Visitor Control Files. Authority should be GRS 
1 8 / 1 7 i; retention should be lengthened or deviation 
justified. 
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2 4 0- 0 7 .  Security of US Government Property. Authority 
should be GRS 1 8 / 12 ; revise dispos ition to concur. 

CHAPTER 3 0 0  

3 0 1- 0 1. Legal Opinion Review Files. Needs further trans fer 
instructions on sub-item a.i(i1). 

Section 3 1 0  - Claim Investigating and Process ing Files. DEA 
should determine the applicability of GRS 6 / 10.  

3 3 0- 0 6 .  Civil Seizure and Forfeiture Files. New temporary
item. Add cutoff  instructionsi: Cut off  on c lose of case 
( seizure , forfeiture , sale , - or return of property). 

CHAPTER 4 0 0  

4 0 1- 0 5. Unpaid Purchase Order Files ; and 

4 0 1- 0 7. Unpaid Government Travel Reguest Card Files. 
Provide justification for cutting off an open file. 

4 0 1- 1 3. Imprest Fund Account Files ; and 

4 0 1- 1 7 .  Certificate of Depos it Files. Descriptions should 
be corrected to eliminate references to obsolete forms. 

4 0 1- 2 5. Obl igation Control ( Log) Register Files. Disposi­
tion has been altered from that previous ly approved. This  
should be either justi fied or corrected. 

Section 4 1 0 - Summary Accounting Files. DEA should deter­
mine applicability of GRS 7 and GRS 8.  

4 8 0- 0 1. Supplemental Regulations , Pol icies , and Decis ion 
Files. Item description has been substantially revised from 
the previous citation ; this was not noted. 

4 8 0-02 .  Contracting Authority and Administration Filesi; 

4 8 0- 0 3. Recurring Procurement Reports Filesi; 

4 8 0- 0 4. Procurement Reviewsi, Inspectionsi, and Audit Filesi; 

4 8 0- 0 5. Procurement Misconduct Filesi; and 

4 8 0-0 8. Unsolicited Vendor Proposal Files. New temporary 
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items, not noted as such . Retentions should be six years
and three monthse. 

4 9 0-0 1 e. Small Purchase Files . Substantially revised, with­
out notation, from previously approved item . Authority
should be GRS 3 / 3a2 . 

4 9 0-02e. Interagency Procurement Agreement Files . Revision 
problem as above . Cite GRS 6 / la as authority, with reten­
tion of six years and three months . 

4 9 0-0 3 e. Contract Files . As above . Authority should be GRS 
3 / 3ale. 

4 9 0-04e. Tax Exemption Certification Files . As above . 
Authority should be GRS 3 / 12 ;  longer retention should be 
justified or altered . 

CHAPTER 5 0 0  

5 0 1-0 3 e. Egual Employment Opportunity Complaints System 
Files . Authority should be GRS 1/25a ;  longer retention 
should be justified or altered . 

5 10-0 6 e. Personnel Correspondence Files . New temporary
item, not noted as such . Authority should be GRS 1 / 3 . 

520-0 8 e. Payroll Correspondence Files . As above . Authority 
should be GRS 2/2 . 

520-0 9 e. Attendance and Leave Files . No previous citation 
for this item . Retention is two years longer than analogous
GRS items ; this should be justified . 

54 0-02 . Acive Employment Application Files . Authority 
should be GRS 1/15e. 

5 4 0-0 3 e. Inactive Employment Application Files . As above . 

5 4 0-05e. Requests for Information Files . As above ; 
authority should be GRS 1 / 15e. 

5 5 0-0 1 .  Official Personnel Folder Files . Authority should 
be GRS 1 / 1  and 10 . 

5 5 0-0 3 e. Employment and Financial Interest Statement Filese. 
Authority should be GRS 1/24e. 

5 5 0-0 4 e. - Notification of Personnel Action Files . Authority 
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should be GRS 1/ 14a & b for sub-items a .  and b .  respec­
tivelyi. Longer retention should be justified or altered . 

5 6 0-0 1 . Referral and Selection Filesi. Authority s hould be 
GRS 1 / 3 2 c. 

5 7 0 - 0 3 i. Misconduct Appeal and Grievance Case Filesi; 

5 7 0 - 0 4 i. Performance-Based Action Filesi; and 

5 7 0- 1 0 i. Disciplinary/Adverse Action Filesi. Authority
should be GRS 1/30i. 

5 7 0- 1 2 i. Personnel Welfare and Grievance Program Management 
Filesi. New temporary item, not noted as such . 

5 7 0- 1 4 i. SAC /CA Rating Input Filesi. DEA should determine 
the applicability of GRS 1/2 3 i. ( Retention would need to be 
increased, if applicable . ) 

5 8 0 -0 3 i. Retention Register Filesi. Authority should be GRS 
1 / 17b . 

5 9 0-0 1 . Incentive Awards Program Management Filesi. As 
above, under GRS 1/ 12a . ( Longer retention would need to be 
justifiedi. )  

5 9 0-04i. Employee Suggestion Control and Subject Index 
Filesi. Authority should be GRS 1/ 12d . 

CHAPTER 6 0 0  

6 0 1- 1 2 i. Other Field Office Investigative Filesi. Revised 
temporary item, not noted as such . 

6 3 0-05i. Res istration Applications Filesi. Apparent lengthe­
ning of series retention is actually correction of a typo­
graphical error in the previous schedulei. 

CHAPTER 8 0 0  

8 6 0- 0 9 i. Phys ical Fitnes s Program Files ; and 

8 6 0- 1 0 . Course Announcement Filesi. New temporary items, 
not noted as such . 
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CHAPTER 9 0 0  

9 8 0-04i. Telephone Tol l  Tickets. New temporary item , not 
noted as such. Authority should be GRS 6 /8. 

CHAPTER 1 0 0 0  

1 0 0 1-0 4. Health Serv ices Program Management Files ; and 

1 0 0 1-05. Employee As sistance Program Files. New temporary 
items , not noted as such. 

1 0 4 0-0 1. Accident Case Files. Can be covered in part by
GRS 1 0 /5. 

CHAPTER 1 10 0  

1 1 1 0-0 1. Facilities Utilization Files. Authority should be 
GRS 1 1 /2a. 

1 1 1 0-0 2.  Floor Plan Files. This item also includes archi­
tectural renderings , blueprints and photographs , which 
s hould be noted in the description. Authority should be GRS 
1 1/2a ,  with disposition altered to concur. 

1 1 2 0-04.  Vehicle Operating Cost and Performance Reporting 
Files.  Authority should be GRS 1 0 /4. Disposition should 
be s lightly altered or deviation justified. 

1 12 0-0 5. Vehicle Dispos ition Files. Authority should be 
GRS 1 0 / 6. ( As above ) .  

( NOTE : I don ' t  think the GRS applies to the balance of this 
s ection , as many of their vehicles are seized rather than 
purchased.i) 

1 14 0 - 0 1. Travel Reguest Files ; 

1 14 0-02.  Conference Travel Files ; and 

1 14 0-04. International Shipment Files. Authority should be 
GRS 9 / 1 ;  DEA should determine applicabil ity of sub-items. 

1 1 4 0-05. Tour Renewal Travel Files. ( Title has been 
amended.i) New temporary item ; dispos ition concurs with both 
GRS 9 / lb and 3a. DEA should determine which item applies. 
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1 1 5 0-02 . Printing Report Files . Authority should be GRS 
1 3 / 5 e. Disposition should be altered to concur or deviation 
justified. 

1 15 0-04e. Printing Job Jacket File . Authority should be GRS 
1 3 /2a . Disposition should be altered to concur or deviation 
justifiede. 

1 15 0-05e. Illustration and Drawing Files . Authority should 
be GRS 2 1 /6 .  

1 150-0 6 e. Photographic Negative Files . Authority should be 
GRS 2 1 / 7 ; disposition should be rewritten to concur . 

be GRS 12/Sa .  (Alter disposition or justify deviation . )  

1 1 7 0-0 1 .  
GRS 1 2 / 8 .  

Mail Loss and Shortage Filese. Authority should be 

1 1 7 0-02e. 
12/ 6 h .  

Mail Routing Guide Filese. Authority should be GRS 

1 17 0-0 3 e. Accountable Mail Receipt Filese. Authority should 

1 1 7 0-04e. Mail Control Files . Authority should be GRS 
12/6 a .  

1 1 7 0-0 6 e. Mail Production Files . Authority should be GRS 
12/ 6d . (Alter disposition or justify deviation . )  

1 1 7 0-0 8 e. Mail Program Management Files . New temporary 
item . Is six years necessary? 

CHAPTER 1 2 0 0  

120 1-0 1 e. Data Systems Specifications Files . Authority for 
sub-items a .  and b .  should be GRS 20/ 1 1 e. Sub-item c .  should 
either be eliminated or changed to permanente. 

120 1-02 . System Test Documentation Files . Authority should 
be GRS 20/la .  

120 1-0 3 e. File Specifications Files . See 120 1-0 1 e. 

120 1-04e. User Guide Files ; and 

120 1-05e. Output Specifications Files . Authority should be 
GRS 20 / 1 1 e. 

120 1-0 6 e. ADP Report Files . As several of the printed 
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reports ( ARCOS , EPIC ,  etc.i) are now recommended for perma­
nent retention, description/content of this item should be 
clarified. It should either be eliminated or rewritten to 
conform to GRS 2 0 / 1 1. 

1 2 0 1-07 .  Information Retrieval Routine Files. DEA should 
determine applicability of GRS 2 0 / 1 0  to sub-items a. and b. 
Sub-item c. should be changed to permanent , with a more 
specific description, or eliminated. 

1 2 0 1- 0 8. ADP /Telecommunications Service Files. New tempo­
rary item. Will one year be sufficient? 

1 2 1 0- 0 1. ADP Work Files. Authority should be GRS 2 0 / lb. 
Disposition should be clarified. 

1 2 1 0- 0 2. ADP Test Files. Authority should be GRS 2 0 / la. 

1 2 1 0-03. Initial Data Abstract Files. Authority should be 
GRS 2 0 /2b. 

1 2 1 0-04.  Initial Data Reference Files. Authority should be 
GRS 2 0 /2c. 

1 2 1 0-05.  Initial Data Card/Tape Abstract Files ; and 

1 2 10-06 .  Initial Data Source Files. Authority should be 
GRS 2 0 /2a. Are references to punch cards and paper tape
still valid? 

Files. DEA should determine applicability of GRS 2 0 /3. 

1 2 i1 0-07 .  Intermediate Data Input /Output Filesi; and 

12i1 0- 0 8. 
2 0 / lb. 

Valid Transaction Files. Authority should be GRS 

1 2 1 0-09 .  Information Retrieval System Master Reference 

Descriptive information should be removed from the dispo­
sition statement. 

12 1 0 - 1 0. Security Backup Files. Authority should be GRS 
of course, that the series is disposable. 

Housekeeping System Master Files. Authority
should be GRS 2 0 /3. Replaced systems should be listed. I f  
the functions o f  this item have actually been taken over by
specific systems such as 1 2 2 0- 1 6  and - 1 7 , it should be 
deleted. 

2 0 /Bb ,  assuming , 

1 2 2 0- 0 1. 

1 2 2 0- 0 2. Statistical Master Files. As above. 
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1 2 2 0 - 0 3 . Re-Formatted Files . Authority should be GRS 2 0 /7 .  

1 2 2 0-05i. Samples . Subsamples • . . .  Files . Documents 
created under this item are used for testing or one-time 
speci f ic inquiries . Both description and disposition should 
be c larified and revised ; latter should be rewritten to pro­
vide for both publ ic access and non-publ ic access records . 
DEA should determine the applicability of GRS 2 0 /5i. 

1 2 2 0 - 1 6 i. Training Information Management System Files 
( TIMS)i. This system automates the SF 182 , which is covered 
by GRSl / 1 i. DEA should ensure that the disposition does not 
confl icti. 

1 2 2 0- 1 8 i. . ( FRAS) Files . DEA should determine the 
applicability of GRS 2 3 / 8 i. 

1 2 2 0 - 1 9 . . EMIS I Files . The money list subsystem was 
cancelled approximately two years ago ; this item should be 
deleted . CAST is essentially a management tool used to 
monitor workloads and activitiesi. 

1 2 2 0-2 1 .i .ii. .ii EMIS I I  Files . Development was frozen due 
to lack of resources; unless it is thawed in the near 
future , this item should be eliminated . 

1 2 2 0 -2 2 i. Cel ing Control System Filesi. DEA should determine 
the applicability of GRS 1/ 14b . Retention would need to be 
increasedi. 

1 2 2 0-2 3 i. Agents Application System Files . DEA should 
determine the applicabil ity of GRS 1/33k . 

1 2 2 0-2 6 i. Workmen ' s  Compensation System Files . DEA should 
determine applicability of GRS 1/34i. Disposition should 
speci fy actual point of deletion . 

1 2 2 0-27 . Freedom of Information ( FOI ) Filesi. Authority 
should be GRS 14/13i. 

1 22 0-2 8. Vehic le Management System ( PVS) Files . DEA should 
determine the applicability of GRS 1 0 i. 

1 2 2 0-34i. Computer Inventory Systems Files . DEA should 
determine the appl icability of GRS 2 3 / 1 i. 

1 2 2 0 -4 0 i. Vessels Electronic Files .  This is a small and 
inactive system ; description should be updated accordingly . 
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1220-4 1 .  Vessel USCG 4 0 8  File . This is a relatively 
inactive copy of a Coast Guard file of  registration data , 
updated by tape every three or four years . The agency 
expects to update this function with a new system when 
resources permit .  Description should be revised to reflect 
current statuse. 

1220-42 . WATCH Files . DEA should determine the applica­
bility of GRS 18/6e. 

CHAPTER 1 3 0 0  

1 3 0 1- 0 1 .  Forms Mangement Reporting Files ; 

1 3 0 1-02 .  Forms Numerical Files ( Internal ) e; and 

1 3 0 1 - 0 3 e. Forms Numerical Files ( External ) e. DEA should 
determine applicability of  GRS 1 6 /3a . Disposition on item -
0 3  would need to be increasede. 

1 3 0 1-04e. Forms Functional Files . DEA should determine 
applicability of GRS 1 6 /3b . 

1 3 0 1-05e. Form Number Register Files . Authority should be 
GRS 2 3 /8.  

13 10-0 1 e. Reports Control Files . Authority should be GRS 
1 6 / 6 e; disposition should be altered or deviation justifiede. 

1 3 1 0 - 0 3 e. Reports Program Management Files . New temporary 
item . Is a seven-year retention necessary? 

1 320- 0 1 e. Records Management Survey Files ; and 

1320-02e. Records Management Survey Background Files . 
Authority should be GRS 1 6 /7e. Ensure that disposition is 
consistente. 

1 320-04e. Records Disposition Standard Files . Authority
should be GRS 1 6 /2b . 

1 320 - 0 5 e. Records Locator and Disposition Files . ' Authority 
should be GRS 1 6 /2a . 

1 320-0 7 .  Records Holdings Files . Authority should be GRS 
1 6 /4a . 

1 320- 09e. Files Program Management Files ; and 
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1 3 2 0- 1 0 i. Microform Program Management Filesi. New temporary 
items ; authority should be GRS 1 6 / 7 . 

1 3 2 0- 1 1 i. IRM Triennial Review Files . Authority s hould be 
GRS 1 6 / 1 1 i. 

1 3 2 0-12i. Information Collection Budget Filesi. 
should be GRS 1 6 / 1 2 i. 

Authority 

1 330-0 7 i. Directives Management Program Filesi. 
should be GRS 1 6 / 7 i. 

Authority 

B - 1 1  
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Append i x  0750A 

F ILES D I SPOS I T I ON STANDARDS 

Major/Minor F i les Func tional F i les Ca tegory 

000-Of f i ce 1 Housekeeping and General Program F i les 
0 1 0 -Of f ice  Genera l Admi nistrative Fi les 
0 20-Of f i ce Personnel F i l es 
060-Gene ra l Program Fi les 

1 00-Planningi, Management ,  and Budge t i ng F i les  
1 0 1 -Emergency Planning Fi les 
1 1 0-Organi zat ion Planning F i les 
1 20 -Operation Planning  Fi les  
1 30-Programming and  Budge t i ng F i les  
140 -Management Improvement  F i les  
1 50-Management Survey Fi les  
1 60 -Manpower Ut i l i zation Fi les 
1 70-Aud i t i ng Services Fi les  
180 - Internal Control Rev iew Fi les  
190-St rategic Planning and Po l i c y  and Program Evaluation 

Fi les 

200-J n tegri ty , Se curity , and Protect i ve Serv ices Files  
20 1 - In tegri ty Fi les 
2 1 0-Pe rsonnel Security  F i l es 
2 20 - In formation Securi t y  F i l es 
2 30-Commun ications Secur i t y  F i l es 
240 -Protective Serv ices F i les 

300-Legal , Legislat ive , and I n formational Serv ices F i l es 
30 1 -Legal  Opinion and Ass i s tance Fi les 
3 1 0-Claim  Invest i gat ive and Processing  F i les  
330 -Li t i gat ion Fi les 
360-Le g i s lative and Congress ional Li aison Files  
370 - I nformat ional Serv ices Fi les 
380-Freedom of In formation Fi les  

400 -Accou n t i ng and Procurement  F i les  
40 1 -De t a i l  Ac counting F i l es 
4 1 0 -Summary Accounting  Fi les  
480-Procurement Management  F i l es 
490 - Individua l Procurement  Transact ion Fi les 

500-Equal Emp loyment Opportuni t y  and Personnel  Fi les 2 

50 1 -Equa l Employment Opportuni t y  Fi les 
5 1 0-Personne l Program Fi les  
5 20-Personne l Posi t i on and Pay Fi les 
5 30-Emp loyment Se rv ices Files 
540 -Emp loyment App l i cation Fi les 
550- I ndividual  Employee Fi les  
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560-Promot ion , Placemen t ,  and Career Management  Files  
570-Personnel Wel fare and Grievance Fi les 
580-Personnel Reduction- I n-Force Files  
590- Incent ive Awards Commi t t ee Fi les  

600-En f orcement  and  Drug Con t ro l  Files  
60 1 -Enf orcement Fi les 
6 1 0-En forcement Gran t Program F i les 
630 -Drug Control Fi les 

700-I n t e l l i gence Fi les 
* *7 0 1 - I nt e l l i gence Program Fi les* * 

790-El Paso I n t e l l i gence Center  Files  

800-Trai n i ng and  Education Fi les  
8 01-E n f orcement Program Tra i n i ng F i l es 
8 10-Enforcement Individua l Tra i n i ng Fi les 
8 20-Foreign  Na tional Trai n i n g  Fi l es 
8 30-Trai ning  Aids Fi les 
860-DEA Emp loyee Training  F i l e s  

900-Sc ience  and Technology F i l e s  
90 1-Forensic  Laboratory F i l e s  
9 30-Research and Technology Study , Proposal , and Requi rements 

Fi les  
940-Research and  Development Con trol Fi les 
970-Commun icat ions Requi remen ts Fi les 
980-Commun ications Services F i l e s  
990-Communi cat ions Center Operat ions Fi les 

1 000-0c cupat i onal Health  and Saf e t y  Files  
1001-Medical  Program Fi les 
10 30-Sa fety  Program Files  
1040-Acc i dent Fi les 

1 100-Adm i n i s trat ive Support Files  
1 1 0 1-Property Management F i l es 
1 1 10-Fa c i l i t ies Management  F i l e s  
1 1 20-Motor Vehi c le Managemen t  Fi les 
1 1 30-Li brary Fi les 
1 1 40-Personne l Movement  and Travel Files  
1 1 50-Reproduc t ion Services Fi l es 
1 1 60-Publ icat ions Supply Fi l e s  
1 1 70-Mai l Servi ces Fi les 

1 200-Automa t i c  Da ta Processing  F i l e s  
1 20 1 -ADP Documentat ion F i les 
1 2 10-ADP Processing  Files  
1 2 20-ADP Master Fi le s 

* *  Add i t ion 
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1 300-Records Management  Fi les 
1 30 1-Forms Management Files  
1 3 1 0-Repor ts Management and  Control F i les  
1 3 20-Re cords Maintenance and  Di spos i t ion Files 
1 330-Publ icat ion Management  Fi les 

G ENERAL D I SPOS IT ION INSTRUCT I ONS. The fol lowing instruct ions 
app l y  t o  reten tion periods for f i les  maintained in FFS. 

1. Fi les  hav ing a re tent i on pe riod of  1 month  wi l l  be cut off 
at  the end of  each month , held  for 1 month  ( opt ional ) ,  and 
destroyed. 

2. Fi les  having  a re tent ion period of 3 months  wi l l  be cut 
o f f  a t  t he end of each quarter , he ld  for 3 months ( optional ) ,  and 
des troyed. 

3. Fi les  having  a retention  period of  6 months wi l l  be cut 
o f f  semi-annua l l y  as of June 30th  and Decembe r 3 1st  of each yeare,
h e l d  6 mon ths ( optional ) ,  and des t royed. 

4. Fi les  hav i ng a reten t i on period of 1 year w i l l  be cut o f f  
at  t h e  e n d  o f  the ca lendar or fi scal  year , he l d  for 1 year
( opt iona l ) e, and des troyed. 

5.  Fi les  having  re tent ion periods  of more that 1 year wi l l  be 
cut o f f  at  the end of each calendar of  f i scal  year , held for 1 
year ( optional ) ,  and transf erred to a Federal  records ce nter , 
prov i d i n g  the f i les meet  the cri teria  i n  0755. 3. 

6. Fi les  which  are disposable when an event occurs ( e. g.e,e
superseded or obsolete )  or an admi n i stra t i ve act ion is  accomp l i s h­
e d , w i l l  be withdrawn from the ac t i ve f i le when the event  occurs 
or admi n i s trative action is  accomp l i shed , and dest royed. 

7.  Fi les  whi ch are disposable after a spec i f ied retent ion 
period fol lowing  the occurrence of  an event or t he accomp l i shmen t  
of  a n  adm i n i strative ac t ion ( e. g . , aud i t , f i nal  payment ,  or 
comp l e t i on of a proj ec t )  w i l l  be wi thdrawn f rom the act i ve f i le 
when the event occurs or the admi n i s t ra t i ve ac tion  is  accomplished 
and  placed in an i nac tive f i le.  The i na c t i ve f i le wi l l  be cut off  
and  d i sposed of in  the same man ner as other f i les with  comparable  
re t e n t i on periods. 

8 .  Permanent f i les wi l l  be cut of f at the end of each 
calendar or f iscal year , held  for t he peri od indicated in thi s 
appe n d i x  and re tired to the records center.  
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9 .  Files to be ret i red  af ter  a spec i f ied re tent ion period 
following  an event or an admi n i s t rat ive act ion will be wi thdrawn 
f rom the act ive f ile when the  event  occurs or the adminis tra t i ve 
act ion is  accompli shed and ret i red to the records center . 

1 0 . Re tent ion periods i n  the D i spos i t ion paragraph ( e . g . , 3 
years , 5 years e tc . )  will be converted to a spec i f ic cutoff , 
t ransfere, or re t i rement date  and applied to all f iles on-hand in 
an of f i ce . 

lThe  term " Of f ice '' refers to organ izational elements  down to 
sect ion chief  level of DEA Headquarters and equivalent 
organizat ion elements  in  the f i eld. 

2As  a requi rement of the Segar dec i s ion , f iles pert a i n i n g  to 
employment , ( i . e . , promot ion , performance , h i ri ng and d i s c ipli ne ) 
for 1 8 1 1  employees may not be des t royed unt il the court order is 
vacate d .  
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OFFICE GENERAL ADMINISTRATIVE FILES 

These f iles relate to t he performance of rou t i ne administrative 
operations and to ob taining housekeeping-type services from the 
of f i ces and staff  sections respons ible for p roviding them. 

Papers arranged in chronolog ical order as a 
hat an action is  required on a g iven date ; a reply to 

action is  xpected and if not received should be traced on a given 
datei; or t r  nsi tory papers being held for reference may be 
dest royed on 'a given date. 

Notei: File numbers are not required on the following papers or on 
labels of file d'\ii wers or folders in whi ch t he papers in suspense
f iles arei: 

sii
a. A note or ot er reminder to submit  a report or to take 

· some other action . "·'<., 

b. The file copy , of� an outgoi ng communicat ion , filed by the 
date on which  a reply is &ii cted. 

�ii
c. Papers wi thout furth�, value which  may be destroyed in 30 

days or less. 
·,, 

Di spos i t ioni: a. Destroy paper�of the type described in 
subparagraph a after action is  ta·k.en. b. Wi t hdraw papers of the 
t ype described in subparagraph b wlHm reply is  recei ved. If ..,,,,,suspense copy is  an ex tra copy , des�r.oy i t ; i f  it  is  t he file 
copyi, incorporate it  wi th  other paper�. for file. c. Destroy 
papers of t he type described in subpaiagraph c on date under which 
t hey were suspended. '�-t� 

-..,,-:;. 

File No. 010-02 ( NC. I  - I ?O - 7 7 - I )  
\;

\ \  
\,. "-

Offi ce General Management Files. Documen t s  re+ating to the 
internal management or general administrat ion 6f an of f i ce. 
Included are : l;;\1 

·,;. 

a. Documents relating to of f ice procedures , h��rs of duty , 
and i ndiv idual duties. �,L, 

''"\' ·,;;;7,;. 

b. Documents relating to of f ice participa tion in l:hari table 
af fairsi, such as blood donations and contr ibut ions to ptitJan-
thropic  or charitable associations. �-i:� -

l�l 
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c .  ._c umen ts  similar to the ca tegor ies li s ted above tha t do 
not per ta i '  • ,  to the per formance o f  the m i s s ion funct ions of the 
o f f i ce and a"-- no t descr ibed elsewhere in thi s sched ule . 

D i spos i t ion : D ,  troy 1 year a f ter requirement i s  comple tedc. 
Earlier des t r uc t1 is authori zedc. 

File No . 0 1 0-03 ( �I� ?u- 7 '1- t)  
D u t y  Ros ter Files . Doc um"e�t s  used for record ing rec urr ing and 
rout ine dut ies per formed by� ersonnel wi thin an o f f i ce , includ ing 
spec ial dut ies per formed on a 

D i spos i t ion : Des troy 3 mon ths a� er la st  en tr y . 

File  No . 0 1 0-04 ( A.JC. I  - l 'lu - ? 1 - � 
Duty  Repo r t i ng F iles . Documen t s  prepared duty of f i cer or by
per sonnel per form i ng s im ilar duty . �are d a ily ac t iv i ty 
repo r t s  con tain ing an accoun t of  the ac t i v i t i  per formed and 
s im ilar or rela ted documen ts . 

D i spo s i t ion : Destroy 6 months after per formance o 

F i l e  No . 0 1 0-05 

O f f ice S t a f f  Meet ing F iles . No te s , agend a , minutes , and memoranda 
of in ternal staff  meet ings . Func t ional ac t iv i t ies or proJ ec t s  
resulting from a meeting should be filed under the appropr iate 
prog ram filec. 

D i spo s i t ion : Destroy  after 2 year s . 

* * File  No . 010-06 

O f f i ce Mon thly Repor t F i les . Copie s of  internal ac t i v i t y  and 
wor kload report s  ( in clud i ng work progress , stat i s t i c al ,  and 
narrative repo r t s )  whi ch are prepared in the off ice and forwarded 
to higher levels . These record s generally serve as fac ili tat ive 
or in formational purposes . They are no t bas i c  program record s and 
are not par t of o f f ic i al program f iles . 

D i spos i t ionc: Des troy when 2 year s old or when no longer neededc, 
whi chever i s  sooner . * * 

* *  Add i t ion 
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O F F I C E  P E R S O NN E L  F I L E S  

Th e s e  f i l e s  a r e  ma i n t a i n e d  b y  o p e r a t i ng o f f i c i a l s  a nd a r e u s e d t o  
m a n a g e  D E A  e mp l o y e e s  wi t h i n  t h e  o r g a n i z a t i o n a l  s e g m e n t s  und e r  
t h e i r  c o n t r o l .  

,._
O f f I " e G e n e r a l  P e r s o n n e l  F i l e sn. D o c um e n t s  t h a t  r e l a t e  t o  t h e  
d a y - t  �d a y  a d m i n i s t r a t i o n  o f  D E A  e m p l o y e e s  i n  i n d i v i d u a l  o f f i c e s . 
I n c l u d  '· " a r e  p a p e r s  t h a t  re l a t e  t o  a t t e n d a n c e  a t  w o r k ; c o p i e s  o f  
r e p o r t s  · �  a t t e n d a n c e  a n d  o v e r t i m e , a n d  n o t i c e s  o f  h o l i d a ys a n d  
h o u r s  wo r � d ;  n o t i c e s  ab o u t  p a r t i c i p a t i o n  i n  a t h l e t i c  e v e n t s  and  
e mp l o y e e  un  o n s ; n o t i f i c a t i o n s  a nd l i s t s of  e m p l o y e e s  to  r e c e i v e 
G o v e r nm e n t n �� i c a l  s e r v i c e s , i n c l u d i n g  X - r a y s  a n d  i mm un i z a t i o n s ; 
n o t i c e s  a n d  1 1  t s  o f  i n d i v i d u a l s  t o  r e c e i v e  t r a i n i n g ; a nd 
c o mp a r a b l e  o r  �� t e d  pa p e r s n. 

'\. 
D i s p o s i t i o n : De  s t t:nn 1 y e a r a f t e r no  t i f i c a t i o n  o f a c t i o n  • 

0 2 0 - 0 2  (Alt. I�� -.�0� '7 '? - IJF i l e  N o . 

'\
E m p l o y e e  R e c o r d C a r d  F i l e s �  r e f l e c t i ng t h e  n a m e , 
a d d r e s s , t e l e p h o n e  n u m b e r ,  a d a t a f o r e a c h o f f i c e 
e m p l o y e e . I n c l u d e d  a r e  c a rd s n· s h e e t s  c o n t a i n i ng s u c h  
i n f o r m a t i o n .  

D i s p o s i t i o n : De s t r o y  wh e n  i s  o b s o l e t e  o r  s u p e r s e d e d . 

F i l e  N o . 0 2 0- 0 3 ( GR S  No . l - 1 8 a )  

S u p e r v i s o r ' s  P e r s o nn e l  F i l e s . C o r r e s p o n d c e ; m e m o r a n d a , f o r m s , .
a n d  o t h e r  r e c o r d s  r e l a t i ng t o  p o s i t i o n s , a u  1 o r i z a t i o n s , p e nd i ng 
a c t i o n s ; c o p i e s  o f  p o s i t i o n  d e s c r i p t i o n s ; c o � � s o f  P e r f o r m a n c e 
Wo r k  P l a n s  a n d  Ann ua l Pe r f o rm a n c e  Ra t i ng s , r e q "·e s t s  f o r  p e r s o n n e l  
a c t i o n  a n d  r e c o r d s  o n  i n d i v i d ua l  e m p l o y e e s  d up l n�- a t e d  i n  o r  no t 
a p p r o p r i a t e  f o r  t h e  Of f i c i a l  P e r s o n n e l  F o l d e r .  

D i s p o s i t i o n : Re v i e w  annu a l l y  a n d  d e s t r o y  s u p e r s e d e d  · o r  o b s o l e t e  
d o c um e n t s ;  o r  d e s t r o y  a l l  d o c um e n t s  r � l a t i ng t o , a n  i n  
e mp l o y e e  w i t h i n  1 y e a r af t e r  s e p a r a t i o n  o r  t r a n s f e r .  

F i l e  N o . 0 2 0- 0 4  ( GRS No . 1-2 8 ) 

S t a n d a r d s  o f  C o n d u c t  F i l e . C o r r e s p o n d e n c e , m e m o r a n d a , and o t h e r 
r e c o r d s  r e l a t i n g t o  c o d e s  o f  e t h i c s  a nd s t a nd a r d s  o f  c o nd u c t n. 
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De stroy when ob solete or super seded . 

F i le No . 

T ime and A t tendancec � ort F i les . Copies of  time and at tendance 
repor t s  that are prepare each emplo yee for each pay per iodc. 

* D i spos i t ionc: Des troy after 
� 

3 year s oldc, 
whichever i s  soonerc. *  

File  No . 020-06 

Employee Travel S ummary F i les . Doc umen t s  con s i s t ing of recorded 
en t r ies  on DEA Travel Summar y ( DEA-4 75 ) and copies of  t he 
empl oyee ' s  request  for advance of  fund s ,  travel voucher s wi th  
receipt s c, travel advance chec ksc, not i ce of  c hanges and repayment 
c hecks fi led in chronol og ical sequence . A file  i s  main ta i ned for 
each emplo yee who per form s  o f f ic i al travelc. 

D i spo s i t ionc: Des troy 7 year s af ter the last  recorded tr an sac t ion 
d a te en try  on the DEA Travel Summary ( DEA-4 75 ) .  

* Revision 
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GENERAL PROGRAM F ILES 

These fi les  accumulate in any o f f i ce to document performance of 
i ts as sig ned func tions. Abbreviated ti tles  have been  used to 
iden t i fy these general program f i l es. The abbrev iated ti tlei, 
alone , wi l l  not be used for label i ng fi l es. Abbreviated ti t les 
wi ll be preceded by a t i t le prefix  that describes the records to 
be fi l ed. For ex ample , 060-06 Accounting Reference Paper Fi l es , 
060�07  Proc urement Reference Publ i cation Fi l es. 

No,�\ 060-0 1 ( Nl l - l ?o - '7 ? - I) 
Pol i c  anci' . Precedent Fi les. Ex tra copies of documen t s  establ i sh­
ing pol y �r precedent for future and con t inuing ac ti on. 
Normal l y ,  pol icy and precedent fi l es are mai n tai ned at the operat­
i ng l eve l i, nd consist  of copies  of  s tand i ng opera t i ng proced uresi,
and statemen s of pol icy or procedurei, and other documen ts 
dup l i cated in unc tional f i l es. 

Di spos i t i oni: a. Of fice of the Admin is tratori: ( 1 )  Record copy of 
doc uments establ is i ng pol icy or precedent act ion : Permanent. 
Transfer to Federal ecord s center when 5 years old. Of fer to 
NARA when  1 5  years ol • ( 2 )  Other documentsi: Destroy when 
superseded or obso lete. b. Other Of f i cesi: Destroy when 
superseded or obsolete. Ear l i er d i sposal of port i ons of the f i le  
or the  en tire  fi l e  is  auttt ri zed. 

Fi le No. 060-02 { NC I - I �o- '1 '1 - .,1) 
Read i ng ( Chro n )  F i les. Copies o� _ outgoing communications , 
arranged chronolog i cally , and mai �t i n ed for per iod ic rev iew by
sta f f  members. 

Dispos i t i on : Destroy 1 year af ter commun icat i on. Earl ier 
d i sposal is authori zed. 

F i l e  No. 060-03 ( NC. 1 - t ?o- '1'1- I )  
Agreement  F i l es. Documents  rel at i ng to ag reemen 
e l emen ts of DEA , between DEA and other Federal age
between DEA and other Federal ag enc iesi, or between 
non-Federal organi zat ions or agencies , but not wi th f 
coun tries. These ag reements are negoti ated to prov ide or 
conti nued unders tand i ng between recog n i z ed organ i zations and DEA 

87-20 AI:MINISTRATIVE MANUAL 6-29-87 



 

Appendix  0750A 
Page  1 0  

purpose of prov id ing or obtai n i ng various types of support 
servi es. Included are agreementsi, amendmentsi, r ev iew commentsi, 

·icorrespondencei, and simi l ar documents.  

D i s  os i t  on : a. Of f i ce performing DEA-wide staff  responsibi l i ty : 
( 1 )  Recor ' copy of ag reemen t and amendments  and substan t i ve 
i nteragenc · correspondence : Permanent. Transfer to Federal 
record s cent r when 5 years old.  Offer to NARA when 15  years old .  
( 2 )  Ot her doc _  ments : Destroy 6 years a f t er the agreement is  
supersed edi, ca  cel l edi, or terminated. b. Other of f i cesi: Destroy 
3 years af teri� e agreement is superseded , cancel l ed , or 
terminated . \\ 

F i l e  No . 060-04 

Commi ttee  and Con fe�en e Files. Documen t s  rel ating  to 
establ i sh i ng , operat i ng , and di ssolvi ng commit tees which consider , 
advise , take ac tion , and report on spec i f i ca l l y  as signed 
func tions. They include inti, i n ter-departmen tali, and 
i nternational commit tees which  DEA par t i c ipates ; as  wel l  as 
commit t ees within  all  echel si and elemen ts of DEA. Included are 
proposal s , approval s ,  and dis  pproval s to establ ish the commit tee ; 
charters , terms of re ference , nd comments  on those ; d irec tives 
establ i shing , chang ing , continu · ng ,  or d i s solv ing the committee ; 
documents  nominating , approvi ng , appoi n t i ng , and rel ieving 
commit tee members ; noti ces ; agend , minutes , and reports  of 
commi ttee meeting s ; and related do men ts. 

Di spos i t ion : a. In terna tional commi tees : ( 1 )  Records of off i c e  
of sen ior DEA representative : Permane t .  Transfer to Federal 
record s center when 5 years old. Of .fer to NARA when 15  years old.  
( 2 )  Record s of of fices of other committe  members : Destroy when 
10  years ol d. ( 3 ) Al l other copies : ·  De troy when 3 years old or 
when no longer needed for reference. b. ter-agency and 
i n tra-ag ency commi ttees : ( 1 )  Record s of . of · ce of commit tee 
secretaryi: Permanent. Trans fer to Federal cords cen ter when 5 
years old.  Of fer to NARA when 15  years old .  2 )  Records of 
offi ces of commi ttee members :  Des troy when 10 ears old. ( 3 )
Al l other copies : Destroy when 3 years old or en no longer
needed for reference. 

Fi l e  No . 060-05 ( NC.(- l 'lo-'l 'l- lJ 
S ta f f  Vi s i t  Fi les. Documents  rel ating to sc heduled o spec ial  
v i s i t s  ( but not inspec tions , surveys , or aud i t s )  for t ti  purpose
of per forming sta f f  or technical  superv ision or for cond . c ting 
s tud i es. This  definit ion is  not appl icable to v i s i ts mad i n  
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con ect ion wi th a speci fic  process or  case , whi ch shou ld  be f i l ed 
wi t h  doc�men tat ion of the case or process. Incl uded are requests  
for p rmi ssion to visit , reports of v i s i ts , recommendat ions , and 
other ire� t l y  rel ated documents. 

Dis  osi t  n :  a. Of fice per forming v i s i t : Destroy 1 year af ter 
completion of nex t comparabl e vis i t  or on completion of rel ated 
s tudy. b. Of f i ce visi ted : Des troy 2 years a f t er v i s i t , except 
recurr ing st  vi sits  wi l l  be destroyed on completion of the nex t 
v i sit. 

C l - l ? ,, - 17- 1) 

Reference Documents  used to fac i l i tatei, controli, or 
supervise nee of a spec i f ic  funct ion , process , or 
ac tion as disti ngui sh from those of f i c i a l  record s necessary for 
documenting per formance of a funct ioni, processi, or act ion. 
Al thoug h accumulated ref rence papers may relate  to vari ed 
subJ ec t s  and funct ions , t ey shou ld bear a t i t le relating them to 
the function , process , or c t ion wi th which  they are used. 
Reference paper f i l es consi of the fol lowing types of 
documen tsi: 

a. Not es , drafts , feeder repor s ,  news cl ipping s , simil ar working 
papers , and other materials  accu u l a t ed for prepari ng a commun i ca­
t ion , a stud y , an investigat ion , survey , an inspec t ion , or other 
act ion. Th i s  def init ion does not i el ude of f ic i al and 
quasi-off i c ial  recommendationsi, coor inating ac tion s i, and other 
doc umen ts  which  con tr ibute to or resu t from prepar i ng t he 
communicat ion or ot her record. 

b.  Card s ,  l i st i ng s i, index esi, and simrla 
faci l i t a t i ng and con trol l i ng work . 

' --��j1 
�{(t 

c. Document s  recei ved for general informat i 
require no act ion and are not required for · ,do •.speci f ic functions . �\,:�-

d. Ex tra  copies of documents  maintai ned by actio  of f i cers which 
ref l ec t  act ions taken by the act ion of f icer. Such f i l es should 
not be es tabl i shed un less ab sol ute l y  neces sary. 

e. Copi es of documents  accumul ated by supervi sory .:bf c es , such 
as chiefs  of of ficesi, divi sionsi, or sec t ions. These':: Jio umen ts 
dup l i cate  t he record copy f i l ed el sewhere in  lower echel n of fi ces 
of the same organi zat ional el emen t wh ich  is  responsibl�: f 
performing the act ion , process , or funct ion. Such f i les .s be 
estab l i shed on l y  when necessary ,  not in each of fice  of the 
organ i zational element. 
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Di spos i t ion : Documents described in subparagraph a :  Cut of f 
on complet ion of the commun icat ioni, s tud y i, survey reporti, or other 
action. Des tr in blocks af ter an add i t ional 3 monthsi, 6 monthsi, 
or 1 year. Ear · er des truction is  authorized. b. Documen ts 
described in  subp ragraph b :  Destroy when no longer needed to 
fac i l i tate or cont ol work. c. Documents described i n  
subparag raphs c ,  d ,  n d  e :  Destroy af ter 1 year. Earl ier 
des truc t ion i s  autho · zed. 

File No . 060-07 ( N l l -/'7 

Reference Publicat ion File� .  Copies of publ ications issued by any
elemen t of DEA , other Govern nt  agenc ies , a nd nongovernmen tal 
organizat ions main ta ined fori, ference wi t h i n  an of f i ce. 

D i spos i tion :  or obsolete. 

F i l e  No . 060-08 ( NC l - / ?o -'7 7 - 1) 

Tec hn i cal  Material Reference F i les. Co ies of techni cal 
materialsi, such as mot ion picturesi, soun record i ngsi, s t i l l  
photog raphsi, transparenciesi, and charts  r tai ned for reference 
purposes onl y. 

D i sposi tion : Des troy when superseded or obso ete. 
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EMERGENCY PLANN ING FILES 

These fi les  relate to the processes of plan n i ng for and prov i d i ng 
assis tance to ci vil  authori ties  or ag enc ies  because of emergency 
cond i t ions. The subj ect con tent relates to assi stance as a resul t  
o f  c i v i l  unresti, violation o f  Federal lawc, natural di sasteri, and 
emergency cond i t ions that may resul t  f rom an enemy attack. 

Fi le No . / .  -:-01 ( NC,/- I ? 0 - '/ 7  - I } 
' 

Erner ency Pla  ',i. i n  Fi l es. Documents  rel a t i ng to emerg ency 
planning , inclu ing planning for con t inuity of operations , 
domestic  distur� cesi, civil  defensei, and o�her emerg encies 
requiring preconce-:_ ved  plans. Incl uded are p lans , i nstructions , 
changes to plans ,i � .  rd inating ac tion s , and other doc umen ts  
relating  to emergendt� lanning . 

l_: 
. ' 

Di spos i t ioni: Destroy w�i. n  plans are superseded or obsol ete. 

Fi le No . 101-02 ( N (.  l - / ?0 - � .,. - 1 ) .,. ,  
Emergency Reporting Files. Do·c , en ts relating to emergency 
s i t uat ions and ref l ect ing such i n  ormat ion as assi stance prov ided 
to ag encies or populat ions , and 6t r part i c ipat ion in emergency 
operations. Included are ini tiali, · i l y i, i n terim , and f i nal 
emergency operations , reports , and re , ted documents. 

Di spos i t ioni: Destroy 2 years after the report. 
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ORGANIZATION FILES 

These f i l e s  relate to the establ i shment of organizat ions and 
functi ons  and their relationships  to each other. 

File No. 1 10-01 

Organiza tion Planning Fi les . Document s  rel at i ng to the establ ish­
ment of the changes in organization , func tions , and relationships 
of DEA act i vities. Included are staf f  studiesi; report s  of worki ng 
g roups ; minutes of meetings and staff  conferences ; documents 
relating to overal l  functions and prog rams ; copies of organ izat ion 
and functions plansi, manualsi, and chart s i; copi es of publ i shed 
directives implementing establ i shment or change ; copies  of docu­
ment s  relat i ng to office staf fing and personnel s trengthi; and 
ceil ing authorization document s . Al so inc l uded are document s  
reflec t i ng minor changes i n  the organization of the of f i ce which 
are made by the office chief and which do not require evaluation 
and approval by the Management Anal ysis  Sec tion or comparable 
offi ce ; a nd related document s. 

Di spos i t ioni: a. Of fice per forming DEA-wide staff respon sibi l ityi: 
( 1 )  Approved record copies of chart s  and statemen ts of substantive 
organi za tional functions and programs , studies , reports , minutes 
of mee t i ng s  and conferences : Permanent. Transfer to Federal 
records center when 3 years old. Of fer to NARA in 5 year blocks 
when 20 years old ( e. g.i, of fer 1970-74 block in 1995. ( 2 )  Other 
documen t s i: Destroy 5 years after approval of org anizational 
s t ructure. b. Other officesi: Des t roy when superseded or 
obsol ete . 

Tabl e  of Or aniza · on Files. Documents  relating to in itiating 
develop i n g , preparinii' reviewing , and approving tables of 
organiza t ion. Include are draf t s ; copies  of publ ished tabl es of 
organ iza t ion ( i ncluding m hine prepared or photo-copies ) ; coordi­
nation , review , and approva ac tions ; and related papers. 

D i spos i t i on :  a. Office perform g DEA-wide s taff responsibi l i tyi: 
Des troy 5 years after superseded o obsol ete. b. Other off icesi: 
Des t roy t able of organization documen when superseded or 
obsol ete. 
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OPERAT ION PLANNING F ILES 

These f i les  relate to planni ng and method s  to best accomp l i sh 
assig ned functions and prog rams. 

Plannin  F i l es. Doc umen ts  rela t i ng to the preparationi, 
coord inat and approval of  opera t ional p l ans which are 
app l icable  o or involve the resources and funct ions of DEA. They
do not relat  to plans described el sewhere in  this  schedule  or to 
pl ans con f i ne to specific  funct ional areas which  are not a 
segment of t he veral l  pl an. Included are copies of t he approved 
pl ans , commen ts , recommendations , contributions , approv al s ,  and 
d i sapproval s  rega i ng the p l ans ; and other d i rec tly  related 
papers. 

Di spos i tion : a. e per forming a DEA-wide staff responsi-
bi l i ty : ( 1 )  Record co of approved substan t i ve operat i ng p l ans : 
Permanent. Transfer to deral record s cen ter when 3 years old. 
Of fer to NARA when 15 year ( 2 )  Des t roy ot her documen ts 5 
years after requi rements  in lan are completed or terminated.  b. 
Other offi cesi: Destroy when uperseded or obsolete. 

File No . 120-02 (N�l - l ? � - ? t- 1 ) 

Opera t i ng Procedure Files. Docume ts rel a t i ng to the 
establi shment  of and changes in sue 
procedures and product ion methods. e l ud ed are studiesi,
coord inating actions , copies of stand i opera t i ng proced ures and 
procedures manual s ,  comparabl e  doc ument  and rel ated papers. 

Di spos i t ioni: Destroy documents  when super eded or obsolete. 
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PROGRAIIMING AND BUDGETING FILES 

Document s  created in t he development of t ime-phased schedules for 
obta i n i ng personnel , faci l i ti es , material ,  and fund s requi red to 
meet the broad obj ectives establ i shed by DEA pl a ns. 

•,, 

Pro ram Deve o ment Fi les. Document s  rel at i ng to the preparat ion ,
coord i nat ion , approval ,  and i s sue of the Fi ve-Year Program docu­
ment tha t tran l ates the obj ec ti ves establ i shed by pl ans ( Annual 
Program Documen . , workplans ,  etc. )  i n to t ime-phased schedules of 
accompl i shment. These prog ram documents  are approved by the DEA 
Admi n i s trator an �thereafter serve as t he bas i s  for development by
the DEA s taf f  of more deta i l ed program and budget gui dance to 
DEA ac t i vi t i es. In uded are summary  a nd deta i l data sheetsi, 
program chang e  reque s ,  mi nutes of meet i ng s of rev iew commit tees , 
coord i n at i ng actions ;\�ipprovalsi, summary  tab l esi, a nd related 
paper s. \

\D i sposi t i on : a. Off ice\ erformi ng DEA-wide staff  responsib i l i tyi: 
Des troy 15 years after c� e of f i scal year i nvolved. b. Other 
off i cesi: Des troy 5 yearsii ter close of fi scal year i nvolved. 

�ii

(iNC.i1 - l "IO-'l''qii 1 )File No. 1 30-02 \ 

Pro ram a nd Bud e t  Guidance Fi l�i. Documen t s  rel at i ng to develop­
i ng ,  rev iewi ng ,  approv i ng ,  and ts u i ng program a nd budget g ui d­
ance. Inc l uded are program obj ect ves ; summary  budgetsi; 
d i rec t i ves requiri ng s taff prepara��ion , r evi s ioni, or updat i ng 

n i Dii at ing
���I��!s �i :r���f �fe:�i �����a;�s !!d��,/;;i�!�: ; �����1!�t i �:ii

'; 
ac ti ons ;  operati ng schedulesi; a nd rel �\ied papers. 

Di spos i t i oni: a. Office performi ng DE�,ii de s ta ff responsibil i tyi: 
Destroy 8 years af ter close of fi scal yea i nvolved. Cut of f at 
the end of current f i scal year. b. Other, off i cesi: Destroy 5 
years af ter close of fiscal year involved.i\ 

File No. 130-03 

0MB Submi s s ion Fi les. Document s  created by the �A Staff 
preparing , reviewing , and consol idat i ng budget es lmates and in 
the i r submi ssion to the Department of Jus tice  to i horporate in 
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.\
t h e  , OJ budget. Inc luded are budget est imates prepared by DEA 
s taf  � ac t i vi t ies for their  func tional  areas of respons ibi l i ty , 
mi nut of budget commi ttee meetings ; bri e f i ngs , and presentations  
on the  budget es t imat es for review of f i ces i n  the  Department of  
Justi ce\ n d  Of f i ce of  Management  and Budgeti; and  re lated papers. 

Dis  osi t i . 
1' 

a. Of f ice performing DEA-wide sta f f  respons ibi l i t y : 
Dest roy 1 5h ears after close of f i scal y ear i nvolved. b. Other 
off ices : ., stray 5 y ears after close of f i scal  year invol ved. 

\, 
( NC. I  - J 'l o- '1 ?- I )  

Congres sional  
\.
Bu get Justi ficat ion F i les. Documents  ac cumulated 

by DEA staff  in \d  fending  DEA budget est imates before Congress and 
Congressional cJmm · t tees. Included are copies of ope n i ng state­
ment s i, documents  �ei lect ing expected ques t i ons and answers 
thereto , prepared �e t imony , coord i nat i ng act i ons , re sumes of 
congress ional hearfng , and related papers. 

Di sposi t ion : a. Of fic  performi ng DEA-wide staff  responsib i l ity : 
( 1 )  Record copy of  agenc budget jus t i f i cation documenti: 
Permanent. Trans fer to. deral records center  5 y ears af ter cl ose 
of  f i sca l  year i nvolved � f fer to  NARA whe n 1 5  years o l d. ( 2 ) 
Other documentsi: Dest roy years after close of fiscal  year
i nvol ved. b. Other office : Destroy 5 y ears after c l ose of 
f i scal  year invo l ved. 

Fi le No . 1 3 0-05 

Execut ion and Fund ing  Files. D6c ment s  re lat i ng to quarterly  
a l l owances and supplemental a l lo�� ces  provi ded to operat i ng 
act iv it ies. Documents  used to auth ri ze  operating ac t i vit ies to 
i ncur obl i gations necessary to opera e wh i le Congress and 0MB 
appropriate and apporti on funds fori t e  new fiscal  year. 

Di spos i t i on :  a. Of f i ce performi ng  DEA wide staff  respons ibi l i ty : 
De st roy 8 y ears after cl ose qf f isca l  ye  r invol ved. b. Other 
o f f i c e s : Destroy 5 years after c lose of i scal year i nvolved. 

File No. 1 30-06 (NC.  l - / 7(1- ? ? - 1 )  
Program and Budget Inpu t Fil es. Documents  re furn i sh i ng 
dat a for prog ram and budget guidance , formulat executi on. 
They 
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for the var ious prog ram element s , suc h a s  en forc e-
g ,  ed ucat ion , comm un icat ions , mater i al ,  con s truc t ion , 

main tenanc e , an ransportat ion. Includ ed are sc hed ules ,  coord i­
nat ion papers , J ust · cations , m inutes  of mee t i ng s , plans , and 
r elated doc umen ts. 

Di spo s i t ion : a. Of f i c e  per formin  EA-wide  sta f f  respon s i b ili t y : 

i n s truc t ions , stud i es , messag e s , in terpre tations , and coord inat i ng 

Des t roy  8 years a f t er close of f i sc al y
o f f i c e s c: De stroy 5 year s after  close of 

i nvolv ed. 
fi s 

b. Other 

* * F i l e  No . 1 30-07 

Budge t  and Prog ramming Manag ement  F iles. Correspond encec, 

actions  related to the admi n i s t ration and oper a t ion of the 
prog ramm i ng and budg e t i ng func t ions. 

Di spos i t ion. De stroy when 6 year s  old. * *  

* *  Add i t ion 
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MANAGEMENT IMPROVEMENT F ILES 

These  f i les  result  from planni ng and  carr y i ng out an  org anized 
prog ram for find ing and instal l i ng more effec t i ve , ef f i c ient , or 
economical  way s of doi ng work by app l y i ng management analysis  
techni ques. 

--�------- (Ne_ 1 - l ?o - 77 - 1) 

Mana e 
\. 

nt  Im  rovement  Proi· ect  F i l es.  Document s  rel ating  to 
proj ect• which init iate changes in  the manner or method of  
pl ann i ng � directing , control l ing , or doi ng work which  increases 
e f fect ived _ s ,  ef ficienc y ,  and economy. Incl uded are s tudies , 
chartsi, co6 inat ion papersi, recommendationsi, stat i s t i cal datai,
and comparaB$ or s imi lar documents. 

\'-t� 

D i sposi t ioni: \,a� performi ng DEA-wide staff responsi-
bi l i ty : ( 1 )  Re� d copies of approved s tud i es that resul ted i n  
sub stantial  saving or sign i f i cant improvement  in  overa l l  DEA work 
act ivi ty : Permaneni. Trans fer to Federal records center when 3 
years old. Of fer td , ARA when 15  years old.  ( 2 )  Other documents : 
Des t roy 5 years after _ ompletion of proj ect. b. Other offi ces : 
Des troy 5 years after ·� mpletion of proj ec t. 

Fi le No . 140-02 ( All i - l '7  0'--..p '7  - I }  
'"\i 

Mana ement Im rovement  Pro ec round F i l es. Doc uments used 
as bac kground material opi ng and comp l e t i ng management 
improvement  proj ec ts.  Incl uded re anal yses , notes , draf ts , 
interim reports , and data used b not i ncluded in the of fic ial 
proj ect  f i l e. 

Di spos i t ion : Destroy 3 years after of  rel ated 
proJ ect.  

File No . 140-03 (tJGI - /'lo- ? f- J)  
Work S impl i f i cat ion Proposal F i l es. related to the 
analysi s of spec i f i c  work proc ed ures to simpli' fy and improve them. 
Inc l uded are proposal s  for improvemen t ,  work d tribution charts , 
f low process  chartsi, work counts , motion econom stud ies , layout 
stud ies , ac tions taken on proposal s ,  and simi lar 

Di spos i t ion : Destroy 5 years after completion of 

• 
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File No. 140-04 

A-76 Program Files. Documents relating to reviews of DEA func­
tions that have commercial counterparts for the purpose of finding 
the most cost efficient method of performing the activity, includ­
ing contracting the activity. Files include: performance work 
statements; performance requirements summaries; tables and charts 
of the processesn; analyses and recommendations based on studies 
conducted; studies; lists of commercial activities; reports; and 
correspondence within DEA and with DOJ concerning the status of 
the program. 

Disposition: a.) Offices performing DEA-wide staff responsibili­
ty: (1) Record copies of studies and reports: Permanent. Trans­
fer to Federal Records Center when 5 years old. Offer to NARA 
when 15 years old.("2.n)0ther documents: Destroy 5 years after 
completion of the project. b.) Other offices: Destroy 5 years
after completion of the project. 
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MANAGEMENT SURVEY F ILES 

These  ti les resul t f rom planni ng and execut i ng surveys to examine 
operating methods , organizational structures , and mis sions. The 
surveys may orig inate as part of a planned schedu le , as a request 
from an operating off icial , as a resul t of recommendations or 
observations by inspection teamsi, or as d i rec ted by hig her 
aut hority. 

' - · 150-01 

Mana e ' _ t  Surve Case Fi le. Document s  rel ating to the systematic 
formal �iew of organizational s tructure or operat ional 
procedure \,and accumulated in the office  conducting the survey or 
the officei,, ponsoring a contract for survey s ervices. Indiv idual 
studies  andi ' urveys may range in scope from a comprehensive review 
of  organizati\\ and all operat i ng procedures to a study of one 
particular ph�i. of management.  Incl ud ed are documents  reques t i ng 

-�tor authorizi ngi�- e survey , the f i ni shed survey report , and actions 
taken as a di rec'\;; esul t of the survey. 

D ispos i tioni: a. 
·, : ,  
b! ice conduc ting t he survey or of f i ce 

sponsoring the contra ( 1 )  Record copy of comprehensive survey 
or review of an entir� f fice or field  Div i s ion / Coun try Officei: 
Permanent.  Transfer to-.;, deral records  center when 3 years old .  
O f  f e r  t o  NARA when 1 5  ytiar old. ( 2 )  Ot her documen ts : Destroy on 
completion of nex t comparab e survey or 8 years after survey. 
Off ice  surveyed : Destroy '•o,n omplet ion of nex t  comparable survey , 

'\. . or 8 years af ter survey. \ ,{) 
\h 

� /._, I( 

:,:�\) 
, 
·: 

II '

File  No . 150-02 �-·-t··,' ·\•I 
••l , ,

Management Survey Background Fi les �� 
' 

oc uments  used to collect  
data for or during a management surv�� nd accumulated in off i ces 
cond uc ting or participating in the su��� • Included are notes ,  
stat i s t ical data , copies of stand ing oper t i ng procedures , 
organizational chart s ,  functional chart s  /:\·p rsonnel datai, and 
similar  material  col lected for fact-f i nd i n� r backup purpose , and 
documents  ref l ecting prel iminary arrang ements},, ncidental to 
spec i f i c  surveysi, such as time schedul es  and i� uri ty clearances. 

Di sposi � ion : Destroy 8 years af ter survey. 
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MANPOWER UT ILI ZAT ION FILES 

These f i l e s  accumulate from d e termining t he a l locat ion of manpower 
resources and the appraisal of the way the se resources are used. 
Includ ed are fil es which result  from d eveloping pol iciesi, 
criteriai, and proceduresi; and fi l es which reflect  act ual  manpower 
allocations and appraisals. 

Fi i,No. 1 60-0 1 (AfC  /- l ?t> '  8 � - 1 )  
Man o,:r.-, Authorization Files. Documen t s  and supporting papers 
re flec · :� manpower spaces al located to opera t i ng act iv i t ies of  
DEA. In .luded are manning level s ,  or other ins t  rumen t s  which 
l imit , in' 'rease , or d ecrease t he number of personnel a l l ocated to 
spec ific o ani zational segment s  of DEA and rel ated documents. 

Di spos i t ioni:
't 

t-�. a. Of fice responsible for DEA-wide a l l ocat ioni: 
Destroy 1 0  yeE+-_ after date of al location document .  b.  Other 
of ficesi: Desire 3 years a fter date of al locat ion document. 

\. ' 
F i l e  No. 1 60-02 (/\(, I - 1'10 - 'l 'l - 1 ) 

Manpower S urvey Files � rel ating to on-site and other 
apprai sals  of manpower quiremen ts and use. Included are 
personnel inventory and R prai sal repor t s , criteria studies , 
comment s , j usti fications , .  nd related documents. 

Distosition : a. Of fice per rming DEA-wide staff  responsibilit y : 
De s roy 5 years after survey. � \  b. Other of fices : De stroy 3 years
a fter surv ey. 

,. F i l e  No. 1 60-03 ( NC l - l { 0 - "1 '7 - 1 )  

Manpower S taf fing S tandard Files. ent s  ref lec ting the 
d evelopment  and issuance of manpower s t  f f ing standard s  and t he 
prov ision of guidance in appl ying these rd stic ks for measuring 
per sonnel requirements. Includ ed are copx· s of manpower surveysi,
execut ive-t ype letters , mes sages , copie s of · st a ffing guides ; 
coord inating act ions and interpre tationsi; an related document s. 

Dispositioni: Destroy when superseded or obsole 
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File  

Manpower t ist ical Data  F i les . Documen ts used to prov ide a 
sourc e  of st - t st ical data for use in manpower con trol ac t iv i t ies 
suc h as foreca inge, J usti fyinge, and anal yz ing current or 
proJ e c t ed manpow � .  requirements and alloc a t i ng manpower spaces . 
I n c l uded are repor · . and data concern ing suc h  mat ters as : ag ent 
and adm i n i strat ive s eng th of org ani zat ional segments of DEA , 
streng t h  by occupat ion . spec ial i t y , and rel ated documen ts .  '· ' 

Disposi t ion : a .  Off ice p form i ng DEA-wide sta f f  responsib il i t y e: 
Dest roy 5 years after publ ic - ion of sta t ist ical data . b .  Other 
of f i c es :  Destroy 3 years afte  · of sta t ist ic al data . 
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AU D I T  S E RV I C E S  F I L E S  

T h e s e  f i l e s  r e l a t e  t o  au d i t s  p e r f o r m e d  b y  t h e  Ge n e r a l Ac c o u n t i ng 
O f f i c e  i n  p e r f o r m a n c e  o f  t h e i r  d e s i g n a t e d  f u n c t i o n s  and  t o  
i n t e r n a l  r e v i e w a n d  i n t e r n a l  c o n t r o l  au d i t s p e r f o r m e d  b y  t he 
D e p a r t m e n t  o f  J u s t i c e and  D E A . 

F i l e s . Do c um e n t s re l a t i n g  t o  r e p o r t s  o f  aud i t  
........, _m_a_d e�b-y--t-h'.--�e_n_e_r_a__�c-c-o-u n t i n g  O f f i c e . I n c l u d e d a r e n o t i c e s o f  

i n t e n t  t o  a ,d i t , c o p i e s  o f  d o c um e n t s  fu r n i s h e d  G AO r e p r e s e n t a ­
t i v e s , c o p i e  o f  t e n t a t i v e f i n d i ng s  a n d r e c o mm e n d a t i o n s , a d v a n c e  
n o t i c e o f  m a j  r f i n d i n g s , re p o r t s  o f  m a j o r  f i n d i n g s , re p o r t  o f  
e x i t  c o n f e r e n c  s ,  d r a f t  r e p o r t s , f i n a l  r e p o r t s , f o l l o w  u p  p r o g r e s s
r e p o r t s ,  c o mm e n  s re l a t i n g t o  t h e  r e p o r t s ,  a n d  r e l a t e d do c ume n t s n. 

N O T E : D o c um e n t s  c c u mu l a t e d  b y  o f f i c e s  o t h e r  t h e n  t h o s e  
d e s i g n a t e d  a s  c e n �  a l  p o i n t  o f  c o n t a c t  s h o u l d  b e  i d e n t i f i e d  wi t h  
t h e  f u n c t i o n  o f  t h� .  a c c umu l a t i n g o f f i c e . 

\•_ 

D i s p o s i t i o n : a .  O f fn0 c e  pe r f o r m i n g  D E A- w i d e  s t a f f  re s p o n s i b i l i t y : 
( l }  GAO c o n t r a c t  au d i t  r e p o r t s :  D i s p o s e  o f  i n  t h e s am e  m a n n e r  a s  
t h e  r e l a t e d c o n t r a c t  f i n e s . ( 2 )  F i n a l  G AO r e p o r t s ,  f i n a l  re p l i e s  
t o  G A O  r e p o r t s  a n d  f i n a l  r e p l i e s  t o  G A O  d r a f t  r e p o r t s : P e rm a n e n t . 
T r a n s f e r  t o  Fe d e r a l  Re c o r  s C e n t e r  wh e n  5 y e a r s  o l d .  O f f e r  t o  
N A R A  wh e n  1 5  y e a r s  o l d .  ( ) Re m a i n i ng d o c um e n t s : D e s t r o y  wh e n  
a l l  r e l a t e d a c t i o n s  h a v e  b e  n c o m p l e t e d . b .  O f f i c e  d e s i gna t e d  as  
c e n t r a l  p o i n t  of  c o n t a c t : D s t r o y  1 0  ye a r s a f t e r  f i n a l  r e p o r t , 
e x c e p t  t h a t  G AO d r a f t  re p o r t s  m a y  b e  d e s t r o y e d  o n  r e c e i p t  o f  f i n a l  
r e p o r t n. 

F i l e  No . 1 7 0 - 0 2  

I n s p e c t i o n  a n d Au d i t  F i l e s . Do c um e  t s  r e l a t i n g t o  re v i e w i n g  and 
e x a m i n i n g  DEA o p e r a t i o n s  to  e n s u r e p o p e r  p r o t e c t i o n of  a s s e t s ; 
c o m p l i a n c e  w i t h  p o l i c i e s , p r o c e d u r e s , a n d  o b j e c t i v e s ; a n d t h e  
a c c u r a c y , p r o p r i e t y ,  l e g a l i t y ,  a n d  r e l  a b i l i t y  o f  a c t i o n s  t a k e n  
p r i m a r i l y  i n  c o n n e c t i o n  w i t h  t h e  u s e  o f  a s s e t s . T h e s e  f i l e s  
a c c u mu l a t e  a s  a r e s u l t  o f  D E A  f i e l d  o f f i  e s  m a k i ng r e v i e w o f  t h e i r  
o w n  o p e r a t i o n s  and  D O J a n d  D E A  He a d q u a r t e  s s t a f f  o f f i c e s  ma k i n g 
r e v i e w  o f  D E A  a c t i v i t i e s . I n c l u d e d  a r e r e  o r t s  a nd d i r e c t l y 
r e l a t e d  c o r r e s p o n d e n c e . 

D i s p o s i t i o n : a .  Of f i c e  pe r f o r m i n g D E A-w i d e  t a f f  re s p o n s i b i l i t y : 
( l )  Re c o rd c o p y o f  f i n a l  r e p o r t  o f  c o m p r e h e n s i r e v i e w a nd 
r e p l i e s  t h e r e t o : P e rm a n e n t . T r a n s f e r  t o  F e d e r  R e c o r d s  C e n t e r  
wh e n  5 y e a r s  o l d . Of f e r  t o  NARA wh e n  1 5  y e a r s  o ( 2 )  D e s t r o y  
o t h e r  d o c um e n t s 5 y e a r s  a f t e r  ac c o mp l i s h me n t  o f  i e r n a l  r e v i e w .  
b .  O t h e r  o f f i c e s : De s t r o y  3 y e a r s  a f t e r  c omp l e t i  o f  i n t e r n a l  
r e v i e w  a c t i o n s n. 
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F i l e  N o . 1 7 0 - 0 3  

I n s p e c t i o n  a n d  Aud i t  S u p p o r t  F i l e s . Do c u me n t s  u s e d  to  co l l e c t  
d a t a  f o r  o r  d u r i n g a n  i n s p e c t i o n o r  a u d i t  o f  a D E A  a c t i v i t y . 
I n c l u d e d  a r e  i n t e r v i e w  s h e e t s , i n t e r r o g a t o r i e s , ch e c k l i s t s , n o t e s ; 
s t a t i s t i c a l  d a t a ; c o p i e s  o f  S O P ' s , o r g a n i z a t i o n a l  c h a r t s , 
f u n c t i o n a l  c h a r t s , pe r s o n n e l  d a t a , wo r k l o a d  da t a ; a n d  s i m i l a r  
ma t e r i a l  c o l l e c t e d  f o r  p a r t  f a c t - f i n d i ng o r  b a c k - u p  p u r p o s e . 

D i s p o s i t i o n : De s t r o y  3 y e a r s  a f t e r  i n s p e c t i o n  o r  au d i t .  
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A- 1 2 3 / I NTERNAL CONTROL S YS TEM S F I L E S  

The s e  f i le s  r e s u l t  f r o m  t h e i m p l e m e n t a t i o n  o f  t he F e de r a l  
Ma n ag e r s o' F i n an c i a l  In t e g r i t y  Ac t o f  1 9 8 2 ( P u b l i c  L a w  9 7 -2 5 5 ) .  
The  do c um e n t s  r e l a t e to  r e v i e w i ng D E A  o p e r a t i o n so, p r o g r am s o, a n d  
f u n c t i o n s t o  p r e v en t , de t e c t ,  o r  co r r e c t  e r r o r s , i r r e g u l a r i t i e s , 
f r a u d ,  w a s t e , a b u s e , o r  m i s m a n a ge m e n t  o f  D E A  r e s o u r c e s  a n d  
a s s e t s .  

1 

F i  1 e N·�., 1 8 0 -0 1 

A- 1 2 3  Re  '' , la t i o n s , P o l i c i e s , a n d  G u i d e l i n e s  F i l e s . Do c ume n t s  
c o n t a i n t H  , a u t ho r i t y a n d  g u i de l i n e s  f o r  i m p l e m e n t a t i o n  o f  t he 
Fe d e r a l Ma no g e r s o' F i n a n c i a l  I n t e g r i t y Ac t o f  1 9 8 2 . Sp e c i f i c  
do c ume n t s  i n  l u d e Pu b l i c  La w 9 7-2 5 5 ,  0 M B  C i r c u l a r  No . A- 1 2 3 ,  0 M B  
Gu i de l i n e s  f o  the  Ev a l ua t i o n  a n d  I m p r o v e m e n t o f  a n d  Re po r t i n g  o n  
In t e r n a l  Co n t r ' •l S y s t e m s  in  t he Fe d e r a l  Go v e r nme n t , G A O  S t a n da r d s 
f o r  I n t e r n a l  Co t r o l  in  the  Fe d e r a l  Go v e r nm e n t ,  GA O Au d i t Gu i d e s  
t o  Re v i e w  Imp l e m  n t a t i o n  o f  t he F e d e r a l  M a n a g e r s o' F i n a n c i a l  
I n t e g r i t y  Ac t :  T e  Fi r s t  Ye a r ; * * Gu i d e fo r I n c o r po r a t i n g  I n t e r n a l  
Co n t ro l  Ev a l ua t i o n· i n t o GAO Wo r k ;  De p a r t m e n t  o f  J u s t i ce O r d e r  
2 8 6 0 . 3 A ;  a n d  t h e  De'  a r t m e n t  o f  Jus t i c e  I n t e r n a l  Co n t r o l G u i d e . * *  

D i s po s i t i o n :  De s t ro),when s u p e r s e de d  o r  o b s o le t e . 
' · 

F i l e No . 1 8 0-0 2 

A- 1 2 3  T r a c k i n  a n d  Re  o r t i S s t e m F i l e s . Do c um e n t s  a r e  the  
a n n u a l  s t a t e me n t s  t o  t he A �  o r n e y  G e n e r a l , t he P r e s i d e n t , a n d  t he 
Co n g r e s s . Th i s  f i l e  a l s o  co t a i n s  do c um e n t s  wh i c h  e s t a b l i s h  
i n t e r n a l  r e po r t i ng i n  a c co r d a ' ce w i t h  p u b l i s h e d  g u i d e l i n e s  a n d  
s c h e d u l i n g , mo n i t o r i n g , a n d  re  o r t i n g do c ume n t s  r e l a t i n g to 
v u l n e r a b i l i t y  a s s e s s m e n t s , i n t e  n a l  c o n t r o l  r e v i e ws , a n d  
co r r e c t i v e a c t i o n s wh i c h ar e us e t o  s u p po r t  the  annua l wr i t t e n  
a s s u r a n c e s  f r o m  t he Adm i n i s t r a t o r· t o  t he A t t o r n e y  G e n e r a l . * * F o rm 
D E A-4 6 2 , Mo n t h l y  Re c o r d  an d Re po r t  o f  S c he d u l e d  Ac t i o n s , a n d  
q u a r t e r l y c o mp u t e r  p r i n t o u t s  a r e  i n  l u d e d . * * 

D i s po s i t i o n : a .  Of f i c e pe r f o r m i n g  D -w i d e A-1 2 3  man a g e me n t  
o v e r s i g h t : De s t r o y  1 0  y e a r s  a f t e r s u bm s s i o n  o f  D E A  * * a n n u a l 
r e po r t  to  t h e  At t o r n e y  Ge n e r a l .  Fo r m  D -4 6 2  a n d  co m p u t e r  pr i n t ­
o u t s  m a y  b e  de s t ro y e d  2 y e a r s  a f t e r t heo e �  o f  t he r e po r t i ng 
p e r io d . * * b .  O t h e r  o f f i c e s : De s t r o y  6 y a r s  af t e r  co m p l e t i o n  o f  
i n t e r n a l  r ev i e w  a c t i o ns . 

F i l e  No . 1 80 -0 3  ( N I- t ?o- 8b-,) 
A- 1 2 3  A u d i t s  a n d  R e v i ews . Do c ume n t s  r e l a t i n g i . : . in t e r na l  and  
e x t e r n a l  r e po r t s  o f  a u d i t on  D EA ' s  i m p l e m e n t a t i o of  t he F e d e r a l  
Ma n a g e r s '  F i n a n c i a l  In t e g r i t y  Ac t o f  1 9 82 . I n c l u  e d  ar e no t i c e s  
o f  i n t e n t  t o  a u d i t , co p i e s  o f  do c um e n t s  f u r n i s he d  a u d i t o r s , 
r e po r t s  o f  f i n d i n g s  a n d  r e c o mm e n d a t i o n s , dr a f t r e po s , ,  f i n a l  
r e p o r t s , f o l lo w-up p r o g r e s s  r e po r t s , r e s po n s e s  t o  r e  r t s , a nd a ny 
o t he r r e l a t e d  do c um e n t s o. 
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D i s  s i t i o n : Of f i c e p e r f o rm i n g D E A-wi de A- 1 2 3 m a n a g e m e n t  
o v e r s  g h t : De s t r o y  1 0  y e a r s  a f t e r  f i n a l re p o r t , e x c e p t  dr a f t  
r e p o r  ma y be de s t ro y e d  o n  r e c e i p t  o f  f i n a l  r e p o r t . O t h e r  
O f f i c eo � De s t r o y  6 y e a r s  a f t e r  f i n a l r e po r t . 

* F MFIA / A- 1 o· · 3  Im l e me n t a t i o n  F i l e so. Do c ume n t s  r e l a t i n g  to the 
i m p l e me n t a t o n  o f  FMFIA A- 1 2 3  t hr o u g ho u t  D E A .  In c l u d e d  a r e  
c o mmun i c a t i o' ,s o f  a g e n e r a l  na t ur e  be t we e n  t h e  o f f i c e pe r f o r m i n g  
D E A-w i de A- 1 1  m a n a g e me n t  o v e r s i g h t  a n d  o t h e r  o rg a n i z a t i o n a l  
c o mpo n e n t s ; t h  co n s o l i d a t e d  i n v e n to r y  o f  a s s e s s a b l e  un i t s tha t 
i de n t i f i e s  t he \. e gme n t a t i o n  o f  D EA ' s  p r o g r am s  a n d  f u n c t i o n s o;
v u l n e r a b i l i t y  a s  e s s m e n t  summar i e s ; a n d  the  man a g e m e n t  co n t r o l 
p l a n s  a n d  s c h e d �r s f o r  c o n d u c t i ng i n t e r n a l  co n t r o l  e v a l ua t i o ns . *  

i, 
D i s po s i t i o n : a .  

'(.
• �  f i c e pe r fo r m i n g  D E A-w i d e  A-1 2 3  man a g e m e n t  

o v e r s i g h t : De s t ro y  O y e a r s  a f t e r  c o m p le t i o n  o f  i n t e r n a l  c o n t r o l  
r e v i e w  c y c l e . b .  0 e r  o f f i c e s : De s t r o y  6 y e a r s  a f t e r  
c o mp l e t i o n  o f  i n t e r n � r e v i e w  a c t i o ns . 

F i l e  N o . 1 80 - 0 5  ( 1'.1 1 -l  o- tb- 1 )  
A- 1 2 3  C o mm i t t e e  F i l e s . ' D  c um e n t s  r e l a t e d  to es t a b l i s h i n g , 
o p e r a t i n g , a n d  di s s o lv i n g o mm i t t e e s  wh i ch co n s i d e r , a dv i s e , t a ke 
a c t i o n , a n d re po r t  o n  A- 1 2 3 The y i n c l u d e  DO J a n d  o t he r  in t e r-
a g e n c y  A- 1 2 3  c o mm i t t e e s  i n  w i ch D E A  p a r t i c i p a t e s . 

D i s po s i t i o n . a .  Of f i c e pe ifo m i n g  D E A-w i d e  A- 1 2 3  man a g e m e n t  
o v e r s i g h t : De s t ro y  wh e n  1 0  y e a os o l d .  b .  O t he r  o f f i c e s : 
D e s t r o y  wh e n  6 y e a r s  o l d .  

F i l e  No . 1 80 - 0 6  ( f\J l - l '1 o- 8 b - 1) 
A- 1 2 3  P e r f o r ma n c e  Wo r k  P l a n  F i l e s . Do c ume n t s  r e l a t e d  to 
i n c o r po r a t i n g  In t e r n a l  Co n t r o l S y s t e  s a s  a n  e l e m e n t  i n  p r o g r am 
m a n ag e r s o' P e r fo rman c e  Wo r k  P l a n s ; c e r  i f i c a t i o n s t h a t the  A-1 2 3  
e l e m e n t  h a s b e e n  a d d e d  a n d  d i s c u s s e d  w t h  s u bo r d i n a t e s o; a nd s amp le  
e l e m e n t  s t a t e m e n t s . Do e s  n o t i n c l u d e  i d i v i d ua l  P e r fo r m a n c e  Wo r k  
P l a n s o. 

D i s po s i t i o n . a �  Of f i c e  pe r f o r m i n g  D E A-w i e A-1 2 3  mana g e me n t  
o v e r s i g h t : De s t ro y whe n 1 0  y e a r s  o l d .  
De s t r o y  wh e n  1 0  y e a r s  o l d .  

O t h e r  o f f i c e s o: 

F i l e N o . 1 ao-0 1 ( t'1 l - l'to- B6 -1)  
A- 1 2 3  T r a i n i ng F i le s o. Do c um e n t s  r e l a t e d  to co n u c t i n g  A-1 2 3  
t r a i n i ng In c l u d e d  c ur r i c u la , s c h e d  l e s , l e s s o nco u r s e s . a r e  
p l a n s , r o s t e r s  o f  a t t e n d e e s , a n d  c r i t i q ue s . Bo t h  i n-ho u s e  DE A a n d  
f o rm a l  t r a i n i ng co u r s e  da t a  i s  i n c l u d e d .  

* R e v i s i o n  
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11,: 

D i s  o i t i o n : a .  Of f i c e  pe r f o r m i n g  D E A -w i d e  A 1 2 3  man a g e m e n t  

i n g  i n t e r n a l co n t r o l · ,  e v i e wsnn an d im p l e m e n t i n g  co r r e c t i v e  ac t i o n s  

o v e r s i  h t n: De s t ro y  when  1 0  y e a r s  o l d ■ 

De s t r o y  wh e n  6 y e a r s  o l d .  
b .  O t h e r  o f f i c e s n: 

F i l e  No . 

Re s e r v e d  

F i l e  No . 

Re s e r v e d 

F i le No  1 80 - 1 0  t h  O U  h 1 80 - 4 0  
'( 

A- 1 2 3  P r o c e s s  F i l e� b O r  a n i z a t i o n a l Do c um e n t s  
r e l a t e d  t o  t he p e r f� m a n c e  o f  v u  n e r a  i 1 t y a s s e s s m e n t s n, co n d u c t ­

,
f o r  e a c h a s s e s s a b l e un · t  i d e n t i f i e d  i n  t he i n v e n t o r y  o f  D E A  
c o m p o n e n t s , p r o g r a m s , .an d adm i n i s t r a t i v e  f u n c t i o n s . A s s e s s a b l e 
un i t  f i l e s  a r e  i n  n um e r i  a l  o r d e r  o f  t he i d e n t i f i e r  l o g  n u m b e r s  
a s s i g n e d  by t h e  p r o g r a m' ,. o  f i c e  fo r A- 1 2 3 man a g e m e n t o v e r s i g h t ; 
e a c h a s s e s s a b l e  un i t  i s  to h a ve a s e p a r a t e  f o l d e r . T h e  ba s i c f i le 
n u m b e r  fo r e a c h  o r g a n i za t i o a l  co m p o n e n t i s  l i s t e d  be lo w .  

D i s po s i t i o n : a .  O f f i c e p e r  rm i ng D E A -w i de A- 1 2 3 m a n a g e m e n t
o v e r s i g h t : De s t r o y  wh e n  1 0  y e  r s  o l d .  b .  O t h e r  o f f i c e s : 
De s t ro y wh e n  6 ye a r s  o l d ■ 

* 1 80 - 1 0  A- 1 2 3 / 0 f f i c e  o f  h e  Co n t r o l l e r  
1 8 0 - 1 1 ( Co n s o l i da t e d  u n d  r 1 8 0 - 1 0 ) 
1 8 0  - 1  2 A- 1 2 3 / A dm i n i s t r a t i  e L a w  Ju d g e  
1 8 0 - 1 3  ( Co n s o l i da t e d  u n d e r  1 8 0 - 1 0 ) 
1 8 0 - 1 4 A- 1 2 3 / 0 f f i c e o f  Ch i e  Co u n s e l  
1 8 0 - 1  5 A- 1 2 3 / 0 f f i c e o f  Co n g r  s s i o n a l  a n d  P u b l i c  Af f a i r s  
1 8 0 - 1 6 A- 1 2 3 / 0 f f i c e o f  D i v e r s  o n  Co n t r o l 
1 8 0 - 1  7 A- 1 2 3 / E q u a l  Em p lo ym e ��� p po r t u n i t y  S t a f f  
1 8 0 - 1 8 A- 1 2 3 / 0 f f i c e o f  Adm i n i s t  a t i o n 
1 8 0 - 1 9 A- 1 2 3 / 0 f f i c e o f  I n f o r m a t i  n S y s t e m s  
1 80  - 2  0 A- 1 2 3 / 0 f f i c e o f  P l a n n i n g  · a  d I n s p e c t i o n  ·n
1 8 0 - 2 1  A- 1 2 3 / 0 f f i c e o f  In t e l l i g e n� • .  
1 80 - 2 2  A - 1 2 3 / 0 f f i c e o f In  t e r n a t i o n a� · .  P r  o g r a m s  
1 80 - 2 3  A- 1 2 3 / I nv e s t i g a t i ve S u p p o r t  � t i o n  
1 8 0 -2 4  ( Co n s o l i d a t e d  un d e r  1 80 - 1 0 )  
1 80 - 2 5  A- 1 2 3 / 0p e r a t i o n s D r u g  De s k s 
1 80 - 2  6 A - 1 2 3 / 0 p e r a t i o n s Ma n a g e m e n t  
1 80 - 2 7 A- 1 2 3 / 0 f f i c e o f  P e r s o n n e l 
1 8 0 - 2 8  ( Co n s o l i d a t e d  un d e r  1 8 0 - 2 0 )  
1 8 0 - 2 9  ( Co n s o l i da t e d  u n d e r  1 8 0 - 2 0 ) 
1 8 0 -3 0  ( Co n s o l i d a t e d un d e r  1 8 0 - 2 0 ) 
1 8 0 - 3 1  ( Co n s o l i da t e d  u n d e r  1 8 0 - 1 5 ) 
1 8 0 - 3 2 ( Co n s o l i d a t e d  un d e r  1 8 0 - 1 8 )  
1 8 0 - 3 3  A- 1 2 3 / 0 f f i ce S c i e n c e  a n d  T e c h n o l o g y  
1 8 0 - 3 4 ( Co n s o l i d a t e d  un d e r  1 8 0 - 2 0 )  
1 8 0 - 3 5  A- 1 2 3 / 0 f f i ce o f  Tr a i n i n g *  

v i s i o n  
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STRATEG IC PLANN ING AND POL ICY 
AND PROGRAM EVALUAT ION FILES 

These  f i les  result from the development of s trat eg ic p l ans ; 
assessmen t of DEA ac compli shment s  in  mee t i ng es tabl i shed goal s and 
obj ec t ives ; and evaluat ion of agency pol ic i es , prog ram , and opera­
tions  in  support of the national drug law enforcemen t effort. 

File No . 1 90-01 

S trategic  Planning Fi l es. Document s  rel at i ng to the preparationi, 
coord ination , review , and approval ( by the Adm i n i s trator )  of 3 -5 
year Ag enc y-wide strateg ic goa l s  and obj ec t i ves for long-range 
pl ann i ng purposes and priori t i es for budget reques ts , and alloca­
t ion of resources for DEA-wide appl icat ion in coun ter ing drug
t raf f icking. 

Di spos i t ion : a. Of fice per forming DEA-wide  sta f f  respon si­
b i l i t i e s : ( 1 )  Record copy of  approved strateg ic plans and obj ec­
ti vesi: Permanent. Transfer to Federal Record s Center af ter 8 
years. Of fer to NARA after 20 years. ( 2 )  Des t roy other documen t s  
af ter 8 years. b. Other of fices : Des t roy copie s  of strateg ic 
plans  and ot her documen ts when superseded or a f t er 6 yearsi, 
wh ichever is  later. 

File Nos . 190-02 to 190-05 

Reserved. 

File No . 190-06 

Pol icy  and Program Evaluat ion Admi n i s trative  Correspondence F i l es. 
Memorandai, s tatus reportsi, management commentsi, and other dev ices 
for assigning , moni toring , and control l ing proj ect s ; i mplemen ta­
t ion of recommendat ions and fol low-up on their  s tatusi; g eneral 
correspondence , and other documen ts  rel ated to the admini stration 
and operat ion of program evalua t ion func t ions. 

Di spos i t ioni: Destroy 5 years af ter complet ion of requi red 
act ions. 

File No . 190-07 

Pol i cy and Program Evaluat ion Background F i l es. Documen t s  used in 
the col l ec t ion of data , and t he data gat hered for or during an 
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evaluation or  stud y , or used for devel opi ng the  scope of same , and 
accumulated in off ices conduc t i ng or par t i c i pa t i ng in t he eval ua­
tion  or study. Inc l uded are notes ( in terv iews or other ) i, stat i s­
t i ca l  data , organi zational and funct i onal charts , anal ysis , 
personnel datai, and similar material  for ac t-find i ng purposes. 

Di spos i t ion : Destroy 5 years after complet i on of requi red 
ac tions. 

File No . 190-08 

Pol i cy and Program Evaluation Fi lesi. Doc uments  used to ref lect  
the formulat ion , actual performance , prog ress , accomp l i shment s ,  
deficiencies , need s , and probl ems i n  rela tion  to goa l s  and obj ec­
t ives defi ned or developed for pol i c i es or programs and opera­
t ions. Incl uded are evaluation report s  and execut i ve summaries  
and  recommendations. Evaluat ions and  s tud i es may range in scope
from a comprehensive review of Ag ency-wide  pol icies , prog rams , and 
operations to a specific  segment or phase within an organi zation. 

Di spos i t ion : a. Of fice  per forming DEA-wide  staff  responsibi l i t y : 
( 1 )  Record copy of approved eval uat ions and stud i esi, and exec u t i ve 
summar i es and recommendations that resu l t  in si g n i f i cant  improve­
men t or substan t ial savings in  prog rams or operat ionsi: Permanent. 
Transfer to Fed eral Record s Cen ter after 8 years. Of fer to NARA 
after  20 years. ( 2 )  Other documen ts : Des t roy 5 years a f ter 
compl etion of  requi red ac tions. b. Other off icesi: Destroy 5 
years af ter completion of required ac t ions. 
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I NTEGRITY  F I L E S  

The s e  f i le s  r e l a t e t o  * i n t e g r i t y i n v e s t i g a t i o n s , c o n d u c t e d  by t he 
O f f i c e o f  P r o f e s s i o n a l  Re s p o n s i b i l i t y . *  

F i l e  N o . 2 0 1 - 0 1  

Un a s s i g n e d .  

F i l e  N o . 2 0 1 - 0 2  

Un a s s i g n e d .  

F i l e  N o . 2 0 1 -0 3  

* I n t e g r i t y  C a s e  F i l e s . Re p o r t s r e l a t e d  to inv e s t i g a t i o n s by t h e  
Of f i c e o f  P r o f e s s i o n a l  Re s po n s i b i l i t y* i n c l u d i ng c r i m i n a l  o r  c i v i l  
v i o l a t i o n s  o f  laws , de p a r t m e n t a l  co d e s  o r  D E A  r e g u l a t i o n s , a n d  
i n t e g r i t y a n d  s e c u r i t y ma t t e r s . I n c l u d e d  a r e  D E A  r e p o r t s a n d  
s u p p o r t i n g  do c um e n t s  an d co r r e s p o n d e n c e  r e l a t i v e  t o  t h e  
i n ve s t i g a t i o n .  

D i s p o s i t i o n : De s t r o y  * 1 0 * ye a r s f r o m  da t e  c a s e wa s o p e n e d  i f  
c l o s e d  f o r  a t l e a s t  1 y e a r . C a s e s  no t c lo s e d  1 f u l l  y e a r  w i l l  b e  
r e t a i n e d  f o r r e - e v a l ua t i o n  a t  1 -y e a r  in t e r v a l s n. 

F i l e  No . 2 0 1 -0 4  

* I n t e g r i t y G e n e r a l  F i l e s . Re p o r t s  o f  p r e l i m i n a r y  i n v e s t i g a t i o n s 
t o  d e t e rm i n e v i o la t i o n s o f  c r i m i n a l  o r  c i v i l  la wsn, d e p a r t m e n t a l  
c o d e s  o r  D E A  r e g u l a t i o n s . A l s o , to i n c l u d e  o t h e r  adm i n i s t r a t i v e  
i n f r a c t i o n s  s u c h  a s  a c c i d en t a l  d i s c h a r g e  o f  f i r e a rm s , e t c . *  

D i s po s i t i o n : De s t r o y  * 1 0 *  y e a r s  a f t e r  r e p o r t  o f  i n v e s t i g a t i o n  i s  
a p p r o v e d  o r  a l l r e q u i r e d  a c t i o n s a r e  c o m p le t e d .  * * F i l e s  no t 
c l o s e d  1 f u l l  ye a r  wi l l  be r e t a i n e d  fo r r e - e v a l ua t i o n  a t  I -y e a r  
i n t e r v a l sn. * * 

* R e v i s i o n  
* *  Ad d i t i o n  
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P E R S O NNEL S E C U R I TY F I L E S  

Th e s e  f i l e s a c c u mu l a t e  f r om t h e a d m i n i s t r a t i o n o f  t he s e c u r i t y  
p r o g r a m r e l a t i n g t o  c l e a r i n g D E A  p e r s o n n e l f o r  a c c e s s  t o  c l a s s i -
f i e d  i n f o r m a t i o n .  

* * F i l e  No . ( GR S  No . 1 8- 2 2 a ) 

C l e a r a n ce  F i l e s . P e r s o n n e l s e c u r i t y c l e a r a n c e  ..:.....::..::....:.....:;_;:,;..;;:...;;;,.=.._-=...:.....:;..:::..__;:�-_::;..;;..::;..,...�;..:;_nc a s e  i e s  a n  re  m a i n t a i n e d  by  t h e O f f i c e o f  
S e c u r i t y  P r o g r a m s n. 

D i s p o s i t i o n : a .  C a s  f i l e  d o c u m e n t i n g t h e  p r o c e s s i n g  o f  i n v e s t i ­
g a t i o n s  . o n f e d e r a l  e m)\ o y e e s  o r  a p p l i c a n t s  f o r  f e d e r a l  e m p l o ym e n t , 
w h e t h e r  o r  n o t a s e c u r �  c l e a r a n c e  i s  g r a n t e d , a n d  o t h e r p e r s o n s , 
s u c h  a s  t h o s e  p e r f o rm i n � o r k  f o r  D E A  u n d e r  c o n t r a c t w h o  r e q u i r e  
a n  a p p r o v a l  b e f o r e ha v i n g, c c e s s  t o  D E A  f a c i l i t i e s o r  t o  s e n s i t i v e 
d a t a . T h e s e  f i l e s  i n c l u d � .  u e s t i o n n a i r e s , s u mm a r i e s o f  r e o r t s  
p r e p a r e d  b y  t h e  i n v e s t i g a t in a g e n c y ,  a n d  o t h e r r e c o r d s  r e f l e c t i n g  
t h e  p r o c e s s i ng o f  t h e  i n v e s t i  a t i o n s  a n d  t he s t a t u s o f  t he c l e a r ­
a n c e , e x c l u s i v e  o f  c o p i e s  o f  i v e s t i g a t i v e re p o r t s  f u r n i s h e d  b y
t h e  i nv e s t i g a t i n g a g e n c y : De s t  y u p o n  n o t i f i c a t i o n o f  d e a t h o r  
n o t  l a t e r  t h a n  5 y e a r s  a f t e r  s e p a  a t i o n o r  t r a n s f e r  o f  e m p l o ye e  o r  
n o  l a t e r  t h a n  5 y e a r s  a f t e r  c o n t r a t r e l a t i o n s h i p  e x p i r e s , wh i c h ­
e v e r  i s  a p p l i c a b l e .  b .  I n v e s t i g a t  v e  r e p o r t s  a n d  re l a t e d pa p e r s  
f u r n i s h e d  t o  a g e n c i e s  b y  i nv e s t i g a t i  e o r g a n i z a t i o n s f o r  u s e  i n  
m a k i n g  s e c u r i t y / s u i t a b i l i t y  d e t e r m i n a  o n s : D e s t r o y  i n  ac c o r d a n c e  
w i t h  t h e  i nv e s t i g a t i n g  a g e n c y  i n s t r u c t 1  c .  I n d e x  t o  t he 
P e r s o n n e l S e c u r i t y  Ca s e  F i l e s n: De s t r o y  r e l a t e d  c a s e f i l e s n. 

F i l e  No . 2 1 0 - 0 2  

P e r s o n n e l S e c u r i t y  L i a i s o n  F i l e s n. Al l c o r r e s p o n d e n c e  p e r t a i n i n g  
t o  l i a i s i o n  a c t i v i t y  w i th  re s p e c t  t o  b a c k g r o u nd j nv e s t i g a t i o n s  a nd 

°" c l e nr a n c e s n. 
I' 

D i s p o s i t i o n : a .  D e s t r o y  ge n e r a l  P e r s o n n e l S e c u r i t y  c o r r e s p o n ­
d e n c e  2 y e a r s  a f t e r  d a t e  o f  r e c e i p t . b .  D e s t r o y  P e r s 6n n e l  
S e c u r i t y  D i r e c t i v e 1 0  y e a r s  a f t e r  da t e  o f  r e c e i p t  o r  wh e n  i n f o r ­
m a t i o n  i s  s u p e r s e d e d . ) * * 

F i l e  No . 

S e c u r i t y  Awa r e n e - .  F i l e s . Do c um e n t s  r e l a t i n g t o  p r o c e d u r e s  u s e d  
t o n o t a nn c o m p  i a n c  w i t h s e c u r i t y  d i r e c t i v e s  b y  a l l  p e r s o n n e l . �nF o r e x  a m p  1 e , p r o c e d u •!'." e· _ _ r e q u i r i n g t h  a t e a c h  i n d  i v i d  u a 1 p e r i o d i c a 1 -
l y  r e a d  a p p l i c a b l e  s e c u r· d i r e c t i v e s  a n d  s i gn a m e m o r a nd um 
i n d i c a t i n g  t h a t  t h e  d i r e c t i  un d e r s t o o d . 

D i s p o s i t i o n : D e s t r o y  a f t e r  a p p l i c a t i o n o f  t h e  
p r o c e d u r e . 

* *  A d d i t i o n 
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* * F i l e  No . 2 1 0-0 4 ( G R S  No . 1 8-2 4 )  

P e r s o n n e l S e c u r i t y  C l e a r a n c e  S t a t u s  F i l e s . L i s t s o r  r o s t e r s  
s h o w i n g t h e  c u r r e n t  s e c u r i t y  c l e a r a n c e  s t a t u s  o f  i n d i v i d u a l s  

D i s p o s i t i o n : De s t r o y  wh e n  s u p e r s e d e d  o r  o b s o l e t e . 

F i l e  No . 2 1 0-0 5 ( GR S  No . 1 8-2 5 )  

S e c u r i t y  V i o l a t i o n s  F i l e s . Ca s e  f i l e s  r e l a t i n g t o  i n v e s t i g a t i o n s  
o f  a l l e g e d  v i o l a t i o n s  o f  E x e c u t i v e  O r d e r s , l a ws , o r  a g e nc y  r e g u l a ­
t i o n s  f o r  t h e  s a f e g ua rd i n g o f  na t i o n a l  s e c u r i t y  i n f o r m a t i o n . 

D i s p o s i t i o n : a .  F i l e s  r e l a t i n g t o  a l l e g e d  v i o l a t i o n s  o f  a 
s u f f i c i e n t l y  s e r i o u s  na t u r e  th a t  t h e y  a r e  r e f e r r e d  t o  t h e  
D e p a r t m e n t s  o f  J u s t i c e o r  De f e n s e  f o r  p r o s e c u t i ve d e t e rm i n a t i o n , 
e x c l u s i v e  o f  f i l e s  he l d  b y  De p a r t me n t s  o f  Ju s t i c e  o r  D e f e n s e  
o f f i c e s  r e s p o n s i b l e  f o r  m a k i ng s u c h  d e t e r m i n a t i o n s : D e s t r o y  5 
y e a r s  a f t e r  c l o s e  o f  ca s e . b .  Al l o t h e r f i l e s , e x c l u s i v e o f  
p a p e r s  p l a c e d  i n  o f f i c i a l  p e r s o n n e l f o l d e r s : D e s t r o y  2 y e a r s
a f t e r  c o m p l e t i o n  o f  f i n a l  ac t i o n  o r  wh e n  n o  l o n g e r ne e e d , 
wh i c h e v e r  i s  s o o n e r .  

N o . 1 8 - 2 5 )  

" e d o r  C l a s s i f i a b l e  I n f o r m a t i o n  N o n d i s c l o s u r e  Ag r e e me n t s .  
Co p i e s  o n o n d i s c l o s u r e a g r e e m e n t s , s u c h  a s  S F - 1 8 9 , C l a s s i f i e d 
I n f o r m a t i o  No n d i s c l o s u r e  Ag r e e me n t , s i gn e d  b y  e m l o y e e s  w i t h  
a c c e s s  t o  i n  o r m a t i o n wh i c h i s  c l a s s i f e d o r  c l a s s i f i a b l e u n d e r 
s t a n d a r d s p u t  o r t h  b y  Ex e c u t i v e  O r d e r  1 2 3 5 6 .  T h e s e  f o r m s  s h o u l d  
b e  ma i n t a i n e d  s e  a r a t e l y  f r o m p e r s o n n e l  s e c u r i t y  c l e a r a n c e  f i l e s . 

D i s p o s i t i o n : y e a r s  o l d . 

F i l e  No . 2 1 0-0 7 ( GR S  No . 

S e c u r i t y  C l e a r a n c e  A d m i n i s t r  i v e  S u b " e c t  F i l e s . C o r r e s p o n d e n c e , 
r e p o r t s  a n d  o t h e r  r e c o r d s  r e l a  ng  t o  t he a d m i n i s t r a t i o n a nd 
o p e r a t i o n  o f  t h e  P e r s o n n e l S e c u r  t y  P r o g r a m , b u t  e x c l u s i v e o f  
o t h e r f i l e s d e s c r i b e d  i n  t h i s  s c h e  u l e . 

D i s p o s i t i o n :  D e s t r o y  2 y e a r s  f r o m o f  co r r e s p o n d e n c e  
r e c e i p t . 

* *  Ad d i t i o n 
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F i l e  N o . 2 1 0 - 0 8  

S e c u r i t y  o f  D E A  E m p l o y e e s  F i l e s . D o c um e n t s  r e l a t i n g  to  a s s a u l t s  
a n d  t h r e a t  o f  a s s a u l t s  a g a i n s t D E A  e mp l o y e e s  a nd a c t s o f  t e r r o r i s m  
a g a i n s t D E A  e mp l o y e e s  a n d  f a c i l i t i e s . 

D i s p o s i t i o n :  De s t r o y  5 y e a r s  a f t e r  d a t e  o f  c o r r e s p o n d e n c e  o r  w h e n  
i n f o r m a t i o n  i s  s u p e r s e d e d  o r  o b s o l e t e . * *  

* *  A d d i t i o n  
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INF ORMATION S E C URITY F I L E S  

The s e  r e c o r d s  a r e  c r e a t e d f r o m  s a f e g u a r d i ng c l a s s i f i e d i n f o rm a t i o n 
i n  t h e  i n t e r e s t  o f  na t i o n a l  s e c u r i t y . T h e s e  p r o c e s s e s  re l a t e  t o  
d i s s e m i n a t i n g c l a s s i f i e d i n f o r m a t i o n ; t h e  s y s t e m s  f o r c l a s s i f i c a ­
t i o n , r e g a r d i n g a n d  d e c l a s s i f i c a t i o n ; a nd t h e  s a f e k e e p i n g a n d  
c o n t r o l  o f  c l a s s i f i e d  i n f o rm a t i o n .  

F i l e  

S e c u r i t y ' ..c 1 a s s i f i c a t i o n  F i 1 e s • D o  c u m  e n  t s r e  1 a t i n g t o t h e  s e c u r i t y 
c l a s s i f i c �  i o n  o r  r e g a r d i n g s y s t e m  i n v o l v i ng t h e  c l a s s i f i c a t i on o r  
d o w ng r a d i n gn. f d o c um e n t s . I n c l u d e d  a r e  c o r r e s p o n d e n c e  o r  
m e m o r a n d ums  o d o wng r a d i n g a nd r e p o r t s  o n  s e c u r i t y  c l a s s i f i c a t i o n , 
b u t  e x c l u s i v e  o t h e r  f i l e s  d e s c r i b e d  i n  t h i s  s c h e d u l e . 

D i s p o s i t i o n :  De s � o y  5 y e a r s  a f t e r  c l a s s i f i c a t i o n o r  d o w ng r a d i n g 
a c t i o n . '� 

F i l e  No . 2 2 0 - 0 2  

S e c u r i t y  R e g r a d i n g C a s e  Do c u m e n t s  r e l a t i ng t o  t h e  re v i e w  
o f  s p e c i f i c  c l a s s i f i e d  d o c um e  e q u i pm e n t  f o r  t he p u r p o s e o f  
t h e  d o c um e n t s o r  e q u i p m e n t . 

D i s p o s i t i o n : De s t r o y  5 y e a r s  r e g r a d i n g  a c t i o n . 

* * F i l e  N o . 2 2 0 - 0 3  ( GR S  No . 1 8 - 6 )  

A c c e s s  R e q u e s t  F i l e s . D o c um e n t s  r e q u e s t s a n d  
a u t h o r i z a t i o n  f o r  a c c e s s  t o  c l a s s i f i e d  f i l e  • Th e y  i n c l u d e  f o r m s  
c o n t a i n i ng a n  i n d i v i d u a l ' s  n a me a n d  s i g n a t u r  c l a s s i f i c a t i on o f  
f i l e s  c o n c e r n e d , i n f o r m a t i o n  d e s i r e d , a n d  s i g n t u r e  o f  a n  o f f i c i a l 
a u t h o r i z i n g a c c e s s n. 

D i s p o s i t i o n : De s t r o y  2 y e a r s  a f t e r  a p p r o v a l  o f  r e  

F i l e  N o . 2 2 0 - 0 4  

S e c u r i t y  I n f o r ma t i o n  A c c e s s  C a s e  F i l e s . D o c um e n t s  r e l a t i ng t o  t h e  
r e v i e w  o f  s p e c i f i c  r e q u e s t s  f o r  a c c e s s  t o  c l a s s i f i e d f i l e s o r  
e q u i p m e n t  f o r  p u r p o s e s  o f  re s e a r c h a n d  s t u d y . 

D i s p o s i t i o n : De s t r o y  5 y e a r s  a f t e r a p p r o v a l  o f  r e v i e w . * * 

* *  Ad d i t i o n  
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F i l e  2 20-05 ( NC l - 1 7 0-7 7 - 1 ) 

I n f o r ma t i o n R e l e a s e  F i l e s . D o c ume n t s  r e l a t i ng t o  
r e v i e w i n  c l a s s i f i e d  do c um e n t a r y  m a t e r i a l s  t o  d i s s e m i n a t e  o r  
r e l e a s e  i n  - o r m a t i o n t o  s o u r c e s  o u t s i d e t h e a g e n c y ,  s u ch a s  
r e v i e w i n g m n u s c r i p t s , ph o t o g r a p h y , l e c t u r e , ra d i o , t e l e v i s i o n 
s c r i p t s , a n d  o t h e r  m a t e r i a l s . 

D i s p o s i t i o n :  e s t r o y  5 y e a r s  a f t e r  a p p r o v a l o f  r e v i e w  f o r  re l e a s e  
o f  c l a s s i f i e d  i '  f o r m a t i o n .  

F i l e  N o . 2 2 0-0 6 
\ 

S e c u r i t y  I n f o r m a t i o n\ x c h a n g e  F i l e s n. D o c ume n t s  r e l a t i ng t o  t h e  
e x c h a n g e  o f  s e c u r i t y n� a s s i f i e d i n f o rm a t i o n w i t h o t h e r  G o v e r nm e n t  
a g e n c i e s , i n d u s t r y ,  and  f o r e i g n go v e r n m e n t s . I n c l u d e d  a r e  
c o r r e s p o n d e n c e  r e l a t i n g \ 

\ 
o t h e  e x c h a n g e  o f  i n f o rm a t i o n ,  e x c h a n g e 

a g r e e m e  n t s , a n d  r e  1 a t e d d, c um e n t s • 

D i s p o s i t i o n : D e  s t r o y 1 0 ;\, ,  r s a f t e r a p p r o v a 1 o f r e v i e w f o r 
e x c h a n g e  o f  c l a s s i f i e d  i n f o �-

\ 
a t i o n . 

F i l e N o . 2 2 0-0 7 ( NC l- 1 7 0- 7 7 - 1 ) 

T o p  S e c r e t  D o c u m e n t  R e c o r d  F i l e s . Do c um e n t s  u s e d  t o  r e c o r d  t h e  
n a m e s o f  p e r s o n s  h a v i n g h a d  a c c e s s  o t h e  T o p  S e c r e t  d o c u m e n t sn, 
a n d  t o  r e c o r d  c o p i e s  o f  ex t r a c t s  d i s  r i b u t e d . 

D i s p o s i t i o n : De s t r o y  1 y e a r  i s  d e s t r o y edn, 
t r a n s f e r r e d  o r  d o wng r a d e d . 

F i l e  N o . 2 2 0-0 8 ( NC l- 1 7 0-7 7 - 1 ) 

T o p  S e c r e t  M a t e r i a l  A c c o u n t a b i l i t y F i l e s n. Do  um e n t s  r e f l e c t i n g 
t h e  i d e n t i t y , r e c e i p t , d i s p a t c h , d o w n g r a d i n g , o u r c e , m o v e m e n t 
f r o m  o n e  o f f i c e  t o  a n o t h e r , d e s t r u c t i o n , a n d  c u  r e n t  c u s t o d i a n  o f  
a l l  To p S e c r e t  m a t e r i a l  f o r  wh i c h t h e  T o p  S e c r e t  o f f i c e r 
i s r e s p o n s i b l e . 

D i s p o s i t i o n : D e s t r o y  5 y e a r s  a f t e r  a l l i t e m s  on  i n  · v i d ua l  p a g e s  
h a v e  b e e n  d e s t r o y e d , d o wn g r a d e d , d i s p a t c h e d , o r  w h e n  n t r i e s a r e 
t r a n s f e r r e d  t o  a n e w  p a g e . 
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F i l e  N o . 2 2 0 - 0 9  

S e c u r i t y  C o m p r o m i s e  F i l e s . D o c u m e n t s  re l a t i n g  t o  i n v e s t i g a t i o n s  
o f  a l l e g e d  s e c u r i t y  v i o l a t i o n sn, s u c h  a s  m i s s i ng d o c um e n t s n, 
u n a u t h o r i z e d  d i s c l o s u r e o f  i n f o r m a t i o n , un a t t e n d e d  o p e n  s e c u r i t y  
c o n t a i n e r s n, d o c um e n t s  n o t  p r o p e r l y  s a f e g u a r d e d  a nd m a t t e r s o f  a 
s i m i l a r  n a t u r e . 

D i s p o s i t i o n : De s t r o y  * 5 * y e a r s  a f t e r  c o m p l e t i o n  o f  f i n a l  
c o r r e c t i v e o r  d i s c i p l i n a r y  a c t i o n .  

F i l e  N o . 2 2 0 - 1 0  

* F a c i l i t i e s  S u r v e y  a n d  I n s p e c t o n F i l e s . Re p o r t s  o f  s u r v e y s and  
i n s p e c t i o n s  of  g o v e r n m e n t  o w n e d  f a c i l i t i e sn, a nd p r i v a t e l y  o w n e d 
f a c i l i t i e s  a s s i g n e d  s e c u r i t y  c o g n i z a n c e  b y  go v e r nm e n t  ag e n c i e s n, 
c o nd u c t e d  t o  e n s u r e  a d e q u a c y  o f  p r o t e c t i v e a nd p r e v e n t i v e m e a s u r e s  
t a k e n  a g a i n s t h a z a r d s  o f  f i r e , ex p l o s i o n , a n d  a c c i d e n t s , and  t o  
s a f e g u a r d  i n f o r m a t i o n  a n d  f a c i l i t i e s  a g a i n s t  s a b o t a g e  a nd 
u n a u t h o r i z e d e n t r y . 

D i s p o s i t i o n : a .  Re p o r t s  re g a r d i n g go v e r n m e n t  o w n e d  f a c i l i t i e s : 
D e s t r o y  3 y e a r s a f t e r  d a t e  o f  r e p o r t s , o r  u p o n  d i s c o n t i n u a n c e  o f  
f a c i l i t y , wh i c h e v e r ,  i s  s o o n e r : b .  Re p o r t s  r e g a r d i n g p r i v a t e l y  
o w n e d  f a c i l i t i e s : De s t r o y  4 y e a r s a f t e r  d a t e o f  r e p o r t  o r  u p o n
d i s c o n t i n u a n c e  o f  f a c i l i t y , wh i c h e v e r  i s  s o o n e r . *  

F i l e  N o . 

S e c u r i t y  E q u i p me  D O J  Fo r m  3 9 5 n, An n u a l  R e p o r t  -
U t i l i z a t i o n  of  S e c  i t y  E q u i p m e n t . 

D i s p o s i t i o n :  s u p e r s e d e d . 

F i l e N o . 2 2 0 - 1 2  

Re s e r v e d .  

F i l e  N o . 2 2 0 - 1 3  

S e c u r i t y  C o n t a i n e r  R e c o r d  F i l e s . ,  O p t i o n a l  F o r m  6 2  o r  t h e  
e q u i v a l e n t  p l a c e d  o n  s a f e s , c a b i n�� , a nd v a u l t s  c o n t a i n i n g
c l a s s i f i e d  d o c um e n t s .  U s ed  f o r  p r o �  d i n g a r e c o r d o f  o p e n i n g , 
c l o s i n g a n d  c h e c k i ng s e c u r i t y  c o n t a i �� s .  

D i s p o s i t i o n : D e s t r o y  wh e n  r e p l a c e d . 

* Re v i s i o n  
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S e c u r i t y  C n t a i n e r  I n f o r m a t i o n  F i l e s . O p t i o n a l  F o r m  6 3  o r  t h e  
e q u i v a l e n t  s e d  t o  r e c o r d s a f e  a n d  p a d l o c k  c o m b i n a t i o n s , l o c a t e 
t h e  s a f e s  o �  o n t a i n e r s , and i d e n t i f y i n d i v i d u a l s  ha v i n g kn o w l e d g e  
o f  t h e  c o mb i n a i o n . 

D i s p o s i t i o n : up on c h a n g e  o f  c o mb i na t i o n  o r  t u r n - i n  o f  t h e  
c o n t a i n e r .  

F i l e  N o . 2 2 0 - 1 5  1 8 - 4 )  

C l a s s i f i e d  D o c u m e n t  I n v  t o r y  F i l e s . * F o r m s , l e d g e r s  o r  r e g i s t e r s  
u s e d  t o  s h o w  i d e n t i t y , rb t i ng  a n d f i n a l  d i s p o s i t i o n m a d e  o f  
c l a s s i f i e d  d o c u m e n t s , b u t'n. x c l u s i v e o f  c l a s s i f i e d d o c um e n t  
r e c e i p t s  a nd d e s t r u c t i o n c e  t i f i c a t e s a nd d o c um e n t s  r e l a t i ng t o  
T o p S e c r e t  m a t e r i a l  c o v e r e d  s e wh e r e  i n  t h i s  Ap p e n d i x . *  

D i s p o s i t i o n : D e s t r o y  2 y e a r s  a t e r  a l l  c l a s s i f i e d d o c um e n t s  
r e c o r d e d  t h e r e o n  h a v e  b e e n  t r a n s  e r r e d  o r  d e s t r o y e d , o r  wh e n  t h e  
e n t r y  i s  d u p l i c a t e d  o n  a n o t h e r  c o  t r o l  d o c um e n t  o r  l o g . 

F i l e  N o . 2 2 0 - 1 6  ( G R S  No . 1 8 - 3 )  

D e s t r u c t i o n  C e r t i f i c a t e  F i l e s . t h e  
d e s t r u c t i o n  o f  c l a s s i f i e d d o c um e n t s . 

D i s p o s i t i o n :  De s t r o y  wh en  2 y e a r s  o l d . 

* R e v i s i o n  



\;1es. 
\. * * F i l e  N o . ( G RS  1 8 - 2 ) 

D o c um e n t  R e c e i p t  Re c o r d s  d o c um e n t i n g t h e  re c e i p t  o f  
c l a s s i f i e d  d o c um e nt\n. 

D i s p o s i t i o n : 2 y e a r s  o l d . 

F i l e N o . 2 2 0 - 1 8  

I n f o r m a t i o n  S e c u r i t y P r o g r am F i l e s . Co r r e s p o n d e n c e , i n s t r u c t i o n s , 
s t ud i e s , m e s s a g e s , i n t e r o p e r a t i o n s , a n d c o o r d i n a t i ng a c t i o n s  
r e l a t e d  t o  t h e  ad m i n i s t r a t i o n  a n d  o p e r a t i o n  o f  t h e  in f o rm a t i o n  
s e c u r i t y  p r o g r a m .  

D i s p o s i t i o n : D e s t:{g)r'y wh e n  6 y e a r s  o l d . E a r l i e r  d e s t r u c t i o n  i s  
a u t h o r i z e d  i f i n s t r u c t i o n s , e t c . , a r e  s u p e r s e d e d , o b s o l e t e , o r  no  
l o ng e r  n e e d e d  f o r re f e r e n c e s . * *  

* *  Ad d i t i o n  
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COMMUN ICAT IONS SECURI TY F ILES 

These f i l es relate to communicat ions secur i ty and consist of 
record s ,  reports , and correspondence concerned wicth crypto
security , physical securi ty of COMS EC material , transmission 
securi tyi, el ec troni c  securityi, and COMSEC logistics. 

Fi -No . 230-0 1 ( N C I - 1 '1 11 - '1 "/ - 1 )  

COM men t  F i les. Documents  whi ch  are not of a routine  
natu  which are not speci f ical ly  covered el sewhere in this  
schedu  These fi l es incl ude  management documents related to 
communica ons security such as a determinat ion as to cryptosystem 
and equi pme t authori zed and requi redi, and operat ional and 
procedurali � nctions of t he org ani zat ion. 

· , , 
Di spos i t ioni: 5 years after completion of requi red 
act ion. 

F i l e  No . 230-02 ( N� - l '? t1 - '1 '1 - l )  
COMSEC Su l y  Corres ' ' on ence F i les. Documen ts  relating to the 
rou t i ne suppl y  of COMSE� ateri al. 

Di spos i -c ioni: Des troy 1 y'ea receipt  of COMSEC mater ial. 
\, 

'\ 
Fi le No. 230-03 ( N! \ - l '1 o -'l'q1 1 ) 

COMS EC I tem Register F i l es. Ca:ia., mai ntained to account for al l 
COMSEC mat erial and to show i ts rec ipt , movement , and f i nal  
di spos i t ion. 

Di spos i t ioni: Destroy 1 year after clos of the calendar year in 
wh i ch a l l  i t ems on i ndividual cards have d i sposed of as 
evidenced by destruc t ion or trans fer 

F i l e  No . 230-04 { Nl l - 1 7 0 - "t '2 - 1 )  
COMSEC Dai ly I nven tory Files. Documents  ref lec ti  g dai l y  
i nventories made a 't  the end of each workday or bet een shifts. 
The documents  contain the short ti t l es of each  item · nventoried , 
't he i n i t ia l s  of t he person maki ng t he i nven tor y ,  and he date and 
t ime of the inventory. 

87-20 ADMINISTRATIVE MANUAL 6-2 9-87 
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File No. 230-06 ( N~ I - l?'D.: ? '1- l) 
YP g 
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D i s  Destroy on compl etion of nex t quar terl y  inventory. 

...;...;;�=-=..:;.......:...:;�;.....;..___;_--+�_;_;:;..,,:;_�..,;;..;;;�:.......;;F_i�·i1�e,.;;;_;;_s. Documents  ref l ec t i ng the 
receipt , pos ses ion , i nventor y , transfer , destruc tion and rel i ef 
from ac countab i l  ty for accoun tab l e  COMSEC material  and documents.  
Included are desi uctioni, tran s f eri, i nven tory and possess ion 
repor t s ; document \ ouchers ; c er t i f i cates of ver i fi cation ; rel ief  
from accountabi l i t�i· and rela ted rout i ne COMSEC account i ng 
correspondence. \

\. 
Di spos i t ioni: a. 
year after  rel ief 
Other accoun table  
accoun tabi l i ty of 

e of cus tod ian trans fer reportsi: Destroy 1 
accoun tabi l i ty of t he former custodian. b. 

docum ntsi: Destroy 5 years after rel ie f  from 
former custod i an. 

Cr to-Area Visitor Rei i s ter F i l es. Reg i sters  used for recording 
pertinent  i n forma tion on pers ns enter i ng t he crypto-area ot her 
than those whose names appear '  n the authori zed en trance list.  
Sheet s  of  a reg i ster i nvolved i a securi ty report of  an  i nves ti­
gat ion wi l l  become an  in tegral p rt  of the report of  investigation 
and w i l l  have the same d ispos i t i  as the report of 
inves t: igat ion. 

Di spos i t ioni: Destroy 1 year after Cut off ind ividual  
sheet s at  t he end of each cal endar 

Fi l e  No. 230-07 ( Nl l - l 'l o - '1 '1 i- 1 )  

COMS EC Approval F i les. Reques t s  for app oval to es tabl i sh , al ter , 
expand or relocate a fac i l i ty. 

Di spos i tion : a. Approv ing of f i ce : Destro 1 year af ter receipt 
of related supersed i ng approval or after clo i ng of account or 
fac i l i ty. b. Requesting off i ces : Destroy receipt of rel ated 
supersed i ng approval or upon clos i ng of accou t or fac i l ity. 

Fil e  No. 230-08 ( Nl I- l 'lo-lJ?- 1) 
COMSEC I n spect ion Fi les. Inspection reports  and re l ated corres­
pond encei, such as a cr ypto fac i l i ty inspec tion. 
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i t ion : Inspect i ng of f ices : Des troy 1 year after rece ipt of 
supersed ing inspect ion. Inspec ted of ficei: Destroy on 
of related super sed i ng i nspec t i on. 

F i l e  No . 

COMSEC Re or \n  F i l es. Inc l uded are message reportsi; e l ectronic  
secur i ty repo tsi; crypto sec ur i ty and transmission sec ur i ty 
analyses ; v iol ' t ion and summary reports ; reports  of viol ation of 
physical  and er �tograph ic secur i t y i; and other repor ts not 
spec i f ical l y  cov ' red in thi s  schedule. Reports  that are the 
subj ect  of a form 1 i nvestigat ion wi ll be f i l ed wi th the 
i nves t i gat ion repd t i ng fil es. 

Di spos i t ioni: a. De troy 5 years after submiss ion of report. b. 
Rout ine  periodi cal re orts may be destroyed after 2 years. 

F i l e  No . 230-10 ( �l \-\l,. O - 'l 7  - \ )  
\i

COMSEC Investi  at ion Re dr · n  F i l es. Reports  of investig ation 
concern i ng t he loss or subJ t ion to comprom i se of COMSEC material 
and investigations of transmI sioni, physicali, and other signal
secur i t y  violat ions. 

Di spos i t ioni: De stroy complet i ng fi nal correc t i ve or 
d i sc iplinary  act ions. 

F i l e  No . 230- 1 1  ( N l l - l '1 0 - '1 ? - I ) 

Encrypted Traffic  Report ing F i l es. of encrypted traf f i c  
reports. 

Di spos i t ioni: Destroy 1 year after 

Fi l e  No . 230- 1 2  ( tJ l l - l 'lO- 'l � - J) 

Encrypted Message Text Files. Cipher incoming and 
outgoi ng messages and message tapes. Messages nvolved in an 
investigat ion wi l l  be retained un t i l  the investi  ation is 
comple ted. 

Di spos i tion : Destroy after a mi n imum reten tion and 
be fore a maximum retent ion of 60 days. 
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' **File No. 230-13 

Communications Security Program Files. Correspondence, 
instructions, studies, messages, interoperations, and coordinating 
actions related to the administration and operation of the 
communications security program. 

Disposition: Destroy when 6 years old. Earlier destruction is 
authorized if instructions, etc., are superseded, obsolete, or no 
longer needed for references.** 

** Addnition 
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P ROTE C T IVE  S E RV I C E S  F I LE S 

r e l a t e  t o  p e r s o n n e l  i d e n t i f i c a t i o n a nd v e h i c l e  

F i l e  N o . 

B a d g e  I d e  Do c um e n t s  p e r t a i n i n g t o  i s s u i ng 
I n c l u d e d a r e a p p l i c a t i o n s  a n d  

D i s p o s i t i o n :  a De s t r o y  3 y e a r s  a f t e r  i s s u a n c e  o f  ba d g e . b .  
Re c o rd s  p e r t a i n 1.  g t o  v i s i t o r s a n d  r e c o r d s  p e r t a i n i ng t o  a p p l i ­
c a n t s  t o  wh o m  s o r  b a d g e s  we r e  no t i s s u e d  w i l l  b e  d e s t r o y e d  
a f t e r  1 y e a r .  

F i l e  N o . 2 4 0 - 0 2  

B a d g e  I d e n t i f i c a t i o n A c o u n t a b i l i t y  F i l e s . Do c um e n t s  u s e d  t o  
m a i n t a i n  a c c o u n t a b i l i t y  f o r  i d e n t i f i c a t i o n c a r d s  a nd b a d g e s n. 
I n c l u d e d  a r e  r e g i s t e r s  a d  s i m i l a r  o r  r e l a t e d d o c um e n t s .  

D i s p o s i t i o n : D e s t r o y  3 y e  l a s t  c a r d o r  b a d g e  n u m b e r  
e n t e r e d  h a s  b e e n  a c c o un t e d  

F i l e  N o . 2 4 0 - 0 3  

P a r k i n g  P e r m i t C o n t r o l  F i l e s . o c um e n t s  r e l a t i n g t o  al l o t i n g  
p a r k i n g  s p a c e s , c o n t r o l l i n g i s s u  n e e  a nd w i t h d r a w a l  o f  p a r k i n g 
p e r m i t s , a n d  re c o r d i n g  v i o l a t i o n s  b y  ho l d e r s  o f  pa r k i n g p e r m i t s . 

D i s p o s i t i o n : D e s t r o y  o n  t r a n s f e r  o p e r m i t  h o l d e r s , o r  
w h e n  p e r m i t i s  s u p e r s e d e d o r  r e v o k e'd 

F i l e  N o . 2 4 0 - 0 4  ( G RS  N o . 1 8 - 1 6 a )  

Ke y A c c o u n t a b i l i t y F i l e s . D o c um e n t s  t o  t he i s s u e , 
r e t u r n , a nd a c c o u n t ab i l i t y  f o r ke y s  t o  s e  a r e a s . 

D i s p o s i t i o n : D e s t r o y  3 y e a r s  a f t e r  

F i l e  N o . 2 4 0 - 0 5  

G u a r d R e p o r t i ng F i l e s . Re t a i n e d  c o p i e s  o f  t h e  ua r d  re p o r t  wh i c h  
i s  p r e p a r e d  d a i l y  and i s  s u b m i t t e d  t o  t h e  D E A  r e  r e s e n t a t i v e . 

D i s p o s i t i o n : De s t r o y  1 y e a r  a f t e r  p r e p a r a t i o n  o f  



,� 
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P a g e  3 8 . 1  

* * F i l e  No . 2 4 0 - 0 6  

V i s i t o r  C o n t r o l  F i l e s . Re g i s t e r s  o r  l o g s  u s e d  f o r  r e c o r d i ng 
p e r t i n e n t  i n f o r m a t i o n  o n  p e r s o n s f r o m  i n s i d e o r  o u t s i d e  D EA wh o 
a r e  v i s i t i n g t h e  P h y s i c a l  S e c u r i t y  S e c t i o n  a n d  f o r  re g i s t e r i ng 
i n f o r m a t i o n o n  p e r s o n s  s u bm i t t i n g a r e q u e s t  t o  e n t e r  t he p h y s i c a l  
s e c u r i t y  a r e a  w i t h o u t  a n  e s c o r t n. 

D i s p o s i t i o n :  De s t r o y  1 y e a r  a f t e r  d a t e  o f  v i s i t . 

F i l e  No . 2 4 0 - 0 7  

S e c u r i t y  o f  U . S .  G o v e r nm e n t  P r o p e r t y . D o c um e n t s  ( O p t i o n a l  F o r m  7 )
u s e d  wh e n  r e m o v i ng a n y  g o v e r nm e n t  p r o p e r t y  f r o m  D E A  f a c i l i t i e s 
p r o t e c t e d b y  G S A  Fe d e r a l  P r o t e c t i o n  O f f i c e r s  o r  G S A  c o n t r a c t  gua r d  
p e r s o n n e l .  

D i s p o s i t i o n : De s t r o y  wh e n  p r o p e r t y  r e t u r n e d  t o  o r i g i n i a l  as s i g n e d  
l o c a t i o n . 

F i l e  No . 2 4 0-08  

E v i d e n c e  S t o r a g e  F a c i l i t y S e c u r i t y F i l e s . Do c um e n t s  r e l a t i n g t o  
t h e  a d e q u a c y  o f  m e a s u r e s  t a k e n  t o  p r o t e c t  e mp l o y e e s , f a c i l i t i e s  
a n d  d o c um e n t a r y  a n d  e v i d e n t i a r y  ho l d i n g s  a g a i n s t t h e  ha z a r d s  o f  
a t t a c k , s a b o t a g e , u n a u t h o r i z e d a c c e s s  a nd o t h e r  m a n -m a d e  a n d 
n a t u r a l  d i s a s t e r s n. 

D i s p o s i t i o n :  D e s t r o y  wh e n  i n f o r m a/\fo n A s u p e r s e d e d  o r  o b s o ! e t e . * *  

* *  Ad d i t i o n  
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P a g e  3 9  

LEGAL O P I NION AND AS S I S TANCE F I L E S  

The s e  f i l e s  r e l a t e t o  l e g a l  o p i n i o n s  a n d  a s s i s t a n c e  m a t t e r s . 

F i le No . 3 0 1 -0 1  

L e ga l O p i n i o n  * Re v i e w  F i l e s . Do c um e n t s  r e f l e c t i n g leg a l  o p i n i o n s 
a n d  r e v i e ws by  t he O f f i c e o f  C h i e f  Co u n s e l  r e g a r d i ng i n t e r p r e t a ­
t i o n s o f  s t a t u t e s , l a ws , r e g u l a t i o n s , i nv e s t i g a t i o n s , a n d  s i m i l a r  
l e g a l m a t t e r s . E x c l u d e d a r e  do c u m e n t s  o n  a s p e c i f i c  c l a i m , 
i n v e s t i g a t i o n ,  o r  c a s e . The  e x c l u d e d  do c ume n t s  wi l l  be  d i s po s e d  
o f  w i t h  t h e c l a i m , i n v e s t i ga t i o n , o r  c a s e  f i le to wh i c h t he y  
b e l o n g . 

D i s po s i t i o n : a .  Of f i c e  pe r f o r m i n g D E A -w i d e  s t a f f  r e s po n s i ­
b i l i t i y : ( 1 ) Re co r d  co py : P e r m a n e n t . T r a n s f e r to F e d e r a l  
r e c o r d s c e n t e r  wh e n  5 y e a r s  o l d .  ( 2 )  R e m a i n i n g  do c um e n t s : 
De s t ro y  w h e n  5 y e a r s  o l d .  b .  O t h e r  o f f i c e s : De s t ro y  w h e n  
o b s o  1 e t e o r s U;_P e r c e d e  d • * 

F i le No . l. I - l 'l o- '1 7 - 1 )  ., 
'{ ,,

L e  a l  A s s i s t a n c e  C �  Do c ume n t s  p e r t a i n i n g  t o  p e r so n a l  -�---------:,-----=:,-,-:-�---
1 e g a 1 m a  t t e r  s o f  D E  A' ·e r s o n  n e 1 • I n c  1 u d e  d a r e  c o  r r e s  p o n d  e n c  e , 
m e mo r a n d um s , a n d  o p i n i  · s o f  l e g a l  a s s i s t a n c e  o f f i c e r s . 

D i s p o s i t i o n :  De s t ro y 1 y rn a f t e r  c o m p l e t i o n  o f  t he c a s e , e x c e p t  
t ha t  s e l e c t e d o p i n i o n s  a n d  · e mo r a n d u m s  wi t h d r a wn fo r us e a s  
p r e c e d e n t s  m a y  be  h e l d  un t i �  o lo n g e r  r e q u i r e d  f o r  r e f e r e n cen. 

* * F i le No . 3 0 1 -0 3  

L e ga l T o p i c  F i l e s  

Co p i e s  o f  do c um e n t s  p e r t a i n i n g  to va r i o u s to p i c s  t h a t ha v e  l e g a l  
i m p l i c a t i o n s  o r  i n t e r e s t s  to t he O f f i c e o f  C h i e f Co un s e l .  Mo s t l y 
i n f o r m a t i o n  co p i e s  o f  co mmun i c a t i o n s n; a c t i o n  co p i e s  a r e  f i l e d 
u n d e r  s e p a r a t e  f i l e c a t e g o r i e s . 

D i s to s i t i o n : De s t r o y  5 y e a r s a f t e r  da t e  o f  mo s t  r e c e n t  do c ume n t  
i n  o ld e r . ** 

* R e v i s i o n  
* *  A d d i t i o n  
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File No. ( Nl l-- l? o- 7 ?- /) 

Reporting 

on the case. 

Append ix  0 750A 
Pag e 40 

CLA IM INVESTIGATI NG AND PROCESS I NG F ILES 

These  f i les  relate to i nvest igating acc idents  or i nc idents which 
may resul t in  cl aims in favor of or ag ainst  the Governmen t ,  and 
the subsequent processing and sett l ement of c l a ims. 

File No . 3 1 0-01 

Reserved. 

File No . 3 1 0-02 

Reserved. 

File No . 3 1 0-03 

Reserved. 

ion F i l es. Documen ts  ref l ec t i ng the 
resul ts  of i nves · gat i ng acc idents  and inciden ts whi ch cou ld but  
do not result  in · 1 ing a claim. Inc l uded are invest i gat ion 
reportsi, statemen ts f wi tnessesi, and related papers. 

Di sposi t i on : a. s rel a t i ng to possible  claims ag ainst the 
Governmen t :  Destroy �0 ars after f i nal ac t i on on t he report . 
Cut off  on expi rat ion of , t e pert inent  statutory period for f il ing 
a c l a i m. b. Reports relat g to poss i ble  c l a ims in favor of t he 
Government  on which no claim istsi: Destroy 1 0  years after final 
ac t ion on t he report. 

File No . 3 10-05 

Personal Property Claim Fi les. Case fI es rel a t i ng to claims 
aga i n s t  the  Government by DEA employees r damage , loss , or 
destruc tion  of personal property incident  o thei r  service. 

Di spos i t i on :  Des troy 1 0  years after f inal 
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File  

Tort Case fi les rel a t i ng to tort  claims ag ainst  DEA 
for dama e ,  loss , or destruct ion of property , and for personal 
i njury  or death  resulting from neg ligence or wrong ful ac ts  or 
omiss ion o ac ts by DEA employees . 

Di spos i t ion : 10 years af ter fi nal ac t ion on the case . 

File No. 

Con tract and Cla im Determi nat ion Fi les . Document s  
reflec ti ng recommen ations or determinat ions on adjustment of 
con trac ts  under Publ c Law 85-804 and  on con tract cl aims asserted 
by  a con trac tor agaih  t the Government or by t he Government 
again s t  a contractor . They al so accumul ate in report i ng 
con t ractor bankruptcies o t hat , i f  appropri a te ,  c laims in  favor 
of or ag ainst  the bankrup can be asserted . Inc luded are copies 
of contractor claims and a j ustment reques ts , con tractual 
documentsi, documen ts contai i ng just i f i ca t ion or support for the 
claim  or adjustment request ; determination s ; recommendat ions ; 
memoranda or law ;  coord inati n ac tion s i; bankruptcy  reportsi; and  
related documents . 

NOTE 1 :  To the ex tent pract ical , documen ts  described above should 
be f i led wi th  and di sposed of wi t t he related con tract f i le .  

NOTE 2 :  When bankruptc ies and con t c t  claims and adj ustments  
resul t i n  l i tigat ions , t he f i les desc ibed above wi l l  be f i led and 
d i sposed of wi th the pertinen t l i tigat · on file .  

Di spos i t ioni: Dest roy 1 5  years or 
set tlemen t i. 

File No. 310-08 

Foreign Claim Fi les . Case fi les rel at i ng to c ims ag ainst  the 
Uni ted States by inhabi tan ts of a foreign coun tr or by a foreign 
government or a pol i tical  subd ivis ion thereof fo damage , loss , or 
destruct ion of private property , or for person al 'i j ury or death  
caused by  DEA employees stationed in  the country co cerned . 

Di spos i t ioni: Destroy 10  years af ter f i n al act ion on case .  
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Fi le  No . 

F i les. Case fi les  rel ating to claims ari s i ng 
i n  foreign  cou tries for death or personal i nj ury ; damage , loss , 
or dest ruc tion public  or personal property ; or in  connec tion 
wi th prov i s ions o con tracts ,  l easesi, or other i n s t ruments. They 
are l imi ted to tho claims which must be set t l ed under local 
lawsc, r egulat ionsi, o 

Di spos i t ioni: Destroy fi nal ac t ion on the case. 

Fi l e  No . 3 1 0-10 

DEA Property Damage Case f i les  relating to claims in 
favor of DEA for damage , des truc t ion of DEA property. 

Di spos i t ion : Destroy 10 years completion of l i tigat ion or 
determi nat ion that the case wi ll  not e prosecuted. 
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LITIGATION FILE S 

The s e  f i l e s  r e l a t e t o  a c t u a l  o r  p o t e n t i a l l i t i g a t i on i n wh i c h  t he 
Un i t e d  S t a t e s  ha s an  i n t e r e s t  b e f o r e  c i v i l  c o u r t s n, adm i n i s t r a t i v e  
t r i b u n a l s ,  a nd r eg u l a t o r y  b o d i e s n; t o  r e l e a s i ng i n f o rma t i o n f r om 
DEA  r e c o r d s f o r us e i n pr i v a t e  l i t i g a t i o n , and  l i t i g a t i o n  in  wh i c h  
t h e Un i t e d S t a t e s  h a s  an i n t e r e s t n; a nd t o  t he a p p e a r a n c e  o f  DEA  
e m p l o ye e s  as  wi t n e s s e s  in  p r i v a t e  l i t i g a t i o n  and l i t i g a t i o n  in  
wh i c h  t h e , nUn i t e d S t a t e s  has  an  i n t e r e s tn. 

C i v i l  L i t i  a t i o n F i l e s . *D o c u me n t s  r e l a t i n g  t o  ac t ua l  o r  
p o t e n t i a l  1 a l  p r o c e e d i ng s  i n wh i c h D E A ,  i n c l u d i ng i t s  
i n s t r um e n t a l i  i e s n, ha s an i n t e r e s t . In c l u d e d  a r e  c o p i e s  o f  
a d m i n i s t r a t i v e h e a r i ng s ; ad v i s o r y  r e p o r t s ; c o p i e s  o f  p r o c e s s e s  a n d  
p l e a d i ng s n; c o mm n .i c a t i o n s  wi t h  DE A a c t i v i t i e s , c om m un i c a t i o n s  wi t h  
t he De p a r t m e n t  o � Ju s t i c e  a nd t he Un i t ed S t a t e s  A t t o r n e y s n; and  
wi t h  o t he r o rg an i  · t i o n s , ag e n c i e s , a c t i v i t i e s , and  ind i v i d ua l s 
b o t h  wi t h i n  a nd wi t o u t t he F e d e r a l  Go v e r nm e n t ;  a nd r e l a t e d 
p a p e r s n. 

D i s p o s i t i o n : a f t e r  c om p l e t i o n  o f  l i t i g a t i o n . *  

F i l e  N o . 3 3 0 - 0 2  

J u d i c i a l  I n f o r ma t i o n i l e s . Do c ume n t s  r e l a t i ng t o  re l e a s -
n g  i n  o rm a t i o n  o r  u s e  i n  l i  · g a t i o n  i n  r e s p o n s e  t o  s u b p o e nasn, 

c o u r t o r d e r s , o r  re q u e s t s . I n c  u d e d  a r e  r e q u e s t s , s u b p o e n a s , 
c o u r t o r d e r s n, c o p i e s  o f  t h e d o c u  e n t s  c o n c e r n e d  o r  s u mm a r i e s  o f  
t h e i r  c o n t e n t s , r e c ommend a t i o n s  c n c e r n i ng r e l e a s e s , me m o r a n d um s  
o f  l a w , c o o r d i n a t i ng a c t i o ns , a nd l a t ed p a p e r s . 

NOTE : T o  t h e  e x t e n t  po s s i b l e , t h e s e  a p e r s  wi l l  be  f i l e d  i n the 
p a r t i c u l a r f i l e  t o  wh i c h  t he i n f o rm a t i  n r e l e a s ed p e r t a i n s , e . g . , 
t h e a p p r o p r i a t e  p e r s o n n e l  o r  c l a i m f i l e  

D i s p o s i t i o n :  De s t r o y  1 0  y e a r s  a f t e r  al  r e v i e w  f o r  r e l e a s e  
o f  i n f o rm a t i o n . 

F i l e  N o . 3 3 0 - 0 3  ( N C l  - l '1 0 - 'l 'l - 1) 

Atp e a r a n c e  a s  C o u n s e l  I n  C i v i l C o u r t  F i l e s n. Do c u  to  
t e a p p e a r a n c e  o f  DEA e m p l o y e e s  a s  c o u n s e l b e f o r e i v i l  c o u r t s n, 
a d m i n i s t r a t i v e  t r i b un a l s ,  reg u l a t o r y b o d i e s , o r  G o v  
ag e n c i e s . I n c l ud e d a r e t he r e q u e s t s wi t h  s u p p o r t i ng r r e l a t ed 
p a pe r s , l e t t e r s , and  o t h e r d o c um e n t s  i n d i c a t i n g c o o r d i  a t i o n  
i n v o l v e d  a n d  a c t i o n  t a k e n  o n  t h e  r e q u e s t s . 

* R e v i s i o n  
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N O T  : Th e a b o v e  do c um e n t s  wi l l  b e  f i l e d i n  t h e  l i t i g a t i o n  f i l e  
wh e n  h e  a p p e a r a n c e  c o n c e r n s  l i t i g a t i o n  i n v o l v i ng o r  o f  i n t e r e s t  
t o  D E A . 

De s t r o y  2 y e a r s  a f t e r  ap p r o v a l  o f  re q u e s t  f o r  
c o u n s e l .  

tJ G \- 1 '7 0 - '1 '1 - l)
"\. 

W i t n e s s A p p e a r a n  'c-e Do  c um e n t s r e  1 a t i n g t o  re q u e s t s f o r DE  A 
e m p o y e e s  t o  a p p e a r� s w i t n e s s e s b e f o r e c i v i l  c o u r t s , a d m i n i s t r a ­
t i v e  t r i b un a l s , a n d n� u l a t o r y bo d i e s . I n c l ud e d  a r e  r e q u e s t s  wi t h  
s u p p o r t i n g d o c um e n t s �. _ t t e r s , e l e c t r i c a l l y  t r a n s m i t t e d  m e s s a g e s , 
p e r s o n n e l ac t i o n  f o r m s � d o t h e r  pa p e r s  i n d i c a t i n g ac t i o n t a k e n  
o n  t h e  r e q u e s t s n. 

D i s p o s i t i o n :  De s t r o y  2 a p p r o v a l  o f  re q u e s t  f o r  
a p p e a r a n c e  a s wi t n e s s . 

F i l e  N o . 3 3 0- 0 5  ( t\JL l- /'70- tz  'l -· I  
V e h i c l e  S e i z u r e F i l e s . Do c um e n t s  r e f e c t i n g  t h e  re c e i p t  and  
r e l e a s e of  v e hi c u l a r  c o nv e y a n c e s  t h a t  a e f o u n d , i m p o u nd e d , o r  
s e i z e d  a s  c o n t r a b a nd  o r  p r o h i b i t e d  p r o pe y ,  o r  s a f e g ua r d e d f o r 
d e t a i n e d  p e r s o n n e l .  I n c l u d e d  a r e  l o g s , r e  e i p t s , r e l e a s e s , 
r e p o r t s  o f  i n v e s t i g a t i o n , an d re l a t e d  pa p e r  

D i s p o s i t i o n : De s t r o y  3 y e a r s  a f t e r  r e t u r n o r  
f r o m  DEA c o n t r o l . 

* *F i l e  N o . 3 3 0 - 0 6  

C i v i l  S e i z u r e  a n d  F o r f e i t u re  F i l e s . Do c um e n t s  r e f l e c t i n g the  
s e i z u r e  of  m o n e y s , n e g o t i a b l e  i n s t r um e n t s , s e c u r i t i e s  or  o t h e r  
t h i ng s  o f  v a l u e f u r n i s h e d  o r  i n t e n d e d  t o  b e  f u r n i s h e d , i l l e g a l l y ,  
i n  e x c h a n g e  f o r  c o n t r o l l e d s u b s t a n c e s n, o r  t o  f a c i l i t a t e a n y
v i o l a t i o n  o f  t h e  Co n t r o l l e d S u b s t a n c e s  Ac t ,  o r  o f  t h e  C o n t r o l l e d  
S u b s t a n c e s  I mp o r t  a n d  Ex p o r t  Ac t .  I n c l u d e d a r e r e c o rd s / r e c e i p t s , 
r e l e a s e s  a n d  re p o r t s  o f  i n v e s t i g a t i o n s , c o m p l i a n t s  a n d  wa r r a n t s , 
d e c r e e s  o f  f o r f e i t u r e . . ACu.+ oH (5v', dos:2. Di" ca s e .  
D i s p o s i t i o n : /\ De s t r o y  6 y e a r s  a f t e r  p r o p e r t y  d i s p o s i t i o n , t r a n s f e r  
o r  r e t u r n .  

F i l e  N o . 3 3 0 - 0 7  

S h o w  C a u s e  C a s e  F i l e s . D o c u m e n t s  r e l a t i n g t o  l e g a l  p r o c e e d i n g s  
i n i t i a t ed b y  DEA und e r  t he p r o v i s i o n s  o f  t he C o n t r o l l e d S u b s t a n c e  
Ac t ( 1 9 7 0 ) , P L  9 1 - 5 1 3 ,  a n d  t h e  Co m p r e h e n s i v e  C r i me Co n t r o l  Ac t 
( 1 9 8 4 ) , P L  9 8 - 4 7 3 .  I n c l u d e d  a r e  r e p o r t s  o f  i nv e s t i g a t i o n ( D E A-6 ) 
a n d  o t h e r  s u p p o r t i n g d o c um e n t s  i n i t i a t e d  b y  DE A f i e l d  o f f i c e s n,
s h o w  c a u s e  o r d e r s , he a r i ng s t a t e m e n t s , o p i n i o n s  a nd r e c o mm e nd e d 
r u l i n g s , t r a n s c r i p t s  o f  t e s t i m o n y , r e g i s t r a n t  ap p l i c a t i o n s , 

* *  Ad d i t i o n 
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f i nd i ng s  o f  a c t  a nd c o n c l u s i o n s  o f  l a w , a p p e a l s , a f f i d a v i t s , 
wi t n e s s  s t a t e m e n t s , memo r a nd a o f  ag r e e m e n t b e twe e n  DEA a nd t h e 
r e g i s t r a n t  o r  a p p l i c a n t , c o n c l u s i o n s o f  l a w  a nd d e c i s i o ns  by t he 
Ad m i n i s t r a t i v e  La w Judg e ,  f i n a l  o r d e r s  b y  t he Ad m i n i s t r a t o r , and 
s i m i l a r  r e l a t e d d o c um e n t s o. 

D i s p o s i t i o n : De s t r o y  1 5  y e a r s  a f t e r c om p l e t i o n o f  s h o w  c a u s e 
he a r i ng p r o c e s s o. 

F i l e  No . 3 3 0 - 0 8  

D r ug S c h e d u l i ng F i l e s . Do c ume n t s  r e l a t e d  to  he a r i ng s  c o nd uc t e d  
f o r  a s s e s s i ng t he d r ug a b u s e  c o n t e n t  a nd p r a c t i c e  r e q u i r ed f o r  
p l a c i n g  a d r ug / n a r c o t i c  o n  t he Co n t r o l l ed S u b s t a n c e  S c h e d u l e . 
In c l u d e d  a r e  s c i e n t i f i c  a nd m e d i c a l e v a l u a t i o n r e p o r t s  o f  t he 
a b u s e  and  d e p e nd e n c y  r e g a r d i n g t he d r ug / n a r c o t i c o, p r e - he a r i ng 
s t a t e m e n t s , l e t t e r s f r om c r e d i b l e i n t e r e s t ed p a r t i e s , s c h o l a r l y  
d i s s e r t a t i o n s  pa p e r s , d r ug ab u s e  s t a t i s t i c re po r t s , p r o p o s e d
f i n d i ng s  o f  f a c t  a nd c o n c l u s i o n s  o f  l a w , c o n c l us i o n s  o f  l a w  a nd 
d e c i s i o n s b y  t h e  Ad m i n i s t r a t i v e Law Ju d g e ,  f i n a l  o rd e r s  b y  t h e 
Ad m i n i s t r a t o r , a n d s i m i l a r  r e l a t e d d oc ume n t s . 

Disposition : a .  Appealed cases : PERMANENT . Transfer to 
the National Archives 1 5  years after close of case . 
b .  All other cases : Destroy 1 5  years after completion of 
the hearing process . 

* *  A d d i t i o n  
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LEG ISLATIVE AND CONGRESS IONAL LIAISON F ILES 

These f i les  relate to :  ini t iat i ng , process i ng , and coord i nating 
l eg is l a t ioni, Execut ive Ordersi, and proc lamations either sponsored 
and s upport ed by or otherwi se of i n terest to DEAi; prepar i ng and 
coord i n a t i ng repl ies to cong ressional commit tees inves tigating DEA 
ac tivi t i e s ; and similar mat ters of a l eg i slative or congress ional 

appropr iat ion b i l l s. Incl ud ed commun icat ions contai n i ng 

nature. 

Le i s l a t i  n 
l eg i slatio  
leg i s l a t ion 

Document s  rel ating to preparing  and processing 
Executive Ordersi, proc lamat ionsi, and repor ts on 
roposed by or of in terest to DEA , exc l usive of 

are 
dra f t s  of leg i  at ion proposed by DEA , reports  to congress ional 
commi t t ees on i roduced leg i slation ; comments on l eg i sla tive 
proposa l s  and rep rts on leg islat ion proposed by or the 
responsibi l i ty of e Department of Justi ce. 

Di spos i t ioni: a. Of ces performing sta f f  responsibi l i t y  for 
overal l DEA l eg i slativ program : ( 1 )  Record copy of documen tat ion 
per tai n i ng to enac ted 1 islat ioni: Permanent. Transfer to 
Federal Record s Center wti n 5 years old. Of fer to NARA when 15 
years ol d. ( 2 )  Documen tat · on pertai n i ng to unenac ted leg islation : 
Dest roy 1 0  years after f ina d i spos i t ion of l eg i slat ion. b. 
Other of f i ces : Dest roy 3 yeai s af ter final di sposi t ion of 
l eg i slat ion. 

Fi le No . 360-02 

Reserved. 

F i l e  No . 360-03 (ij C. 1 - l rl C, - 'l '1 - 1 )  

Congressional Correspondence F i les. Docume ts  relating to 
congress ional inqui ries on mat ters wi thin  t h  scope and activi ty 
of DEA , except in areas af fec t i ng budgets , app opr iat ions , and 
related f i nancial mat tersi, or concern i ng t he re ease of 
sa feguarded in formation. Incl uded is correspond ce between 
cong ressmen and their cons ti tuen ts  or other peop le and between 
cong res smen and DEA on such mat ters as al l eged un fa " r  treatment ,  
improper assignment , and drug narcot ic inquiri es. 
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a. Of fice  respon s ible  for overal l coord inat ion of 
DEA co gress ional l i ai son ac t i v i t ies : De s troy 5 years a f ter 
respon see; to inqui ry. b. Other of f i cese: De stroy 3 year s after 

\ o inquiry. 

File  No . 36Cfcc
\,.

4 ( NC I- 1 70 - 'l 'l - l} 
Cong res s ional t vest igat ion F i les.  Documen ts  re flecting  liaison 
between DEA and'ee ngress ional comm i t tees. Included are paper s 
rel ating  to thee se ec t ion of wi tnesses  to appear before and the 
pre sen tat ion of evj ence to such comm i t tees , in format ion on the 
ac tiv i t i e s  of cong re ional comm i t tees  inv estigating the 
ac t iv i t ie s  of DEA , · anal yses of comm i t tee v i s i ts to DEA 
es tabl ishments.  

D i spos i t ion : Of fice  resp sible for the main tenance of l iaison 
between DEA and congressi9n 1 comm i t tees : Destroy 1 0  years a f ter 
close of investig at ion. 

F i l e  No. 360-05 ( fvl I - I '74- 7 ?  
Cong res s ional V i s i t  Repor ting F i le Documen t s  report ing v i s i t s  
by members or s t a f f  members o f  congr s s ion al comm i t tees to an y 
elemen t of DEA. Included are i n i t ial  and dai l y  repor ts  ref l ec t ing 
the names  of the v i s i t ing congre s s ion� comm i t tee or survey group , 
subJ ec t of the v i s i t , and sim i l ar in form t ion ; and papers  direc tl y  
related to the reports.  

Dispos i t ion : Of f ice responsible for overal l coord inat ion of 
cong ress ional l ia i son : De stroy 5 years a f ter v i s i t  of congres­
sional elemen t.  

* * File  No . 360-06 

Congress ional B i l l s , Reports , and L i s t ings  F i l es.  Documen ts  
bear i ng on  l eg i sl a t ion that af fec t s  or i s  of  in tere st to DEA 
pending  at some stag e in Congress.  Included are copies  of 
Congress ional Bil l s , ex tracts  of t he Congress ional Record , 
Cong ress ional repor ts  on hear ing s , computer pr in tout s on sta tus of 
b i l l s  from Cong res s '  automated data  base , memoranda and s im i l ar 
documen ts.  

* *  Add i t ion 
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Di spos i t ion : Des t roy 1 0  years after  enac tment  of  legis lat ion 
or l a s t  act ion taken on the proposed l eg i s l at ion . Ea r l i e r  
destruc t ion authorized . 

File No . 360-07 

Enac ted Laws A f f ect ing DEA F i l es . These are docume nts 
pertai n i ng to pend ing l eg i s lation  of interest  to  DEA that have 
been enacted  i n to law .  See 3 6 0-06 for descript ion of 
doc ume n t s c. 

Di spos i t ion : 
whei, 5 yea.f"s 

Per manent . 'Frafl:s'ler � Federal RccoFds Genter 
old. OffcF to NARA wkcn 15 years old.  

\) Q'S,.\- '<  0 ':) \_,,...)� n Q i  <\\-\\- � 'f".::. o\ c.\. ,  

File  No . 3 60-08 

Legi s l a t ive S ummary F i l e s . Reports  regularly  prepared to 
brief  h i g h-ranki ng off ic ial s in DEA on the  latest  status  of 
pend i ng l eg i s l at ion . I n c l uded  are b r i e f s  o f  hearing s  and the 
leg i s l a t ion in ques tion . 

Di spos i t ion : a .  Of f ice  per forming staff  respons i b i l i ty for 
overa l l  DEA l eg i s la t i ve prog ram : Pe rmanent . Transfer  to 
Federal Records Center  a f te r  5 years . Of fer to NARA af ter 1 5  
years . b .  Ot her off ices : Des t roy after  5 years . 

File No . 360-09 

Cong res s ional Hearings Fi les . Doc uments  on Congress ional 
Hearings  on proposed leg i slat ion of  in teres t to  DEA . Inc l uded  
are  s ta t eme nts  and  test imony b y  DEA o f f i c i al s , memoranda , DEA 
and non-DEA reports  related to t h e  proposed l eg i s l ation , and 
s imi lar  documen t s . 

D i spo s i t ion : a .  Of f i ces per forming s taff  respons ibil ity  for 
overa l l  DEA l eg i s l at i ve program : Des t roy 5 years after  
hearings  c ompleted . b .  Ot her o f f i ces : De st roy 3 years after  
heari n g s  completed . 

File No . 360-10 

Congr e s s ional Commi ttee and Subcommi t tee F i l es . Doc uments  
re l a t i n g  to  various congress ional commi ttee s c' ac t i on s  on 
pend i ng l eg i s l at ion affecting or  of  interest  to DEA . I n c l uded 
are memorandac, messagesc, copies  of l e g i s l at i ve b i l l s c, DEA 
Forms 1 1 2a , and s imilar or related  document s . 
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Disposition . a .  Offices performing staff responsibility 
for ov�rall DEA legislative program : PERMANENT . Retire to 
WNRC when accumulation reaches one cubic foot . Transfer to 
the National Ar chives when 1 5  years old. 
b. Other offices: Destroy after three years. 

Pile  No . 360- 1 1  

Congress ional Affairs Program Management F i les. These fi les 
cons i s t  of documen ts used in the da ily  management and 
opera t ion of Cong ress ional Af fairs ac t i vi t iesi: memorandai, 
messagesi, reportsi, coord ina t i ng actionsi, s tudiesi, meeting 
notesi, responses and input to other off ices , and simi lar or 
related doc uments. 

Di spos i t ion : a. Of fice of Record : Destroy after 5 years. 
b. Other offices : Dest roy after 3 years. * *  

* *  Add ition 
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I NF ORMAT IONAL SERVICES  FILES  

e v e n t s o, i nd u s t r i a l c o o p e r a t i o n s o, a nd 
t a k e n  t o  ma i n t a i n  and i m p r o v e  pu b l i c  

s i m i l a r a c t i o ns wh i c h 
re l a t i o n s o. 

a r e  

F i l e  No . 3 7 0 -0 1 

Re s e rv e d o. 

The s e  f i l e s  a c c um u l a t e f r om t he p r o g r a m s  d e s i g n ed to  ke e p  t he 
p u b l i c  i n f o r m e d  o f  DEA  ac t i v i t i e s , t he r e b y  a c q u i r i ng pub l i c 
un d e r s t a nd i ng a nd s u p p o r t  o f  D E A  a c t i v i t i e s . S p e c i f i c a l l y ,  t h e y  
r e l a t e  t o  t h e  r e l e a s e  of  i n f o r m a t i o n  t o  t h e  p ub l i c , a c t i o n  take n 
i n  c o nj u n c t i o n wi t h  c i v i c  g r o u ps t o  i m p r o ve D E A- c omm u n i t y 
r e l a t i o n s , p a r t i c i pa t i o n  i n  l o c a l , n a t i o n a l , and  i n t e r n a t i o n a l  

F i l e  No . 3 7 0 - 0 2  

Re s e rv e d . 

F i l e  No . 3 7 0 - 0 3  

N e w s  M e d i a  a nd R e l e a s e  F i l e s . Au d i o v i s ua l  re c o r d s  ( a s d e s c r i b e d  
u nd e r  G e n e r a l  Re c o rd s  S c h ed u l e 2 1 )  t h a t  d e p i c t D E A  p a r t i c i p a t i o n 
wi t h  Fe d e r a l n, s t a t en, and  l o c a l  l a w  e n f o r c e m e n t  ag e n c i e s  i n  
s i g n i f i c a n t  o r  h i g h l e v e l  d r u g  s e i z u r e s  a nd o p e r a t i o n s n;
i m p l e m e n t a t i o n  o f  en f o r c e m e n t - r e l a t e d  pr i o r i t y p r o g r a m s  r e s u l t i ng 
f r o m  e n a c t e d  l e g i s l a t i o n ; a p p e a r a n c e  o f  t he Adm i n i s t r a t o r  o r  o t h e r  
h i g h  l e v e l  D E A  of f i c i a l s  o n  T V  n e two r k s  r e g a r d i ng d r ug l a w  
e n f o r c e m e n t n; a nd me t h o d s  o f  i n t e r d i c t i ng i l l e g a l d r ug t r a f f i c k i ngn. 
Al s o , d o c um e n t s  re l a t ing  to pr e p a r i n g , c o o r d i n a t i ng , c l e a r in g , and 
r e l e a s i ng i n f o r ma t i on t o  t he p u b l i c  t h r o u g h  ne ws p a p e r s , 
p e r i o d i c a l s ,  r a d i o , t e l e v i s i o n , mo t i o n p i c t u r e s , p u b l i c  
a p p e a r a n c e s n, a nd o t he r m e d i a  o f  d i s s em i n a t i on . I n c l u d ed a r e 
p r i n t e d  o r  p r o c e s s e d  pr e s s  r e l e a s e s n; s p e e c h e s n; r a d i o n, t e l e v i s i o n , 
a n d  mo t i o n  p i c t u r e  s c r i p t s n; a nd c o o rd i n a t i ng d o c um e n t s  a c c um u l a t e d 
i n  o b t a i n i n g  c l e a r a n c e s  fo r the  r e l e a s e . 

NOTE : videotapes may be sub j ect to restriction under sub­
section ( b ) e( 7 ) e( E )  and ( F )  of the Freedom of Information Acte. 

Dispositione: 
a .  Press releases and official speeches of  the Adminis ­
trator and other high- level of ficials : PERMANENT . Cut of f 
at the close of  an Administrator ' s  tenure . Transfer to the 
WNRC 2 years after cutof f .  Transfer to the National 
Archives 1 5  years after cutoff .  
b .  Other textual documentation : Destroy five years after 
public release . 
c .  OtheI textual documentation held by other officese: 
Destroy five years after public release . 
d .  Posters , slides and transparencies : PERMANENT . 
Transfer to the National Archives in five-year blocks when 
the most recent record is ten years old . 
e .  Photographic prints : PERMANENT . Trans fer to the 
National Archives in 1 99 9 . Earlier transfer authorized . 
f .  Videotapes and scriptse: PERMANENTe. Trans fer original , 
one copy and script annually to the National Archives when 
five years old . 
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-' 

F e a  u r e  S t o r  R e v i e w F i l e s , Do c um e n t s  r e l a t i ng to  as s i s t a n c e  
d e d  t o  maga z i ne a nd b o o k  r e p r e s e n t a t i v e s  i n  d e v e l o p i ng 

f e a t  e s t o r i e s  c o nc e r n i ng D E A  ac t i v i t i e s  , I n c l ud e d  a r e  s t o ry 
o u t l i  e s  p r e p a r ed by DEA  a nd p r ov i d ed t he m e d i a  r e p r e s e n t a t i ve , 
a d v i c e  on  pr o po s e d  s t o r i e s  wh i c h  a r e  be i n g  pr e pa r e d  b y  o t h e r  
wr i t e rs pa p e r s  r e l a t i ng t o  r e v i e ws o f  t he s t o r i e s f or a c c u r a c y
whe n d e s  r ed b y  t he wr i t e r  , a n d  s i m i l a r pa pe r s  , 

D e s t ro y  5 y e a r s  a f t e r  r e l e a s e o f  f e a t u r e  s t o r y , 

R e s e a r c h  Do c ume n t s  r e l a t i ng t o  a p p r o v a l  fo r 
a c c e s s  t o c a  s e e s  f o r  p u r p o s e s  o f  u no f f i c i a l r e s e a r c h  a nd 
s t ud y , Th e y  a s o  ac c um u l a t e  f r om a rev i e w  fo r p r o p r i e t y  and 
a c c u r a c y  a nd i n  p r ov i d i ng f o r  t he r e q u i r ed s e c ur i t y r ev iew  of t he 
r e s ul t i ng manus  i p t s  a n d  r e s e a r c h  no t e s , I n c l u d e d  a r e  req ue s t s  
f o r  a c c e s s  t o  c l  s i f i ed f i l e s , a p p r ov a l s , c o p i e s  o f  m a n u s c r i p t s  
a n d  re s e a r c h  no t e  , a n d  c o o rd i n a t i n g  ac t i o n s  o n  bo t h  a c c e s s  and 
m a n u s c r i p t  c l e a r a n  e s , 

D i spos i t i o n : De s t r  2 0  y e a r s  a f t e r  a p p r o v a l  fo r a c c e s s  to 
c l a s s i f i ed  f i l e s , 

F i l e  No , 3 70-06 { fH .. I - 1 '1 0- , 1 - 1 )  
C o n t ra c t o r  I n f o rm a t i o n  Do c um e n t s  r e l a t i ng to  
p r o c e d u r e s  g o v e r n i ng t h e  e l e a s e  of  i n f o rm a t i o n  b y  m a n u f a c t u r e r s  , 
c o l l eg e s  , un i v e r s i t i e s  , a v e r t i s i n g  age n c i e s  a n d  s i m i l a r 
c o mme r c i a l  e n t i t i e s  r e l a t i  e t o  DEA c o n t r a c t s  o r  a c t i v i t i e s  
a c c o m p l i s hed  by  c o n t r a c t ,  h e y  f u r t h e r  re l a t e  to  t he c l e a r a n c e  o f  
i n f o rma t i o n a l  ma t e r i a l s  d e p i  t i ng D EA t he m e s  w h i c h  a re v o l u n t a r i l y  
s u bm i t t e d  fo r c l e a r a n c e  b y  c m e r c i a l  o rg a n i z a t i o n s  , I n c l ud e d  a r e  
p r o p o s ed a r t i c l e s , t e c hn i c a l a p e r s  a nd p r e s e n t a t i o n s , b r o c h u r e s , 
m o t i o n  pi c t u r e  and t e l e v i s i o n  i l m s , pho t o g r a p h s  and  t r a n s p a r ­
e n c i e s  , a nd s i m i l a r  m a t e r i a l s  p o po s ed f or p u b l i c a t i o n  o r  r e l e a s e  ; 
c o o r d i n a t i ng ac t i o n s t h e r e o n ,  s i m i l a r  and r e l a t e d  pa pe r s , 

D i s po s i t i o n :  De s t roy  er  t e rm i n a t i ng t he c o n t r a c t  , 

F i l e  No . 3 7 0 - 0 7  

D E A-Au t h o r e d  I nf o rma t i o n  C l e a r a n c e  F e s . Do c um e n t s  r e l a t i ng to 
r e v i e wi ng a nd c l e a r i ng p u b l i c a t i o n  ma z i ne a nd b o o k  m a n u s c r i p t s  
o n  d r ug na r c o t i c  s u bj e c t s  wh i c h  a r e  a u  ho r e d  by DE A pe r s o n ne l  , 
I n c l ud e d  a r e  c o p i e s  o f  t he m a n u s c r i p t s , c o o rd i n a t i ng a c t i o ns on  
t h e m a n us c r i p t s , and  re l a t e d pa pe r s . 

D i s p o s i t i o n :  De s t roy  5 y e a r s  a f t e r  

F i l e N o , 3 70-08  ,AJ� l- / '7 0 - 'l ? - 1 ) 

P u b l i c  I nqu i ry F i l e s , Do c um e n t s  r e l a t i ng to  
n o n s a f e g u a r d ed or  n o n p r i v i l e g ed i n f o rma t i on i r e s p o n se to  
r e q ue s t s  o r  i n q u i r ie s  f r o m  t he p u b l i c . I n c l ud d are  r o u t i ne  
r e q ue s t s  for  i n f o rma t i o n  on  D E A  a c t i v i t i e s , c o r  e s p o nd e n ce , a nd 
r e l a t e d  pa pe r s . 

D i spo s i t i o n :  De s t r oy  2 y e a r s  a f t e r  r e l e a s e  
a p p r o v e d .  

F i l e  No . 3 7 0-09 (NC l - 1'70 - 'l ? - I) 

D E A  C ommu n i ty  Re l a t i o n s  F i l e s , Do c ume n t s  r e l a t i ng to  DEA 
i n f o rm a t i o n  p rog r am s  wi th p r i v a t e  a nd p u b l i c  a g e nc i e s , a nd 
c ommun i t y  g r o u p s  on  d r ug a b u s e  p r e v e n t i o n  a c t i v i t i e s , 
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De s t r o y  5 y e a r s  a f t e r  t e rm i n a t i o n o f  p r o g r am .  

e N o . 3 7 0-1 0 ( U C.  I - l ?o- 7 1 - 1) 
I n f o  mp t i o n  P u b l i c a t i o n  D i s t r i b u t i o n  F i l e s . Do c ume n t s  us e d  in  t h e  
r e c e i  t ,  s t o r a g e , a nd i s s ue o f  i n f o rma t i o n p u b l i c a t i o n s a nd 
m a t e r i  l s . 

De s t r o y 2 ye a r s  a f t e r  c o m p l e t i n g  d i s t r i b u t i o n . 

F i l e  N o . 3
., 

-:-- 1 1  ( N l l  - 1 '10 - 7 7 - 1) 

C o m m e r c i a l  Au  h o r s h i  Do c um e n t s  r e f l e c t i ng t he 
a u t  o r i z a t i o n o r  D p e r s o n n e  t o  s p e a k  o r  w r i t e on a r eg u l a r l y  
s c he d u l e d ba s i s  - o r  c o mm e r c i a l  pu b l i c a t i o n s  o r  in t e r e s t s .  
I n c l ud e d  a r e  r e q  s t s  f o r a p p r o v a l , a p p r ov a l s , a nd d i r e c t l y 
r e l a t e d  pa p e r s . 

D i s p o s i t i o n : ex p i r a t i o n  o r  r e v o c a t i o n  o f  t h e 
a p p r o v a l . 

F i l e  No . 3 7 0- 1 2 ( NC I - I - _ - '1 1 - 1 ) 

C h a r i t y  C o n t r i b u t i o n F i l e s  
b y  D E A  a c t i v i t i e s  t o  r e c ogn 
f u n d  r a i s i n g o r g a n i z a t i o n s n, 
C a m p a i g n . 

Do c um e n t s  r e l a t i ng t o  co n t r i b u t i o n s  
z e d he a l t h n, w e l f a r e n, a nd v o l u n t ar y  

uc h a s  t he Com b i n e d  Fed e r a l  

D i s p o s i t i o n : D e s t r o y c am p a i g n . 

F i l e  N o . 3 7 0 - 1 3  

Re s e rv e d n. 

F i  1 e N o • 3 7 0 - 1 4 ( IV (. I - I ? o- '1 '1 - >) 
S t a t i s t i c a l  R e p o r t i nf F i l e s . Co p i e s  a t i s t i c a l  s ummar i e s , 
s t ud i e s , p r o g r am e v a  ua t i o n s , c o n t r a c t o r  r e p o r t s  o f  
d r ug na r c o t i c  d a t a n. 

D i s p o s i t i o n : a .  Of f i c e  pe r f o rm i ng D E A-w i d e  t a f f  r e s p o n s i b i l i t y : 
T l ) Ma i n t a i n  o n e r e c o r d c o p y o f  e a c h  D E A  p u b l i  a t i o n :  P e rm a n e n t n. 
T r a n s f e r  t o  Fe d e r a l  Re c o rd Ce n t e r  wh e n  5 d .  O f f e r  t o  NA RA 
whe n 1 5  y e a r s  o l d . ( 2 )  O t h e r  ma t e r i a l : y e a r s  a f t e r  
d a t e  o f  p u b l i c a t i o n . b .  Ot h e r o f f i c e s n: y e a r s  a f t e r  
d a t e  o f  p u b l i c a t i o n . 

F i l e  N o . 3 7 0 - 1 5  ( GRS 1 6 - 2 a )  

D E A  P u b l i c a t i o n s  F i l e s . The s e  f i l e s  c o n s i s t  o f  pa m ph l e t s , 
r e p o r t s , l e a f l e t s , o r  o t h e r  p u b l i s h e d  o r  p r o c e s s ed d o c u m e n t s ,  
p r o d u c e d o n  a r e g u l a r  b a s i s . The s e  d o c um e n t s a r e  pr i m a r i l y  i n  
n a r r a t i v e  f o r m ( v e r s u s s t a t i s t i c a l ) ,  a l t ho u g h  t he y  m a y  c o n t a i n 
s t a t i s t i c a l  i n f o r m a t i o n . Fi l e s  may c o n s i s t  o f  a r e c o r d c o p y , 
c o o r d i n a t i o n  d o c um e n t s n, a nd i n p u t  d o c um e n t n. 
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Disposition .
1 DEA World , 
no longer needed for reference . 
2 Al l other publicationsc: PERMANENT Trans fer annually 
to the WNRC Transfer to the National Archives when five 
years old . 
b .  Copies held by other off icesc: Destroy when three years
old 

F i l e  No . 3 7 0 - 1 6  

C ommu n i c a t i o n S e r v i c e s  P r o� r a m  M a n age m e n t  F i l e s e. Do c ume n t s  
r e l a t ed t o  e s t a bl i s hi ng a n  adm i n i s t e r i ng t he C o mm u n i c a t i o n  
S e r v i c e s  p r o g r a m s  i n  DE A .  I n c l ud e d  a r e  c o o r d i n a t i ng ac t i o n s , 
i n s t r u c t i o n s , a u t ho r i z i ng d i r e c t i v e s , r e p o r t s , i n t e r p r e t a t i o n s , 
m e s s a g e s e, c o r r e s p o nd e nc e e, a n d  s i m i l a r o r  re l a t e d  d o c um e n t s e, 

D i s p o s i t i o n : De s t r o y  a f t e r  6 y e a r s . 

F i l e No . 3 7 0- 1 7  

I n f o r ma t i o n S e r v i c e s  B a c kg r o u nd F i l e s e. Do c um e n t s  u s e d  as  
b a c kg r o u n d  ma t e r i a l  in  d e v e l o p i ng a nd f i n a l i z i ng r e s p o n s e s , 
c omme n t s , s p e e c he s , r e m a r ks , t e s t im o n y , o r  s i m i l a r pr e s e n t a t i o n s  
b y  D E A  o f f i c i a l s e. I n c l u d e d  a r e  m e m o s e, b r o c h u r e s ,  t r a n s c r i p t s  o f  
t e s t i m o n y , DEA and no n - D E A  r e p o r t s , Co ng r e s s i o n a l  r e po r t s , 
n e ws p a p e r  a nd m ag a z i ne a r t i c l e s , c om p u t e r  g e n e r a t ed p r i n t o u t s , a n d  
s i m i l a r o r  re l a t e d  d o c um e n t s e. 

D i s p o s i t i o n : De s t r o y  wh e n  3 y e a r s  o l d , un l e s s  s u p e r s e d e d s o o n e r . 

F i l e  No . 3 7 0 - 1 8  

E x e c u t i v e  P r e c i s  F i l e s e, Do c um e n t s  tha t s umm a r i z e  t he ed u c a t i o n 
a nd e x p e r i e n c e  o f  hig h l e v e l  D E A  o f f i c i a l s  ( Adm i n i s t r a t o r , De p u t y  
Ad m i n i s t r a t o r , As s i s t a n t  Ad m i n i s t r a t o r s , Sp e c i a l  Ag e n t s  i n  Ch a r g e , 
e t c . ) .  Do c um e n t s  m a y  b e  f i l ed e i t h e r  a l p h a b e t i c a l l y  b y  n ame o r  
o r g a n i z a t i o n a l l y  by  po s i t i o n  he l d . 

D i s po s i t i o n :  De s t r o y  2 y e a r s  a f t e r  i nc um b e n t  v a c a t e s  p o s i t i o n by
t r a n s fe r i n g to an o t he r ag e n c y ,  r e s i g n i ng , o r  re t i r i n g . E a r l i e r  
d e s t r u c t i o n a u t ho r i z e d . 

F i l e  No . 3 7 0- 1 9  a n d  3 7 0 - 2 0  

Una s s i g ne d .  

* *F i l e  No . 3 70-2 1 

S t a t i s t i c a l  S e r v i c e s  P r og r a ms F i l e s , Do c um e n t s  r e l a t i ng to 
a dm i n i s t e r i ng t he S t a t i s t i c a l  S e r v i c e s  f u n c t i on i n  D E A .  I n c l ud e d  
a r e  c o o r d i n a t i n g  ac t i v i t i e s , s t ud i e s , r e po r t s , i n t e r p r e t a t i o n s , 
m e s s ag e s , c o r r e s p o nd e nc e , a nd s i m i l a r o r  r e l a t ed d o c um e n t s , 

D i s p o s i t i o n :  De s t r o y  a f t e r  6 y e a r s . 

* *  Add i t i o n  
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F i le No . 3 7 0- 2 2  

S t a t i s t i c a l  P r o d u c t  F i l e s . F i n i s h e d  s t a t i s t i c a l  do c u m e n t s  tha t 
DEA p r o d u c e s , 1 n c l u d 1 ng p e r i o d i c  r e c u r r i ng r e p o r t s , p r i n t o u t s o r  
e x t r a c t s  f r o m  a u t o m a t e d  s y s t e m s n, a n d  s i m i l a r  da t a  f u r n i s h e d  o n  
r e q u e s t n. 

D i s po s i t i o n : ( a ) O f f i c e pe r f o r m i n g  D E A-wi d e  s t a f f  r e s p o n s i ­
b i l i t y : P e r m a n e n t  ( Re co r d Co p y ) . T r a n s f e r t o  F e d e r a l  r e co r d s  
c e n t e r  wh e n  5 y e a r s  o l d .  Of f e r  t o  NARA wh e n  2 0  y e a r s  o l d .  ( b ) 
Re f e r e n c e  co p i e s : De s t ro y  w h e n  no lo n g e r  n e e d e d  f o r  r e f e r e n ce . * * 

F i l e  No . 3 7 0-2 3 a n d  3 7 0-2 4 c: 

Una s s i gne d .  

F i l e  N o . 3 7 0-25  

P u b l i c A f f a i r s  P r o gr a m  Manage m e n t  F i l e s . Do c u me n t s  r e l a t e d  to  
a dm i n i s t e r i ng t h e P u b i c  Af f a i r s  f u n c t i o n in  D E A .  I n c l u d e d  a r e  
c o o r d i n a t i n g a c t i o n s , i n s t r u c t i o n s , r e p o r t s , i n t e r p r e t a t i o n s , 
m e s s a g e s , c o r r e s p o n d e n c e , a n d  s i m i l a r  o r  r e l a t e d  do c um e n t s . 

D i s po s i t i o n : De s t r o y  a f t e r  6 y e a r s . 

* *  A d d i t i o n  
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F R E E D O M  O F  I N F O R M AT I O N AND P R I V A C Y  AC T F I L E S  

Th e s e  f i l e s  r e l a t e  t o  t h e a d m i n i s t r a t i o n o f  t h e F r e e d o m o f  
I n f o r ma t i o n  a n d  P r i v a c y  Ac t s  w i t h i n  D E A . 

F i l e  3 8 0 - 0 1 ( G R S  No . 1 4 - * l l * )  

F r e e d o m  f I n f o r ma t i o n A c t  ( F O I A )  R e q u e s t s  F i l e s . F i l e s c r e a t e d  
i n r e s p o n  e t o  r e q u e s t s  f o r  i n f o r m a t i o n  u n d e r  t h e  F r e e d o m o f  
I n f o r m a t i o  Ac t c o n s i s t i ng o f  t h e  o r i g i n a l  r e q u e s t , a c o p y o f  t he 
r e p l y  t h e r e t  , a n d  a l l re l a t e d  s u p p o r t i n g  f i l e s  wh i c h  m a y  i n c l u d e  
o f f i c i a l  f i l e  c o p y  o f  r e q u e s t e d  r e c o r d o r  c o p y  t h e r e o f . 

D i s p o s i t i o n : Co r r e s p o n d e n c e  a n d  s u p p o r t i n g d o c um e n t s 
( E X C L U D I N G t h e ' o f  i c i a l  f i l e c o p y  o f  t h e r e c o r d s  r e q u e s t ed i f 
f i l e d  h e r e i n ) n. 

( 1 ) G r a n t i n g  a c c e s� a l l r e q u e s t e d  re c o r d s : D e s t r o y  2 y e a r s  
a f t e r  d a t e  o f  r e p l y .  

( 2 )  Re s p o n d i n g t o  re �v e s  s f o r n o n e x i s t e n t  r e c o r d s ; t o  r e q u e s t o r s  
wh o p r o v i d e  i n a d e q u a t e  'd e s c  i p t i o n s n; a n d  t o  t h o s e  w h o  f a i l  t o  p a y 
a g e n c y  r e p r o d u c t i o n f e e s � , ( ) Re q u e s t  n o t  a p p e a l e d : D e s t r o y  2 
y e a r s  a f t e r  d a t e  o f  r e p l y .  ( Re q u e s t�p e a l e d : D e s t r o y  a s  
a u t h o r i z e d u n d e r  3 8 0 - 0 2 .  

( 3 )  D e n y i n g a c c e s s  t o  a l l o r  pa r t  f t h e  re c o r d s  r e q u e s t e d : ( a )
Re q u e s t  n o t  a p p e a l e d :  D e s t r o y  6 y e  r s  a f t e r d a t e  o f  r e p l y .  ( b )
Re q u e s t  a p p e a l e d : De s t r o y  a s  au t h o r  z e d  i n  3 8 0 - 0 2 .  

b .  Of f i c i a l f i l e c o p y  o f  r e q u e s t e d r e c  r d s :  D i s p o s e  a c c o r d i ng t o  
i n s t r u c t i o n s  i n  t h i s  ap p e n d i x  f o r  t h e  r e  a t e d  re c o r d s , o r  wi t h  t h e  
r e l a t e d  F O I A  Re q u e s t , wh i c he v e r  i s  l a t e r .  

F i l e  No . 3 8 0 - 0 2  ( GR S  No . 1 4 - * 1 2 * )  

F O I A  A p p e a l s  F i l e s . F i l e s  c r e a t e d  i n  o ad m i n i s t r a t i v e  
a p p e a l s u n d e r  t h e F O I A  f o r  r e l e a s e  o f  e n i e d b y  t h e  
a g e n c y , c o n s i s t i n g o f  t h e  ap p e l l a n t ' s  l e t t e r , a c o p o f  t h e  r e p l y  
t h e r e t o ,  a n d  r e l a t e d  s u p p o r t i n g d o c um e n t s ,  wh i ch m a y  n c l u d e t h e 
o f f i c i a l  f i l e  c o p y o f  re c o r d s un d e r  a p p e a l  o r  c o p y  t h e  e o f . 

* Re v i s i o n 



(EXC't-ii 

quest and name and address 

tive Files. 
he FOIA, 

t ed 

Transfer to the WNRC when �yiiears oldi Destroy when 30 years old. . 

Ap p e n d i x  0 7 5 0 A  
P a g e  5 6  

o s i t i o n : a .  Co r r e s p o n d e n c e  a n d  s u p p o r t i n g d o c u m e n t s  
D I NG  t h e f i l e  c o p y  o f  t h e r e c o r d s  u n d e r  a p p e a l  i f  f i l e d �_.:,.-�--

h e r e i n ) .  D e s t r o y  6 y e a r s  a f t e r  f i n a l  d e t e r m i n a t i o n  b y  DE A o r  3 
y e a r s  a f t e  f i na l a d j u d i c a t i o n  b y  c o u r t s n, wh i c h e v e r  i s  l a t e r n. 
b · O f f i c i a l  · 1 e c o p y  o f  re c o r d s  u n d e r  ap p e a l : Di s p o s e  o f  i n  
a c c o r d a n c e  w i t h  p r o v e d  d i s p o s i t i o n i n s t r u c t i o n s f o r  t h e r e l a t e d 
r e c o r d , o r  w i t h  t h  re l a t e d  F O I A  re q u e s t s , wh i c h e v e r i s  l a t e r . 

F i l e  No . 3 8 0 - 0 3  ( G R S  No . 

F O I A  C o n t r o l  F i l e s . F i l e s  n e d  f o r  c o n t r o l  p u r p o s e s  i n  
r e s p o n d i n g t o  re q u e s t s n, i s t e r s a n d  s i m i l a r  re c o r d s  
l i s t i n g d a t e , na t u r e , a n d p u r p o s e  
o f re q u e s t o r . 

D i s p o s i t i o n : a .  Re g i s t e r s o r  l i s t i n g s : o y  6 y e a r s  af t e r  
d a t e  o f  l a s t e n t r y . b .  O t h e r f i l e s : De s t r o y  e a r s a f t e r f i na l 
a c t i o n  b y  DEA  o r  a f t e r  f i n a l  a d j u d i c a t i o n b y  c o u r t s  
l a t e r .  

F i l e  N o . 3 8 0 - 0 4  ( G R S  No . 1 4 - * 1 4 * - s '-"-b , � Yn b) 

F O� A  Re p o r t s  F i l e s . R e c u r r i n g r e p o r t s  � n d o n e - t i m e i n f o r m a t i o n  
r e q u i r e m e n t s  re l a t i ng t o  t h e  a g e n c y i m p l e m e n t a t i o n  o f  t h e  F r e e d o m 
o f  I n f o r m a t i o n  Ac t , i n c l u d i n g a n n u a l  r e p o r t s  t o  t h e C o n g r e s s n. 

D i s p o s i t i o n : a .  An n u a l  re p o r t s  a t  D E A  l e v e l : Cut off annually 

b • 
O t h e r  r e p o r t s :  D e s t r o y  whe n 2 y e a r s  o l d  o r  s o o n e r i f  no l o ng e r 
n e e d e d  f o r  a d m i n i s t r a t i v e u s e . 

1 4 - * 1 5 * ) 

F O I A  Re c o r d s  r e l a t i ng t o  t h e g e n e r a l  
i m p l e m e n t a t i o n  o in c l u d i n g  no t i c e s , m e m o r a n d a , ro u t i n e 
c o r r e s p o n d e n c e n, a n d  r re c o r d s n. 

D i s p o s i t i o n : De s t r o y  wh e n  2 y
n e e d e d  f o r  a d m i n i s t r a t i v e u s e n. 

o r  s o o n e r  i f  no l o n g e r 

F i l e  No . 3 8 0 - 0 6  t h r o u gh 3 8 0 - 1 9  

U n a s s i g ne d .  

* R e v i s i o n 
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F i l e  o .  3 8 0 - 2 0  ( GR S  No . 1 4 - * 2 1 * )  

P r i v a c y  A c t  R e q u e s t s  F i l e s . F i l e s  c r e a t e d i n  re s p o n s e t o  re q u e s t s  
f r o m  i n d v i d u a l s  t o  g a i n  ac c e s s  t o  t h e i r  r e c o r d s  o r  t o  a n y  i n f o r ­
m a t i o n  i n . ' t h e  re c o r d s  pe r t a i n i n g t o  t h e m ,  a s  p r o v i d e d  f o r  und e r  5 
U S C  5 5 2 a ( d }  1 ) .  F i l e s  c o n t a i n  o r i g i n a l  r e q u e s t , c o p y o f  r e p l y 
t h e r e t o , a n  'a, a 1 1  r e  1 a t e d s u p p o r t i n g d o  c um e n t s , w h i c h m a y  i n c  1 u d e  
t h e  o f f i c i a l \ i l e  c o p y  o f  r e c o r d s  r e q u e s t e d o r  c o p y t h e r e o f n. 

D i s p o s i t i o n : �, C o r r e s p o n d e n c e  a n d  s u p p o r t i n g d o c um e n t s  
( E X C L U D I N G t h e  o i c i a l  f i l e  c o p y o f  t h e  r e c o r d s  r e q u e s t e d i f 
f i l e d  h e r e i n ) n: ' 

( 1 ) G r a n t i n g a c c e s s n� o  a l l r e q u e s t e d  re c o r d s : De s t r o y  2 y e a r s,
a f t e r  d a t e  o f  r e p l y . n\ 

• 

( 2 )  Re s p o n d i n g t o  r e q"Se t s  f o r  no n e x i s t e n t  re c o r d s ;  t o  r e q u e s t o r s  
w h o  p r o v i d e  i n a d e q u a t e  d\,

\ 
c r i p t i o n s n; a n d  t o  t h o s e  w h o  f a i l  t o  p a y 

a g e n c y  r e p r o d u c t i o n  f e e s : n\ ( a )  Re q u e s t s  n o t  ap p e a l e d : D e s t r o y  
f i l e s  2 y e a r s  a f t e r  d a t e  o f., e p l y . ( b )  Re q u e s t s  a p p e a l e d : D i s ­
p o s e  o f  a c c o r d i n g t o  i n s t r u 2t · o n s  i n  i t e m 3 8 0 - 2 1 .  

( 3 )  D e n y i n g a c c e s s  t o  a l l  o r1· r t  o f  t h e  r e c o r d s  r e q u e s t e d : ( a )
F o r  r e q u e s t s  n o t  a p p e a l e d : De s i  y 5 y e a r s  a f t e r  d a t e  o f  r e p l y .  
( b )  F o r  r e q u e s t s  a p p e a l e d ,  d i s p os a c c o r d i ng t o  i n s t r u c t i o ns  i n 
i t e m 3 8 0 - 2 1 .  b .  Of f i c i a l f i l e  c o p o f  re q u e s t e d  re c o r d s : D i s ­
p o s e o f  i n  a c c o r d a n c e  wi t h  a p p r o v e d  i s p o s i t i o n i n s t r u c t i o ns  i n  
t h i s  ap p e n d i x  f o r  t h e  re l a t e d  re c o r d s , o r  w i t h  t h e  re l a t e d P r i v ac y 
Ac t r e q u e s t ,  wh i c h e v e r  i s  l a t e r .  

F i l e  No . 3 8 0 - 2 1 ( G R S  No . 1 4 - * 2 2 * ) 

P r i v a c y  A c t Ame nd m e n t  C a s e  F i l e s . F i l e s  r e l a  i ng t o  an  i n d i v i d �-­
a l ' s  r e q u e s t  t o  ame n d  a re c o r d  p e r t a i n i n g  to t a t i n d i v i d u a l  as  
p r o v i d e d  f o r  u n d e r 5 U S C  5 5 2 a ( d ) ( 2 ) ; to  t he i n d v i d u a l ' s  r e q u e s t  
f o r a r e v i e w  o f  D E A ' s  re f u s a l  o f  t h e  i n d i v i d ua l n' re q u e s t  t o  a m e n d  
a r e c o r d  a s  p r o v i d e d  f o r  u n d e r 5 5 2 a ( d ) ( 3 ) ; a nd t o  n y  c i v i l  a c t i o n 
b r o u g h t  b y  t h e  i n d i v i d u a l  ag a i n s t  t h e  re f u s i n g a g e n  y a s  p r o v i d e d  
u n d e r  5 U S C  5 5 2 a ( g ) n. 

D i s p o s i t i o n : a .  Re q u e s t s  t o  a m e n d  ag r e e d  t o  b y  ag e n c  • I n c l u d e s  
i n d iv i d u a l ' s  r e q u e s t s  t o  a m e n d  a n d / o r  r e v i e w  r e f u s a l t o  m e ndn, 
c o p i e s  o f  a g e n c y ' s  r e p l i e s t h e r e t o ,  a n d  re l a t e d ma t e r i a l s  D i s -

* Re v i s i o n 
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i n  a c c o r d a n c e  w i t h  th e a p p r o v e d  d i s p o s i t i o n  i n s t r u c t i o n s  
r e l a t e d  s u b j e c t  i nd i v i d u a l ' s  r e c o rd o r  4 y e a r s  a f t e r  D E A ' s  
t t o  a m e n d , wh i c h e v e r i s  l a t e r .  

b .  t o  ame nd r e f u s e d  b y  a g e n c y .  I n c l u d e s  i n d i v i d u a l ' s  
r e q u e s t s  t o  a m e n d  a n d  t o  re v i e w  r e f u s a l  t o  a m e n d , c o p i e s  o f  
a g e n c y ' s  r e p  i e s  t h e r e t o , s t a t e m e n t  o f  d i s a g r e e m e n t , a g e n c y  j u s t i ­
f i c a t i o n  f o r  e f u s a l  t o  ame n d  a r e c o r d , a n d  r e l a t e d  ma t e r i a l s :  
D i s p o s e  o f  i n  c c o r d a n c e  wi t h  t h e  a p p r o v e d  d i s p o s i t i o n i n s t r u c ­
t i o n s  f o r  t h e  r l a t e d  s u b j e c t  i n d i v i d ua l ' s  r e c o r d , 4 y e a r s  a f t e r  
f i n a l  d e t e r m i n a \ o n  b y  D E A , o r  3 y e a r s  a f t e r  f i n a l  a d j u d i c a t i on b y 
c o u r t s , wh i c h e v e � · s  l a t e r .  

c .  Ap p e a l e d  r e q u e s t  I n c l u d e s a l l f i l e s  c r e a t e d i n  
r e s p o n d i n g t o  a p p e ai s  P r i v a c y  A c t  f o r  r e f u s a l  b y  a n y 
a g e n c y  t o  a m e n d  a r e � o  d :  D i s p o s e  o f  i n  a c c o r d a n c e  w i t h  t h e  
a p p r o v e d  d i s p o s i t i o n  i n  t r u c t i o n s  f o r  r e l a t e d s u bj e c t i n d i v i d u a l n' s 
r e c o r d o r  3 y e a r s  a f t e �\ ad j u d i c a t i o n  b y  c o u r t s ,  wh i c h e v e r  i s  
l a t e r .  \ 

F i l e  N o . 3 8 0-2 2 ( GR S  

P r i v a c y  A c t  A c c o u n t i n g  o f  D i s c l  s u r e  F i l e s . F i l e s  m a �n t a i n e d  
u n d e r  t h e  p r o v i s i o n s  o f  5 U S C  5 5  f o r  a n  a c c u r a t e  a c c o u n t i n g 
o f  t h e  d a t e , n a t u r e , a n d  pu r p o s e  f e a c h  d i s c l o s u r e  o f  a re c o r d t o  
a n y  p e r s o n  o r  t o  a n o t h e r  a g e n c y ,  i e l u d i ng f o r m s  f o r  s ho w i ng t h e 
s u b j e c t  i n d i v i d u a l ' s  name , r e q u e s t o ' s  name  a n d  ad d r e s s , pu r p o s e  
a n d  d a t e  o f  d i s c l o s u r e , a n d  p r o o f  o f  u b j e c t  i n d i v i d u a l ' s  c o n s e n t  
wh e n  a p p l i c a b l e . 

D i s p o s i t i o n .  D � s p o s e  o f  in  a c c o r d a n c e  w t h  t h e  a p p r o v e d  d i s p o s i ­
t i o n  i n s t r u c t i o n s  f o r  t h e  r e l a t e d  s u b j e c t  i n d i v i d u a l ' s  r e c o r d s , o r  
5 y e a r s  a f t e r  t h e  d i s c l o s u r e  f o r wh i c h  t h e  a c c o u n t a b i l i t y wa s •- ­
m a d e , w h i c h e v e r  i s  l a t e r .  

F i l e  N o . 3 8 0- 2 3  ( GR S  No . 1 4-* 2 4 * ) 

P r i v a c y  A c t  C o n t r o l  F i l e s . F i l e s  m a i n t a i n e d  f o r o n t r o l p u r p o s e s  
i n  r e s p o n d i n g t o  r e q u e s t s , i n c l u d i n g r e g i s t e r s  a n d  s i m i l a r  re c o r d s  
l i s t i n g d a t e , n a t u r e  o f  r e q u e s t , a n d n a m e  a nd a d d r e  o f  
r e q u e s t o r . 

D i s p o s i t i o n : a .  R e g i s t e r s  o r  l i s t i n g s : D e s t r o y  5 y e a ns af t e r  
d a t e  o f  l a s t  e n t r y . b .  Ot h e r  f i l e s : De s t r o y  5 y e a r s  a 
D E A  a c t i o n  o r  f i n a l  a d j u d i c a t i o n b y  c o u r t s n, wh i c h e v e r 

s i o n 
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F i l e  N o . 3 8 0 - 2 4  _( G R S  N o . 1 4 - * 2 5 * - S t.A..b 1 k 1-n .b) 
__;.:.._ 

P r i v a c y  A c t R e p o r t s  F i l e s . Re c u r r i n g r e p o r t s  a n d o n e - t i m e i n f o r ­
m a t i o n  r e q u i r e m e n t  r e l a t i n g t o  a g e n c y  i m p l e m e n t a t i o n , i n c l u d i n g 
a n n u a l r e p o r t s t o  t h e  C o n g r e s s  o f  t h e  U n i t e d  S t a t e se, t h e O f f i c e o f 
M a n a g e m e n t  a n d  B u d g e t e, a n d  t h e  R e p o r t  o n  N e w S y � t e m s e. 

D i s p o s i t i o n :  An n u a l  r e p o r t s  a t  D E A  l e v e le:a .  Cut o f f  an���lly . 
Destroy when 30 years old. 

b. O t h e  r r e  p o  r t s : De s t r o y  wh e n  2 y e a r s  o l d . 
D • 

3 8 0 - 2 5  ( G R S  N o . 1 4 - * 2 6 * ) 

P r i v a c y  A c  e n e e
g e n e r a l  a g e n c y  

r a l  A d m i n i s t r a t i v e  Fe
p l e m e n t a t i o n  o f  t h e  

i l e s e. R e c o r d s 
P r i v a c y  A c te, 

r e l a t i n g 
i n c l u d i n g 

t o  t h e  

n o t i c e s , m e m o r a n d a , c o r r e s p o n d e n c e , a n d  r e l a t e d r e c o r d s . 

D i s p o s i t i o n .  D e s t r o y  w h e  o l d  o r  s o o n e r  i f  no  l o n g e r  
n e e d e d  f o r  a d m i n i s t r a t i v e  

* R e v i s i o n  
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DETAIL ACCOUNTING  F ILE S  

f i l e s  p e r t a i n  t o  i nv o i c e s , v o u c h e r s , p u r c h a s e  o rd e r s , a nd 
r e l a t e d  d o c um e n t s  t h a t  sh o w  d e t a i l  ac c o un t i n g o f  re c e i p t s 

·s b u r s e m e n t s  o f  DEA  f und s . 
L· 

1 ,  •· 

D i s p o s i t i o n : \'-.. C u t  o f f a t t h e  e n d  o f t h e  f i s c a 1 ye  a r • D e  s t r o y 6 
y e a r s , 3 m o n t lt o. a f t e r  p e r i o d o f  t he a c c o u n t . 

F i l e  <.a - lo..) 

P a i d  G o v e r n m e n t  0 �
·, 

i a t i o n s  F i l e s . C o p i e s  o f  V o u c h e r s  o f  
r a n s  e r s e t w e e n  · .oor o p r 1 a t o n  s a n d  / o r F u n d  s ( S F  - 1 0 8 0 ) a nd 

Vo u c h e r s  a n d  S c he d u l  , o f  Wi t hd r a wa l s  a n d  C r e d i t s  ( S F - 1 0 8 1 ) t h a t 
r e f l e c t  p a ym e n t s m a d e\ .  o o t h e r  G o v e r nm e n t  a g e n c i e s  b y  D E A .  
Do c um e n t s  a r e  m a i n t a i n'e . al p h a b e t i c a l l y  b y  a g e n c y ,  e x c e p t  t h o s e  
p e r t a i n i ng t o  t h e  Ge n e r a. Se rv i c e s  Adm i n i s t r a t i on wh i ch a r e 
m a i n t a i n e d  b y  G S A  r e g i o n .  

D i s p o s i t i o n : C u t  o f f  t h e  f i s c a l  y e a r . D e s t r o y  6 
y e a r s , 3 m o n t h s  a f t e r  a c c o un t . 

F i l e  N o . 4 0 1 -0 3  ( u /2 $  (o - la) 

P a i d  T r a v e l  V o u c h e r F i l e s . o f  T r a v e l  V o u c h e r ( S F - 1 0 1 2 )  
t ha t  r e f l e c t p a yme n t s  f o r  t r a v e l  p r f o rm e d  b y  D E A  e mp l o y e e s . 
V o u c h e r s  a r e  m a i n t a i n e d  a l p h ab e t i c s � y  b y  t r a v e l e r ' s  n a m e . 

D i s p o s i t i o n :  C u t  o f f  a t  t h e  e nd o f  y e a r . De s t ro y  6 
y e a r s , 3 m o n t h s  a f t e r  pe r i o d  o f  t h e  

F i l e  N o . 4 0 1 -0 4  ( G-12. S  G:, - /et ) 

P a i d  P u r c h a s e  O r d e r  F i l e s . Co p i e s  o f  O r d e  · f o r  S up p l i e s  o r  
Se r v i c e s  (OF-34 7 )  t ha t  r e f l e c t  p a ym e n t s  b y  A .  P a i d  p u r c h a s e
o r d e r s  a r e  a t t a c h e d  t o  t h e  a p p r o p r i a t e  i nv o i c  wi t h  t h e  r e c e i v i n g  
r e p o r t  a nd f i l e d  a s  a n  i n t e g r a l  p a r t  o f  t h e P a o d Ve n d o r  I n v o i c e  
F i l e s  ( 4 0 1 -0 1 ) . 

D i s p o s i t i o n : Cu t o f f  a t  t h e  e n d  o f  t h e  f i s c a l  D e s t r o y  6 
y e a r s , 3 m o n t h s  a f t e r  p e r i o d o f  t he a c c o un t . 

F i l e  N o . 4 0 1 -0 5  ( /vl. / - l ?D - 77 - 1) 

U n p a i d  P u r c h a s e  O r d e r  F i l e s . Co p i e s  o f  O r d e r s  f o r  S up p  i e s  o r  
Se r v i c e s  ( OF-347 ) ,  i n c l ud i ng c o n t r a c t s , w h i c h D E A  h a s  n o  
M a i n t a i n  d o c um e n t s  b y  p u r c ha s e  o r d e r  numb e r .  
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D i s  s i t i o n : C u t  o f f  a t  the  e nd o f  t h e f i s c a l  ye a r . Ma i n t a i n  
un t i l  o b l i g a t i o n  b y  DEA i s  p a i d . T r a n s f e r  t o  p a i d f i l e ( 4 0 1 - 0 4 ) n. 

F i l e  

P a i d  G o v e r n  C o p i e s  o f  Go v e r nm e n t  
r a v e l  e q u e s  c t  p a y m e n t  b y  D E A .  C a r d s  a r e  

m a i n t a i n e d  inn· e • 

m a i n t a i n e d  i n  s e r i a l  num b e r  

D i s p o s i t i o n :  C u t  
y e a r s n, 3 m o n t h s 

t h e e nd o f  
i o d  o f  t h e  

t he f i s c a l 
ac c o u n t n. 

y e arn. De s t r o y  

F i l e No  . 4 0 1 - 0 7  (Nt.. 1  '1 1 - 1) 

U n  a i d  G o v e r n me n t  T r a v e l 
Tr a v e l  Re q u e s t s S F - 1 n1 6 9 w 

u e s t  C a r d  F i l e s n. C o p i e s  o f  Go v e r nm e n t  
" c h DEA h a s  n o t  p a i d . C a r d s  a r e  
s 

D i s p o s i t i o n :  C u t  o f f  a t  t h e e nd f i s c a l y e a r . Ma i n t a i n  
u n t i l  ob l i g a t i o n  by DE A i s  pa i d n. t o  pa i d  f i l e  ( 4 0 1 - 0 6 ) .  

F i l e  N o . 4 0 1 - 0 8  (C,c fl. !  It:, - le. ) 
P a i d  T r a n s p o r t a t i o n  S c h e d u l e s  F i l e s . C o p i e s  o f  Vo u c h e r  and 
S c h e d u l e  o f  P a yme n t s  ( S F - 1 1 6 6 )  t h a t  r e f l e c t  p a ym e n t s  by D EA t o  
c o m m o n  c a r r i e r s . S c h e d u l e s  a r e  ma i n t a i n e d  in s e r i a l nu m b e r  
s e q u e n c e n. 

D i s p o s i t i o n : Cu t o f f a t  the end  o f  t h e  f i s c a l  ye a r . De s t r o y  6 
y e a r s , 3 m o n t h s a f t e r  p e r i o d  o f  t h e a c c o u n t . 

F i l e  N o . 4 0 1 - 0 9  (&-n.! '- - /c()  

P a i d  G o v e r n me n t  B i l l  o f  L a d i n g F i l e s . Co p i e s  o f  Gov e r nm e n t  Bi l l  
o f  La d i n g ( S F - 1 1 0 3 )  a nd P u b l i c  Vo u c h e r s  f o r T r a n s p o r t a t i o n C h a r g e s  
( S F - 1 1 1 3 )  t h a t  r e f l e c t pa yme n t  t o  c o mm o n  c a r r i e r s  b y  DEA . Bi l l s  
o f  Lad i ng a r e  ma i n t a i n e d  in v e nd o r name  s e q u e n c e . 

D i s p o s i t i o n : C u t  o f f  a t  the  e nd o f  t h e  f i s c a l  ye a r . De s t r o y  6 
y e a r s , 3 m o n t h s a f t e r  p e r i od o f  t h e a c c o u n t . 

F i  1 e N �-:: 1 - 1  O ( NC I - I '1 o -- 'l 'I - I) 

U n p a i d  G o v e r n  e n t  B i l l  o f  L a d i n  F i l e s . C o p i e s  o f  Gov e r n m e n t  Bi l l  
o f  Lad i n g  S F - I ·0 3  f o r  wh i c h  t he c o mm o n  c a r r i e r h a s  n o t  b e e n p a i d 
b y  DE A .  B i l l s  o " ½a d i ng a r e  ma i n t a i n e d  i n  s e r i a l  num b e r  
s e q u e n c e . 

D i s
1

o s i t i o n : C u t  o f f  a o f  t h e f i s c a l ye a r n. Ma i n t a i n  
u n t  1 o b l i g a t i o n b y  D E A  Tr a n s f e r  t o  p a i d f i l e  ( 4 0 1 - 0 9 ) n. 

F i l e  N o . 4 0 1 - 1 1 can..s b - (ti 

R e i m b u r s a b l e  M o v i ng E x p e n s e s  a n d  T a x e s W i t h h e l d  F i l e s . Re p o r t s  o f  
F e d e r a l  a nd s t a t e t a x e s  w i t h h e l d  f r om w a g e s  o f  D EA em p l o y e e s  w h o  
h a d  a p e r m a n e n t  c h a n g e  o f  s t a t i o n . 

D i s p o s i t i o n : C u t  o f f  a t  t he e nd o f  t he f i s c a l y e ar . De s t roy 6 
y e a r s , 3 m o n t h s  a f t e r  pe r i od  o f  t he a c c o u n t . 
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F i l e  No  . 4 0 1 - 1 3  

I m p r e s t  F u n d  A c c o u n t  F i l e s . 

A p p e n d i x  0 7 5 0 A  
P a g e  6 3  

F i l e  N o . 4 0 1 - 1 2  { � fl. ! 6, - /4 )  
T r a v e l  A d v a n c e  C a r d F i l e s . Co p i e s  o f  A p p l i c a t i o n  a n d  Ac c o unt  f o r 
Ad v a n c e  o f  Fund s  ( SF- 1 038 ) c o n c e r n i ng p a ym e n t  t o  e m p l o y e e s  f o r  
o f f i c i a l  t r a v e l . Ma i n t a i n  ca r d s i n  a l p h a b e t i c a l  s e q u e n c e by
t r a v e l e r ' s  n a m e . 

D i s p o s i t i o n : De s t r o y  6 y e a r s , 3 m o n t h s  a f t e r  pe r i o d  o f  t h e  

( 6 f2 {  & - la )  

Do c um e n t s  a c c um u l a t e d  by  i m p r e s t  fund  
c a s h i e r s / s ub c a s h i e r s  whi c h  r e f l e c t  t h e r e c e i p t  a nd a c c o u n t i ng f o r  
i m p r e s t  f u n d s . In c l ud e d  a r e  c o p i e s  o f  t h e  Re q u e s t  f o r C h a n g e  o r  
E s t a b l i s h m e n t  o f  I m p r e s t  F u nd s ( O F - 2 1 1 ) ,  Re i mb u r s e m e n t  V o u c h e r s  
( O F - 1 1 2 9 ) , Re q u e s t  f o r Pe r m a n e n t  Ch a n g e  i n  I m p r e s t  Fund s 
( S F - 1 1 9 1 ) ,  Mo n t h l y / Qu a r t e r l y  Aud i t  F u n d  Re p o r t ( D E A- 1 5 3 ) ,  
De s i g n a t i o n  o f  Su b c a s h i e r  o r  Al t e r n a t e  S u b c a s h i e r / C h a n g e  i n  
I m p r e s t  F u n d  ( D E A- 3 5 8 ) , a nd o t h e r  r e l a t e d f o rm s  o f  r e i mb u r s e m e n t  
v o u c h e r s  a n d  re c e i p t s  f o r im p r e s t  f u n d s .  Al s o  i n c l ud e d  a r e  
v a r i o u s  l o g s  u s e d  t o  c o n t r o l  t h e f u n d s , s u c h  a s  t he F l a s h r o l l  L o g
a n d  t h e  Fo r e i g n Cu r r e n c y  Lo g .  

D i s p o s i t i o n : C u t  o f f  a t  the  e n d  o f  t h e  f i s c a l  ye a r .  De s t r o y  6 
ye a r sn, 3 m o n t h s  a f t e r  p e r i o d o f  t h e a c c o u n t n. 

F i  1 e N o . 4 0 1 - 1 4  {612. ! &, - /4 ) 

I m p r e s t  F u n d  S h o r t age F i l e s n. Do c um e n t s  a c c u m u l a t e d  b y  t h e  
a c c o u n t i n g o f f i c e r s  whi ch re f l e c t  i m p r e s t f u nd s h o r t a g e s , s u c h  a s  
r e p o r t s  wi t h  s u p p o r t i n g a n d  re l a t e d  d o c um e n t s n. 

D i s p o s i t i o n : C u t  o f f  a t  t h e e n d o f  t h e f i s c a l y e a r .  De s t  ray  6 
y e a r s n, 3 m o n t h s  a f t e r  pe r i o d  o f  t h e  a c c o u n t n. 

F i 1 e No • 4 0 1 -· 5 ( N t I - I '1 0 - 'I '1 - I )  

T r a v e l  A c c o u n t a �" l i t y F i l e s . Lo g r e g i s t e r s  a n d  re l a t e d  d e v i c e s  
t a t  a r e u s e  t o n" e c o r  t e r e c e i p t  a nd i s s u a n c e  o f  a c c o u n t a b l e  
t r a n s p o r t a t i o n  f o � , s u c h  a s , Go v e r n m e n t  B i l l  o f  La d i ng  ( S F - 1 1 0 3 ) ,  

G o v e r n m e n t  T r a n s p o��a t i o n Re q u e s t  ( S F - 1 1 6 9 ) ,  a n d  Gov e r nme nt T a x  
E x e m p t e d  C e r t i f i c a t e n'\ S F - 1 0 9 4 ) .  ,, '" 
D i s p o s i t i o n :  De s t r o y  1 ,  a f t e r  a l l  e n t r i e s  o n  t he l o g
r e g i s t e r s  a r e  c l e a r e d . 

F i l e  N o . 4 0 1 - 1 6  (Cx /2...S 
Mo n t h l y  D i  Co p i e s  o f  
v o u c h e r s  t e c t  i s  u r s e me t �  m a  e y a nd c o l l e c t i o n s  
r e c e i v e d  b y  DE A .  I n c l u d e d  a r e  S t a  e m e n t  o f  T r a n s a c t i o n s  ( S F - 2 2 4 ) ,  
V o u c h e r s  o f  T r a n s f e r s  Be t we e n  Ap p r o r i a t i o n s a n d / o r  F u n d s  
( S F - 1 0 8 0 ) n, V o u c h e r s  a n d  S c h e d u l e  o f  t h d r a wa l s a n d  C r e d i t s  
( S F - 1 0 8 1 ) ,  S c h e d u l e s  o f  C a n c e l l e d C h e e  s ( S F - 1 0 9 8 ) ,  Vo u c h e r s  a nd 
S c h e d u l e  o f  Pa ym e n t s  ( S F - 1 1 6 6 ) ,  a n d  S t a  e m e n t  o f  T r a n s a c t i o ns  
( S F - 1 2 2 n1 ) .  
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D i s po s i t i o n : Cu t o f f  a t  the  e n d  o f  t he f i s c a l  ye a r n. De s t r o y  6 
y e a r s , 3 mo n t h s  a f t e r p e r i o d  o f  t he a c co u n t n. 

F i le No . 4 0 1 - 1 7  {6 ll !  1, - Ja..) 

C e r t i f i c a t e  o f  D e p o s i t  F i le s . Co p i e s  o f  Ce r t i f i c a t e s  o f  de po s i t  
( S F - 2 1 9 )  a n d  s u p po r t i n g vo u c h e r s  r e f l e c t i ng p a y m e n t s  m a de by D E A  
t o  t h e  U .  S • Tr e a s u r y  • 

D i s po s i t i o n : Cu t o f f  a t  the  e n d o f  t h e  f i s c a l  ye a r . De s t r o y  6 
ye a r s , 3 mo n t h s  a f t e r  p e r i o d  o f  t he a c co u n t n. 

F ' e  No . 4 0 1 - 1 8  {6 12. .f  & - 14 )  

A c c o u n t i n  D o cume n t  F i l e s . Co p i e s  o f  do c um e n t s  po s t e d  
D E A  c o m p u t e r i z e d  a c co un t i ng s y s t e m .  I n c l u d e d  a r e  a l lo wa n c e  

do c u m e  't s , o b l i g a t i o n  do c um e n t s , du p l i c a t e co p i e s  o f  d i s b u r s e m e n t  
vo u c h e r  l i q u i da t e d  a n d  po s t e d  s c h e d u l e s , a n d  co r r e c t i o n  
no t i c e s n. 

a t  t h e  e n d  o f  t he f i s c a l  ye a r . De s t r o y  6 
p e r i o d  o f  t he a c co u n t . 

' 
M e c h a n i z e d  A c c o u  t i n  T r a n s a c t i o n  R e  o r t s  F i l e s . We e k l y  a n d  
mo n t h l y  r e p o r t s  t ,  t a r e  g e n e r a t e d  b y  t he D E A  c o m p u t e r i z e d  
a c c o un t i n g s y s t e m . \ Th e s e  i n c l u d e  o b l i g a t i o n  I . D . m a s t e r , 
e x p e n d i t u r e  a n d  a l lo, a n c e  r e po r t , mo n t h l y  t r a n s a c t i o n  r e g i s t e r , 
no t i c e o f  pa ym e n t s , t a v e l  a d v a n c e  s t a t e m e n t , l i s t i n g  o f  t r a v e l 
a dv a n c e  b a l a n c e , p r o j e t s u mm a r y  r e p o r t  o n  o b l i g a t i o n s , r e po r t  o n  
o b l i g a t i o n s  a n d  e x p e n d i u r e s , l i s t i n g  o f  v a l i d  ba t c he s by mo n t h , 
a n d  r e l a t e d  r e po r t s n. 

D i s po s i t i o n : a .  D e s t r o y  e e k l y r e po r t s  3 mo n t h s a f t e r  the  pe r i o d  
o f  a c co u n t . b .  De s t ro y mo h l y  t r a n s a c t i o n  r e g i s t e r a n d  o t h e r  
do c um e n t s  3 y e a r s  af t e r  the  r i o d of  a c c o un t . c .  De s t r o y 
y e a r - e n d  r e p o r t s  6 y e a r s , 3 t h s a f t e r p e r i o d  o f  t he a c co u n t . 

F i le No . 4 0 1 - 2 0  {6.R. S  b - l A )  

P a i d  ( C lo s e d ) O b l i  a t i o n  A c co u n t · l e s . Co p i e s  o f  o b l i g a t i o n  
do c um e n t s  a n d  s u p po r t i ng pa p e r s  t h a r e f l e c t  p a y m e n t s  m a de f r om  
D E A  a c c o un t s  dur i n g  t h e  c o u r s e  o f  op  a t i o n  of  t he ag e n c y . 
Do c um e n t s  a r e  ma i n t a i n e d  i n  co s t  c e n t e  s e q u e n cen. 

D i s po s i t i o n : Cu t o f f  a t  t h e  e n d  o f  ye a r . De s t r o y  6 
y e a r s , 3 mo n t h s a f t e r  p e r i o d  o f  t he 

F i le No . 4 0 1 - 2 1  

U n  a t i o n  A c c o u n t  F i le s . Go p i e  o f  o b l i g a t i o n  -,----__,.�-�---------,--.-----------.....--do s u p po r t  ng  pa p e r s  or  w i ch p a y m e n
m a d e  b y  DE A .  Do c ume n t s  a r e  ma i n t a i n e d  in  o b l i g a t  
s e q u e n c en. 

D i s po s i t i o n : Cu t o f f  a t  t h e  e n d  o f  t h e  f i s c a l  ye a r n. Ma i n t a i n  
un t i l  o b l i g a t i o n  b y  D E A  i s  p a i d .  T r a n s f e r  t o  p a i d  f i ne ·  ( 4 0 1 - 2 0 ) n. 
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4 0 1 - 2 2  

A c c o u n t s  F i l e s . Re c o r d s  o f  ac c o u n t s  r e c e i v a b l e  
.;;..,;. ;..,..n�nn .,...;.�t�p�e�r t�ann 1-n-gnn .---,---,,--�-a..;_.,.�v....;.a n c e s  p a i d  t o  e m p l o y e e s  a nd b i l l s 

s u b m i t t e d  byn, A t o  v e n d o r s o r  o t h e r  ag e n c i e s n, pe n d i n g  p a y m e n t  t o  
D E A .  Re c o r d s  ma i n t a i n e d  i n  a c c o u n t  n umb e r  s e q u e n c e . 

D i s p o s i t i o n :  C u t  a t  t h e  e n d  o f  t h e  f i s c a l  ye a r .  De s t r o y  6 
y e a r s , 3 mo n t h s  a f t  p e r i o d o f  t he a c c o u n t n. 

F i l e  No . 4 0 1 - 2 4  (N k- - e b- :l )  
D e l i n q u e n t  i l e s . Re c o r d s  t h a t  r e f l e c t  ov e r d ue o r  

e 1 n q u e n t  r e p a ym e n t  o t r a e a d v a n c e  f u nd s t h a t  w e r e  p a i d t o  a n  
e m p l o y e e . Re c o r d s  a r e  m a i n t  n e d  i n  a l p h a b e t i c a l  s e q u e n c e  b y
e m p l o y e e  n a m e . 

D i s p o s i t i o n : C u t  o f f  a t  t h e  e n d  o f  t h e  f i s c a l  ye a r . De s t r o y  one  
ye a r  af t e r  p a ym e n t  o f  f u nd s t o  D E A .  

F i l e  N o . 4 0 1 - 2 5  ( Nl- l ?o-�ltJ- 2..) 
O b l i g a t i o n C o n t r o l  ( L o g ) R e g i s t e r  F i l e s n. Us e d  t o  re c o r d and 
c o n t r o l  t he a s s i g nm e n t  of fi s c a l a c c o u n t i ng d a t a , c o n s i s t i ng of an 
e n t r y  in t h e  r e g i s t e r  f o r e a c h  o b l i g a t i o n . 

D i s p o s i t i o n :  De s t r o y  a t  t h e e nd o f  t h e f i s c a l ye a r  i n  wh i c h t h e 
a c c o un t  1 s  c l o s e d . 

* * F i l e  N o . 4 0 1 - 2 6  

D e t a i l  A c c o u n t i n g M a n a g e m e n t  F i l e s . C o r r e s p o n d e n c e , i n s t r u c t i o n s , 
s t ud i e s , me s s a g e s , i n t e r p r e t a t i o n s , a n d  c o o r d i n a t i ng a c t i o n s  
r e l a t e d  t o  t h e  a d m i n i s t r a t i o n  a n d  o p e r a t i o n o f  t h e  d e t a i l  
a c c o un t i ng p r o g r a m .  

D i s p o s i t i o n : De s t r o y  wh e n  6 y e a r s  o l d . * *  

** Addi t ion 
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S UMMARY ACCO UNTING FILE S 

T h e s e  f i l e s  p e r t a i n  t o  t he l e d g e r s , j o u r n a l s , a nd r e l a t e d  
d o c um e n t s  t ha t  s umm a r i z e  DE A f i n a n c i a l  t r a n s a c t i o n s , s h o wi ng the  
na t u r e  o f  r e c e i p t s  a nd e x p e n d i t u r e s  o f  f u nd s . 

1' 

J o u r n a l  F i l e s . Do c u me n t s  r e l a t i ng t o  b o o k s  o f  o r i g i n a l  
ma i n t a i n e d  t o  r e c o rd a l l  f i n a nc i a l t r a n s a c t i o ns  a nd t o  

s um m a  z e  a c c o un t i n g fo r mo n t h l y  po s t i n g s  t o  the  g e n e r a l  l e d g e r . 
I n c l ud e  a r e  t h e g e n e r a l  j o u r n a l s a nd s p e c i a l j o u r n a l s , s u ch a s  
f un d  r e c  i p t , fu nd d i s b u r s e m e n t , and  re l a t e d  d o c um e n t s .  

D i s p o s i t i o  : C u t  o f f  a t  t h e e nd o f  t he f i s c a l  y e a r . De s t r oy 1 0  
y e a r s  a f t e r  � l o s e  o f  f i s c a l  ye a r  in v o l v e d n. 

F i l e  No . 4 1 0-

G e n e r a l  Do c um e n t s  r e l a t i ng t o  g e n e r a l  l e d g e r s  wh i c h  
c o n t a i n  t h e a c c o u' t s  n e c e s s a r y  t o  r e f l e c t  f i n a n c i a l o p e r a t i o n s n,
s u c h  a s  a s s e t  ac c o n• t s , o p e r a t i ng ac c o u n t s , and  l i a b i l i t y  
a c c o u n t s .  The s e  a c'c. un t s  a r e  m a i n t a i n e d  t o  e s t a b l i s h  i n  s umm a r y  
f o rm t h e  s t a t u s  o f  t\ a c c o un t s n, o p e r a t i o n s  fo r the  mo n t h , and to  
p r o v i d e  a m e d i um f o r  v. r i f y i ng t h e a c c u r a c y  o f  r e p o r t s  a nd 
s u b s i d i a r y  l e d g e r s .  \

\, 
D i s p o s i t i o n : Cu t o f f  a t \_ e e nd o f  t h e  f i s c a l  ye a r n. De s t r o y  1 0  
y e a r s  a f t e r  c l o s e  o f  f i s c al i n v o l v e d . 

F i l e No . 4 1 0-0 3 

S u b s i d i a r y  L e d g e r  F i l e s . Do c um t s  re l a t i ng to  s u b s i d i a r y  l e d g e r s  
m a i n t a i n e d  a s  a s o u r c e  f o r  a s c e i t  i n i ng t he c om p o s i t i o n o f  g e n e r a l  
l e d g e r  a c c o u n t s ,  ac c um u l a t e d  d e t a t  fo r an a l ys i s  and re p o r t i ng 
p u r p o s e s n, a n d v e r i f i c a t i o n  o f  t he a . c u r a c y  o f  g e n e r a l l e d g e r  
a c c o u n t s .  

D i s p o s i t i o n : C u t  o f f  a t  the  e n d  ye a r . De s t r o y  1 0  
y e a r s  a f t e r  c l o s e  o f  f i s c a l y e a r  

F i l e  N o . 4 1 0-0 4  ( (} f2. $  ? - 2) 

T r i a l  B a l a n c e  F i l e s . Do c um e n t s  r e l a t i ng to  i a l  bal a n c e s  
p r e p a r e d  f r o m g e n e r a l  l e d g e r  a c c o un t s , i n c l ud i  g t r i a l b a l a n c e  
s he e t s  a n d  r e l a t e d  pa p e r s . 

D i s p o s i t i o n : C u t  o f f  a t  the  e n d  of  t h e  f i s c a l  De s t r o y 6 
ye a r s n, 3 m o n t h s a f t e r  p e r i od o f  t he a c c o u n t n. 

F i l e  No . 4 1 0-0 5  

S u b s i d i a ry M o n t h l y  P a yme n t  F i l e s . Do c um e n t s r e l a t i ng t mont hl y 
p a ym e n t  s c h e d u l e s , a l l o t m e n t  s c h e d u l e s , a nd t r a n s m i t t a l s . 
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i t i o n : Cu t o f f  a t  the  e nd o f  t h e  f i s c a l  ye a r . De s t r o y  6 
m o n t h s a f t e r  p e r i od o f  t he a c c o u n t . 

F i l e  No . 1 0 - 0 6  ( flJ �  l - 1 '1 0 - 7 '/  - I} 
B i we e k l y  A c e  un t i n S t a t i o n L i s t  F i l e s . P a y r o l l l i s t  pr i n t o u t s  
t h a t  a r e  p r e p  e d  e v e r y  two we enns wh i c h  s ho w  s u mm a r y  a c c o u n t i ng 
t r a n s a c t i o n s  by  o rg a n i z a t i o n , o b j e c t  c l a s s , p r i o r  ye a r , and 
c u r r e n t  y e a r n. 

D i s p o s i t i o n : 1 y e a r  a f t e r  r e c e i p t  o f  pr i n t o u t n. 

F i  1 e N o . 4 1 0 - 0 7  / 6 /Z.. ,. ? - 2 )
'• 

S u mma r A c c o u n t i n  F i l e s . C o p i e s  o f  r e p o r t s  f o r wa r d e d  
t o  h i g h e r  e c h e l o n , s u ch  a s  e p a r t m e n t  o f  Ju s t i c e ,  De p a r t m e n t  o f  
T r e a s u r y , a n d  De p a r t m e n t  of . o mm e r c e . I n c l ud e d  a r e  t h e  f o l l o w i ng 
r e p o r t s  w i t h  r e l a t e d d o c u me n t  b u d g e t  s t a t u s r e p o r t , f i n a n c i a l  
s t a t e m e n t  o f  c o nd i t i o n , o b l i g a t  o n  r e p o r t  b y  o b j e c t  c l a s s , 
s t a t e me n t  o f  t r a n s a c t i o n s , t r a n s  t i o n s  o f  t he F e d e r a l  G o v e r nm e n t , 
s t a t e m e n t  o f  un e x p e n d e d  bal a n c e s  o a p p r o p r i a t e d  fun d s , Fe d e r a l  
o u t l a y s  b y  g e o g r a p h i c  l o c a t i o n , s t a  m e n t  o f  r e c e i p t a c c o u n t , a nd 
s t a t e m e n t  o f  a p p r o p r i a t i o n  ac c o un t n. 

D i s p o s i t i o n :  C u t  o f f  a t  t he e nd o f  i s c a l y e a r . De s t r o y  6 
y� a r s ,  3 m o n t h s  a f t e r  pe r i o d  o f  t h e a c c o u  t .  

* *F i l e  N o . 4 1 0 - 0 8  

S umma r y  A c c o u n t i ng Manageme n t  F i l e s . Co r r e s p o nd e n c e , i n s t r u c ­
t i o n s , s t ud i e s , me s s ag e s , i n t e r p r e t a t i o n s , a nd c o o r d i n a t i n g  
a c t i o n s  r e l a t e s  t o  the  ad m i n i s t r a t i o n  and o p e r a t i o n  o f  t h e  summ a r y  
a c c o u n t i n g p r o g r a m . 

D i s p o s i t i o n : De s t r o y  a f t e r  6 y e a r s . * *  

* *  Ad d i t i o n  
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PROCUREMENT MANAGEMENT FILES 

These fi les relate to the management and adm i n i stration of 
procurement of equipment , services , suppl ies , and ot her mater ial s. 
Spec i fic  purchase and con tract transac t ion f i les are con tai ned in 
F i le No. 490 series. 

File  No . 480-01 

Supplemental Regulationsi, Pol i ciesi, and Dec i s ion F i les. Documents 
rela t i ng to revis ionsi, add i t ionsi, i nterpretat ionsi, and decisions 
i n  the Federal Acqui sit ion Regul ationsi, Federal Property  Manage­
ment Regulat ions , Department of Jus t i ce and i n ternal DEA pol ic ies 
and proced ures. 

Di spos i t ioni: Destroy when super seded or obsolete. 

File  No . 480-02 

Con t ract i ng Author i t y  and Admi n i strat ion F i les. Documen ts which  
delegate and  resc i nd con trac t i ng aut hor i ty to/ f rom spec i f ic 
i nd ividua l s , including limitations and scope of authori ty. 
Con trac t admi ni strat ion staff  respons i b i l i t ies are al so i ncluded. 

a.l'"\L ·3 f\--sO"h �'h s  
Di spos i tioni: Des troy 6 yearsA 

af ter recession. 

File No . 480-03 

Recurring Procuremen t Report s  Fi les. Documen ts rel a t i ng to 
repor t i ng sys tems des igned to prov ide s ta t i s t i cs and status 
concerning  procuremen t ac tivity  and advanced procuremen t 
plann i ng. 

an.il � th o v.'-\-h s 
Di spos i t ion : Destroy 6 yearsA af ter end of fi scal year of 
prepara tion. 

File  No . 480-04 

Procurement Reviews , I nspections , and Aud i t  Fi les. Documents  
rel a t i ng to  the rev iew , inspec t ion , and aud i t  of proc urement 
mat ters and contrac ts  for such aspec t s  as leg al suf f i c iency , 
appropriatenes s of award , reasonableness of cost and pri ce ,  
preparat ion of documents , etc. Incl uded are copies or ex trac ts of 
repor ts  made by DEA i nspec torsi, procurement staff  personneli, and 
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DOJ or GAO audi tors. Al so included are recommendat ions for 
correc t i ve act ion , resolutions , and related fol lowup correspond­
ence. Repl ies  to Freedom of Information requests for purchasing 
i n format ion are al so included. 

� '3 f\'""\ o-n 'I-h s 
D i spos i t ioni: Destroy 6 yearsA after date of final  report or 1 year
af ter f inal  resolution if pend i ng longer than 6 years. 

Fil e  No . 480-05 

Procurement  Mi sconduct Files. Documents relating  to specific  
incidents  of  unauthorized or i l l eg al procurement and referrals to 
the  Of f i c e  of Inspect ion of susvected fraudi, misconducti, or 
criminal  conduct in  connect ion wi th procurement mat ters.  
Rat i f ications of emergency unauthori zed procurements are 
included. 

al'"\0.- :S rr,ovAhs  
Di spos i t ioni: Destroy 6 yearsAafter date of fi nal report or 1 year
after final resol ut ion if pend i ng longer than 6 years. 

480-06 

List  Fi les. Documen ts relating to the suspens ion 
;-;:r��i::---1F-i-aii ""'n=-i::,::-�s�o�-,::--,iii rrrsii .,_..,...-;:;p�r�oii iii -con tractual relat ionships wi th the 

Departme ' ·t of Justice or DEA. Incl uded are l i sts  of debarred , 
inel ig ibl  · or suspended bidders ; s tatus repor ts and 
recommendati· ons rel ating to bidders appear i ng on the l i sts ; 
mod i f 1 ca t ion , dele tionsi, and add i t ions to t he l i stsi; and sim i l ar 
or re lated doc 'ents. 

Di spos i t ioni: superseded or obsole te. 

Fi l e  No . 480-07 

Bidder L i s t  F i les. Cards and source lists  of firms for each
serv ice  or i tem proc ured f quen tly  or in s igni f i cant quan tities. 
Inc l uded are form SF- 1 29 ( Bi ders Mai l i ng Li s t  App l i cation ) ,  
annual l i s ts from location Sm 1 Bus iness Admini stration ,  and 
minor i t y  busi ness in formation. 

Di spos i t ion :  Dest roy when superse ed or obsole te.  

Fi l e  No . 480-08 

Unsol i c i ted Vendor Proposal F i l es. Document s  rel ating to the 
receipt and acknowledgement of product or serv i ce sol ici tat ion 
from f i rms or individuals. Accepted proposal s become part of the
purchase or con tract f i le under f i l e  490-0 1 or 490-0 3 , as 
appl i cabl e. 

Di spos i t ion : Destroy unsuccess ful un sol ici ted vendor proposal s  
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INDIVIDUAL PROCUREMENT TRANSACT ION F ILES 

These f i les  re late to the admi nistrat ion of indiv idual proc urement 
transact ions which include documents relating  to the negot iat ioni,
commi tmenti, and placement of con tractsi, purchase ordersi, and 
comparab l e  instrumen ts. 

F i l es that are known to be pert i nent to an unsettled claim , 
i ncomplete i nvest igation , or pend i ng l i t igat ion will not be 
des t royed unt i l  settlement of the claim or comvl e tion of the 
i nvest igat ion or l i t igat ion. In add i t ion , records rel a t i ng to 
contracts  invol ved in appeal s hand l ed by a Board of Con trac t  
Appeals  w i l l  b e  retai ned for a period o f  seven years f rom the date 
of the deci s ion of the board. 

* *GAO has certain statutory responsi b i l i t ies  which  require that 
purchasing and con tract fi les be  made avai lable for review. The 
copy of the purchase order or con tract maintai ned by the 
Con trac t i ng Of ficer may be requested by GAO. 

Ind ividual  procuremen t transac t ions are f i led by the Con tract 
Spec i a l i s t s  and Procurement Ag ents in sequen t i al order by reg i ster 
number as sig ned. Separate reg isters are mai n ta i ned fori: 

Open Market Small  Purchases up to $25 , 000 , Federal Supply 
Sched ule Del i very Orders , Bl anket Purchase Arrang ement s , Leases 
for Rea l  Property 

GSA FEDSTR IP Requisi tions 

Open Market Con tracts Over $2 5 , 000 

Interag ency Procurement Ag reements  are f i led al phabet i cal ly  by 
proJ ect  t i t le. * *  

File No . 490-01 

Sma l l  Purchase Fi les. Documen ts  relating to market purchasesi, 
includ i ng l eases for real property , of  $2 5 , 000 or less ; 
* * construc t ion contrac ts  under $2 , 000 ; * * GSA FEDSTR IP  
requi si tion s ; Federal Supply Schedule deli very orders and Blanket 
Purchase Ar rang ements. Included are DEA Form 1 9 , DEA Form 26 1 , 
DEA Form 26 4 ,  SF-1 8 ,  SF-344 ,  and OF-347 /34 8 ,  and any ot her 
support i ng correspondence or documen tat ion whi c h  provide  an aud i t  
trai l  o f  each purchase. 

* *  Add i t ion 
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Di sposi t ion : Destroy 3 years after receipt  of final receiving 
report. 

File No . 490-02 

I n teragency Procuremen t Agreemen t  Files. Doc umen ts  relating to 
reimb ursement agreements between agenc i es for t he purpose of 
obta i n ing servicesi, suppli esi, equipment ,  or other mater ials 
aga i n s t  an ex isting contract ( not Federal Supply Schedules)  that 
has been awarded by ei ther DEA or other ag enc ies. 

a1--0. 3 -rr-.o.-..'-\-h<:> 
Di spos i t i on :  Destroy 6 yearsAa f ter end of f i scal year f i nal 
paymen t is  made. 

File No . 490-03 

Cont ract  Files. Documen ts relat ing to all types of ag reement and 
orders  placed on the open market to proc ure equipmenti, suppliesi,
serv ices , or property ( includ ing leases for real propert y )  having 
a dollar value over $2 5 , 000 , * * and all cons truct ion con tracts  
exceed i ng $2 , 000. * * Included are  requests  for con tracts , 
s tandardi zed drawi ngs  and spec i f icat ions , t he success ful bid , 
unsuc cess ful bids , determinat ions , f ind i ng s ,  and related 
summar ies , and any other pre-award and con tract adminis trat ion 
documentation which provide an aud i t  trail of each contrac t. 

Di spos i t ion : Destroy 6 years and 3 months a f t er f i nal payment is  
made. 

File No . 490-04 

Tax Exemption Cer t i f ication Files. Doc uments  and reg isters 
rela t i ng to i ssuing tax exempt ion cer t i f i cates wh i ch i nd i cate 
�roof of exempt ion of taxes excluded from the purchase pr ice und er 
procurement regulat ions. 

Dispos t ioni: Destroy documen ts  6 years af ter per iod covered to 
rela ted amount. 

* *  Add i t ion 
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E QUAL EMPLOYMENT OP PORTUN I TY F IL E S  

The s e  f i l e s  r e l a t e  t o  D E A  c o mp l i a n c e  wi t h  F e d e r a l  G o v e r nm e n t  
p o l i c y  g u a r a n t e e i n g  e q u a l  e m p l o ym e n t  o p p o r t u n i t y  t o  al l p e r s o n s  
wi t h o u t  r e g a r d t o  r a c e , * s e x , c o l o r , n a t i o n a l  o r i g i n , r e l i g i o n , 
a g e  o r  h a n d i c a p . *  

F i l e  N o . 5 0 1 -0 1  

E q u a l  E m p l o y me n t  O p p o r t u n i t y  S t a t i s t i c a l  R e p o r t i n g  F i l e s . 
Doc ume n t s  r e l a t ed t o  re p o r t i n g  o n  a c t i v i t i e s  a nd c o ndi t i o n s 
r e l a t e d  t o  e q u a l  e m p l o ym e n t  o p p o r t u n i t y .  I n c l ud e d  a r e  * D E A  
wo r k f o r c e  r e p o r t s o n  r e c r ui t m e n t  h i r i n g , a nd p r o m o t i o n s ; g e n e r a l *
s t a t i s t i c a l  a n d  na r r a t i v e  re p o r t s ; s u m m a r i e s ; c o n s o l i d a t i o n s ; a n d 
s i m i l a r  o r  r e l a t e d d o c um e n t s .  

D i s p o s i t i o n : a .  Of f i c e  pe r f o r m i n g D E A- w i d e  s t a f f  re s p o n s i b i l i t y : 
De s t r o y  5 ye a r s  a f t e r  s u bm i s s i o n  o f  r e p o r t e d d a t a . b .  O t h e r  
o f f i c e s : De s t r o y  2 y e a r s  af t e r  s u b m i s s i o n  o f  re p o r t e d  d a t a . 

F i l e  No . 5 0 1 - 0 2  

Re s e r v e d .  

c o m p l a i n t s , t r a n s m i t t a l  l e t t e r s , i n v e s t i g a t i v e  d a t a  a n d  s u mm a r i e s , 
f i nd i n g  o f  f a c t  s t a t e m e n t s , f i n a l  d i s p o s i t i o n r e p o r t s , a c c e p t a n c e  
s t a t e m e n t s ,  wi t hd r a wa l  no t i c e s , a n d  s i m i l a r  o r  re l a t e d  d o c ume n t s n. 

D i s p o s i t i o n :  Ca s e  re s o l v e d  b y  D E A : De s t r o y  7 y e a r s a f t e r  f i n a l  
adj u s t m e n t n. 

F i l e  N o . 5 0 1 - 0 4  

E q u a l  E m p l o y me n t  O p p o r t u n i t y  A f f i r ma t i v e  A c t i o n P r o g r a m  F i l e s . 
Do c um e n t s  c r e a t ed *whe n i m p l e m e n t i n g  a f f i rma t i v e  a c t i o n* 
o b j e c t i v e s  a n d  a c t i o n s  wi t h i n  g e o g r a p h i c a l  a r e a s  un d e r  a f i e l d  
D i v i s i o n ' s  j u r i s d i c t i o n .  

D i s p o s i t i o n : De s t r o y  S y e a r s  a f t e r  p l a n i s  a p p r o v e d . 

F i l e  No . 5 0 1 � 0 5  

E q u a l  E m p l o ym e n t  O p p o r t u n i t y  S p e c i a l  E m p h a s i s  P r o g r a m  F i l e s . 
D o c um e n t s c r e a t e d in  d e v e l o p i n g , c o o rd i n a t i n g , e x e c u t i n g , a nd 
d i s s e m i n a t i n g g u i d a n c e  re l a t i v e t o  s p e c i f i c  E E O  p r o g r a m s  t h a t  a r e  
d e s i g n e d  t o  i m p r o v e  h i r i n g , p r o m o t i o n , t r a i n i n g , a nd a s s i g nm e n t  o f  
D E A  e m p l o y e e s . I n c l ud e d  a r e  t h e F e d e r a l  Wo m e n ' s  P r o g r a m , * H i s p a n ­
i c  E m p l o ym e n t  P r o g r a m ,  Bl ack  Af f a i r s  P r o g r a m ,  As i a n / Pa c i f i c 
Am e r i c a n P r o g ram  a n d  S e l e c t i v e  P l a c e m e n t  P r o g r a m  f o r Ha n d i c a p p e d  
P e r s o n s n. * 

F i l e  N o . 5 0 1 -0 3  

C o m  l a i n t s  S y s t e m  F i l e s n. Do c ume n t s  
r e  e c t i n g i s c r i m i n a t i o n  c o m p  a i n t s o p e r s o n n e  • I n c l u d ed a r e 

D i s p o s i t i o n : De s t r o y  S y e a r s  a f t e r  t e r m i n a t i o n  o f  p r o g r a m .  

* Re v i s i o n 
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* * F i l e  N o . 5 0 1 - 0 6  

E q u a l  E m p l o y me n t  O p p o r t u n i t y  P r o g r a m  M a n a g e m e n t  F i l e s n. 
Co r r e s p o nd e n c e , i n s t r u c t i o n s , s t ud i e s , me s s a g e s , i n t e r p r e t a t i o n s  
a n d  c o o r d i n a t i n g ac t i o ns  re l a t e d  t o  t h e  ad m i n i s t r a t i o n  and 
o p e r a t i o n  o f  t h e e q u a l  e m p l o yme n t  o p p o r t u n i t y  p r og r a m .  

D i s p o s i t i o n :  De s t r o y  af t e r  6 y e a r s . * *  

* *  Ad d i t i o n  
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PERSONNEL PROGRAM F ILES 

These f i les relate to statistical report i ng , i nspec t ions of DEA 
per sonnel ac t i vi tiesi, and documen ts  produced by the Jus t i ce 
Un i form Personnel System (JUN I PER ) .  

Fi les. Documen ts  which  provide data-----,----------------...._,,......,e-=...,..concerning  various aspec ts of DEA personnel management ac t iv i t ies. 
stati stical  and narrative reports ; conso l idat ions , 

summariesi, e trac ts of repor tsi, and sim i l ar or related documents. 

D i sposi t ion : stroy 3 years af ter submiss ion of prog ram data. 

)
Fi le No . 5 1 0-02cc C I - / ?O- ? '/ - I )  
Per sonnel Documents  ref lec t i ng inspec t i ons 
conduc ted of Personnel Management and other 
aut hori zed agenc ies. el uded are reports  of in spec tion , reports 
of  corrective action tak n ,  and sim i l ar or related doc umen ts. 

\Di spos i t ioni: Destroy 1 ye riiaf ter nex t comparable in spec ti on. 

File  No . 5 1 0-03 (N l!. I- l 'l O� - I� 
JUN IPER Prin tout Fi les. Documen s con s i s t i ng of computer i zed 
personnel l i s t ings  that are gen1r ted by t he Jus t i ce Uni form 
Per sonnel Sys tem (JUNIPER ) .  \ 

Di spos i t ioni: a. Expi ration of app�� tments  and transac t ion and 
error reg i s ter l i st ing : Des troy 6 m� hs a f ter recei pt. b. DEA 
separations by ser iesi, JUNIPER suspens� rosteri, probationary or 
trial  peri od conversions , DEA promotion oster , cumulative l i st of 
DEA promotions , and wi thi n-g rade roster 'l · st i ng s : Destroy 1 year
a f ter receipt. c. JUN IPER manpower anal y,_ is roster ( maintain one 
copy of  monthly  roster ) i: Destroy 3 yearsi � ter receipt. d. 
Accessions  and sevarat ions l i st i ng : Destroy\ years af ter 
receipt. 

File  No . 5 1 0-04 (Nl l -l'I0 - 7 ? - 1) 
JUN IPER Microf iche Fi les. Documen ts  cons i s t i ng icrofiche 
l i s t ing s  that are generated by  the Jus t i ce Uni form 
Sys t em ( JUN IPER ) . 
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Di spos i t ion : a. Personnel l i s t i ng s  in  al phabetical sequence by 
name and numerical sequence by soc ial secur i ty number : Dest roy 6 
mon ths af ter receipti· b. Master  fi l e  displayi: Des troy 5 years
af ter receipt. 

Fi le No . 5 1 0-05 ( Nl I - I '10-

Payrol l Sys tems Pri ntout F i l es.��iDocuments  con s i s t i ng of  l isting s  
t hat  a r e  g enerated b y  t h e  compute ,i i zed output f rom t he time and 
at tendance report ( DOJ Form 2 2 5a ) .  

D i spos i t ion : a. Time and at tendance , ave d i screpanc ies : 
Destroy 6 mon ths after receipt. b. Per· _onnel  and payrol l mas ter 
d i screpanc ies  reporti: Destroy 1 year aftei� receipt. 

File No . 5 1 0-06 

Personnel  Correspondence Fi les. Correspond encei, reportsi, memo­
randai, and other record s rel a t i ng to the general adm i n i s t rat ion 
and operation of personnel func tions , but exc l ud ing record s 
spec i f i cal l y  described el sewhere i n  this  schedule  and record s 
mai ntained at agency staff planning levels.  

Di spos i t ioni: Dest roy when 3 years old. 
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PERSONNEL POS ITION AND PAY F ILES 

These  f i les  relate to pay rates and other mone tary ben e f i ts for 
c i v i l ian employees , inc l udi ng the determi nation  of position 
classi f icat ion for pay purposes. 

File No . 520-01 

Reserved. 

Mas ter Pos i t ion scri t ion F i l es. Documen t s  used in analyzing a 
speci f i c  pos i t ionii, ,  determine whether t he pos i t ion matches an 
ex ist ing  pos i t ion. 1� ncluded are OF-8 (Posi tion  Descr ipt ion ) and 
s im i l ar or related do uments. 

Di spos i t ioni: a. 
abol i shed 

Desi� y or ig inal  copy 5 years after posi tion is 
or description is superseded. Des t roy ot her copies 

descript ion is superseded. when pos i t ion is abol i she or 

File No  . 520-03 (Nt ( - 1 �0 .:_\ia - 1), 

Organizat ion Fi les. Doc umen ts  a complete record of 
posi t i ons in each organ i zat ional segment. Included are indiv idual 
fol ders conta ining org an i zation c arti, pos i t ion descript ioni, and 
quest ionnai resi, if usedi; and simil  or rel a ted d ocumen ts. 

Di spos i t ioni: Destroy when supersede obso l e te.  

File No  . 520-04 (Nl l - J ')c,- '1 7 - t \  
Pos i t i on S tandard Fi les. Doc umen ts  wh ich  rov ide  guidance in 
evalua t i ng pos i t ions and cons i s t  of  Of f i ce Personnel Management  
and  Departmen t of Justice clas s i f ication  and ua l i f ication  
standards. Included are  posit ion eval uation c i s ions , pos t-aud i t  
reports  by Of f i ce of Personnel Manag emen t wh icti have the effect of 
standard s i, and simi lar or rel ated documen ts.  

Di sposi t ion : Destroy when standard is superseded 
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Differential and~ lowance Files. 

Ap p e n d i x  0 7 5 0 A 
P a g e  7 8  

S t a n d a r d  D e v e l o p me n t  F i l e s n. Do c um e n t s  r e l a t i n g to  
d e v e l o p  g c l a s s i f i c a t i o n  or  q u a l i f i c a t i o n s t a nd a r d s . I n c l u d e d 
a r e t e n t a  �v e d r a f t s  o f  s t a n d a r d s , c o r r e s p o n d e n c e , p r o j e c t  
s c h e d u l e s , a n d  s i m i l a r  o r  r e l a t e d d o c um e n t s . 

D i s p o s i t i o n : Re v i e w  at  l e a s t  o n c e  a y e a r af t e r  p u b l i c a t i o n  o f  
f i n a l  s t a n d a r d a n d  d e s t r o y  a l l  p a p e r s  wh i ch h a v e  b e e n s u p e r s e d e d  
o r a r e  n o  l o n g e r  ap p l i c a b l e . 

F i l e  No . 5 2 0-0 6 

P o s t  D o c um e n t s  wh i c h p r o v i d e  
o v e r s e a s  p e r s o n n e l  o f f i c  s w i t h  a m e a n s o f  d o c u m e n t i ng a n  
e m p l o y e e ' s  e l i g i b i l i t y  fo  f o r e i g n p o s t  d i f f e r e n t i a l  a n d  fo r e i g n 
q u a r t e r s  a n d  p o s t  a l l o w a n c e  I n c l u d e d  a r e S t a n d a r d F o r m  1 1 9 0  
( F o r e i g n  Al l o wa n c e s  A p p l i c a t I  n ,  G r a n t , a n d  R e p o r t )  a n d  s i m i l a r  o r  
r e l a t e d  d o c um e n t s n. 

D i s p o s i t i o n : De s t r o y  o n  s e p a r a t  n o f  e m p l o y e e  f r o m  t h e  ag e n c y .  

F i l e  No . 5 2 0-0 7 ( tvl l - 1 7 0 - ? ? - 1) 

W a g e  R a t e  F i l e s . Do c um e n t s  r e l a t i ng t o  d e t e r m i n a t i o n and 
a p p l i c a t i o n o f  b a s e  r a t e  s c h e d u l e s  f o r  w a  e b o a r d j o b s . I n c l u d e d 
a r e  t e n t a t i v e  and  re v i s e d  s c h e d u l e s  o f  f u l  s c a l e  wa g e  s u r v e y s n, 
a n d  r e q u e s t s  f o r  c h a n g e s  t o  s u r v e y  s c h e d u l e s '  m i n u t e s  o f  m e e t i ng s ; 
c o m m e n t s , r e c o mm e n d a t i o n s , a n d  j u s t i f i c a t i o n s , c o l l e c t e d  and 
s u p p l e m e n t a l  w a g e  d a t a  c o n c e r n i n g r e g u l a r  a nd o e r t i m e  r a t e s , 
b o n u s e s , i n c e n t i v e s , and  sh i f t  d i f f e r e n t i a l s , d a  a w a g e
s c h e d u l e s ; n o t i f i c a t i o n s  o f  w a g e  s c h e d u l e  a p p l i c a  
s i m i l a r  o r  r e l a t e d  do c um e n t s n. 

D i s p o s i t i o n :  De s t r o y  wh e n  s u p e r s e d e d  o r  o b s o l e t en. 

F i l e  N o . 5 2 0-0 8 

P a y r o l l  C o r r e s p o n d e n c e  F i l e s n. C o r r e s p o n d e n c e n, m e mo r a nd a n, and 
o t h e r  r e c o r d s  r e l a t i ng to p a v r o l l  p r o b l e m s  o f  e m p l o y e e s , t h e 
g e n e r a l  ad m i n i s t r a t i o n and o p e r a t i o n  o f  pa y r o l l  f u n c t i o n s n, b u t  
e x c l u d i n g r e c o r d s  s p e c i f i c a l l y  d e s c r i b e d  i n  t h i s  a p p e n d i x . 

D i s p o s i t i o n : De s t r o y  wh e n  3 y e a r s  o l d . 



 

y Rep 
1 

V 

� 

Append ix  0750A 
Page 79 

File  No . 520-09 

A t tendance and Leave F i les. Correspondence and other documenta­
t ion per tain ing to t he general admi ni s trat ion of employee 
at tendance and leave , and resolution of at tendance and leave 
probl ems , but exclud i ng records spec i f i c a l l y  descri bed in thi s 
append ix.  * *Documents include instruc tions  and interpre ta tions  
deal i ng wi th  administering t he Time and  Attendance Program. * *  

Di spos i t ion : Destroy when 5 years old .  

F l e  No . 520-10 ( (s. Q5 I- '1 '- { I ) )  
Pos i  i o n  C l assi f ication Surve o r t  F i l es. Survey reports on 

pos i t ions prepared by c as s i f i ca t i on spec ia l i stsi, 
period ic reports. 

Destroy when 3 years old or 2 years after regular 
ichever i s  sooner. 

. 

Fi les No . 

Pos i t ion Class i f i cat�  n Ins  ection , Audi t ,  and Surve F i l es. 
Correspondence , memoran a ,  reports and other records  rel a t i ng to" 
po s i tion classif ication ' spec ti ons , surveys , desk aud i t s , and 
other evaluations. 

Di spos i t ioni: De stroy or super seded. 

File No . 520-12 l C. RJ. No-· 1 - '1 d)  
Pos i t ion Classification Appeals  fi les  rela t i ng to 
clas s i f i cat ion appeals  and  pos i t ion 

Di spos i t i on : Destroy 3 years after case 

* *Fil e  No . 520-13 

Premi um Pay. Documen t s  related to Adm i n i s tratively  Uncontrol l­
able Overt ime pay , compensa tory over t ime pay , over time , ha zardous 
pay , d i f feren tial s ,  and other forms of pay other than reg ular pay. 
Document s  consist  of  correspondence , forms , pri n touts , e tc. , that 
request , authori ze , and report the var ious forms of premium pay. 

D i spos i t i on :  Destroy af ter GAO aud i t  o r  3 yearsi, whi chever i s  
sooner. * *  

* *  Add i t ion 
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EMPLOYMENT SERV TCES F ILES 

The se f i les  relate  to selec t i ng and retai n i ng employees for DEA. 

Fil • No. 530-01 (NC I- 170- '1 '1- I) 
Civi l � rvice  Cer t i f icate Fi les. Documen t s  prov id ing a record of 
requests  to t he Of fice of Personnel Management ( OPM)  for certi fy­
i ng el ig ib es  and reporting ac t ion taken on cer t i f i cates  of 
el i g i bles. ' ncluded are Standard Form 39 ( Request for Cer t i f i ca­
tion )  ( Copy 3 ,  OPM Form 2934c ( Statemen t of Reasons for Passing 
over a Pre fere�i, El igible  and Selec t i ng a Nonpref erence El ig ible ) 
and simi lar or r� ted documents.  

Di spos i t ion :  . 2  years a fter date  of c er t i f icat ion.  
r ).\ 

Fi le  No. 530-02 ( Ne. I- I '1� --"??- 1) 
Re- employmen t  F i les. Docume:� _ reflecting per sons separated by
reduc tion- i n- force or for mi l i  t · ,y serv i ce , or hav i ng other 
restoration or re- employment righ s. In ei ther the restoration 
sect ion or the  re-employment pr ior i· l i st sect ion of these f i les , 
the f i l e  on an ind ividual may bei ret ned to the employee 
evaluat ion record f i le  upon ful f i l lmen �f res tora t ion or 
re- employment obl igation. 

Di spos i t ion : a. Restoration ac ti v i ty : De �oy when obl igation 
i s  termi na ted or res tored. b. Re-employmenti · riori ty l i s t  

·.ac t i v i tyi: Review a t  end of each cal endar year.ii Place forms for 
employees  separated for 2 years in  an i nac t i ve f i ie ,  hold 1 yeari, 
then dest roy. Place forms for employees separated · -or 1 year in 
an inac t i ve f i le , hold 1 year , then destroy. 

File No . 530-03 

*De l ete. * 

**File No . 530-04 

Employee Processing F i les. Document s  may inc l ude Employee
Clearance Record , Ex i t  Interv iew Ques t ionnaire , and sim i l ar or 
rel ated documen t s  used to record an employee ' s  depar ture from the 
agency. 

Di spos i t ioni: Destroy 2 years after the employee leaves the 
ag ency. * *  

,.. Revision 
** Addition 
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EMPLOYMENT APPL ICAT ION FILES 

These  f i les  relate to considering , rat i ng , and process i ng 
appl icat ions for employment by DEA. 

F i l e  No . 540-0 1 (Nll - 1 7  tJ - 1 '1  - ,) 
Qu l i f i cat ion S tandard F i les. Document s  used in  rat i ng 

0app 'c{lt ions for appoin tmen t s  and approv i ng noncompe t i t i ve 
actio  s.. Inc luded are index to stand ard s ;  OPM Handbook X-1 1 8 , OPM 
Depart  1ntal  Ci rcular 588i; examination announcementsi; spec ial ' 
s tandar .:, such as promotion and tra i n i ng ag reemen t s ; and simi l ar 
or relate  � documents. 

D i spos i t ion : when qual i fication stand ard is super sed ed. 
( Superseded s ndards may be retained un t i l  OPM i nspec t ion 
cover ing  per io' during wh ich the standard was app l icabl e ) .  

F i l e  No . 540-02 ( 'rv,_ I- l 'lo - 'l ? - t) 

Ac t i ve Em loyment A l cation F i les. Documen t s  per ta i n i ng to 
i nd ividual s who can be nsidered for appoi n tment. Included are 
app l i cations and rela ted 

Dispos i t ion : Destroy after prior approval of OPM or 
on receipt  of OPM in spect ion 

Not e : In a l l  cases retain app l i  hav i ng a d i rect bear i ng on 
the  appoi n tment in question un t i l  . c t ion is completed.  

F i l e  No . 540-03 ( � l.. l - 1 '1 0 - '1 '1 - I )  

Inac t i ve Employment  Appl i cat ion Fi l es.  
app l i cants  for Federal employment rated as ot qua l i f i ed for 
con s i d eration for appointmen � ,  appl icants  wn or wi l l  not 
be avai lable for appointment for an i ndefini t of t ime , and 
appl ican t s  for who employmen t determinat ion s p sel ec tion. 
Included are applications and related documen ts. 

Di spos i t ion : Destroy after 2 year s (wi th  
or  on  receipt  of  OPM inspect ion report. 
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* * File  No . 540-04 

Announcement , Not i f ication ,  and Publ i c i ty F i les.  Inc l uded are 
pos i t ion announcemen ts , not i ces  of s ched u l ed examinations , pub l ic 
not i ces  of opportun i ty to compe te , and mater i al ref l ec t i ng al l 
e f fort s  made to reach the best  sources of qual i ty cand idates  
( e. g.e, pai d  adverti s i ng ) .  

Di spos i t ion : Destroy 5 years after terminat i ng rel a ted reg i ster , 
announcement , or adver ti sement. 

File No . 540-05 

Reques t s  for I n format ion F i l es .  Documen t s  cons i s t  of requests  for 
i nformat ion on announced pos i t ion vacanc i es and DEA employment i n  
general , p l us the response to the reque s t .  Inc l ud ed are 
unsol i c i ted resumes and SF-1 7 l ' s. 

D i spos i t ion : Destroy af ter 2 years . * *  

* *  Add i t ion 
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IND IVIDUAL EMPLOYEE F ILES 

These f i l es relate to documen t i ng t he serv i ce of each individ ual  
employee of DEA and its  consul tants. 

File No . 550-01 

Of f i c i al Personnel Folder F i l es. Doc umen ts  whi c h  ref lect  
qual i f icat ions , efficiency , promotions , award s , and simi lar 
i n formation  on a DEA employee. Incl uded are ind ivid ual  personnel 
folders , Not i f icat ion of Personnel Ac t ion ( SF-50 ) , and a l l ied 
forms and related documen ts. 

Di spos i t ion : a. Tran sfer of employee : Transfer  fol der to new 
employing o f f ice. b. Separa t i on of emp loyee : Ret i re to Nat ional 
Per sonnel  Record s Center (Ci v i l ian ) , 1 1 1  Wi nnebago Street , St. 
Loui s ,  MO 63 1 1 8. NOTE : Maintain and di spose of temporary 
records on left side of OPF in accordance with FPM Chapter 293 and 
Supplemen t  293-31c. 

No. 550-02 ( N C. l- l 7 o- '1 7 i- I ) 
Con sultant Data F i l es. Documen ts  ref l ec t i ng the namesi, 
s ,  rates of compensat ion , dut ies , and number of days

servi c e  of perts and consul tants. Incl uded are ex tra copies of 
personnel ac �i . nsi, descriptions of servi ces to be performedi, and 
simi l ar or re i'a, d documents. 

Di seos i t ion : D�ii ears after separation of employee , 
�ii

File No . 550-03 
''S!. 

Em loyme n t  and Financ ial Int�i. s t  S tatemen t F i l es. Documents 
re f l ect ing  Government employmen private employment , and 
fi nancial  in terest of DEA bmpl oye requi red to fi l e  such  
statemen t s  as  required by the DEA sonnel Manual. Included are 
sta temen ts of em�loymen t and f inancia  in Lerest s ,  supp lementary 
statemenLS , repor LS of change , review c and relaLed 
paper s. 

Di spos i t i oni: Destroy 2 years after separatio  •· reL i remen L i,
reassignment , or deaLh of the i nd iv id ual. 
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File No . 550-04 

Not i f i cat ion of Personnel Act ion F i l es. Documents  whi c h  consist  
of  copy No. 6 ( u ti l i ty copy) of  SF-5 0 , wh i ch is  f i l ed by  nature of  
ac t ion in chronolog ical sequence. 

Di spos i t ion : a. Access ions and separat ions : Destroy 1 0  years
af ter the ef fec tive date of the nature of ac tion. b. Other 
documentsi: Destroy 2 years af ter t he e f fec t i ve date of t he nature 
of ac tion. 
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PROMOT ION , PLACEMENT , AND CAREER MANAGEMENT P ILES 

These f i les  relate to the promot ion , pl acement , and c areer 
managemen t of  DEA employees. 

Pile No . 560-01 ( N (. l- 1 7 0 - 'l 'l - t) 
Referral and Selection Fi les. Documen ts  ref l ec t i ng pl acement and 
promot ion act ions und er the Mer i t  Placement and Promot i on Program . 
Mai n t a i n  in  chronolog ical order by date of cer t i f ication. 

Dispos i t ion : Destroy after 2 years or a f t er r egularl y  schedul ed 
OPM inspecti on. 

Pi le No . 560-02 

Pl acement  Consideration · 1 es. Documen ts  per taining to employees 
cons idered to f i l l  a vacani. but not selec ted and held for future 
cons ideration  of employee. � .  e l uded are requests  for con sidera­
t i on , vouchers , resul ts of i n f  ... v iews , qual i f icat ion summaries , 
copies  of no t i ces of el igib i l i t y , and simi lar or rel ated 
documents. 

Dispos i t ion : Destroy af ter 2 years o regularl y scheduled 
OPM inspec tion. 

File No . 560-03 

* Delet e *  

File No . , __ l. 1 - ) '1 0 - '1 '1 - , )  

Career Mana ement  F i  _ s. Documen ts  rel ated to formula t i ng and 
d i rec t i ng a pl anned sy  em for t he progressive development of 
employees and to provide source  of input to mee t  cont i nuing 
staff i ng requiremen ts wi thi  des ignated career occupat ional 
f ields. Inc l uded are coord i n  t i ng ac tions , stud ies , interpre­
tations , and publ i shed record c ies of i n struc t ions ; DEA wide 
l et tersi; messagesi; news lettersi; a simi lar or rela ted documents. 

Di spos i t i on : Destroy 5 years a f t eri s tern is  superseded or 
obsol e te. 

* Re served 
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nal  I nventor Files. Documen ts  reflecting qua l i fica­
t ions , a i l abi l i ty , apprai sals , and other data  on person s 
reg i st ere in  spec i f ic career fiel d s. Incl uded are forms , 
pr i n toutsi,· nd s imi l ar or rel a t ed doc umen ts. 

Di sposi t ion : Destroy 2 years after ind iv id ua l  is  no longer 
el igible  for c nsiderat ion. 

Fi le No . 560-06 

* De lete. * 

irement  F i l es. Documents  refl e c t i ng -----,---------,----...---,------trai nee input requ irement i n  occupat ional f i e lds. Included are 
l et ters , forms , pr i n tout s , and simil ar or rel a ted documen ts. 

Di spos i t ion : De stroy 2 year after t he end of t he f i sc�l year for 
training input requi remen ts. 

* * F i l e  No . 5 60-08 (N I - / 7o- 'is B  
S ecial  A ent  Career Mana ement F i  s. Doc uments  ref l ec t i ng 
offers  or not ices of assignment toi p s t s  of i nd icated preference. 
Al so inc l uded are of f i ces of preferen e by ag ents  sel ec t i ng the 
i nves t igative career pa th or i nd icat i n  t he management c areer 
pa th , and computer-generated pr i n tout s erived from thi s informa­
t ion. Doc ume nts  may i nclude pol icy  or p s i t ion papers , corres­
pondenc e ,  copies  of SF-52 ' s ,  and simil ar r rel ated documents on 
t he of fice of preference program. 

Dis�os i t ion : a. Ass ignment not i c es and pol " c y documen t s  or 
pos i t ion papers :  Destroy after  3 years. b .  Agen t-f i l ed career 
and office  of preference formsi, and computer p i n touts of the 
associa ted database : Destroy a f ter 1 year. 

ev i s ion 
** Add i t ion 
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File No . 560-09 

Non- 1 8 1 1  Career Managemen t F i les . Doc uments ref l ec t i ng of fers or 
not ices  of a s s ignment to pos i t ions app l i ed for . Includ ed are 
acceptance lettersi; wel coming lettersi, and other correspondence 
rela ted to t he assignment . Documen ts  may include pol icy or 
posi t ion papers , copies of SF-52 ' s ,  travel ord er s , and similar or 
related  documentsi. 

Di spos i t ion : Destroy after 3 years . 

File No . 560-10  

Home Leave F i les . These files  consist  of reques t s  by employees in 
foreign  offi ces for home leave upon completing 2 years overseasi, 
in  conj unc t ion wi th renewi ng thei r  tour for an add i t ional 2 years . 
Included are coord ina t i ng ac t ions and approval s at d es ignated 
level s .  

Di spos i t ion : Destroy when 5 years old . 

File No . 560- 1 1  

S tudent  A s s i s tance and Employment  F i les . Documen t s  consist  of 
pol icy  or pos i t ion papers concern i ng the s tay- i n-school , summer 
hire , and cooperative ed uca tion programs . Inc l uded are wr i t ten 
agreements  wi th the s tudents and the school s ; app l i cat ions , 
transcript s ,  work plans and schedulesi, recommendat ion s by DEA and 
school s ta f f  membersi, copies of pos i t ion descript ionsi, required
repor t s , correspondence , and simi lar or related paper s .  

Di spos i t i on :  a .  Fi les perta i n i ng to individual s tud ents : 
Destroy 3 y ears af ter the student  has been ei t her dropped from the 
program or h i red by DEA . b .  Other F i l es : Des troy when 3 years
old . 

File No . 560-12  

Orientat ion F i les . Documents  con s i s t  of prog ram pol icy  and 
procedura l memoranda , brochures , handouts , not i f icat ions of 
ori entat ions , l i sting s , ag endas , coordinating  ac t ion s , and simi lar 
or related doc umentsi. 

Di spos i t ion : Destroy after 3 years . * *  

* *  Add i t ion 
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PERSONNEL WELFARE AND GRI EVANCE PILES 

These f i les pertain  to employee work sc hedulesi, serv ices and 
fac i l  i �/es , and gr ievances. 

,_..__

____....,.____ _ ( NC l - 1 ? 1- '1 '1 - I) 

Hours of  '\·k Fi les. Documen ts  rel a t i ng to the estab l i shmen t of 
wor king hou · , , staggered shi fts , hol iday staf f i ng , and s im i l ar 
mat ter s af fec · ng the work sc hedule of civ i l ian empl oyees. 
Incl uded are co d inat ing ac t ions , s tud ies , i n terpretat ions , and 
pub l i shed record opies of instruc tions ; let ter s ; messages ; and 
s im i l ar or relate ocurnents. 

D i spos i t ion : no longer effec ti ve. 

F i l e  No . 570-02 ( A)l \ - I 'l 0-, ,  7 - 1) 
·-. '•

Employee Service Case F i les. ·,._ ., c umen t s  rel ated to consideri ng , 
approv i ng or  di sapproving , es tab , · s h i ng or d i scont inu i ng spec i f ic 
empl oyee serv ices or fac il it ies su h as med ical and hea l th 
serv ices ; recreat ion ; and pub l i shed ' ,  eco rd copies of i n s truct ions ; 
let ters ; o rders , and sim ilar or rel at doc umen t s. 

D i spos i t ion :  Des troy 5 year s  a f ter d i sap roval or d i scont inuance 
o f  the serv ice or fac il ity. 

Fi l e  No . 570-03 

* M i sconduct Appeal and Grievance Case F i les. Documen t s  reflec ting 
ac t ions  taken on appeal s and g r ievances subm i t ted by DEA 
empl oyees. Incl uded in each case are employee griev ance record ; 
dec i s ions del ivered , includ i ng record s  of griev ance comm i t tee ; 
rev iew dec i s ions ; and similar or rel ated doc umen t s. 

Di spos i t ion : Destroy 3 years af ter case is  c losed. 

File  No . 570-04 (tJ I - i ?O- e6- I )  
Perf ormance-Based Act ion F i les. Doc umen t s  ref lec t i ng the resul t s  
o f  per formance-based ac t ions such as appeals , grievances , 
remov al s ,  demotions , wi thin grade inc reases , etc. Incl uded are 

* Rev i s ion 
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the employees rating documen t s i, responses in mi tigationi, decis ions 
delivered , review dec i s ions , and sim i l ar or related documents. 

Di spos i t ion : Destroy 3 years after fi nal  resol ution. * 
,,, 

o .  · 510-05 ( rv l- 1 70- 8Co - l )  
Ret ireme t F i l es. Documents  reflecting an employee ' s  reti rement 
applicati  n,  accrued bene fi ts , and assoc iated papers related to 
the employ e .. ' s  reti remen t el igibil ity. 

Di spos i t ion : 3 years a f ter approval or d i sapproval for 
re tiremen t. 

F i l e  No . 570-06 ( l -,l '7{)- S,b - l )  
F i tness for Duty F ilis. Documents  rel ated to determinat ion of an 
employeeis f i tness fo duty in DEA. 

Di spos i t ioni: Destroy case is  closed. 

Fi l e  No . 570-07 ( tJ l -f �o-8 -1)  

Heal th/L i f e  Insurance Fi les. ocuments used in determin i ng heal th 
and/or l i fe i nsurance bene f i ts or which  an emp loyee is  e l igible. 

Di spos i t ioni: Destroy r final  resolut ion. 

F i l e  No . 570-08 (N l- /?o- 8&,-I) 
Death Claim  F i l es. Documen t s  relating  determinat ion of 
bene f i t s  to  an employee ' s  estate  or 

Di spos i t ioni: Destroy 3 years after final  

Personal  InJury Fi les. Documents and related med · cal  and 
i nves tigatory record s rela t i ng to on-the-job i nJ ur es , whether or 
not a claim for compensat ion was made , exc l uding co · es filed in 
the Of f i c i a l  Personnel Folder. 
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D i s p o s i t i o n : * C u t -o f f  o n  t e r m i n a t i o n  o f  c o m p e n s a t i o n  o r  w h e n  
de a d l i n e  fo r f i l i n g  a c l a i m  ha s pa s s e d .  D e s t r o y  3 y e a r s  a f t e r  
C U t -o f f  • * 
F i le No . 5 7 0 - 1 0  

D i s c i p l i n a r y / A dv e r s e  A c t i o n  F i l e s . C a s e  f i l e s  an d re l a t e d  r e c o r d s in  
r e v i e w i n g a n  Adv e r s e  Ac t i o n  ( D i s c i p l i n a r y  or  No n- Di s c i p l i n a r y  
R e m o v a l , Su s p e n s i o n , Le a v e  Wi t ho u t P a y , Re d u c t i o n - i n - F o r c e ) ag a i n s t 
a n  e m p lo y e e . In c l u d e d i n  e a c h c a s e  i s  a co p y  o f  t he p r o p o s e d  a c t i o n  
w i t h  s u p po r t i n g  pa p e r s ; s t a t e m e n t s  o f  wi t n e s s e s ; e m p l o ye e ' s  r e p l y ; 
h e a r i n g no t i c e s ; r e p o r t s  a n d  d e c i s i o n ; r e v e r s a l  o f  a c t i o n ; a n d  a p p e a l  
r e c o r d sn. 

D i s  p s i t i o n : De s t r o y  4 y e a r s a f t e r  ca s e  i s  c l o s e d .  

F i le . o .  5 7 0 - 1 1 ( C. rz.  S Nt>-• /- 2, '-, Q )  

o u n s e l i n  R e co r d s . Do c u m e n t s  r e l a t i n g to i n t e r v i e ws , 
an d r e l a t e d  r e co r d s o f  a s s i s t a n ce p r o v i d e d  to  em p lo y e e s . 

D i s po s i t i o n : 3 y e a r s  a f t e r  t e r m i n a t i o n  o f  co u n s e l i n g . 

F i l e No . 5 7 0 - 1 2  

P e r s o n n e l We l f a r e  a n  G r i e v a n c e  P r o r a m  M a n a  e me n t  F i l e s . Do c u m e n t s  
r e l a t e d  t o  e s t a b l i s  i n  a n d  a dm n s t e r i ng t e p r o g r am s  i n  t h i s  a r e a . 
I n c l u d e d a r e  co o r d i n a t i n a c t i o n s , s t u d i e s , i n s t r u c t i o n s , au t ho r i z i n g 
d i r e c t i v e s , i n t e r p r e t a t i o , me s s a g e s , a n d  s i m i l a r  o r  r e l a t e d  
d o c u m e n t s n. 

D i s po s i t i o n : a .  O f f i c e o f  Re D e s t r o y  a f t e r  5 y e a r s . b • 

O t h e r  O f f i c e s : De s t ro y  a f t e r  3 

F i l e No . 5 7 0 - 1 3 ( G R S  l -2 3 a )  

P e r f o r m a n c e  App r a i s a l P r o gr a m  F i l e s . Re c o r d s  co n s i s t  o f  l e t t e r s  o f  
i n s t r u c t i o n s , i n t e r p r e t a t i o n s  o f  r e g u l a t i o n s , m e mo r a n da , o t he r  
c o r r e s po n d e n c e , an d do c um e n t s  us e d  i n  a d m i n i s t e r i n g  t h e  p e r f o r m a n c e  
a p p r a i s a l  p r o c e s s  a n d  p r o g r a m .  E x c l u d e s  p e r f o r m a n c e  r a t i ng s  ( D E A  
Fo r m  4 6 0 ) wh i c h ar e f i l e d  in  0 2 0 -0 3  a n d  5 5 0 -0 1 .  

D i s po s i t i o n :  De s t ro y  w h e n  3 y e a r s  o l d ,  o r  w h e n  no lo n g e r  n e e d e d , 
wh i c h e v e r  i s  s o o n e r . 

F i le No . 5 7 0 - 1 4  

S A C / C A  R a t i n9 I npu t F i l e s . Co n s i s t  o f  l e t t e r s  o f  i n s t r u c t i o n s , wo r k  
s h e e t s , m e e t i n g no t e s  a nd o t h e r  d o c u m e n t s  a c c um u l a t e d  to p r o v i de 
i n p u t  fo r d e t e r m i n i n g  m i d- y e a r  p e r f o r m a n c e  r e v i e ws an d annua l p e r f o r ­
m a n c e  r a t i ng s  f o r  S p e c i a l  Ag e n t s  i n  C h a r g e  a n d  Co u n t r y  A t t a c h e s . 

D i s p o s i t i o n . De s t r o y  wh e n n� y e a r s  o l d  o r  wh e n  no lo n g e r  ne e d e d , 
whi c h e v e r  c o m e s f i r s t n. 

* R e v i s i o n  
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PERSONNEL REDUCTION-IN-FORCE F ILES 

These f i les  relate to e l iminat i ng personnel from the DEA work 
force throug h red uc tion- in- force. 

Reduc tion- n�Force Data Fi les. Documents ref l ecting name of 
employee , d te , posi tion , grade , last  per formance rat i ng , 
compe t i t ive "iiel code , and simi l ar in formation. Incl uded are· 
punched card s , ard forms , l i s t i ngs , and simi l ar or rela ted 
documents.  

Di spos i t ioni: y when no longer requi red for reference. 

File No . 580-02 ( Nl I - I 
Compe t i t i ve Level Fil es. · c uments  ref l ec t i ng compe t i tive level s 
within  areas serviced by t he�iEA personnel o f f i c er whi ch are used 
as a ba sis  for preparing rete� ion  reg is ters. Inc l uded are card s i,
l i s t i ngsi, and simi lar or rela tJ , documents. ·."'· 
Di sposi t ion : Destroy when no loni required for reference. 

Fi le No . 580-03 ( tJl I- l ?v - 'l '7 - I )  
Reten tion Reg i s ter Fi les. Doc umen ts  re f l e i•, ·.i ng reten tion  groups
of employees accord ing to tenure , l eng th of ·iE:;! rv i ce , performance 
ra tings , and veterans perference. Inc l uded a reg is ters and.
s imi lar  or related documents. 

Di spos i t ion : Destroy when 2 y ears ol d , unless  
pend ing. 
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INCENT IVE AWARDS COMM ITTEE FILES 

These f i les  relate to approvi ng , d i sapprovi ng ,  and repor ting 
awards by incentive award commit tees. 

File  No . 590-01 

Incentive Awards Program Managemen t F i l es. Doc umen ts related to 
program/pol icy guidance in  t he daily  opera tion of this  program. 
Inc l uded are coord inating ac tions/ studies , instruc tions , 
author i z i ng d i rec tivesi, interpretat ionsi, messagesi, and sim i l ar or 
related documents. 

Di spos i t ioni: a. Of fice  of Recordi: Destroy after 5 years. b. 
Other offies : Destroy after 3 years • 

..;;__;;_�_;______:;___:..�_:..���_.:;,;�-F�i�l�e�s. Documents ✓ Jsed to provide 
sta t i s t ical  ini• rma tion on participation , approvals , savi ngs , or 
other aspects  of he incentive awards prog ram. Incl uded are 
retai ned copies of eportsi, report correc tionsi, and sim i l ar or 
related documents. 

Di spos i t ioni: Destroy ears after data were  reported. 

File No . 590-03 

Incen t i ve Award Case F i l es. cumen ts rela ted to submi ttingi, 
eval uat i ng , and approvi ng or di  -approvi ng each i ncen tive awards 
case. Inc l uded are types of  awa s as suggest ionsi, Sus tai ned 
Superior Performance , Spec ial Servi ce , or Cer t i f i cate of 
Ac hievement. 

Di spos i t ioni: Destroy 2 years after fi n ac tion. 

File  No . 590-04 (Nt 1- I "lo- '1 1 - 1) 
Employee Suggestion Control and SubJect I ndex F i l es. Documents 
used as a suspense con trol of employee sugg est ions on wh ich ac tion 
i s  not compl eted , and as a subj ec t index to comple ted suggest­
ions. 

Di spos i t ion : Transfer from con trol f i le  to subj ect index fi l e  
upon f i nal d i sposi tion o f  suggest ion. Destroy 2 years after final  
d i sposi tion of  suggestion. 
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ENFORCEMENT F ILES  

The se f i les  relate to those ac t ivi t i es of  drug/ narco t ic en force­
men t  pertain ing to criminal / regul atory investigations , drug abuse 
preven t ion , and other en forcemen t-rela ted operat ions. 

File No 

Jur i sd i c t i  nal  Responsib i l i t y  F i les.  Documen t s  rel ating  to 
determining nd establ i shing t he scope and respon sib i l i ty of DEA 
for drug abus . preven t ion ; de tec tion  and inves t ig at ion of 
drug/ narco t ic imes and offenses ; and apprehens ion , re straint , 
and cus tod y of  fenders or suspec ted of fenders. Included are 
agreements  with  o her Federal agenc ies  or c iv il aut hor i t ies , and 
sim i l ar paper s. 

D i spos i t ion : a. Of fe" ces per forming DEA-wide  sta f f  responsi­
b i l i ty : ( 1 )  Record co ' of agreement  and implement ing 
instruc t ions : Permanen t�� Tran sfer to Fed eral record s center when 
5 years o l d. Of fer to NA . when 15 years o ld. ( 2 )  Other 
documen tse: De stroy 8 year \-.?tfter termination  of ag reemen t or· funct ional responsib i l i ty. Other o f f ices : De stroy  5 years
after terminat ion of  ag reemen fun c t ional respon sibil i t y. 

F i l e  No . 60 1-02 (N� I- J'l o -1'7- ,) 
I nvest igat ive Techn ique Fi les. Doc n ts rel ated to determin ing 
and d i s sem inating the techn i quese, me t n  dse, and procedures to be 
used  in inves t igating  and report ing dru narco tic  criminal and 
regul a tory ac t iv i t ies and offenses. IncI  d ed are wr i t ten 
guidel ines pertaining to usi ng spec ial i zed equipmen t  in support of 
inve s t iga t ions.  

Di spos i t ion : a. Of f ices re spon sible  for dire ting  or developing
techn iquese, methodse, and procedurese: De stroy 5 ears a f ter 
terminat ion of  funct ional requirement .  b. Other officese: 
De stroy 3 years a f ter terminat ion of  funct ional re 

File  No . 601-03 (IJC. t - l ?o- '1 '1 - 1) 
En forcemen t  Con f ident ial Fund F i les.  Documen ts  wh ich  rel e to 
expend i tures  of  spec ial fund s to cover expenses incurred i n  
d i sc harg ing as sig ned dut ies of  cr iminal  invest igators not 
otherwi se payable from other DEA fund s. Funds are used for 
purchase of  ev idence and purchase of  in fo rmat ion. 
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D i spos i t io : a. Of f i c e s  per form ing DEA-w i d e  sta f f  respo n s i­
b ility : De troy 8 years a f ter vouchered ex pend i t ure. b. Other 
o f f i c e s c: roy  5 year s after vouchered ex pend i t ure.  

File  No . 601-04 

E n forceme n t  Program Doc umen t s  created in plan n ingc, 
coord ina t ingc, exec ut i , and r ev iewing cour ses o f  act ion for 
c ur ta il ing the illeg al od uc tionc, d iversionc, and traf f i c king of 
drug s  and narcot ics. �n uded are i nve s t igat ive and c ompliance 
prog ram s , surveys , stud ie s ,  operations  of ta sk forces  and other 
spec i ali z ed un i t s ; and prog m status  reports. The se f iles are 
exclus i v e  o f  the general prog am files tha t are id e n t i f ied in 
Subchapter  623  o f  the Agen t s  M ual. 

D i spos i t ionc: a. Of f ices  respo n s  for d irec t i n g  or dev eloping 
i nve s t ig a t iv e  and compliance prog r s :  ( 1 ) Record copy of  sub­
stan t iv e  documen tation relating  toc e orcement  prog ram s c: Per­
manent. Tran s fer to Fed eral r ecord s c n t er when 5 years old. 
Offer  to NARA when 1 5  year s old .  ( 2 )  0 e r  document s c: De stroy 5 
year s a f t er term inat ion of  func t ional req irement.  b. Other 
o f f i c e s c: De s troy 5 year s after  term inat i of  func t ional 
requi r ement .  

F i l e  No . 601-05 

Criminal I nv e s t igator Cross-Designat ion F iles. Doc umen t s  relating 
to the a s s ig nment , term inat ion , or wi thdrawal o f  c ro s s-de s ignation 
of  c r im i n al inv estigator s  as Cus tom s Of f ic e r s  ( Ex c epted ) ** and 
deput i za t ion  o f  law en forcement o f f ic i als to make arre s t s  under 
the autho r i t y  of DEA criminal inv e s t igators.  Included are 
applicat ion s , recommendat ions , approv als , d i sapprovals , and 
r elated paper s. * *  

D i spos i t ionc: De stroy 35  year s  after  termination  or wi thdrawal of 
c ro s s-d e s ig n a t ion author i ty. 

File No . 601-06 

E nforcement A c t i v i t ies  Repo r t 1  g F iles. Repo r t s  con tain ing 
stat i st ic al and narrat iv e  data � a t i ng to drug/ n arco t ic casesc, 
compliance  v iolat ion s ,  drug se i zu s ,  in telligence  operation s , 
and o ther en forcemen t ac t iv i t ies. elud ed are the weekly , 
b iwee kl y , and monthly ac tiv i t y  repo r t  -, _ _ _ mon thly wor k  hour and 
proJ e c t  s ummar ies , feeder repor t s , and on solida t ed repor ts  and 
analyses.  Doe s  not include  repo r t s  per tac· ing to en forcement 
prog r am s c, as  s uch repor t s  are i n clud ed wi tn the program f iles. 

** Addition 



�� 

Append i x  0750A 
Page 9 7  

a. Of f i ce per formi ng DEA-wide s t a f f  respon s i­
b il i t y : · ( 1 )  Record copy of annual repo r t s : Permanen t. Trans fer 
to Feder 1 record s cen ter when 5 years old. Of fer to NARA when 15  
year s old ( 2 )  Con sol idated datac: Des t ro y  5 years after prepar­
1 ng report ( 3 )  Feeder repo r t s  and s im ilar d a ta : De stroy 1 year
a f ter prep�, 1ng report.  b. Other of f i cesc: Destroy 3 year s after 
prepar i ng rJ ort. 

··c
·,\
\,

File No . 60 1-07\ 
\,

Numbered I nves t {\ t 1ve Case F iles.  DEA repo r t s  of  invest igation 
concer n i ng o f fen s� rela ted to v iolat ions of  drug/ narco t ic laws 
and required inspe� · on s  of reg i s tran t  ac t i v i t ies.  Included are 
DEA repor t s  o f  inv�\ · g a t ion ( DEA Form 6 )  and support i ng 
documen t s .  ·\ 

Di spo s i t ionc: a. reated in 1 968 and afterwardc: 

( 1 )  Or ig inat ing dome s t i c  · o  f ices and I nves t ig a t ive Record s Un i t , 
Record s Man agemen t Sec t ion· ,  will tran s fer closed case files when 
1 0  years  oldc, in 1 year g rou s ,  to Federal records cen ter. Case 
f iles opened longer than 1 0  y ar s will be reta ined un t il closed 
and t hen trans ferred to Federa record s cen ter. Destroy when 25 
year s old ( i. e.c, 25 years fromc' ate the file wa s opened ) or 1 0  
year s from d a te o f  la s t  correspo dencec, whic hever date i s  later. 

( 2 )  Or ig inating fore ign offices  wi 1 tran s fer closed case files 
when 3 year s oldc, in  1 year g roupsc, to Federal records cen ter. 
Case f iles opened longer than 3 year will be retained un t il 
clo sed and t hen transferred to Federa ' , records cen ter. De s troy 
when 25 year s old ( i.e.c, 25 year s afte '\ date the file wa s opened ) 
o r  2 2  years from date o f  la s t  correspon '�n ce , whichever d a te i s  
later. 

'\ 
b. Files created pr ior to 1 968 : Or ig inat�  � D i s t r i c t  and 
Res ident Of f ices and Invest igative Records · - it , Records Manage­
men t Sec t ion , are aut hor i zed to destroy all o sed FBN case files 
tha t  were opened in 1 955  or earlier. Trans fe closed FBN and BDAC 
case f iles opened after 1 955 to Federal record cen ter in calendar 
year 1 98 0. Open case f iles will be re tained un - �. closed and t hen 
tran s ferred to Federal records center. Destroy en 2 5  year s old 
( i . e.c, 2 5  years from da te t he f ile was opened ) or 0\ years from 
date o f  las t  correspondence , wh i c hever date i s  late • ·  ·, 
c. Field o f f i ces will d i spo se o f  case f iles or ig inat  d '-by  other 
Di s t r i c t  or Res i den t Of f ices accord ing to File No. 601 1 2� 
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d .  c a r d s  may be de s t r o y e d  cu r r e n t l y  wh e n  t h e  c o r r e s p o n d i ng  
f i l e s  a e d e s t ro y e d ;  or  t he y  m a y  b e  r e t a i n e d  and  d e s t ro y e d  i n  y e a r  
2 0 0 4 . 0 f i c e s  ha v i n g a NAD D I S  t e r m i n a l  may  d e s t r o y  i n d e x  car d s  
f o r  i n v e s  i g a t i v e  r e p o r t s  da t e d  f r o m  Ju l y  1 ,  1 9 7 5 to p r e s e n t· 
d a t e n. 

N o t e : ye a r s  o f  fi l e s  ma y b e  he l d  a t  t h e  f i e l d  o f f i c e 
u n t i l  o n e c u  f o o t ( o ne bo x )  o f  f i l e s  a c c u m u l a t e s . 

''\ 
F i  1 e No • 6 0 1 -·0 

\•
G e n e r a l I n v e s t �  D E A  r e po r t s  o f  i n v e s t i g a t i o n  t ha t 
a r e  l i m i t e d  i n  s c  p e  co n c e r n i ng i n d i v i d u a l s , f i rm s , s h i p s o r  
r e l a t e d  s u bj e c t s ·  p r t i n e n t  to v i o l a t i o n s  o f  d r u g  na r c o t i c  laws  o r  
D E A  r e g i s t r a n t  a c � i  i t i e s . I n c l u d e d  a r e  n u m b e r e d  a n d  u n n u m b e r e d  
g e n e r a l  i n v e s t i g a t i v f i l e s . Na m e  an d pr o g r a m  g e n e r a l  f i l e s  
p r o c e d u r e s  a r e  o u t l i n  d in C ha p t e r  6 2  o f  t he D E A Ag e n t s  M a n u a l .  

\ 

\
D i s po s i t i o n : a .  Un num e r e d  f i l e s : ( 1 )  T r a n s f e r  f i l e s  t o  Fe d e r a l  
Re c o r ds Ce n t e r  i n  c a l� n  r y e a r  1 9 8 0 .  De s t ro y  i n  c a l e n d ar y e a r
1 9 9 5 . ( 2 )  U n n um b e r e d  f i  s s e n t  t o  Fe d e r a l  r e c o r d s  c e n t e r  pr i o r 
t o  1 9 8 0  w i l l  b e  d e s t ro y e d  f t e r  1 5  y e a r s  i n  F e d e r a l  r e c o r d s  
c e n t e r n. 

b .  Num b e r e d  f i l e s : i n a ti n g  do m e s t i c o f f i c e s  a n d  I n v e s t i -
g a t i v e  Re c o r d s  Un i t , a n a g e m e n t  S e c t i o n , w i l l  t r a n s f e r  
i n a c t i v e  f i l e s  ( i . e . ,  5 y e a r s  f t e r  da t e  o f  l a s t co r r e s p o n d e n c e )  
t o  F e de r a l  r e c o r d s  c e n t e r  1 0  y e  r s  f r o m  t he da t e  t he f i le wa s 
o p e n e d .  F i l e s  s t i l l  a c t i v e a f t e  1 0  y e a r s  wi l l  be r e t a i n e d  un t i l  
t h e y  b e c o me i n a c t i v e  a n d  t h e n  t r a  s f e r r e d  to  F e d e r a l  r e co r d s  
c e n t e r . De s t r o y  wh e n  2 5  y e a r s  o l  ( i . e . ,  2 5  y e a r s  f r o m  da t e  t h e  
f i l e wa s o p e n e d )  o r  2 0  y e a r s  f r o m  t e  o f  l a s t  c o r r e s p o n d e n cen,
wh i c he v e r  da t e  i s  la t e r . 

( 2 )  Fo r e i g n o f f i c e s  wi l l  t r a n s f e r  i n a  t i v e  f i l e s  2 ye a r s  a f t e r  
da t e  o f  l a s t  c o r r e s po n d e n c e )  t o  F e d e r a  r e c o r d s  c e n t e r  3 y e a r s
f r o m  da t e  t h e  f i l e  wa s o p e n e d .  F i l e s  · s  i l l  a c t i v e  a f t e r  3 ye a r s  
w i l l  b e  r e t a i n e d  un t i l  t he y  b e c o me i n a c t v e  a n d  t h e n  t r a n s f e r r e d  
t o  Fe d e r a l  r e c o r d s  c e n t e r . De s t r o y  wh e n· 5 y e a r s  o l d ( i . e . ,  2 5  
y e a r s  f r o m  da t e  t he f i le wa s o p e n e d )  o r  2 3  y e a r s  f r om d a t e  o f  la s t  
c o r r e s p o n d e n c e , wh i c he v e r  da t e  i s  l a t e r . 

c .  * F i e l d o f f i c e s  w i l l  d i s p o s e  o f  g e n e r a l  i n  e s t i g a t i ve f i l e s  
p r e p a r e d  by o t h e r  D i s t r i c t  o r  Re s i d e n t  Of f i c e s  i n  a c c o r d a n c e  wi t h  
F i l e  No . 6 0 1 - 1 2 . * 

N o t e : Mu l t i p l e ye a r s  o f  f i l e s  m a y  b e  he l d  a t  the  o f f i c e  
u n t i l  o n e c u b i c  f o o t ( o ne bo x )  o f  f i l e s  a c c u m u l a t 

F i l e No . 6 0 1 - 0 9  

C o o pe r a t i ng I n d i v i du a l  F i l e s . Do c um e n t s  r e f l e c t i n g  i n  o r m a t i o n  
co n c e r n i n g c o o p e r a t i ng i n d i v i d u a l s  r e l a t i v e  t o  d r u g/ n a r  
o f f e n s e s .  

* R e v i s i o n  
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D i spo i t ion : a. Unnumbered f iles : Tran s fer inac t ive f iles ( 5
f ter date of last correspondence)  to Federal record s center 

ar year 1 97 9. Ac t ive f iles will be re tained un t il they 
become i c t ive and then tran s ferred to Federal record s cen ter as  
ind i c a ted · n  paragraph b .  below. De s t roy in c alend ar year 1 9 93 or 
20 year s f m date of last  correspondencec, whi chever date is 
la ter. 

b. , · les wi th repo r t i ng ( or ig inating ) of f i ce designator : 
\ 

( 1 )  Dome s t ic o f �: ces will trans fer inac t ive f iles ( i . e . c, 5 years 
a f ter date of las correspondence ) 1 0  year s after date the files 
were opened , in 1 \  ear groups , to Federal records cen ter ( CI f iles 
will not be sent t6 the cen ter a t  Laguna Niguel , CA ) .  See 
Append i x  0755A  for a li st  of  the Federal records  cen ters. Of f ices 
having files st ill ac ive after 10 year s , will retain  the file s  
un t il they become ina� ive and forward the f iles to Federal 
record s cen ter. De stro when 2 5  year s old ( i. e.c, 25 year s from 
date the f ile was opened, or  2 0  years from d a te of  la st  corre­
spo ndence , whi chever datJ , i s  later.  

· .. 

( 2 )  Fore ign  o f f ices will ti s fer inac t ive f iles ( i . e.c, 2 year s 
a f ter date o f  last  correspon nee)c, 3 years from date the file wa s 
openedc, i n  1 year g roupsc, to deral record s cen ter. O f f ices 
having  file s  st ill ac tive afte 3 year s will reta in  the files 
un t il they become inac t ive a nd ans fer the f iles to Federal 
record s cen ter. De stroy when 2 5  ear s old ( i. e , 25 year s from 
date the f ile was opened ) or 2 3  ye rs  from d a te of  las t  
correspondencec, whichever date is  1 ter. 

Note : The sen s i t ivity  of these f iles re uires  that they be s tored 
in a vault or class i f ied area of the F deral record s cen ter. 
The se f iles will be sealed in record s c n ter boxes and delivered 
b y  the DEA ac tivi t y  to the Federal recor s cen terc, pic ked up and 
receipted for by the record s cen terc, doub e wrapped a nd sent b y
reg i s tered mail return receipt through US P forwarded by
d i plomat ic pouch. These boxes and SF- 1 3 5  w 11 be anno ta ted wi th 
the spec i al handling marking '' NOT TO BE OPEN BY NARA ; RESTRICTED 
TO DEA PERSONNEL".  

c .  Numbered files wi th ano ther o f f ice desi g n a t  F iles 
per t a i n i ng t o  coopera t i ng ind ividuals of  ano ther i s tr i ct  or 
Re s iden t  Of f i ce may be destroyed when the las t  co espondence in 
the f ile s i s  2 years  old. Pr ior to destruc t ionc, t n s fer the 
orig inal copies of paymen t voucher s ( DEA  Form 1 03 ) the office  
tha t e s tabli shed the coopera t i ng ind iv idual. Also , r ward cop ies  
o f  s t a tus reports  or correspondence no t previously sen to the 
e s tabli shi ng o f f ice ( do not send cro s s- f ile copies of  ·br ie f i ng 
repo r t s ) c. 

Notec: Mul tiple year s of files may be held at the field 
un t il one cub ic foot ( one box )  of f iles accumula tes. 
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File No. 601-11 
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F i l e  {Nl l - 1 '10 - 77- 1) 
F i l e s . Do c um e n t s  c o n t a i n i n g a ch r o n o l o g i c a l  ------=--.---------,---

e n  t a c t i v i t y  d e v e l o p e d  f r o m  r e p o r t s , c o m p l a i n t s , 
i n c i d e n t s , o i n f o rma t i o n  r e c e i v e d , a n d  a c t i o n  t a ke n . 

D i s p o s i t i o n : 3 ye a r s  a f t e r  j o u r n a l  e n t r y  d a t e . 

F o r e i  n C o u n t r Do c um e n t s  r e l a t i n g t o  d r u g / na r c o t i c  
i n  a f o r e i g n c o u n t r y . T h e s e  f i l e s  i n c l u d en: 

a .  Co r r e s p o n d e n c e  wi  f o r e i g n  go v e r nm e n t s  c o n c e r n i n g i n t e r -
n a t i o n a l  c o o p e r a t i o n  i n  e n f o r c e m e n t  a c t i v i t i e s  a nd d o c um e n t s  
c o n c e r n i ng m e t ho d s  us e d  o c o n t r o l  i n t e r n a t i o n a l  t r a f f i c ki n g i n  
n a r c o t i c s ; a g e nd a , m i n u t e  , a nd r e p o r t s  o f  m e e t i ng s  a nd c o n f e r­
e n c e s  o n  n a r c o t i c  c o n t r o l ; a nd d o c um e n t s  c o n c e r n i n g D E A  
p a r t i c i p a t i o n  i n  n e g o t i a t i o  s c o n c e r n i ng i n t e r n a l  n a r c o t i c c o n t r o l  
m a t t e r s , i n c l ud i ng  p o s i t i o n  

b .  S t u d i e s  o f  d r ug / n a r c o t i c  p o d u c t i o n a nd d i s t r i b u t i o n , a s s e s s ­
m e n t s  o f  an t i - n a r c o t i c s  e f f o r t s  wi t h i n  a c o un t r y ,  d e l i n e a t i o n  o f  
a r e a s  o f  r e s p o n s i b i l i t y  f o r  d r u g  n a r c o t i c e n f o r c e m e n t , p o s i t i o n  
p a p e r s , a n d  s t a t u s  r e p o r t s  o f  d r u  / na r c o t i c  e n f o r c e m e n t . 

D i s p o s i t i o n : a .  Of f i c e  p e r f o rm i n g  D E A-w i d e  s t a f f  r e s p o n s i b i l i t y : 
R e c o r d c o p y  o f  d o c um e n t s  d e s c r i b e d  i p a r a g r a p h s  a .  a n d  b .  ab o v e . 
P e rm a n e n t . T r a n s f e r  t o  F e d e r a l  r e c o r s c e n t e r  wh e n  5 y e a r s o l d . 
O f f e r  t o  NARA wh e n  1 5  y e a r s  o l d . b .  t h e r  o f f i c e s : De s t r o y  5 
y e a r s  a f t e r  a p p r o v a l  o f  p r o g r a m  m a t e r i a  • 

F i l e  N o . 6 0 1 - 1 2  

O t h e r  F i e l d  O f f i c e  I nv e s t i g a t i v e  F i l e s . F i l e s  r e c e i v e d  f r o m 
s u b o r d i n a t e  o f f t c e s  ( Di s t r i c t  a nd Re s i d e n t )  o f  f i e l d  D i v i s i o n s  a nd 
C o un t r y  O f f i c e s  a r e  i n c l ud e d  i n  t h i s  c a t e g o r y .  C o � i e s  o f  DEA  
Re p o r t s  of  I n v e s t i g a t i o n  ( D E A  F o r m  6 )  a nd o t h e r  i nv e s t i g a t i v e 
d o c um e n t s  r e c e i v e d  f r o m  o r  p r e p a r e d  f o r o t h e r  f i e l d  D i v i s i o n s n, 
Co u n t r y O f f i c e s , D i s t r i c t O f f i c e s , Re s i d e n t  O f f i c e s , a nd 
H e a d q u a r t e r s  o f f i c e s . The s e  f i l e s  a r e  e s t a b l i s h e d  a n d  m a i n t a i n e d  
s e p a r a t e l y  f r o m  t h e n umb e r e d  f i l e s  o r i g i n a t ed b y  f i e l d o f f i c e s n. 

D i s p o s i t i o n : De s t r o y  1 0  y e a r s  a f t e r  d a t e  o f  r e p o r t . E a r l i e r  
d e s t r u c t i o n  i s  a u t h o r i z e d w h e n  t he f i l e s  a r e  n o  l o ng e r  n e e d ed f o r  
i n v e s t i g a t i v e  p u r p o s e s . D o  n o t  t r a n s f e r  f i l e s  t o  F e d e r a l  r e c o r d s  
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ENFORCEMENT GRANT PROGRAMS FILES 

File No. 610-01 

Reservedi. 

Fi l e  No. 610-02 

Reservedi. 
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••620 DRUG ABUSE PREVENT ION PILES 

These f i l es rel ate to those ac t i vi t ies performed by DEA in 
coopera t ion wi th : other U. S. Government ag enc i es ; s tate , local , 
�nd fore ign government s ;  plus c i vici, professionali, and bus i ness 
g roups. These goals  of these ac t i vi t i es are to publ icize the 
ef fec t s  and dangers of drug abuse t hroug h : personal appearance 
speak i ng engag ements of top DEA offic ial s ,  sports  fig ures , and 
c i vi c / bus i ness pro fess ionals  knowl edgeabl e  in t h i s  area ; training 
seminars for athletic  coac hes ; drug abuse prevention publ icat ions 
i n  several l ang uages ;  and other prog rams as may be advised. 

Pile No . 620-01 

Demand Reduc t ion Progra� Management F i l ee. Doc uments relat ing to 
es tabl i s h ing and admini ster ing t he daily  opera t i on of the 
f unc t ions of this  prog ram area throug h the program/ pol icy  gui dance 
i s sued. Included are coord ina t i ng ac t ionsi, s tud i esi, memorandai, 
messages , repor ts , instruc t ions , authorizi ng direc t i ves , and 
s imi l ar or rela ted documents. 

Di spos i t ion : a. Of f ice of Record : Destroy af ter 6 years. b. 
Ot her o f f icesi: Destroy af t er 3 years. 

File  No . 620-02 

Demand Reduc t ion ProJect F i l es. Documents received or created in 
pl anning , coord ina t i ng , exec u t ing , and reviewing courses of ac t ion 
for red uc i ng the demand fo r narcotics. Inc l uded are : doc uments 
on sem i nars , publ ic appearances and d i splays , publ i cations , and 
foundations ; promotions by na t ional/ state/ local / pro fessional 
groups , parents , private i ndus tr y , c i vic groups , and spor ts 
figures ; ag reement s wi th med ical groups and law enforcement 
g roupsi; and training prog rams. 
Disposition : 
a .  Headquarters Pro Ject Files : PERMANENT . Retire to the 
WNRC when 5 years old . Transfer to the National Archives 
when 1 �  years old . 
b .  Quartei ly Reports from field divisionse: PERMANENT . 
Disposition instructions as above . 
c .  All  other records : Destroy five years after end of 
functional requirement . 
d .  Other officese: Destroy three years after end of  
functional requirement . 

• •  Add i t i on 
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DRUG CONTROL FILES 

These f iles  relate to the control of  l egally  manufac tured drug s. 

630-01 (N { / - /'I v- ? 'I - 1) 
.;;..;;;�;......;�.;._..;;..;:;...,_....;..;;;.\ 
Dru Eva uat ion F i l es. Documen ts per tai n i ng to studies  and 
technical  ev fews of abuse , produc t ion , and d i stribution of drugs
for the de lopment of drug control requi rements. Inc l uded are 
surveys of r habi l i tat ion fac i l i t i es , s taff  pos i t i on papers , 
copies  of sta e ind Fed eral prog ramsi, stat i s t i c s  on drug 
d i vers ion , age i� of meet i ng s  wi th government  and nongover nment 
of f i c ial s ,  and r l�ted papers. 

Di spos i t ion : r _ iwhen superseded or obsolete. 

File No . 630-02 ( Nt l _;_  _? o - '1 'l - 1 )  
Con trol l ed Subs tances The t Loss Re ort. Doc uments rel at ing to 
repor ts  of  theft  or loss o control l ed subs tances , theft  or loss 
of order formsi, and reports f inves t i g at ion. 

Di spos i t i on :  resol v i ng theft  or loss. 

File No . 630-03 

Prod uct Exempt ion F i l es. Doc uments r a�ing to es tab l i sh i ng 
cri teria  for ca tegori z i ng drug s in  vari us schedules ; coord inat ion 
wi t h  other governmen t ag encies for drug eviews ; appl icat ions for 
ex clusion of nonnarcotic  subs tances from schedule ; appl icat ions 
for ex cept ion of a stimulant or depressant ompound from a 
schedul e ; approval or denial of  excl us i on or except ion ; drug 
schedul i ng pet i t i ons , tran scriptions of drug ar ing s , and review 
dec i sions. 

Di spos i t ion : Destroy when superseded or 

File No . 630-04 {NC l- / ')v- ? ? - 1 ) 

Con trol l ed Substances Repor ting F i l es. Reports account i  
stocks of narcotic  control led substances , excl ud i ng the f t' . oss 
reports. Inc l uded are report s  from manufac turers and impor ersi; 
report s of  d i s tributors and exportersi; reports from manufac t 
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import i ng opi um , reports  of manufac turer s impor t i ng med ic inal coca 
leaves ; reports  f � om manufact urers import i ng spec i al coca leaves ; 
reports  from man ufa turers of bul k mater i a l s  or dosage un i ts ; 
reports  from packag�i, and l abelersi; reports  from importers and 
exporters ;  reports  fr� distributorsi; reports  from manufac turers '-· 
import i ng concentrate of' oppy s traw ; report s  of  d i sposal and 
des t ruc t io n  of controlled � bstances ; feeder repor ts ; consol idated 
report s ;  and anal yses. 

Di spos i t ion : Destroy 5 of report.  

Fi le No . 630-05 

Registra t i on A�i l i cation Fil es. Doc umen t s  per tai n i ng to appl ica­ations by indivi uals  who curren tly  do or propose to manufacture , 
d i s t ributei, or di spense control led subs tances. Incl uded are 
appl icat ion forms for reg i s tra t i on and rereg i strat ion ; approval , 
denia l , revocation , or suspension  of reg i stration ; and  del inquenc y 
not ice o f  reg i s tra t ion. 

Di spo s i t ion : a. Approved reg istration appl icat i ons : Destroy 8 
years after approval of  appl icat ion. b. Admi n i strative coded ' reg i stration  appl ications ( denial , revocation , suspension , etc ) : 
Trans fer f i les  to Federal record s  cen ter 1 0  years a f t er admin i s­
trative  coded ac t ion. Destroy *55*  years after adminis trative 
coded ac t i on. 

File No . 630-06 ( N l  I 

Import/Export Permi t F i leii. Doc umen t s  pertaining to appl ications 
to import  or export controi _ ed subs tances. Incl uded are copies of 
appl ications  for permit to i '  ort opi um or coca leaves ; permit to 
export  con trol led substances ; ·, _ ,. d con trol l ed import/  export 
dec l aration. , 

Di spos i t ion : Destroy 8 years to issue the permi t. 

File No . 630-07 

Con trol l ed Subs tances Order Form F i les. Do ��ents rel ating to 
i s suing ord er forms to trans fer con trol l ed s · s tances ; 
non-acceptance of order forms ; returning unuse ord er forms ; 
cancel l i ng or vo iding order forms ; and al tera t i  " order forms. 

ev ision 



  

  

The annual report noted in sub-item a. ( 1is the public use version of the cumulative fourth quarter 
) 

report of the Diversion Analysis and Detection system ( DADS ) , based on data from item 1220- 1 0 . 
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Di spos i t ion :  Destroy 3 years a f ter i s s u i ng the order form . 

Pi l e  No. 630-08 ( fvl l - / '?o - ? ">  - I )  
Manufac ture and Procurement Quota F i les . Doc umen ts  relat ing to 
est imates  of con trol led subs tances requi red for proc urement , 
manufac turei, stoc kpil ingi, and med ical / sc ienti f i c  use . Inc l uded 
are report s  furnished to the Uni ted Nat ionsi, and sta t i s t ical 
returns on drug prod uction , usei, consumpt ion , importi,i exporti, 
seizure . NOTE : 

and 

Di sposi t ion : a .  Of f ice performing DEA-wide sta f f  responsibil i ty : 
( 1 )  Record copy of annual repor ts requ ired by i n ternat ional 
con vent ions or treat ies ; annual stat i s t i cal summary of the manu­
f ac t ure and domes tic  and in terna tional trade in  na rcot i csi: �­
manenti. Trans fer to Federal record s cen ter when 5 years oldi. 
Of fer to NARA when 1 5  years old . ( 2 )  Other doc umen ts : Destroy 8 
years af ter fi sca l year in wh ich  quota was estab l i shed . b .  Other 
off icesi: Des t roy 3 years after f i scal year in  whi ch quota was 
estab l i shedi. 

Pi le No . 630-09 (Ne..  t - J?O  - 'l ? - 1)  
Reg i s t rat ion Journal Vouc her F i l es . Doc umen ts  relating to receipt  
of  fees  from appl ican ts for reg i s tration or rereg is trat ion of 
con trol led substances , and re fund s to appl icants . 

Di spos i t ion :  Des troy 3 years after approval to issuance permit . 

F i l e  No . 630-10 ( N l  l - l '"1 0 i- 'J 'I  - 1 )  

Drug Iden t i f i cat ion Label Fi les . Drug label s and broc hures wh ich  
l ist  the med i cal i ngred i ents of  drug/ narcot ic prepara t ions that  
are  man ufac tured or distributed by  a spec i f i c  company . 

Di spos i t ion :  Destroy when superseded or obsolete . 
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I NTELLIGENCE PROGRAM P ILES  

Th e s e  a r e  i n t e l l i g e n c e  f i l e s  d o c um e n t i ng t he d a i l y  a c t i v i t i e s , 
r e p o r t s , a n d  p r o g r a m s  of  t h e  DE A i n t e l l i g e n c e  fun c t i on . Inc l ud e d  
a r e  s t u d i e s , r e p o r t s , c o r r e s p o nd e n c e , a n a l y t i c a l a s s e s s m e n t s , 
b r i e f i n g s o, s p e e c h e s o, p l a nni n g  d o c ume n t s ,  and  s i m i l a r  and  re l a t e d  
m a t e r i a l s o. 

* * F i l e N o . 7 0 1 -0 1  

I n t e l l i g e n c e  C a s e  S uppo r t  F i l e s . C o p i e s  o f  f i e l d  re q u e s t s , 
r e s p o n s e s  b y  t he Of f i c e of  I n t e l l i g e n c eo, a nd f i n i s h ed p r od u c t s  
c r e a t e d  f r o m  i n t e l l i g e n c e  fi l e  re v i e wsn, t e l e p h o n e  t o l l  ana l ys e s o,
i n f o rma n t  b r i e f i ng s  and  d e f e n d a n t  q u e s t i o n i ng s , d o c um e n t  a n al y s e s , 
l i n k  an a l ys i s  c h a r t s ,  c a s e  a n a l ys e s , and f i n a n c i a l  i n t e l l i g e n c e  
a s s e s s m e n t s .  The o r i g i n a l  d o c um e n t s  a re f i l ed i n  i nv e s t i g a t i v e  
f i l e s  ( 6 0 1 -0 7 , 6 0 1 -0 � ,  and 6 0 1 -0 9 ) .  

D i s p o s i t i o n :  De s t r o y  wh e n  9 0  d a y s o l d o r  when  no l o n g e r  n e e d e d  
f o r  re f e r e n c e , wh i c h e v e r  i s  s o o n e r . 

P i l e  N o . 7 0 1-0 2 

C o u n t r y  N a r c o t i c  P r o f i l e  F i l e s . Do c ume n t s  re f l e c t i n g ana l ys e s  of  
na r c o t i c s  a c t iv i t i e s  wi t h i n a c o u n t r y  wi t h  i n f o rm a t i on r a ng i n g 
f r o m  c u l t i v a t i o n t o  d i s t r i b u t i o n o f  na r c o t i c s . I n c l u d e d  a r e  
a s s e s s me n t s  o f  t he q u a l i t y ,  q u a n t i t y ,  a nd d o l l a r v a l ue o f  na r­
c o t i c s ; s h i p m e n t  r o u t e s ; mod u s  o pe r and i of  kn o wn d r u g d e a l e r s ; a n d  
d e s c r i p t i o n s  o f  e t hn i c  a nd p o l i t i c a l  g r o u ps i nv o l v ed i n  n a r c o t i c s  
t r a f f i c k i n g . 

D i sf o s i t i o n :  De s t r o y  2 y e a r s  af t e r  i s s u a n c e  o f  p r o f i l e  o r  wh e n  
p r o  i l e  i s  s u p e r s e d e d  o r  o b s o l e t e . 

F i l e N o . 7 0 1-0 3  

N a r c o t i c  T r a f f i c k i ng G r o up F i l e s . Do c um e n t s  re f l e c t i n g ov e r v i e ws 
o f  t h e a c t i v i t i e s  a nd m e t hod s o f  na r c o t i c  t r a f f i c k i ng u s ed b y
i l l e g a l  o r g an i z a t i o n s  and  de s c r i p t i o n s  o f  m e mb e r s  o f  the 
o r g a n i z a t i o n s o. 

D i s p o s i t i o n : D e s t r o y  2 y e a r s  af t e r  i s s u a n c e  o f  t h e  re p o r t  or  wh e n  
r e p o r t  i s  s u p e r s e d ed o r  o b s o l e t e o. 

F i l e No . 7 0 1 -04  

S t r a t e g i c  I n t e l l i ge n c e  P r o du c t  F i l e s . F i n i s h e d  in t e l l i g e n c e  
d o c um e n t s  t h a t  a r e p r o d u c ed b y  D E A  i n c l u d i ng t he m o n t hl y  d i g e s t  o f  
d r ug s  i n t e l l i g e n c e , qu a r t e r l y in t e l l i g e n c e  t r e n d s , na r c o t i c s  
i n t e l l i g e n c e  e s t i ma t e  ( N I E ) ,  D E A  m o n i t o r p r o g ram  r e p o rt a n d  
s i m i l a r  re l a t e d do c um e n t s .  

* *  Ad d i t i o n  
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D i s p o s i t i o n : Of f i c e  p e r f o r m i n g  D E A-Wi d e  s t a f f  re s p o n s i b i l i t y :  
Re c o r d  c o p y : Pe rma ne n t . T r a n s f e r  t o  f e d e r a l r e c o r d s  c e n t e r  w h e n  
5 ye a r s  o l d o, o f f e r  t o  NARA whe n 3 0  y e a r s  o l d o. ( b ) R e f e r e n c e  
c o p i e s : De s t r o y  when  n o  l o ng e r  n e e d ed f o r  r e f e r e n c e . 

F i l e  N o . 7 0 1 -0 5  

D r ug S i t u a t i o n R ep o r t  F i l e s . S t r a t e g i c  r e p o r t s  re g a r d i n g  d r u g
t r a f f i c k i ng a nd smugg l i ng r o u t e s , a nd d r u g  r e l a t ed s t r e e t g a ng 
a c t i v i t i e s o. 

D i s p o s i t i o n :  De s t r o y  2 yea r s  a f t e r  i s s u a n c e  o f  r e p o r t  o r  wh e n  
r e p o r t  i s  s u p e r c e d e d  o r  o b s o l e t e . 

F i l e N o .  7 0 1 -0 6  

I n t e l l i  e n c e  P r e s e n t a t i o n  F i l e s . Na r c o t i c  i n f o rm a t i o n  p r e s e n t a ­
t i o n s  i n c l ud i ng b r i e f i ng s  a nd s p e e c h e s )  t o  C o n g r e s s , h i g h  l ev e l  
o f f i c i a l s ,  a n d  pu b l i c  i n t e r e s t  g r o u p s . 

D i s p o s i t i o n :  De s t r o y  2 ye a r s a f t e r  p r e s e n t a t i on .  E a r l i e r  
d e s t r u c t i o n  i s  au t h o r i z e d . 

F i l e  N o . 7 0 1-07  

S te c i a l F i e l d  I n t e l l i ge n c e  P r o g r a m  F i l e s . D o c um e n t s  c r e a t e d  i n  
po a n n i ng a nd d e v e l o p i ng a s y s t e ma t i c I n t e l l i g e n c e  c o l l e c t i o n 
e f f o r t  t o  fu l f i l l  DEA  o p e r a t i o n a l  re q u i r e m e n t s o. I n c l u d e d  a r e  
o p e r a t i o n a l  p l a n s , S F I P  r ev i e w  c omm i t t ee o p t i o n s , i n c om i n g / o u t­
g o i n g ca b l e s , DEA F o r m  6 ' s ,  f u n d i n g  l o g s , q u a r t e r l y  s t a t u s  re p o r t s  
a n d t e rm i n a t i o n r e p o r t s . 

D i s p o s i t i o n : D e s t r o y  2 y e a r s  a f t e r  t e r m i n a t i o n  o f  f u n c t i o n a l  
r e q u i r e m e n t o. 

F i l e  N o . 7 0 1-08 

F i n a n c i a l  and S pe c i a l  I n t e l l i ge n c e  P r o g r a m  A c t i v i t i e s F i l e s . 
Do c um e n t s c r e a t e d i n  p l an n i ng a nd d e v e l o p i ng s y s t em a t i c  i n t e l l i ­
g e n c e  p r og r a m s  d e s i g n e d  t o  p r o v i d e  g u i d a n c e  and su p p o r t  and o p e r a ­
t i o n a l  o v e r s i g h t  i n  t he i m p l e m e n t a t i on o f  As s e t R e m o v a l  P r o g r a m , 
An t i - M o n e y La u nd e r i ng P r o g r a m s  and O t h e r  F i n a n c i a l  In t e l l i g e n c e  
P r o g r am s  t a rg e t t e d a t  d r ug t r a f f i c ke r s .  I n c l u d e  a re d o c um e n t s  
r e g a r d i n g  as s e t  re m o v a l  t e a m s  and as s e t  r e m ov a l  s t a t i s t i c s , 
m e m o r a nd um s  o f  ag r e e m e n t  wi t h  o t h e r  Fe d e r a l , s t a t e  a nd l o c al 
a g e n c i e s , t h e  e s t a b l i s hm e n t  o f  ca s h  t r a c ki n g ne t wo r ks , d o c ume n t s  
r e g a r d i ng t h e Bank  S e c r e c y Ac t a nd i t s a p p l i c a t i o n i n  r e l a t i on t o  
m o n e y l a u nd e r i n g i n v e s t i g a t i o n s  and  ag r e e m en t s  wi t h  f o r e i g n 
c o un t r i e s  r e g a r d i ng m o n e y l a u nd e r i ng l eg i s l a t i on a nd a c t i v i t y .  

D i s p o s i t i o n : D e s t r o y  3 y e a r s  a f t e r  p r o g r a m  i s  c o m p l e t e d , 
t e rm i n a t ed o r r e p l a c e d o. * *  

* *  Add i t i o n  
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701 -09 .  Audiovisual Records . Videotapes , maps , and 
photogr aphic slides prepared respectively for briefings and 
program documentation . 
a .  Videotapes : Destroy when superseded or obsolete . 
b .  Maps : PERMANENT . Transfer to the National Archives in 
five-year blocks when the most recent record is five years
old . 
c .  Slides : PERMANENT . Transfer when no longer needed to 
the central collection maintained by the agency photogra­
pher , item 3 70-03 . Transfer to the National Archives under 
the disposition instructions provided for that item . 
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EL PASO INTELLIGENCE CENTER FILES 

These f i les  accumulate from t he support e f fort prov ided by EPIC 
rel ative to the interd iction of domest ic  and in ternat ional 
movement  of drugs , al i ens , and weapons. 

File No . 790-01 

EPIC  Lookout F i les. Documen ts  pertain  to inves t i gative informa­
t ion prov ided by EPIC to agencies which reque s t ed lookout ac t ion 
on suspec ted viol ators , aircraft ,  vessel s ,  etc. , involved in 
narcotic  traff icking. I ncluded are handwr i t ten message work­
shee t s , EPI C  Form l 0 ' s  ( when a lookout is requested via tele­
phon e ) i, messages received reques t ing lookouti, DEA Form 6 ' s ,  look­
out mes sag es sent  by ' EP IC  to appl icable  ag enc ies  ( in response to a 
lookout reques t ) i, EP I C  generated pr intoutsi, and result  mes sages of 
f i nd i ng s. Documents  ar e maintai ned by fi scal year , ag enc y  or 
topi c  category. 

Di spos i t ion : Des troy 5 year s after date of last  correspond ence on 
ac t ion i tem. 

File No . 790-02 

EPI C  Wa tch I nquiry Sheet Fil es. Documen t s  consist  of EPI C  Form 
l 0 ' s  which are utili zed for record ing data  received by  telephone 
from ag enc ies  authori zed to request inves t i gative  informat ion. 
Doc umen t s  are f i led by request i ng agenc y , f i scal year , and month. 
No te : I f  a telephon ic request  is  rece ived from an agency reque st­
ing l ookout act ion , file  EPIC Fo rm 1 0  in a lookout fold er under 
Fi l e  No. 790-0 1. 

D i spos i t ion : Destroy 2 years after mon t h  the inquiry  was 
rece ived. 

File  No . 790-03 

EPI C  Teletype F i l es. Copi es of teletype repl ies  to var ious 
agenc ies  which requested i nvest iga t ive in formation/ lookout 
ac t ions.  Tel etypes are f i led by ag ency  and / or prog ram ser ies 
( 800 0 ,  900 0 ,  9 1 1 7  or 9999 ) .  

Di spos i t ion : Destroy 2 years af ter mon th of tel etype. 

Fi le No . 790-04 

Satel l i t e  Communications  Program Fi les. Mon thly  statisti cal 
repor t s  ref l ec t i ng the vol ume and loca t ion of SATCOM un i ts. 
Di spos i t ioni: Destroy 5 years after month of report.  
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File No . 790-05 

Satel l i te Tracking Program F i l es. Monthly  reports ref l ec t ing the 
number and s tatus of in stal l ed transmi t ters. 

Di spos i t ion : Destroy 5 year s after mon th of report.  

File No . 790-06 

Spec ial  Opera t ions F i l es. Doc umen t s  con s i s t  of general and 
unclas si f ied Operat ion COCH I NO teletypes and reports related to 
mar i t ime ac t i v i t i e s  and SOFOCAR/ TRAMPA d a i l y  status reports  con­
cern ing ava i l able  resources and sei zures. 

Di spos i t ion : Destroy 2 years after term inat ion of functional 
requirement. 

File No . 790-07 

Operat ion T IGRE F i les. Documen t s  inc l ude  repor ts  resul t i ng from 
mon i toring t he ac t iv i ty of suspect a i rcraft  mov i ng t hrough the 
Wes tern Hemi sphere. 

Di spos i t ion : Destroy 5 years after date of last correspondence
rela ted to suspect a i rcraft. 

File No . 790-08 

Operat ion COCH INO F i l es. Documen t s  cons i s t  of classi f ied repor ts  
concern ing sea  smugg l i ng of  narcot ics.  

Di spos i t ioni: Destroy 5 years after date of last correspondence. 

File No . 790-09 

Lookout Not ice  Worksheet Fil es. Documen t s  consist  of copy number 
3 of INS  Form G-1 43 which is  used by EPIC  as an i ndex check of 
possibl e suspects. 

Di spos i t ion : a. Destroy copy no. 3 used for USMS lookout 3 years
af ter date  of report. b. Destroy copy no. 3 used for I NS lookout 
1 year after date of report. 
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790-10 . Photographs. Records created or accumulated by the 
intelligence units of EPIC to document suspect vessels , and 
interdiction efforts such as methods of concealment , types
of vehicles used for smugglingi, and so forth. 
a . .  Maritime Unit. Destroy five years after date of last 
action on suspect vessel. 
b. General Unit. Disposition not authorized ( schedule to 
be provided by agency in near futurei) .  
NOTE: The Air Unit does not maintain a separate photograph 
file. 

790- 1 1 .  EPIC Publications� Printed reports documenting
EPIC pi ogram goals and efforts. Topics covered include 
vessel identification and registration ; land , sea , and air 
narcotics smuggling ; assessment of various criminal acti­
vities ; and evaluation of interdiction methods . The reports 
date back to the early 1 980s. 
Dispositioni: PERMANENTi. Transfer one copy of each original
and revised title to the Records Management Unit of DEA , 
which will retire the documents to the WNRC. Future titles 
will  be retired to the WNRC when accumulation reaches one 
cubic footi. Transfer to the National Archives when most 
recent record is JO years old . 



File\No. 801-01 (NC.I- 17 O - '17- I) 

\e a 

eration 
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ENFORCEMENT PROGRAM TRAINING FILES 

These f i les rel ate to planning , conduc t i ng , superv i s i ng , and 
eval uating the DEA drug/ narcotic  enforcemen t program training.  

Traini  Fac i l i ty Re uiremen t F i les. Documen ts  rel ated to 
determin '-ng requirements  for tra i n i ng fac i l i ty acqui s i t ion , 
ac t i  va t io  ' ,. reten tion , use , expansion , con sol ida tion , 
inac t ivat i  , or d i sposit ion. Incl uded are stud iesi, 
j us t i f icatio  _ s , and similar or related documen ts. 

D i spos i t i on : 5 years af ter approval of tra i n i ng fac i l i ty 
requi remen t s. 

File  No . 801-02 ( A.JC.. - I "1 O - 'l 7 - t)  
Train i ng O Documen t s  rel ated to pl ann ing and 
conduc t i ng agent , pol ice intel l igence , c hem i st , spec ial f iel d 
exerc isesi, and other ac tu 1 train ing operations. Incl uded are 
exerc i se pl ansi, ob servat io and inspec t i on reportsi, scenar iosi,
cri tiques , map exerc ises , g eral training  prog rams , tec hnical 
training prog rams , f inal repo ts and commen ts on t hem , and sim i l ar 
or rel ated documen ts. 

D i spos i t ioni: Destroy 3 years af r discon t inuing train ing 
exerc i se or opera t ioni, or when pla  s are superseded or become 
obsolete. 

File  No . 801-03 ( Nl t - l 'l c., - '1 '1 - 1 ) 
Train ing Evaluation F i les. Documen t s  rel a i ng to inspec t ions of 
t he status and quality  of indiv id ual train i I ncl uded are 
training inspec t ion reportsi, reports  of corr ac t ioni, and 
s im i l ar or related documents. 

Di sposi t ioni: Destroy 2 years after the 

File No . 801-04 (� , l- l 'lD - 7 'l - t) 

S chool Planned I nput F i les. Documen ts rel ated to the 
execut ion and revi sion of per sonnel inputs for sc hool 
I ncl uded are comprehen sive sta temen ts  of the train ing 

87-20 ADMINISTRATIVE MANUAL 6-2 9-87 



 

 

 

School 
i:n 

\. 

n.1 

Reooi\.li.n.g 
D I\ n 

A, 
.L 

--------- - --

Destroy 1 

Appendix  0750A 
Page 1 1 2  

ac t i v i t y  authorized to send studen t s  to DEA sc hoolsi,
sche ules of  school s and classes to accommodate planned i nputs , 
a l l oc ' tion  of school quotas to input ac tivities , coord inat ing 
doc ume� tsi, and similar or rel ated documents. 

,,,,.
Dis  osi  �':· ,on : Destroy 3 years af ter receipt of input data. 

',, 

F i l e  No . �� .. -05 ( ,v t t - 1'1 0 - 'l 'l - l ) 
F i les. Doc umen t s  ref lec t i ng suc h in formation as --.�eii """" -�- ---........-e-n-umi -r-oii �-o-oii -e-nrol lments , turnbacks , grad ua tes , and 

fail ures ; and  µmber of per sonnel enrol led from other Federal 
ag enc ies. Incl  ded are forms , pr intouts , correspondence , and 
similar or rel at d documen ts. 

Dispos i t ion : 2 years a f ter date of report. 

F i l e  No . 8 0 1 -06 

Target Prac tice Documen ts  ind icating the time of fir ing 
wi th  live ammunition , t e area involved , f i r i ng sa fety measures , 
and sim i l ar mat ter s. In  l uded are forms , card s , correspondence , 
and sim i l ar or rela ted do umen ts. 

Dispos i t ioni: f ir ing. 

F i l e  No . 80 1-07 ( � l l - 1 7 c, - '1 -1) 
Training Med ia  Fi les. Doc umen t acc umul ated by ac t i v i ties eng aged 
in train ing opera tions , part icul l y  in the conduc t of training . 
I n c l uded are train ing schedulesi, ogramsi, lesson pl an s i, and 
sim i l ar or rel ated documen ts. 

Di spos i t ion : Destroy 1 year af ter c nduct ing training operation , 
except that lesson plans will be des t oyed when superseded or 
obsolete. 

08 (N Cl - t ?  0 - 7 '7 - 1 )F i l e  No . 8 0 1-

I nstructor I nformat ion Fi les. Documen ts  a umul ated to prov ide a 
locally available record of qual i f ications , exper ience , effec t ive­
ness , and comparable in formation on poten tia  inst ruc tors , 
assigned i n s truc torsi, and guest speakers. Th are used in 
reques t i ng assignment or employmen t of inst ruc ors , ut i l i zi ng 
ins truc torsi, and determ ining their need for addi'it ional train i ng. 
I n c l uded are instruc tor eval uation  forms , qual i f  cation  data , 
b i ograph ical  sketches and sim i l ar or related docu  en ts. 

D i spos i t ioni: Destroy 2 years after transfer or sep ration of the 
in struc tor. 
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ENFORCEMENT INDIVI DUAL TRAINING FILES 

These f i l e s rel ate to t he attendance and pro f i c i ency of indiv i­
dual s par t i c ipating in various types of the DEA drug/ narcotic 
train ing . 

( WC. l - / ? D -- '1 ? - I ) 

I nd ividual T rainr Record F i l es . Doc umen ts  ind icating at tendance 
at  var ious phases · tra in ingi, eval uat ion of i nd i v id ual studen tsi, 
mandatory train ing p ogress , educational record s and ac tiv ities , 
test scores on trainin  · ac tiv i t iesi, and sim i l ar in format ion 
concern ing the prog ress nd at tendance of eac h ind ividual  
par t i c i pa t i ng in the 'DEA rug/ narco t ic tra i n i ng . I ncl uded are 
card s i, card formsi, and simI ar or rel ated doc umen tsi. 

Di spos i t ion : n reports wi th t he tran s f er of t he 
ind iv iduali. De stroy remaining cords 5 year s after completing 
sc hool ing or wi thdrawal of t he st  dent . 

File No. 8 1 0-02 ( Nl l - l '10 - ? ?  - I) 
Prof ic iency Test  F i les . Doc umen t s  ref lec deg ree of 
pro f i c i ency in en forcement train i ng such a weapons qual i f icat ion . 
Incl uded are profic iency tests  and sim ilar o rel ated doc umen ts . 

Di spos i t i on :  Destroy after appropr iate en try h on t he 
qual i f i c ation  card or on the ind iv idual ' s  trainin  
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FOREIGN NATIONAL TRAINING FILE S 

Th e s e  f i l e s  r e l a t e  t o  t h e  D E A  d r u g / n a r c o t i c  e n f o r c e m e n t  t r a i n i n g 
o f  p e r s o n n e l o f  f r i e n d l y  f o r e i g n  na t i o n s . 

F i l �  8 2 0 - 0 1 { N C. t - l ?o - ? 1 - 1) 
' h  

F o r e i g n T 4 i n i n g  P r o g r a m F i l e s n. D o c um e n t s  r e l a t i ng t o  th e 
d e v e l o p m e n t�p f  p r o g r a m s  f o r  t h e  t r a i n i n g o f  f o r e i gn n a t i o n a l s  b y
D E A . I n c l u d �l"ci ,, a r e  co mmun i c a t i o n s  o n  t r a i n i ng r e q u i r e me n t s  wi t h  
t h e  f o r e i g n n t'i o n  c o n c e r n e d , a c c e p t a n c e s n, c a n c e l l a t i o n sn, p r o g r a m 
g u i d a n c e , a n d  · � i l a r  o r  re l a t e d d o c um e n t s . 

D i s p o s i t i o n : De s i�y 3 y e a r s  a f t e r  t e rm i n a t i ng t he p r o g r a m 
t r a i n i n g r e q u i r e m e n  • 

F i l e  Non. 8 2 0 - 0 2  

F o r e i g n  T r a i n i n g P r o g r am F i l e s . D o c um e n t s  r e f l e c t i n g t h e  
c a t e g o r y  o f  t r a i n i n g , n u m b e  ' o f s p a c e s  p r o g r a mm e d , numb e r  a nd c o s t  
o f t r a i n i ng s p a c e s  a l l o c a t e d  a n d  s i m i l a r  d a t a  f o r  e a c h  c o un t r y  
s u p p o r t e d .  

D i s p o s i t i o n : De s t r o y  f i s c a l  y e a r  i n  wh i c h  t r a i n i n g 
w a s  p r o g r a mme d .  

F i l e  N o n. 8 2 0 - 0 3  

T r a i n i n g As s i s t a n c e  F i l e s . Do c u m e n t s  r e  a t e d  t o  t r a i n i ng 
f u r n i s h e d  f o r e i g n n a t i o n s  by  D E A  m o b i l e t a i n i ng t e a m s . I n c l u d e d  
a r e  r e q u e s t s  f o r  t r a i n i n g  t e a m s , c o mm e n t s DE A C o u n t r y  At t a c h e s , 
a c c e p t a n c e s , c a n c e l l a t i o n s , f o r e i gn t r a i n i ng e f f e c t i v e n e s s  
r e p o r t s , a n d  s i m i l a r  o r  re l a t e d d o c um e n t s .  

D i s p o s i t i o n : De s t r o y  3 y e a r s  a f t e r  f i s c a l t r a i n i n g 
w a s  p r o g r a mm e d . 

F i l e  N o . 8 2 0 - 0 4  ( N l / - /7o - 7 ?- /) 

F o r e i g n  N a t i o n a l  P e r s o n n e l  F i l e s . D o c um e n t s  r e l a t e d  
a n d  p r o c e s s i n g f o r e i g n  n a t i o n a l s f o r  t r a i n i ng i n  D E A  
I n c l u d e d  a r e  b i o g r a p h i c a l  da t a  on  t h e  s t u d e n t n, o t h e r  
s t u d e n t  d a t a , c o p i e s  o f  a c a d e m i c  r e p o r t s , a n d  s i m i l a r o r  r e l  t e d  
d o c u m e n t s . 
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Di spos i t io Destroy 5 years a f ter fi scal year in which trai n i ng 
was conduc te  • 

Forei  n T rainin  F i l es . Doc umen ts ref l ec t i ng the sta tus 
and progress of foreign national s be i ng trained by DEA personneli. 
I nc l uded are training and similar or rel ated documen ts . 

Di spos i t ion : Destroy a f ter f i scal year in which train i ng 
was cond uc ted . 
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TRAINING AIDS PILES 

The se f i l es relate  to con struc t i ng tra i n i ng devicesi, prepar ing 
g raph i c  training aid s , the status of training  publ ications , accom­
pl i sh i ng tra i n i ng f i lm proj ec t s , and con trols  over t he product ion 
and i s suance of suc h material s.  

Train i n  am Fi les. Doc umen t s  rel a t i ng to the formul a­
t ion o annua progr for devel opi ng , produc i ng , and proc ur i ng 
train i ng aids. Included graph ic  aid s devel opment prog rams , 
l i s t s  of  f i lm proj ec t s  reco ded for prod uc t ion , l i s t s  of  
approved f i lm proj ec t s , and simi l  or rel ated doc uments.  

D i spos i t ion : De stroy 5 years a f ter tra i n  program i s  implemen t-
ed. Note : Di spose of audiovi sual records in  cordance wi th  
instruct ion covering related aud iovisual records ribed under 
830-02. 

File  No. 830-02 

Trai n i ng Aids  F i les. Train ing aid s devel oped or prod uced for 
local use or d i stribut ion. Included are graphic tra i n i ng aids , 
such  as charts , diag rams , maps , and i l l us trations ; local l y  
prod uced tra i n i ng f i lms ; train i ng d evices spec i f ications , 
pho tog raphs , tran sparenc ies , and other reprod uc tions  of the 
aforement ioned ma teria l ;  instruc t ional material such as ins truc­
tional  no te s , i l l ustrative probl ems ,  prac tical ex erc i se s , and 
chec kl i s t s ; and related correspondence and comparable mater ial 
used in  presen ta tion of the subj ec t and complet ion of train ing by
s t uden t s ; and aud iovisual record s ( as eeserieea under General 
Records Seaeaule 21 ) that depic t  spec ial ized or un ique train ing 
tec hni que s/me t hods , and train i ng of fore ign law enforcemen t 
per so nnel in over seas areas. 
Note that these records may be sub j ect to restriction under 
subsection ( b ) e( 7 )e( E )  and ( F )  of the Freedom of  Information 
Acte. 

Dispositione: a .  Office pe7 for�ing DEA-�ide s�aff respon­
sibility : ( 1 )  Training aids illustrating �nique 
enfor cement methods : ( a )  Audiovisual materiale: PERMANENT . 
Transfer annually when records are five years old . ( b )
Lesson plans and other textual documentation : PERMANENT . 
Retire to WNRC when five years old . Transfer to theee_ .National Archives when 30 years old . ( 2 ) Other training 
aids : Destroy when superseded or obsolete . 
b .  Other of ficese: Destroy when superseded or obsolete . 



File No. 83 (tvCl- l'lO- 7?-1) 

g 

Appendix  0750A 
Pag e 1 17 

Trainin  A i d  Documents  ref l ec t i ng requests for 
con struc t ion or n ufacture of tra i n i ng a ids. I ncl uded are work 
ord ers , cost estim 1es and data , sampl e il l ustrations , 
photographs , cl ippin s ,  correspondence , and sim i l ar or related 
doc umen ts. 

Di spos i t ion : De stroy 1 ar af ter compl e t i ng or di sconti nuing 
related work. 
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DEA EMPLOYEE TRAINING FILES 

The se f i l e s relate to educa t i ng and tra i n i ng DEA per sonnel in  
other Federal ag enc y school s ,  educat ional inst i tutions and 
commerc ial  organi zat ions , includ ing on-the-j ob and of f-t he-j ob 
train ingi, to meet spec ial requiremen t s  essential  to performing the 
m i s s ion of t he ac tivi t y  to which t hey  are ass igned. 

File  No. 860-01 ( NC. I - / 'I O - 7 ? - 1) 

Tra i n i n  and Prom t ion A reemen t F i l es. Doc umen ts  related to 
nego t i a t i ng master ·  training and promot ion agreemen ts wi th the 
Of f i ce  of  Personnel Managemen t in professional fields  in which  
t here is  a c urren t a d  continuing DEA-wide shor tage of  available  
per sonnel. Included re reque sts  to  estab l i sh train i ng prog rams  
not  c urrentl y authori z d by  regulat ions , agreements , prog ram 
approval s ,  and similar r rel ated documen ts. 

Di spos i t ion : a. esponsible  for negot iating t he 
agreemen t i: De stroy when a reement i s  super seded or obsolete. b .  
Ot her off ices : Destroy 2 ar s after f i scal year in which 
train i ng was prog rammed. 

F i l e  No . 860-02 { N l  l - l ? u - '1 

School Planning Fil es. Doc umen t per tain ing to pl anned 
requirements  for train ingi, selec t i.on  of school s and cour sesi, 
arrangemen ts  for spec ial noncatalo cour ses , prog ram rev i s ions , 
and related ma t ters. 

Disposi t ioni: De stroy 5 year s af ter f seal year in wh ich  train i ng 
was programmed. 

File  No. 860-03 ( Nl I- l 'lo - "I ?  - t )  

School Admi s sion Files. Doc uments rel ating to the adm ission of 
DEA per sonnel  to school s and courses. I nc l u  ed are requests for 
adm i s s ion , statemen ts  of acc eptance ,  not i f ica  ions of acceptance , 
complet ion statementsi, costsi, and sim i l ar or r lated documents. 

Di spos i t ion : De stroy 2 years af ter compl etion  o 
rej ect ion of  t he ind ividual or withdrawal of t he 
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F i l e  

T r a i n i n g R p o r t i n g F i l e s . Do c um e n t s  re f l e c t i ng t h e  s t a t u s  o f  
e mp l o y e e  t r  i n i n g i n  g o v e r n m e n t  a n d  n o n g o v e r n m e n t  f a c i l i t i e s n. 
I n c l u d e d  r e p o r t s  and  r e l a t e d d o c um e n t s .  

D i s p o s i t i o n : 3 y e a r s  a f t e r  s u bm i t t i ng r e p o r t . 

F i l e  No . 8 6 0 - 0 5  ( 

T r a i n i n g P r o g r am F i  e 's . D o c um e n t s r e l a t i n g t o  e s t a b l i s h i n g , 
m a n a g i n g , a n d ev a l u a · :ng l o c a l  t r a i n i ng p r o g r a m s  f o r  D E A 
e m p l o y e e s n. I n c l u d e d  r �  t r a i n i n g p l a n s n, r e v i e ws o f  t r a i n i n g 
r e q u i r e m e n t s , a p p r e n t i  e t r a i n i ng p r o g r a m  r e g i s t r a t i o n w i th  t h e 
D e p a r t m e n t  o f  La b o r , an s i m i l a r  o r  re l a t e d  d o c u m e n t s .  

D i s p o s i t i o n :  * De s t r o y  1 5  e a r s a f t e r  t h e f i s c a l y e a r  i n  wh i c h t h e 
t r a i n i n g wa s p r o g r a mmed . *  

F i l e  No . 8 6 0 - 0 6  ( N C l - 1 7 0 - 7 7 - l J 

C o n t r a c t  T r a i n i ng F i l e s . Do c um e  t s  re f l e c t i n g co n t r a c t  t r a i n i n g  
o f  D E A  e mp l o y e e s  i n  n o n g o v e r nm e n t f a c i l i t i e s . I n c l u d e d a re 
r e q u e s t s  f o r  a p p r o v a l  o f  t h e  t r a i n " n g ;  j u s t i f i c a t i o n ; o b l i g a t e d  
s e r v i c e  a g r e e m e n t s ;  r e c o mm e n d a t i o n s  f o r  w a i v e r s , a p p r o v a l s ; a nd 
s i m i l a r  o r  r e l a t e d d o c ume n t s n. 

D i s p o s i t i o n : De s t r o y  3 y e a r s  o f  t r a i n i n g o r  up o n  
e x p i r a t i o n o f  o b l i g a t e d  s e r v i c e a g r e e m e  t .  

F i l e  No . 8 6 0 - 0 7  ( N C l - 1 7 0 - 7 7 - 1 ) 

R e c o r d o f  T r a i n i ng F i l e s . D o c um e n t s  r e f l e c t n· ng i n f o rm a t i o n  
p e r t i n e n t  t o  i n d i v i d u a l  t r a i n e e  pa r t i c i p a t i o n  i n  o f f - t h e - j o b  
t r a i n i n g c o u r s e s , c o mp l e t e d  r e c o r d o f  t r a i n i ng f o rm s , a nd s i m i l a r 
o r  r e l a t e d  d o c um e n t s n. 

D i s p o s i t i o n : Re v i e w  annu a l l y  a n d  d e s t r o y  t i o n  p e r t a i n i n g  
t o  i n d i v i d u a l s  who  a r e  n o  l o n g e r  e m p l o y e d  

F i l e  No . 8 6 0 - 0 8  ( N C l - 1 7 0 - 7 7 - 1 ) 

T r a i n i n g M a t e r i a l  F i l e s . D o c u m e n t s  us e d  i n  t r a i n i n g D E  
t h r o ug h  s h o r t  o n - s i t e  t r a i n i n g c o u r s e s  a nd i n s t r u c t i o n a l  

* Re v i s i o n  
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e n c e s . I n c l u d e d  a r e  m i n u t e s  
c o u r s e  o t l i n e s , h a n d o u t s ,  

r e l a t e d  d o c u  e n t s n. 

D e s t r o y  2 

a n d  a g e n d a  o f  i n s t r u c t i o n a l  
c o n f e r e n c e s , i n s t r u c t i o n s h e e t s , a n d  
s i m i l a r  o r  

D i s p o s i t i o n : af t e r  s u p e r s e d e d  o r  o b s o l e t e . 

F i l e  N o . 8 6 0 - 0 9  

P h y s i c a l  F i t n e s s  P r o g r a m  F i l e s n: Do c um e n t s  r e l a t i n g  t o  t h e  
e s t a b l i s h m e n t , mana g e m e n t , a n d  e v a l u a t i o n o f  t h e  P h y s i c a l  F i t n e s s  
P r o g r a m  f o r  D E A  e m p l o y e e s . I n c l u d e d , b u t  no t l i m i t e d  t o , a r e  
i s s u e s  r e l a t i ng t o  P r o g r a m  D e v e l o p m e n t , G Y M  F a c i l i t i e s , T r a i n i ngn, 
C o o r d i n a t o r  T r a i n i n g , P e r s o n n e l  Ma t t e r s , T r a v e l , B u d g e t , P r i n t i n g , 
a n d  G e n e r a l  Re f e r e n c e  I n f o r m a t i o n .  

D i s p o s i t i o n : ( a )  O f f i c e  pe r f o r m i n g  D E A-w i d e  r e s p o n s i b i l i t y : ( 1 )
D e s t r o y  1 0  y e a r s  a f t e r  f i s c a l  y e a r  i n  wh i c h t he p r o g r a m  w a s  
e s t a b l i s h e d . ( 2 )  F e e d e r  re p o r t s  a n d  o t h e r  d a t a : D e s t r o y  5 y e a r s
a f t e r  f i s c a l  y e a r  i n  wh i c h  p r o g r a m  w a s  e s t a b l i s h e d . ( b )  O t h e r  
o f f i c e s : D e s t r o y  5 y e a r s  a f t e r  s u bm i s s i o n o f  r e q u i r e d  re p o r t s  t o  
p r i n c i p a l  He a d q u a r t e r s  o f f i c e . 

F i l e  N o . 8 6 0 - 1 0  

C o u r s e  Ann o u n c e m e n t  F i l e s . Re f e r e n c e  f i l e  o f  p a m ph l e t s , no t i c e s , 
c a t a l o g s  a n d  o t h e r  r e c o r d s  wh i c h p r ov i d e i n f o r m a t i o n  o n  c o u r s e s  o r  
p r o g r a m s  o f f e r e d  b y  G o v e r n m e n t  o r  no n g o v e r n me n t  o r g a n i z a t i o n s n. 

D i s p o s i t i o n : De s t r o y  w h e n  s u p e r s e d e d  o r  o b s o l e t e . 
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LABORATORY FILES 

These f iles are acc umula ted from laboratory analysis and examin ing 
d rug and nondrug ev idence. 

File  

Files. Documen t s  rela ted to the analys i s  of  drug-----=--------
and nondru ev idence. Included are ev idence accoun tab ili ty and 
d i spos i t ion�� ecprds , chemists worksheets , balli stics  reports , and 
related anal ical documents. 

Disposi t ioni: T ansfer case files to Federal record s center 2 
years after closi . g investigat ive case. Destroy 10 years after 
close of inves tig�, ive case. 

File  No . 901-02 

I ndex Book F iles. Ledgeis maintained to record ev idence received 
in  t he laboratory. 

Di spos i t ion : Tran sfer ledg s to Federal record s center  2 years
af ter t he last  recorded inve igative case is  closed. Destroy 10  
year s af ter the close of  the l st  recorded inves t i gat i ve case. 

File No . 901-03 (NC  I- J 'lo- '7 'I -
Evidence Accoun tabili ty Files. a temporary file and 
con s i s t s  of t he orig inal copi es Ev idence Accoun t ab ili ty  
Recordi, DEA Form 3 07. 

Di spos i t ioni: Upon final disposal vid encei, tran sfer the 
orig inal copy of the Ev idence Accoun tab ili Record to t he 
Laboratory Case Files ( 901-01 ) .  

File No . 901-04 (N C. I - 1 70 - '1 ?  - I) 

Laboratory Repor ting Files. Retai ned copies of r urri ng reportsi,
and related correspondence , requ ired by t he DEA Latl ratory 

• 

Operat ions Manual. 

Di spos i t ion : De stroy 3 years after date of report • 
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HAZARDOU S WASTE D I SPO SAL F I L E S  

The s e  f i l e s  r e l a t e  t o  D E A ' s  e f f o r t s t o  p r o t e c t  p u b l i c  h e a l t h  
t h r o u g h  a p r o g r a m  f o r  t h e  c l e a n - u p  a n d  d i s p o s a l  o f  ha z a r d o u s  
w a s t e  p r o d u c e d  b y  i l l e g a l  d r u g  l a b o r a t o r i e s . 

F i l e  N o . 9 2 0 -0 1  

H a z a r d o u s  W a s t e P r o g r a m  F i l e s . D o c um e n t s  r e l a t i n g  t o  e s t a b l i s h i ng 
a n d  a d m i n i s t e r i n g  t h e  ha z a r d o u s  w a s t e  d i s p o s a l  p r o g r am i n  D E A . 
I n c l u d e d  a r e  c o o r d i na t i n g a c t i o n s , s t u d i e s , i n s t r u c t i o n s , re p o r t s , 
i n t e rp r e t a t i o ns , m e s s a g e s  a n d  s i m i l a r  r e l a t e d d o c u m e n t s . P o l i c i e s 
a n d  p r o c e d u r e s a r e  d o c um e n t e d  i n  t h e  D E A  D i r e c t i v e Sy s t e m . 

D i s p o s i t i o n :  D e s t r o y  w h e n 1 0  y e a r s o l d . 

F i l e  N o . 9 2 0 -0 2  

H a z a r d o u s  W a s t e  C o mp l i a n c e  I n v e s t i ga t i o n F i l e s . D o c u m e n t s  c o n s i s t  
o f  r e p o r t s  o f  i nv e s t i g a t i o ns t o  d e t e rm i ne c om p l i a n ce of  c o n t r a c t o r s 
w i t h  ap p l i c a b l e  r e gu l a t i o n s  r e g a r d i n g c l e a n - u p  o f  s i t e s . I n c l u d e s  
r e p o r t s  o f  a n a l y s i s , c o r r e s p o n d e n c e , a n d  r e l a t e d  d o c um e n t s . 

D i s p o s i t i o n .  D e s t r o y  wh e n  5 y e a r s  o l d .  

F i l e  N o . 9 2 0 - 0 3  

W a s t e  S i t e  F i l e s . D o c um e n t s  r e l a t i n g  t o  p l a n s  and 
s by  D E A  a n d  t he c o n t r a c t o r s c o n c e r n i n g  t he c l e a n-up of  

s t e s i t e s f o r  wh i c h DEA a s s u m e s re s p o n s i b i l i t y .  
r e s p o n d e n c e  b e t w e e n  D E A  He a d q u a r t e r s a n d  f i e l d  

o f f i c e s  a n d  o t h e r  d e r a l  ag e n c i e s ; i n s t r u c t i o n s  t o  t h e  
c o n t r a c t o r s , l i s t s o a z a r d o u s  w a s t e  s i t e s , r e p o r t s , l e t t e rs o f  
a p p r o v a l , a n d  su p p o r t i n g e r s ; c o n t r a c t o r  no t e b o o k s  of  s i t e  
o b s e r v a t i o n s n, c a l c u l a t i o nsn, m , d r a w i n g s n, s u p p o r t i n g 

WITHOR ,\WNd o c u m e n t a t i o n ;  a n d  p r e l i m i n a r y / i n  r e p o r t s  r e f l e c t i n g 
a c c o mp l i s hm e n t  o f  r e q u i r e d  r e me d i a l  c a c t i o n .  

D i sp o s i t i o n :  a .  Of f i c e  p e r f o r m i n g  r e s p o n s i b i l i t y : 
( 1 )  Re c o r d c o p y : P e r m a n e n t . T r a n s f e r  t o  e c o r d s  c e n t e r  
wh e n  5 y e a r s o l d . Of f e r  t o  N A R A  af t e r  2 0  ( O t h e r  
ma t e r i a l :  D e s t r o y  w h e n 8 y e a r s  o l d .  b .  
w h e n  5 y e a r s o l d . 

I 
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H a z a r  o u s  W a s t e  T e c h n i c a l  As s i s t a n c e  F i l e s . D o c um e n t s  c o n s i s t  of 
c o r r e s p n d e n c e  w i t h  D E A  a c t i v i t i e s f o r t e c h n i c a l  a s s i s t a n ce a n d  
i nf o r m a t  n r e g a r d i n g  t h e  c l e a n - u p  a n d  d i s p o s a l  o f  ha z a r d o u s  wa s t e  
p r o d u c e d  b i l l e g a l  d ru g  l a b o r a t o r i e s . 

D i sp o s i t i o n : e s t r o y  wh e n  5 y e a r s  o l d . 

F i l e  N o . 9 2 0-0 5 

H a z a r d o u s  W a s t e  L i a i s o n F i l e s . D o c u m e n t s  r e f l e c t i n g  c o o r d i na t i o n 
a n d  f o c a l  p o i n t of  c o n t a c  wi t h  t he E nv i r o nm e n t a l  P r o t e c t i o n 
A g e n c y , o t h e r  f e d e r a l  e s , s t a f f a n d  l o c a l  e n v i r o nme n t a l  wnHrr · v. ,N 
a g e n c i e s , a n d  p r i v a t e  r e g a r d i ng h a z a r d o u s  w a s t e  d i s p o s a l . 

D i sp o s i t i o n : D e s t r o y  wh e n  5 

F i l e N o . 9 2 0- 0 6  

H a z a r d o u s  W a s t e  G r a n t  P r o g r a m  F i l e s . c u m e n t a t i o n re l a t i n g t o  t h e  
f o r mu l a t i o n , a wa r d , a n d  c h a n g e s  t o  g r a n t  f o r h a z a r d o u s  w a s t e 
s t u d i e s n, d e m o n s t r a t i o n s n, a n d  s e r v i c e s n. I n  l u d e d  a r e  e v a l u a t i o n s n, 
a w  a r d  n o t  i c e s  , t a s k o r d  e r s  , c o n t  r a c t o r  o r  g r  n t e e p r o p  o s a 1 , a n d  wr,Hu11 1;,'1N 
r e p o r t s .  

D i sp o s i t i o n : D e s t r o y  6 y e a r s  af t e r  c o mp l e t i o n o 

F i l e  N o . 9 2 0-0 7 

H a z a r d o u s  W a s t e  R e p o r t i ng F i l e s . D o c um e n t s  i n c l u d e  p e r i  d i e , 
a n nu a l  a n d  f i n a l r ep o r t s a n d e v a l u a t i o n s s u bm i t t e d b y  c o n t  a c t o r s , 
g r a n t e e s , a n d  D E A  a c t i v i t i e s . E x c l u d e s  r e p o r t i n g d o c um e n t s  o v e r e d 
e l s e wh e r e  i n  9 2 0  c a t e g o r y . wnttor-1WIN 

D i s p o s i t i o n :  D e s t r o y  wh e n  1 0  y e a r s  o l d .  
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RESEARCH AND TECHNOLOGY STUDY , PROPOSAL 
AND REQU I REMENTS FILES 

These record s are accumulated from developing l ong range g uidance 
for research and technology based on the DEA drug/ narcot i c  
requirement s i. 

File  No . 930- 1 

R&D Plannin  F i  'es .  Doc umen t s  that acc umulate from developi ng 
long range p l ans �r forecas ts in  research and technolog y .  They
invol ve the es tab ' shment of sc hedules to ac hieve the DEA ' s  long 
range research and echnolog ical obj ec t ives , the formulat ion of 
new concepts  and req irements  in research and tec hnolog y  for 
plan n i ng purposesi, an simi l ar mat tersi. Incl uded are research and 
technolog ical long ran e plan s or forecas ts  and doc umen ts  
con t r ibu t i ng to  the dev lopment of t he pl ans or forecastsi. 

Di spos i t ion : Destroy 5 fiscal year in wh ich  pl an was 
implemented . 

File  No . 930-02 

DEA S c i en t i f i c  Advi sory Doc umen ts  accumulated by
the cha i rman of the DEA Sc ien t i f ic Adv i sory Comm i t tee concern ing 
review and evaluation , appra i sal  of fac i l i t ies , and study and 
recommendat i ons on spec ial probl ems f research and tec hnology in  
DEA . I ncl ud ed are documents re f lecti  ac t ions taken and mat ters 
con s idered by the paneli, such as agend of mee t i ng s i, m inutes of 
meet i ng s i, reports and recommendat ions dI  tr ibuted to panel 
members , and simi lar documen ts . 

Di spos i t ion : a .  Of fice  of DEA commit tee c airman or sen ior DEA 
representativ e : ( 1 )  Record Copy : Permanent . Transfer to Fed eral 
record s center when 5 years ol d .  Of fer to NA when 10 years ol d .  
( 2 )  Other documen ts ( ext ra copie s ) : Destroy 5 after mee t i ng 
of the comm i t tee . b .  Of fices  of comm i t tee Destroy 2 
years a f t er meeting of the comm i t tee . 

Scien t i f i c  Research Schedule F i l esi. DoctlI!lents  rel atin  to cost 
proJ ec t ions for research proj ects , incl ud i ng i n formation about 
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objec t ives in terms of proj ec tsi, tasksi, status and time 
for researchi, and fund s required. 

Destroy 2 years after complet i ng or cancel l i ng the 

File No . 

Unfunded Documen ts  acc umulated in prov id ing 
in format i on for se in , and in exchange for , cop ies of stud ies 
conduc ted and fun ed by civil ian concerns as part  of their 
drug/ narco t i c-orie ted research programs. I ncl uded are study 
ass i s tance reques ts  �or appl ications , coord inating ac t ions , pol ic y  
agreemen ts  govern i ng the relea se o f  in format ion , copies o f  stud ies 
and eval uations there , , and rel ated paper s. 

D i spos i t ion : Des troy �ars af ter receipt of stud y. 

File No. 930-05 ( N C. I - I ?  

Prob lem S tatemen t F i les. Doc men ts  ac cumulated in prov id ing 
i n format ion on indiv idual rese rch and tec hnolog ical problems and 
need s to industriali, academici, nd nonprof i t  research concern s. 
The in format ion enables t he cone rns to determ ine how they can 
most ef fec t i vel y seek partic ipati n in DEA Narcotic  Research 
Program , to prepare and submit  uns ici ted proposals d i rec ted 
toward sol v ing the stated need s ,  an to or ien t thei r research and 
technol og ical prog rams toward mainta�  i ng t he capabil i ty for 
respon se to def inite requi remen ts  for esearch or hardware 
technology. Incl uded are problem stat  en ts , coord inat i ng 
ac tions , commun icat ions from qual i f ied ncerns  indicating  whether 
or not they can assist  in ful f i l l i ng t he tated needs , and rel ated 
paper s , but no t un sol ic ited proposal s ,  or eports equi valen t  
thereto resul t i ng from the problem statemen • 

D ispos i t ion : Destroy 2 years af ter rev i sion , 
expi rat ion of  t he problem statement.  

File No . 930-06 (/'./l l  - l'IOr 'l 'l -- 1) 

I n forma tion-to-I ndustry Brief ing Fi les. Doc umen ts  
brief i ng represen tatives of  ind ustriali, academici, an 
research concerns , on current drug/ narcotic  researc h oblems and 
an t i c ipa ted requi remen ts. Incl uded are brief i ng inv i ta and 
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anno cemen t s , reg istrat ion documen t s , list ing s of at tendees , 
agenda , m in utes of briefing s  or copies  of presen tat ions g iven , 
and rela ed paper s. 

Destroy 5 years after the br iefi ng. 

File  

Unsol i c i ted Pro Doc umen t s  relat i ng to rec e i v ing and 
adm i n i ster i ng the eva uat ion of unsol i c i ted d i sclosures , data , 
sugges t i on s , ideas , ple' s ,  sketche s , drawing s ,  in format ion , 
d i scover i es , models , sam es , or comparable i nvent ive proposals. 
Not included are proposal respond i ng to reques t s  for quotat ion or 
reque st for b ids  for basic  search or subm i t ted by  sc ien t i f ic 
per sonnel in  line of dut y or nder the incent ive  award s prog ram. 
I ncluded are proposals from prI a te i nd iv iduals , memoranda of 
understand ing , commun ications submit ters , ev aluat ions , and 
related papers. 

Di spos i t ion : Dest roy 5 year s after r ceipt  of proposal. 

* * Fi l e  No. 930-08 

S c i ence and Engi neer ing Program Management F iles. Documen ts  
rela ted to  establ i shing an adm i n i ster i ng the prog rams in thi s 
functional area. Included are coord i nat i ng ac tion s , inst ructions , 
author i z i ng d i rec t ives , general correspondence , i n t erpretat ions , 
repor t s  an d similar or related documen t s. 

Di spos i t i on :  a. Of f i ce of Record. Des t roy af ter  5 years. b. 
Other Of f ices.  De st roy after 3 years. * *  

* *  Add it ion 
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RESEARCH AND DEVELOPMENT CONTROL FILES 

The se records  rel ate to admini ster i ng and control l i ng 
dru  l�arco t i c  research proj ec t s , and col l ec t ing , d i sseminating , 
and xq hang i ng scien t i f ic in formation. 

Forei n S c i  n t i fic  I nformat ion F i les. Doc umen t s  rel ating  to 
relat ionship ' .with fore ign nat ions reque s t i ng t he exchange and 
col l ec t ion of c ient ific  informat ion. Incl uded are paper s 
relat i ng to plai' for coopera tioni, d i sc ussionsi, v is i ts with 
foreign  governmen· · . of f icials , and comparab l e  relationships. 

Di spos i t ion : after approval of exc hange of 
i n format ion. 

Fi l e  No . 940-02 

Proj ec t  Con trol Fil es. Doc accumulating  from superv ising , 
manag i ng , and admini stering g/ narcotic  research , development , 
test , and evaluat ion of proj ec t • I nc l uded are documen ts  rel at ing 
to proj ect apprai sal s ; recommend tions for proj ect ini t iat ion , 
termination , or cancel lation ; rev 1  w and anal ys i s  of speci fic 
research proj ects ; and other papers relat i ng to t he proj ects. 
Arrange f i l es by proj ec t ser ial  numb and nomencl ature , or 
t i t l e. 

Dispo s i t ioni: Destroy 5 years after comp! t ioni, terminat ioni, or 
cancel lat ion of the proj ect. 

Fi l e  No . 940-03 (�e l- l '1 0 - 'l '1 - I )  
Project  Regi s ter Fil es. Reg isters , l i st i ng s , ind card s ,  and 
rela t ed doc uments used to record in format ion on pro · ec ts and 
tasks , such as proj ec t or task  number and t i t l e , pro · ec t  or task 
o f f i c e , and con tract number. 

Di spos i t ion : De stroy 5 years af ter proj ec t s  l i sted in 
are completed. 
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P r o j e c t  R e  Re p o r t s  p r e p a r e d  b y  D E A  c o n t a i n i n g  
i n f o r m a t i o n  i n d i v i d u a l  r e s e a r c h , d e v e l o p m e n t , t e s t , a n d  
e v a l u a t i o n  p r o j e c t s  p r o j e c t  t a s k s , i n c l ud i ng  t h e  i d e n t i f i c a -
t i o n , t i m e  p h a s i n g , r e q u  e n t s  a n d  o b j e c t i v e s , a nd o t h e r 
i n f o r m a t i o n  a b o u t t h e  p r o j e c t  t a s k .  I n c l u d e d  a r e  re s e a r c h  and 
t e c h n o l o g y r e s um e s n, d e v e l o p m e n t  p l a  s i m i l a r  r e p o r t s n. 

D i s p o s i t i o n : De s t r o y  wh e n  t h e  p r o j e c t  i s  
o r  wh e n  n o  l o n g e r  n e e d e d  f o r  r e f e r e n c e . 

F i l e  N o . 9 4 0 - 0 5  ( NC l  1 70-7 7 - 1 )  

P r o j e c t  C a s e  F i l e s . The s e  c o n s i s t  o f  o n e  c o p y  o f  e a c h  p r e l i m i ­
na r y , p r o g r e s s , o r  f i n a l  t e c h n i c a l  r e p o r t  o r  pu b l i c a t i o n ; c o n t r a c t 
o r  g r a n t  a g r e e m e n t , wi t h  c h a n g e s , m o d i f i c a t i o n s , o r  a d d e n d u m s  
t h e r e t o ; t e s t  r e p o r t s  a n d  c o mp a r a b l e  t e s t  d a t a ; f e a s i b i l i t y ,  c o s t 
e f f e c t i v e n e s s n, a n d  s t a t e - o f - t h e - a r t  s t u d y  re p o r t s  f r o m  s c i e n t i f i c  
j o u r n a l s  wh i c h p e r t a i n  t o  r e s e a r c h  p r o j e c t s  s u p p o r t e d b y  D E A . 

Disposition : a .  Final pro J ect or phase report , or analo-
gous documentation such as final test data or evaluation 
reports : PERMANENT . Retire to the WNRC when 20 years old . 
Transfer to the National Archives when 30 years old . 
b .  Other documentation : Destroy 1 5  years after completion , 
termination , or cancellation of the pro J ect . 

N o . 9 4 0 - 0 6  ( NC l - 1 7 0 - 7 7 - 1 )  

T e c h n i c  1 R e p o r t  Re f e r e n c e  F i l e s . D o c um e n t s  m a i n t a i n e d  i n  
o r g a n i z e d i b r a r y - t y p e  c o l l e c t i o n s  t o  p r o v i d e  r e f e r e n c e  f o r D E A  
i n - h o u s e  r e  a r c h  a c t i v i t y . T h e y  i n c l u d e  o ne c o p y  o f  e a c h 
t e c h n i c a l  r e p o  t o r p u b l i c a t i o n  i s s u e d  b y  t h e  o r g a n i z a t i o n o r  
r e c e i v e d  f r o m  i t  c o n t r a c t o r s  a n d  o n e c o p y  o f  t h o s e  r e p o r t s  o f 

e c e i v e d  f r o m o t h e r s o u r c e s n. 

n s u p e r s e d e d  o r  o b s o l e t e . 

F i l e  N o . 9 4 0 - 0 7  

S c i e n t i f i c  a n d  R a w  D a t a  F i l e s . e n t s m a i n t a i n e d  a n d  us e d  b y  
s c i e n t i f i c  p e r s o n n e l f o r  r e s e a r c h , d e v  o pm e n t , a nd t e s t  o f  a n 
i t e m , a g r o u p o f  i t e m s , o r  w i t h i n  a f i e l  o f  s c i e n t i f i c i n q u i r y .  
I n c l u d e d  a r e  s c i e n t i f i c  n o t e s n; d r a f t s  o f  t e  h n i c a l r e p o r t s  a n d 
a r t i c l e s ; t e l e m e t e r i ng , o s c i l l o s c o p e s , a n d  t i  a n d mo t i o n  f i l m s  
a n d  r e c o r d i ng s ; t a p e s ; s o u n d  r e c o r d i ng s ; a nd s i  l a r  r o u g h  o r  r a w 
d a t a  wh i c h i s  no t mad e a pa r t  o f  t h e  o f f i c i a l  p r o j  f i l e . 

D i s po s i t i o n :  De s t r o y  wh e n  t h e  d a t a  i s  i n c o r p o r a t e d o r  umm a r i z e d 
i n  a t e c h n i c a l  re p o r t  o r  pa p e r ;  o n  c o m p l e t i o n  o f  t h e  p r o j  c t , o r  
wh e n  n o  l o n g e r  n e e d e d  f o r  r e s e a r c h  w i t h i n  t he f i e l d o f  i n q u  r y  • 

..... ,,,� 
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COMMUNICATIONS REQUIREMENTS PILES 

These f i les accumul ate from developing and repor t i ng requi rements 
for communicat ions-electronic fac i l i t ies and  equipmenti, inc l ud ing 
COMSEC equipment. 

File  

Communicati  n Re resentat ion Fi les. Doc umen ts  rel ating to 
represen tat i on and recommenda tions to ot her Federal agenc ies , 
inc l ud ing imp ment ing deci sions on commun icationsi, elec tron ic 
pol ic ies , rad io frequency al locat ion , call  s igns , rad io in ter­
ference , and rad · o  propagation mat ters. 

Di spos i t ion : af ter approv al ac t ion on 
commun ication 

File  No. 970-02 

Telecommunication Pro ec t F i les. Documen ts  rel ating to 
prepar ing , val idat ing , and eveloping proj ec ts to des ign , 
construc t i, and insta l l  telec mun icat ions serv icesi, equi pmenti,
fac i l i t iesi, networksi, and sys ms. I ncl uded are projec t lettersi,
b i l l s  of material , maps , drawin s ,  spec i f i cat ions , instal l ation 
data , complet ion reports , instal ed commun ication equipmen t 
proper ty  card s i, and rel ated paper • 

D i spos i t ion : a. Of f ice per forming EA-wide responsibil ity : 
Dest roy 2 years af ter di sapproval of he requ iremen t or 
termination  of the project. b. Ot her o f f i cesi: Destroy 1 year
a f ter d i sapproval of the requi remen t or 1 year af ter disconti nua­
t i on of the installat ion or fac i l i ty. 

P i l e  No. 970-03 . ( NC.. I - I '1 0  - 'l '1 - 1) 

Communicat ion Fac i l ity  Lease Reques t F i les. umen ts  rel ating to 
reques ts  for provid i ng , rearrang i ng , and remov i n  commun ication 
c i rcui t s , equipment , and serv ices leased from com erc ial compan ies 
to meet DEA commun icat ions requiremen ts. I ncl uded are requests 
for leased fac il ity  forms , j usti ficat ion el ated 
papers. 

Di spos i t ion : a. Of fice responsible for final  approval Destroy 
1 0  years a f ter termination of the lease. b. Ot her o f f i  
Destroy 2 years af ter term ination o f  the lease. 
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File 

F i les. Doc ument s rel at ing to author i z inge, -------,-....-_....-----'...,___ _ a n1ng , correlat ing , and using rad io frequenc ies 
a 

Di spos i t ion : a .  rrespond ence relat ing to conc urrence of the 
Federal Communicat io s Comm i s s ion : Des t roy af ter 1 year . b. 
Other doc ument s :  Des oy on supers e s s ion ,  cancel l a t ion or 
d i scont inuance of the a signment of u se. 

File No . 970-05 { N C I - I 'I"'"' 

Communicat ion Operat ion Instru t ion F i l es. Doc ument s  containing 
informat ion and data on codes , d io frequency ass ignments , call  
signs , and l i sts  of holders of co e sys tems. 

Di spos i t ion :  Destroy when super sed e  or ob sole te. 
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COMMUNI CATIONS SERVI CES FILES 

The se f i l es accumulate from administer i ngi, u s i ngi, and mainta i n i ng 
c_ommun ications  fac i l i ties  and equipment.  

Fil', . No .  980-01 (iNC l- l 1 D - ? 1 - 1) 

S ervice Work Order F i l es. Doc umen t s  used to reque st  and 
tel ephone service on Governmen t-own ed systems. Included 
t s  for tel ephone service , wor k  orders , and rel ated 

File No . 980-02 ( C.. I - 170- '7 '1 - /) 
Tele  hone Tol l Cal l F i l es. Reports  of al l authori zed 
o f f i c ial prepaid o om ing col l ect , and toll  cred it card 
cal l s. 

Di spos i t ion : Destroy aft 3 mon ths , ex cept when discrepanc ies 
between these records and 11 t ickets  are foundi, in which case 
the f i l es wi l l  be held until  correc tive ac t ion has been 
completed. 

File  No . 980-03 ( Nl l - l�O-'l'l- 1) 
Communicat ions Equ ipment Record F i l e  • Documen t s  rel ating to 
modi f y i ng , test ing , and comparab le ac t · on per taining to indiv id ual 
i tems of equipment used in commun icatio s sys tems. 

Di spos i t i on : Destroy on di sposal of equipment.  

File  No . 980-04 

Tel ephone Tol l Tickets. Or ig inal s and copies  of tol l  tic kets 
f i l ed in  support of tel ephone toll  call  payments.  

Di spos i t ion : Destroy af ter GAO aud i t  or when  3 years old , 
wh ic hever i s  sooner. 
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COMMUNICATIONS CENTER OPERATIONS FILES 

These f i les accumulate in the commun icat ions cen ter from operat ing 
teletypewr i ter , fac simile , data tran smission services , and sim ilar 
commun icat ions serv ices. 

Communi  at ion s  Cen ter O erat ion F i les. Doc umen t s  rel a t i ng to 
opera t i d i. commun icat ions cen ters and concerning t he transm i s s ion 
and recei', • of elec trical ly  transm i t ted messages. Incl uded are 
mes sage reg · s ters , superv i sory logs , performance repor ts , 
in ter ference •:r:.eportsi, mai ntenance wor k ordersi, frequenc y  log s i, and 
s im i l ar doc um ts , but ex clusive of ot her f i les descr ibed in this  
sched ule. 

Di spos i t ion : 1 year af ter tran smiss ion or receipt of 
mes sage. 

F.ile  No . 990-02 

Communicat ion s  Cen ter Me a e F i les. Copies of incom ing and 
or ig in al authent icated cop · es of outgoing messages ma intained in 
commun ications cen ter s. 

Di spos i t ioni: Destroy 1 year ter tran smiss ion or receipt of 
mes sage. Earl ier d i sposal is  a thori zed. 

File No . 990-03 ( N C l- 170 ... ? 'l - I) 
Mon i tor Reel T ape F i les. Tapes prov i ing a temporary record of 
transm i s s ions for the purpose of accom i shing tracer act ions and 
making retran smissions. 

Di spos i t ioni: Wi thdraw and tran smission of 
mes sage. 

File  No. 990-04 (/tJl l - / 'lo - ? 'J  - I J 

Serv ice Mes sage Fi les. Copies of incom ing and ou oing service 
messages rel a t i ng to traffic hand l i ng or operat iona · 
irregul arit ies. Serv ice messages correc t i ng transmi 
f i led wi th the rel ated mes sage ( Fi le no. 990-02 ). 
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Wi thdraw and destroy 30 days a f t er receipt of 

Sheet F i les . Documen t s  ind icat i ng the number s ����..;;,_�_;;__�-'---'=�--=--------,�of mes sages  hand I d on a c ircuit / channel or pi ece of 
commun ications equ · ment . 

Di spos i t ioni: and destroy 30  days after  ass ignmen t of 
number . 

File  No. 990-06 ( NC. I - l ?o 

Mul t i  l e  Address and Book Mes e Processin  F ilesi. Doc ument s  
relat ing t o  processing mul tiple and book mes sages . 

Di spos i t ion : Withdraw and destro after message is 
proces sed . 
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MEDICAL PROGRAM F I LES  

The se f i l e s relate to  phys ical pro f i l i ng for DEA personnel and the 
adm i n i strat ion of the DEA Med ical Prog ram . 

F i l e  ;d�·, 1001-01 ( N  C. I - l ? O- ? 'I - 1) 
' °'-1� 

Documen ts  rel a t ing to med ical fitness  for 
appo i n tment , �etent ion in serv ice , promot ion , spec ial a s s ignment , ·ee
and separati  Inc l uded are ex trac t s  of  med ical ex aminations  and 
s im i l ar or rel ted documen ts . 

"•. 

D i spos i t ion : 3 year s after rev iew . 

F i l e  No . 1001-02 

D i spo s i t ione: a .  Tran sfer ct employee . See FPM for in struc­
t ions . b .  Separated emplo y es : Tran s f er to Na t ional Per sonnel 
Records ( NPRC )e, St . Loui s ,  MO . ·  30 days after separation . NPRC 
wi l l  des troy 75 year s after b i r  Q date of  emplo yee , 60 years a f ter 
date  of  the earl iest  doc umen t in ·the fo lder . I f  the date of birth  
cannot  be a scertai ned , or  30  years a f t er late st separat ion , 
wh i c hever is  later . c .  Temporary short- term record s as 
d e f i n ed in t he FPM :  Destroy 1 yeare � ter separat ion or tran s fer 
of employee . *  

F i l e  No . 1 00 1-03 ( GRS l-20a ) 

Heal t h  U n i t  Con trol F i les . Log s  or re flec t ing dai l y  
n umber of  v i s i t s  to heal th un it . 

Di spo s i t ion : a .  De stroy 3 months  r y , i f  in forma-
t ion i s  summar i z ed on a stat i s t ical report . s tray 2 year s 
a f ter  last  en try i f  the in formation is no t summar i z  ct .  

F i l e  No . 1 00 1-04 

Heal th  Serv ices  Program Management  F i l e s . Doc umen t s  rel a ted to 
adm i n i s ter i ng the prog rams in this  f unct ional area . Included 

*Rev i s ion 
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are  coord inating  ac tions , stud i e s , i n struc tion s , in terpr e ta t ions , 
me ssages , and s im i l ar or related documents . 

Di spos i t ione: a .  Of f ice of Recorde: De stroy after  5 ye ar s . b. 
Ot her of f ices : De s troy after 3 years . 

File No . 1001 -05 

Employee A s s i s tance Program F i le s . Documen ts  related to 
adm i n i s ter i ng this  program .  Included are coord ina t i ng ac t ions , 
instruc tions , aut hor i zing direc tives , in terpreta t ion s , me s sag es , 
and s im i l ar or related documen t s e. 

D i spos i t ione: a .  Of f ice of Record : De stroy after  5 ye ar s .  b .  
Other o f f i c e s : De s troy a f ter 3 years . 
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SAFETY PROGRAM FILES 

These f i les  result from a program to prevent or reduce person al 
i nj ury , occupational d isease s , and property damag e fro m acc idental 
causei. 

Safet  F i les. Documen ts rel ating to surveys made to 
ev aluate the e, fect iveness of safety programs and safety s tandards 
and proced ures ; \  urvey reports , sa fety in spec t ion reports , minutes 
of safety mee ting and not i f icat ion of sa fe and un safe pract ices. 
I n c l uded are chang�_ made as a resul t of the find ing s of the 
surveys or inspectio  , and simi l ar or related documents.  

D i spos i t ioni: after survey. 

File  No . 1 030-02 {NC/ .,,.. I 'lo - · ., 
Safety Hazard Files . Documen ts  elating  to technical  rev iew , 
adv ice , and guidance for iden t i f y _ g and el imina t i ng or 
control l ing sa fety ha zards. I nclud di are hazard reports and 
si mi l ar or rela ted documents. 

D i sposit ion : Destroy 2 years after el i m · nating  sa fety ha zard s or 
comp l e t i ng measures to con trol them. 

* * F i l e  No . 1030-03 

Safety  Program Repor ting Fil es. Documen ts  that prov ide data 
concern i ng various aspec ts of DEA safety management ac tivi ties. 
I nc l ud ed are stati st ical and narrat ive repor ts ; consol idations , 
summar iesi, extrac ts of report s ;  and simi l ar or related documents. 

Di spos i t ion : De stroy 3 year s after submis sion of prog ram data. * *  

File  No . 1 030-04 

Reserved. 

* *  Add i t ion 
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ACCIDENT F ILES 

The se f i les  relate to aircra ft  acc idents  and inc iden t s , motor 
vehicle  ac c i den t s , and marine  acc i d en t s ; f i re and explos ions ; 
harmful chem ical exposures ; and other accidents  ari s i ng from 
equ ipmen t and personnel fai l ures. 

File  No . 1 040-01 

Acc iden t Case F i l es. Documen t s  rel ating to ind ividual acc idents.  
Included are reports  of acc idents , and i nvest igat ions thereof , 
i nvol v ing ai rcraft , motor vehic l es , fires , damage to DEA property , 
i nj ury to or death of personnel , and s im i l ar or related 
documen ts.  

Di spos i t ion : Destroy 6 years after close of acc ident  case. 

File  No . 1040-02 ( N C.  I - I ? <J - 'I · ·,-. , I )
'< 1-

A�c 1dent  Experience Fi les. Doc um en\·s 
repor t i ng of  acc iden t s  and summari z i ng d anal y z i ng acc ident 
exper ience and trends  1nvol ving aircraft  j- - .  otor veh i c l e s , fires , 
personal i nj ury , damage to property and oth  acc idents.  

Di spos i t ion : De stroy 5 years after compl et ion 

87-20 ADMINISTRATIVE MANUAL 6 -29-87 



 

rm 16) , or co 
t\, a D 

Equip 

Property y 

to 

ADMINISTRATIVE MA 

Appendix  0750A 
Page 137  

PROPERTY MANAGEMENT FILES 

These f ile s accumulate as a re sult of  con troll i ng and accoun t i ng 
for supplies  and equ ipmen t by  proper ty of f i c ers  and other 
respon s i ble individuals. 

Pr 
Fo 
charg ed 

t F iles. Card s ,  listse, hand  rece ip t s  ( DEA 
mparable documents  showi ng accoun table property 

EA ac tivity. 

Di spos i t ione: 
property ,  or 

Dest roy or turn in on complete accoun t i ng for 
superseded by  a new rece i pt or l i s t i ng. 

File  No . C J- l 7t> - ?7 - t )  
ment  Record Doc umen t s  usede, when requi r ed to record 

ind ivid ual and cumula · ve repa irs  ( DEA Form 1 6B ) , adj ustments , and 
use of equ ipmen t items. 

D i spos i t ion : Destroy 2 r s  after equipment leaves cus tody  of 
DEA. 

File  No . 1 10 1 -03 ( NC. I  - /"lo � ? '1 
Accoun tab ilit  Tran s f er · 1es. Doc uments  at testing the 

tran s fer of property accoun tab il i ty from one accoun table of ficer 
to another. Included are cert i f i cat s of tran sfer , inven tory 
l i s t s , and r ela ted doc uments.  

D i spos i t ione: Destroy 2 years after 
property. 

File  No . 1 1 01 -04 { N l l - l ?0- '1?e- 1 )  
Equipment Loan Files. Doc umen t s  reflec t i ng 
or from other Government agenc ies. 

Di spos i t ion : Destroy 2 years after 
account i ng for i t ems involved. 

NUAL 9-26-88 
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F i l  No . 1 10 1-05 (/\J C.  I- I ?o- ? 'I - 1) 
Report o� Survey F iles . Reports tha t desc ribe the c ircumstances , 
and rec m�ended act ion , concern ing t he loss , damage , or 

Repor ts invol ing pecuniary liabili ty : Destroy 1 0  years a f ter 

dest ruc t  op of Governmen t proper tye. 
survey an .. ,.�suppor t ing documen ts . 

Included are repor ts of 

·,• 

Disposi t ione: \ea .  Of f ice per form ing final rev iew author i t y e: ( 1 )  

completi ng fi�  1 ac t ion . ( 2 )  Other reports : Destroy 3 years 
a f ter complet iJ final ac tion . b .  Other offices : Destroy 3 
years after comp . t ing final ac tione. 

File  No . 1 1 0 1-06 ( N ,- /?o - '7 '1 - 1 )  
Repor ts of S urvey Reg i ter F iles . Reg isters and related documents 
ma in ta ined to con trol r · arts of survey . 

D isposi t ion : Destroy last recorded survey . 

F i le No . 1 1 0 1-07 { NC. I - / 'lo - '1 - 1) 
Pro erty  O f f i cer Designat ion F i l°  s .  Doc umen ts reflec ting the 
desig nat ion of propert y  of f i cers . , I n cluded are let ters of 
appointmen t and revocation . 

Disposi t ion : Destroy 2 years after appoi n tmen t . 

File  No . 1 10 1-08 ( N l l - l '10 - ?? - 1 )  

Packag ing and Handling Deficiency Re ort in�. F iles . Reports 
subm i t ted by receiv ing ac t iv i t ies concer n i n  " defic ienc ies in 
preserv ing , packing , marking , or handling of uppl ies , equi pmen t ,  
or mater i als . included are repor ts of pac k i n  and handl ing 
def ic ienc ies , reports of correc tive ac t ion , an related papers .  

D isposi t ion : Destroy 1 year a f ter subm i t t i ng 

F i le No . 1 1 0 1-09 (fJC t - 1  ?o - 'J ?  - I )  

Excess Proper ty Report ing Files . Reports used to disse inate 
in forma t ion concerning availab ili ty  of excess propert y .  
are reports o f  ex cess personal proper t y , list ings , cards 
and sim ilar documen ts . 

Disposi t ione: Destroy 1 year after date of report .  
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Equipl':'len t · -� d Suppl y Requ i s i t ion F i les.  Documents  rel at i ng to 
reque s t s  fo"'i\,� uppl ies and equipment  ( ex pendab l e  and nonexpend­
ab l e ) c, ren ta lt� f equi pment wi th suppo rt ing correspondenc e ,  and 
cop i e s  of requrs t ions. 

D i spos i t ionc: a. fte ue sts  for expendab l e  itemsc: Des troy 1 year
a f t er compl et ion of a ,  ion. Earl i er d i sposal is author i z ed. b.  
Reque s t s  for nonexpenda e items.  De stroy 2 years after 
comp l e t ion of  ac tion. 

* * File  No . 1 101-1 1  

Proper t y  Prog ram Management F i l es .  Correspond ence , ins truc t ions , 
s tud iesc, mes sagesc, in terpre tat ionsc, and coord i na t i ng ac t ions 
r e l a ted to the adm i n i stration and operation of  the prope rty 
management program. 

D i spos i t ionc: De stroy when 6 years ol d . * *  

* *  Add i t i o n  
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FAC I L ITIE S MANAGEMENT F ILE S 

The s e  f i le s  r e s u l t  f r om co n t ro l ,  o c c u pa t i o n , a nd u s e  o f  f a c i l i t i e s  
b y  DEA a c t i v i t i e s . 

F i le No . 1 1 1 0-0 1  

F a c i l i t i e s  U t i l i z a t i o n  F i l e s . Do cume n t s  r e l a t i ng  to the  co n t r o l 
a n d  a l lo ca t i o n  o f  o f f i ce s pa ce . I n c l u d e d  a r e  s p a ce a l lo ca t i o n s , 
s pa ce r e po r t s c, r e q ue s t s  fo r a d d i t io n a l  s p a c e  o r  cha n g e s  in spa c e  
lo ca t i o n s c, s p a c e  r e lea sec, s ur v e y s  o f  s p a ce r e q u i reme n t s c, o f f i ce 
l a yo u t s c, an d s i m i l a r  do cumen t s c. 

D i spo s i t i o n : Fa c i l i t i e s  o f f i c e : De s t ro y  5 y e a r s  a f t e r  ap p r o v a l 
o f  a l lo ca t i o n o r  s pa c e  req u i r eme n t . O t her  o f f i c esc: De s t ro y 3 
y e a r s  a f t e r  co mp l e t i o n  o f  a c t io n .  E a r l i e r  di s po s a l  i s  
a u t ho r i z e d .  

F i le No . 1 1 1 0-0 2 

F lo o r  P la n  F i le s . Re f e r ence  co p i e s  o f  f lo o r  p l ans  fo r DEA 
a c t iv i t i e s . 

D i spo s i t io n : F a c i l i t i e s  o f f i c e : De s t r o y  wh e n  supe r s e de d  o r  
o bs o le t e .  

i.;,, 
F i  le No . �., -1 0-0 3 

i ce s  F i le s . Do cume n t s  r e l a t e d  to cus to d i a l  -----,-------,-......,...,......,....__ _ s e rv i ce s  r e q u i r e  by an ac t iv i t y c; i n s t a l la t i o n  o f  t e l e p ho n e s c;
c hange s  to te le pho di r e c to r i e s ; i s s u a n c e  o f  ke ys an d lo cks ; 
mo di f i ca t i o n , r e p a i r , o r  change  o f  h e a t i ng ,  l i g h t i ng , v e n t i la t io n , 
co o l i n g , e le c t r i ca l ,  a p lum bing  sys t e m s ; p a i n t i ng , pa r t i t io n i ng , 
r e pa i r i n g , o r  o t h e r  a s p e  s o f  o f f i ce l a n d s c a p i n g ; and  s im i l a r  
do cumen t s c. 

D i spo s i t i o n : De s t r o y  2 ye a r s  
c a n c e lla t io n  o f  r e q ue s t c. 

**Fi le No . 1 1 1 0-0 4 

B u i l d i ng L e a s e  Management  F i le s . Do cumen t s  i n c lude co p i e s  o f  
bui l di ng l e a se , Co n t r a c t ing Of f i c e r  Re p r e s e n t a t i ve ( C OR )  and  
As s i s t a n t Co n t r a c t i n g  Of f i cer  Re p r e s e n t a t i v e  ( ACOR ) de l e g a t io n s c,
l e a s e d  bui l ding  i n s p e c t or  wo r k s he e t s , co n t r a c t  c l e an i ng ins p e c t ion  
r e po r t s , co m p l ai n t  reg i s t e r s , wr i t t e n  no t i f i ca t i o ns to le s so r  
co n c e r n i ng comp l a i n t s  and r e s o l u t i o n s  o f  comp la i n t s c. 

D i s po s i t i o n . De s t ro y  2 ye a r s  a f t e r  t e r m in a t i o n  o f  lea s e . * *  

* *  Addi t i o n  
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MOTOR VEHICLE MANAGEMENT FILES 

The se f i les  relate to control l i ng and manag ing DEA motor 
vehic l e s . 

File �k 1 1 20-01 

Vehicle  �\thoriza  tion Fi les . Reque s t s  for procuremen t or--------,---------
d i s t  r ib u t i  o '\ , of  vehicles  ind ica t i ng requi remen ts , j us t i f ication s , 
and approval .,.�· or di sapproval s thereof . 

Di spos i t ion : 2 years a f t er proc ur ing or d i s tr ibut ing 
vehic l esi. 

File No . 1 120-02 

Vehicle  Con trol Files . · .  cumen t s  used to control the locat ion , 
custody , assig nment , sei zu s ta t us and ot her data relat ive to 
vehic lesi. 

Di spos i t ion : Destroy 2 years vehic l e  leaves DEA custod y .  

File No . 1 120-03 

Vehicle  I den t i f icat ion Pl ate F i l es . Do'•iumen ts  connec ted wi th 
reques t i ng , trans ferr ing , issuing , and di. posing of Un i ted States 
or local iden t i f ication pl ates or l icense � .ttes . 

, '• 

D i spos i t ion :  De stroy 5 years a f t er d i sposal plates . 

File No . 1 120-04 

Veh icle  Opera t i ng Cos t and Performance Report i ng F i lesi. Feed er 
and summary reports prepared therefrom ref l ec t i ng cost and 
performanc e  data relative to vehicle  data , vehicle  def ic iency 
reports , requests  for mil eage expen se and vehicle s tatus , etc . 

D i spos i t ion : a .  Summary repor t s : De stroy 5 years after compil­
ing data . b . Other reports : Des t roy 3 years a f t er compil ing 
datai. 
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File No . 1 120-05 

Vehi c l e  Di spos i t ion F i l es. Requests  subm it ted to Depar tment of 
Just ice  or General Serv ices Adm i n i strat ion for transfer of excess 
vehic l es or di sposal of vehi c l es that meet or ex ceed the vehi c l e  
repl acement s tandard s. 

Di spos i t ioni: De stroy 5 years after the vehic l e  leaves custod y of 
DEA. 

87-20 ADMINISTRATIVE MANUAL 6-29-87 



File No. (NC. I- I 'l O - 7 'I -1) 

Append ix 0750A 
Page 143 

LI BRARY FILES 

These f i l e s  relate to the operat ion of t he DEA l ibrary. 

File  No . 1 130-01 

Re served. 

S hel f L i s t  Card ' Card s ind icating al l books in the l ibrary 
arrang ed in t he or er in which t he books s tand on t he she lvesi, 
and re f l ec t ing  item " dentificat ion by c lassi fication , t i t le , 
aut hor , vouc her numbe ( add i t ions or red uc t ion s ) , and ot her 
in format ion necessary t fac i l itate  the accountabil i t y  process.  

Di spos i t ion : De stroy afte ind icated thereon have been 
dropped from accoun tabil ity 

File No . 1 1 30-03 (NC.. l - l ?o - 7 '1  -

Library Catalog F i l es. Card s enume ting authors , t i t l es , 
cross-references , and subj ec ts  arrang d in al phabet i c al order and 
ind icat ing desc ript ive detai l s  inc l ud i  locati on of books on the 
shelves. Upon transfer of t he books to other l ibrary , t he 
current l ibrary card ca talog f i les  will be incl uded in the 
transferi, if possible. 

Di spos i t ion : De stroy when rel ated books 
removed from the l ibrary col l ec t ion. 
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PERS ONNEL MOVEMENT AND TRAVEL F ILE S 

T h e s e  f i l e s  r e l a t e t o  t he c o n t r o l , a dm i n i s t r a t i o n , a nd o p e r a t i o n s  
i nv o l v e d  in  mov i ng DEA  e m p l o ye e s  and t h e i r  d e p e nd e n t s .  

F i l e N o . 1 1 4 0-0 1 (AJ l l- 1 7 0 - 'l ? - , } 

T r a v e l R e q u e s t  F i l e s . Do c um e n t s  pe r t a i n i n g  t o  r e q u e s t s  fo r o r d e r s  
p l a c i ng D E A  e m p l o ye e s  o n  t e m p o r a r y  d u t y ,  n o t i c e s  o f  a r r iv al a nd 
d e p a r t u r e o, a p p r o v a l  of  i s s ua n c e  o f  t e m po r a r y  d u t y o r d e r s o,
p l a c em e n t  o f  p e r s o n n e l  o n  t e m p o r a r y  d u t y ,  a nd s i m i l a r m a t t e r s . 

D i s p o s i t i o n : D e s t r o y  3 y e a r s  a f t e r  fi s c a l  ye a r  in wh i c h  t r a v e l  
wa s p e r f o rm e d . 

C o n f e r e n c e  T r a v e l F i i e s o o

F i l e N o . 1 1 4 0- 0 2  (NC l - / '/ o - 'l 7 - 1 )  

. Do c um e n t s  ma i n t a i ne d  fo r t h e  pu r po s e  of  
p l a n n i n g , r e v i e w i n g , a nd f u r n i s h i ng i n f o rm a t i on i n  c o nn e c t i on wi t h  
t r a v e l  o f  a u t h o r i z e d  pe r s o nn e l  t o  a t t e nd me e t i n g s  o f  t e c hn i c alo, 
s c i e n t i f i c , p r o f e s s i o n a l , a nd s i m i l a r o rg a n i z a t i o n s o. 

D i s po s i t i o n : De s t r o y  3 y e a r s  a f t e r  fi s c a l ye a r  in wh i c h t r a v e l  
wa s p e r f o rm e d . 

F i l e  N o . 1 1 4 0 - 0 3  

P a s s po r t  Do c um e n t s i a t i n g to  pa s s p o r t s  
e mp l o ye e s  i n c l ud i ng t h e i r  d e p  n d e n t s . I n c l u d ed 

t r a n s m i t t a l  l e t t e r s , r e c e i p t s 
r e l a t e d d o c um e n t s . 

De s t r o y  3 y e a r s  

F i l e s . and v i s a s  fo r DE A 
a r e  r e q u e s t s f o r  

p a s s p o r t s ,  fo r pa s s p o r t s ,  c o n t r o l  
c a rd s o, a nd 

D i s p o s i t i o n :  o f  pa s s p o r t  o r  v i s a . 

F i l e N o . 1 1 4 0 - 0 4  

I n t e r n a t i o n a l  S h i pme n t  F i l e s . Do c um e n t s  i n t e r n a t i o n a l  s h i p me n t s  
o f  h o u s e h o l d  g o od s o. 

D i s po s i t i o n :  D e s t r o y  6 y e a r s  a f t e r  the  pe r i o d  o f  t h e  ac c o un t . 

* *F i l e  N o . 1 1 4 0 - 0 5  

T o u r  R e n e wa l , and  R e s t  a nd R e cupe r a t i o n  T r a v e l F i l e s . Do c ume n t s  
c o n s i s t  o f  c o p i e s  o f  t o u r  r e ne w a l  a g r e e m e n t s , t r a n s p o r t a t i o n 
a g r e e m e n t s ,  and re q ue s t s  fo r t r a v e l , wi t h  c o o rd i n a t i o n s  and 
a p p r ov a l s  a t  a p p r o p r i a t e  l ev e l s . D o c um e n t s  i n c l u d e  a p p r ov e d 
t r av e l  o r d e r s , v o u c he r s , i t i n e r a r i e s ,  and s i m i l a r  or  re l a t e d  
d o c um e n t s o. 

D i s po s i t i on :  De s t r o y  a f t e r  3 y e a r s . * * 

* *  Add i t i o n  
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REPRODUCTION SERVI CES FILES 

These f i les rel ate to pr int ing , reproduc t ion , b i nd i ng operations , 
and equi pmen t i; to  contrac t pr intingi; a nd sim i l ar mat tersi. 

File  No . 1 15 ""'.'01 (/\J l l - 1 1 0 - ? ? - 1) 
' 

Print in E ui m t Control Fi les . Documen ts  rel ated to grant ing 
author i t y  to issu , ,  purchase , rent , exc hange , trans fer , or di spose 
of pr inting , bindin , and rel ated aux il iary equi pmen t i. Incl uded 
are reques ts for app val of and j us t i f icat ion for prin t i ng and 
reproduc t ion equi pmen t-;, \Depar tmen t of Just ice and Governmen t 
Pr int ing Of f i ce approvali· authoriza t i ons for excess equipment to 
be turned into supply cha el s for d i sposal ; and rel ated paper s. 

Di sposi t ion :  Des troy 3 years af ter d i sposal of equipment or 
d i sapproval of ac quisit ion req 

File No. 1 1 50-02 ( N C.. 1 - l ? o - 7 7 - -'  

Pri nting Report F i les .  Documen ts ref lec t ing in format ion on 
pr int ing operat ions and equipment , such as ind iv idual and 
cumul ative pr inting jobs , inventor y of pr int ing equi pmen t , 
con trac t  pr int ing costs , and sim i l ar data required by t he Joint 
Cong ressional Comm it tee on Pr int ingi. Incl uded are inven tory 
repor t s  of pr int ing and stored equipment , contract pr in t i ng 
repor ts and expend iture statemen t s , comparable repor ts , and 
rel ated papersi. 

Di spos i t i on :  Destroy 5 years af ter subm i t t ing the report .  

File  No . 1 1 50-03 

Reserved . 

F i l e  No . 1 1 50-04 ( AJ C.... /­
Woi order s i,Printing Job Jacket File .  production and cost 

records , rel a ted proces sing dat� and samples of each pr int ing j ob 
produced. 
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Di spos i t ion : Destroy 3 years after fi scal year in which  pr int ing 
work was comple ted. 

File  No . 1 150-05 

I l l us trat ion and Drawi ng Files . Bl ueprints , drawi ng s ,  spec i f ica­
t ions , and artwork used in prepar ing i l l ustrat ions for publ ica­
t ionsi. 

Di spos i t ioni: Destroy when the publ icat ion is pr in ted , ex cept for 
artwork which has con t inuing useful ness w i ll be retained un t il no 
longer neededi. 

File No . 1 150-06 

Photographic  Negative F i l es. Or ig inal basic  photog raph ic neg a­
t ives of mat erial used in preparing ill us trat ions of publ icat ion s  
and dupl icates o f  photog raph i c  negat ives o f  ar twork used for 
i l l ustra t i ng publ icat ions. 

Dispos i t ioni: Main tain and dispose of aud io-visual records in 
accordance wi th the standards of General Records Sc hedule  2 1 .  
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PUBLICATIONS SUPPLY FILES 

These f i l es are maintained at ac t iv i t ies engaged in receiving , 
s toring , and issuing publ ications or blank  forms. 

Pub icat ion Re uisition F i les. Doc umen ts  used in requi s i t ion ing 
nonr " mbursab le  publ icat ions , and accoun tab le and nonaccoun table  
b lank orms. Incl uded are requi s i t ions , sh ipping orders , tran sfer 
reque st and sim i l ar papers. 

Destroy 3 months after completion of ac t ion ; earl ier 
uthori zed. 

Forms ref l ec t i ng the status of 
publ ications  and bl�  k forms that prov ide in format i on which is  
used to determine req ired suppl y  ac t ion. 

Di spos i t ion : Destroy 1 af ter last en try on form status. 

File No . 1 160-03 ( Nl l - l ? O ­

I n i t ial  Distribut ion F i l es. Di tribut ion sheets , del ivery 
in struc t ions , correspondence , an related papers pertain i ng to the 
d istribution of DEA publ ications. I ncluded are form s re f l ecting 
the quan t i t y and type of publ icat io si and b lank forms required for 
automatic  d i stribut ion. 

Dis
1

os i t ion : Documen ts pertain ing to c ass i f i ed publ icat ions : a. 
De s roy 2 year s after di stribution of pu l i cat ion. b. De stroy 
superseded forms when replaced by curren t orms. c.  Other 
document s : Destroy 3 mon ths a f t er d i stribu ion of publ icat ion. 
Ear l ier d i sposal is author ized. 

File  No . 1 160-04 ( N{. 1 - l '70- '} ? - 1 ) 

Accoun tabl e  Form Receipt and I s sue F i l es. 
the rece ipt or is sue of accoun table  b l ank are 
receipt forms , l i sting s ,  and reg isters.  

6-2 9-8787-20 ADMINISTRATIVE MANUAL 



 Fil 

h d 

Disposition: ,Destroy upon withdrawal of the authorization. 
~ 
'~ 
~ 

--

Append ix 0 750A 
Pag e 148  

Di spos i t ioni: Destroy 2 years after receipt or issuance of form. 

No . 1 1 60-05 ( NC. 1 - l '1 0 - ? ?  I) 

Form Authorizat ion F i les. Signature card s ident ifying 
aut ori ze to receive accoun table forms. 

F i l e  No . 1 160-06 ( 

Publ ication S tock Reco Card Fi l es. Card s ref l ecting the suppl y  
status of publ ication s a d  b l ank forms , includ ing data as to stock 
l evel s ,  quantities on ban and quan t i t ies rec eived or is sued. 

Di spos i t ion : Destroy when ca is f i l l ed or on supersess ion , 
resc ission , or ob sol escence pub l ication. 

F i l e  No . 1 160-07 ( NC I- l ? O - ? ? i- /) 

Pub l ication H i story and S tock Usage F i l e  
his tory  and usage for each i tem of stoc k. 

ref l ec ting the 

Di spos i t ioni: 
ob sol ete. 

De st roy when form or s supersed ed or 
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MAIL SERV I C E S  F I L E S  

Th e s e  f i l e s  r e l a t e  t o  t h e  ma i l  f u nc t i o n s p e r f o r m e d  by D EA 
a c t i v i t i e s n. 

F i l e  No . 1 1 7 0 - 0 1 (N � I - 1 7 0 - ? 'I - t) 
M a i l L o s s  a n d  S ho r t age s F i l e s . Do c ume n t s  r e l a t i n g  to r e c o r d i n g , 
r e p o r t i n g ,  a n d  i nv e s t i g a t i ng lo s s e s  o r  d e s t r u c t i o n  o f  m a i l  
i n c l u d i n g  de l a y , a c c i de n t , o c c u r r e n c e , o r  d e p r e c a t i o n  ( t h e f t  o r  
r i f l i n g )  i nv o lv i n g m a i l .  I n c l u d e d  a r e  r e p o r t s  co n t a i n i ng f a c t s  
s u r r o u n d i n g  t h e  lo s s  o r  s ho r t a g e , i nv e s t i g a t i o n  p r o g r e s s  r e po r t s , 
f i n a l  i n v e s t i g a t i o n  r e po r t s , r e c o r d s  o r  p o s t a l  c l a i m s , r e co r d s  o f  
lo s t  o r  r i f l e d  ma i l ,  an d r e l a t e d  pa p e r s .  

D i s po s i t i o n :  De s t ro y 3 y e a r s  a f t e r c o m p l e t i o n  o f  t he 
i n v e s t i g a t i o n .  

F i l e  No . 1 1 7 0 - 0 2  (Nt..  l - l '/ 0 - ?'1 - 1) 
M a i l  R o u t i ng G u i de F i l e .  Do c um e n t s  p r e p a r e d  to f a c i l i t a t e  ma i l  
d e l i v e r y , r e d u c e  r o u t i ne e r r o r s , a n d  to  a i d i n  t r a i n i ng ne w 
r o u t i n g c l e r k sn. In c l u d e d  a r e  c a r d s , m a n ua l s , i n d e x e s , a n d  s i m i l a r  
p a p e r s  u s e d  a s  m a i l  r o u t i ng g u i d e s . 

D i s po s i t i o n : De s t r o y  wh e n  s u p e r s e d e d  o r  o b s o l e t e , e x c e p t  t h a t 
b a c kg r o u n d  p a p e r s  r e l a t i ng to t he g u i de w i l l  be  d e s t r o y e d  2 y e a r s  
a f t e r  p u b l i c a t i o n  o f  g u i d e . 

F i le No . 1 1 7 0 -0 3 ( Nt. 1 - / ? o - ? '1 - 1) 

A c co u n t a b l e M a i l  R e c e i p t  F i l e s . Do c u me n t s  r e f l e c t i n g  t h e  r e c e i p t  
a n d  d i s p a t c h o f  r e g i s t e r e d ,  c e r t i f i e d , a n d  num b e r e d  i n s u r e d  m a i l .  

D i s po s i t i o n : De s t r o y 2 y e a r s  a f t e r  r e c e i p t  o r  d i s p a t c h  o f  ma i l .  

F i l e  No . 1 1 7 0 - 0 4  ( N t:..  J - / ?o - ? ?  - 1) 
M a i l C o n t r o l F i l e s . Do c um e n t s  r e l a t i n g  to  t h e  co n t r o l o f  
i n c o m i n g  a n d  o u t go i n g  m a i l .  I n c l u d e d  a r e  r o u t i ng a n d  s u s p e n s e  
s l i p s , d e l i v e r y r e c e i p t s , lo g s  o f  i n c o m i n g  an d o u t g o i n g ma i l ,  
r e co r d s  o f  me s s e ng e r  t r i p s , a n d  s i m i l a r  p a p e r s . The  r e co r ds o f  
d e l i v e r y  o f  a c c o u n t a b l e ma i l ,  wh e n  f i l e d  wi t h  m a i l co n t r o l f i l e s , 
w i l l  b e  d i s p o s e d  o f  a s  a c co un t a b l e ma i l  r e c e i p t  f i l e s . R e c e i p t s  
f o r  c l a s s i f i e d  do c u m e n t s , wh e n  f i l e d  wi t h  ma i l  co n t r o l f i l e s , wi l l  
b e  d i s p o s e d  o f  a s  c la s s i f i e d  do c um e n t  r e c e i p t  f i l e s . Re t u r n  
r e c e i p t  r e q u e s t e d  po s t a l  fo r m s  a c c u m u l a t e d  by DE A p u r c h a s i n g 
a c t i v i t i e s  a s  t he r e s u l t  o f  t he t r a n s m i t t a l  o f  e i t h e r  co n t r a c t u a l  
do c u m e n t s  o r  co r r e s po n d e n c e  d i r e c t i n g s p e c i f i c  pr o c ur e m e n t a c t i o n s 
by  r e g i s t e r e d  m a i l ,  w i l l  be co n s i d e r e d  a s  r e c o r d s e gm e n t s  o f  t he 
co n t r a c t  to  wh i c h th e y  r e l a t en. S u c h  r e c e i p t  fo r m s  wi l l  b e  f i l e d  
wi t h  r e l a t e d  co n t r a c t s a n d  r e t a i n e d  i n  a c co r d a n ce wi t h  d i s po s i t i o n  
i n s t r u c t i o n s  f o r co n t r a c t  fi l e s . 

D i s p o s i t i o n : De s t r o y  1 y e a r  a f t e r  r e c e i p t  o r  d i s p a t c h  o f  ma i l .  
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F i  le - , )  

Ma i l  F i l e s . Do c u m e n t s  i n d i c a t i n g  p i c k -up  a n d  
. 

s u p e r s e d e d  o r  o b s o l e t e . 

F i  le 

Ma i l  P r o du c t i o n  F i l e s . P r o d u c t i o n  r e po r t s o f  ma i l  ha n d l e d  an d 
wo r k  p e r fo r m e d .  

D i s p o s i t i o n : De� t r o y  2 y e a r s a f t e r  co m p i l a t i o n  o f  da t a . 

F i 1 e N o  • 1 1 7 0 - 0 7 , -. . /- 1 'l0- i b- I ) 
Ma i l  S u r v e y  F i l e s . · o r t s co n t a i n i n g  s e m i - a n n u a l ma i l  s u r v e y
da t a  a n d  o t h e r  s p e c i a l  

1,, 
i l  co un t s  a n d  s u r v e y  i n f o rm a t i o n . 

',, 
D i s p o s i t i o n : De s t r o y  o l d . 

* *F i le N o . 1 1 7 0 - 8  

M a i l P r o g r a m  M a nageme n t  F i le s . Co r r e s po n d e n c e , i n s t r u c t i o n s , 
s t u d i e s , me s s a g e s , i n t e r p r e t a t i o n s , a n d  co o r d i n a t i ng a c t i o n s 
r e l a t e d  t o  t h e  a d m i n i s t r a t io n a n d  o p e r a t i o n  o f  t h e  m a i l man ag e m e n t  
p r o g r a m .  

D i s po s i t i o n : De s t r o y  wh e n  6 y e a r s o l d . * *  

* *  A d d i t i o n  
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ADP DOCUMENTATION FILES 

These f i les consist  of those record s requi red to serv ice 
mac hi ne- readable record s  and to conver t them from encoded data to 
usab le i n forma tion. These are an org ani zed ser ies of descriptive 
doc umen ts  requi red to in it iate , develop ,  operate , and maintain  
spec i f i c  appl icat ion s of  ADP  sys tems. The d i sposit ion of 
documen tat ion fi les is  l inked to dispos i t ion of the 
mac hine-readable f i les serv iced. 

File  No . 1201-01 ( N C  1 - l?D - '1 7 - i )  

Da ta Sys tems Spec i f icat ions F i les. Documen ts contain ing 
def i n i t ions of the sys tem includ i ng funct ional requiremen ts , data 
requi remen ts , system/ subsystem spec i f ications request for the 
system , and author i z i ng direc t ives. 

Dipos i t ion : a. Di sapproved proposed sys tem : Destroy one year 
af ter f i nal ac t ion. b. Approved sys tem for which all  rel ated 
mag neti c  data fi les are author i zed for di sposali: Destroy one year 
af ter termi nat ion of the sys tem. c. An approved sys tem for wh ich 
any rel a ted mag net ic  data fi le is  not author i zed for di sposali: 
Retain wi th rel ated magnet ic data f i le. 

File  No . 1 201-02 ( N l l - / ?o - 7 ? - 1) 

Sys tem Tes t Documen tation Fi les. Documen t s  consist i ng of test 
pl ans , tes t data , and test anal ysis  repor ts. 

Di spos i t ion : a. Approved sys tem : Destroy 1 year af ter 
d i scont inuing the sys tem. b. Di sapproved proposed sys tem : 
Des troy one year af ter fi nal ac tion. 

F i l e  No . 1201-03 ( NC l - 1 7" - ? ?  - I )  
F i le Spec i f i cat ions F i les. Documen ts  consisting of def i n i t ions of 
the l og i cal and physical charac ter i s t i c s  of each record element or 
i tem of data in the file , includ ing names and tag s or label s ;  
relat ive posi t ion , form , format , and si ze of data elemen ts ( record 
layout ) ;  spec i f ication of al l codes used , cross reference code 
manual ; secur i ty and pr ivacy restrictions ; i nteg r i ty and val id i ty 
charac ter i s t i cs ; update and access cond i t ions ; and record ing med ia 
and vol ume. 

Di spos i t ion : a. A sys tem for wh ich  al l rel ated mag net ic  data 
fi les are aut hori zed for d i sposal : Des troy with f i nal rel ated 
mag neti c  data fi le. b. A sys tem for whi c h  an y rel ated mag net ic 
data f i le is  not authori zed for d i sposal : Retain wi th rel a ted 
mag net i c  data fi les. 
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F i l e  No . 1 2 0 1 -04 ( tv l l  - / 7fJ- 7 '1  - 1) 

User Guide F i l es. Doc uments  cons ist ing of in format ion wh ich 
suffic ientl y descr ibes the func t ions of the system in non-ADP 
terminolog y so that users can determine its  appl icab i l i t y  of when 
and how to use i t i; and serves for t he preparat ion of i nput data 
and the in terpretation of resul ts.  

Di spos i t ion : Handbooks , guides to data availab i l i t y ,  and 
procedures for quer ying filesi: Retain  wi th data systems 
spec i f icat ions.  

F i l e  No . 1 20 1-05 { NC. / - l 7t:J - ? ?  - t) 

Output Spec i f i cat ion s' Fi les. Doc umen ts  consisting of detailed 
descript ion s of products  of t he sys tem that are to be used outside 
the compu ter cen ter. 

Di spos i t ion : Li sting s  of eac h  type of output by t i t l e  and tag , 
format spec i f icat ions , sel ec t ion cri teria vol ume and frequency , 
med ia , graph ic  displ ays and symbol s ,  security  and pr ivac y 
cond i t ions and di spos it ion of output : Destroy 3 years a f t er 
rel ated repor t is di scon ti nued. 

File No . 120 1 -06 ( NC. l - l ? o - '1 '> - 1  ) 

ADP Report F i l es. Doc umen ts pr in ted in final repor t con taining 
the stat ist ical  tabulat ion and an anal ysis  of t he f i nd i ng s  of a 
study or surv ey inc l ud ing a narrative desc ript ion of methodolog y 
emp loyed. 

Di spos i t ion : Systems wh ich require retent ion of rel ated data : 
Re tain  one copy wi th  related f i l e  spec i f icat ions. 

F i l e  No . 1 20 1-07 ( N� l - l "'1 0 - 'l 'l - I) 
I n format ion Retrieval Routine F i les. Doc umen ts rel ated to a 
series of machine in structions designed to re trieve in format ion 
from spec i f i c  data systems. 

Di spos i t ioni: a. General purpose prog ramsi: De stroy when no 
longer needed. b. Spec ial purpose programs for data f i l es for 
wh ich  di sposal is authori zed : Destroy wi th rel ated data fil es. 
c. Spec ial purpose programs for data f i l es for wh ich d iposal is 
not author i zed : Re tain wi th related data fi l e. 
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* * F i l e  No . 1 2 0 1 - 0 8  

AD P / T e l e c o m mu n i c a t i o n S e r vi c e  F i l e s . D o c u me n t s , D E A  F o r m  1 9 5 , 
u s e d  t o  i n i t a t e  s e r v i c e t o  AD P / Te l e c o mmu n i c a t i o n s s y s t e m s , e q u i p ­
m e n t  a n d  s u p p o r t  s e r v i c e  ex c l u d i n g t h o s e  s y s t e m s  i d e n t i f i e d  i n  t h e  
AD P m a s t e r  f i l e s  ( 1 2 2 0  s e r i e s )  i n  V o l um e  I I  o f  t h e Ad m i n i s t r a t i v e 
M a n u a l e . g . n, NAD D I S , S T R I D E , C S A  e t c .  

D i s p o s i t i o n : De s t r o y  1 y e a r  a f t e r  p r o j e c t  i s  c o mp l e t e d . * * 

* *  Ad d i t i o n  
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ADP PROCESSING FILES 

These are machine-readab le f i les ,  as ide from mas ter f i lesi, which 
compr i se most of the l i fe cyc le of computer i zed record s. Process­
i ng f i lesi, from work f i les and raw da ta input f i les to publ icat ion 
f i les and sec ur ity  bac kup fi lesi, are employed to create and use a 
mas ter f i le. They are presen ted here separatel y  from mas ter f i les 
for the sake of clarity  and bec ause they are general l y  not 
in tended for long term reten t ion. 

File  No . 1 2 1 0-01 ( � '- I - I 1()- ? ? - t) 
ADP Work F i les. Temporary computer sen siblel med ia used by
con sole operators or tape hand lers to fac i l i tate general computer 
run s such as sorts  and merges. 

Dis
1

os i t ion : New med ia , or med ia not incl uded in a l ib rar y con­
tro sys tem , or f i les whose reten t ion da tes have ex pired : Avail­
able for immed iate use or reuse. 

File No. 1 2 10-02 ( Nl l - l '1o - 'l 'l  - 1 )  
ADP Tes t F i les. Computer sensiblel med ia used in tes t i ng a 
proposed prog ram. 

Di spos i t ion : a. Med ia used by prog rammers for ind iv idual run 
tes t i ng and not under l ibrary con trol : Des troy af ter sys tem has 
been accepted or d i scontinued. b. Sys tem debugg ing test  data : 
Des troy when rel ated prog ram is  d i scon t inued. c. Sys tem accep t­
ance test datai: Destroy when related prog ram is di scont inued. 

F i l e  No . 1 2 1 0-03 

I n i t ial  Data Abs tract F i les. Computer sen sible l med ia contain­
ing data abs trac ted from source doc umen ts  or other med ia and 
en tered into the system for the first  time. 

Di spos i t ion : a. Data used for updat i ng and required to support 
reconstruc t ion of master file : Destroy af ter thi rd update 
c yc le. 2 b. Da ta not requi red to suppor t reconstruc tion of 
mas ter f i le and/ or used as input for a one- t ime s tudy , survey or 
exper imenti: Destroy in accordance wi th  DEA computer sys tems 
doc umen tat ion. c. Med ia of f i c i a l l y  des igna ted to repl ace or 
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serve as the basic source data in l ieu of the hard copy or other 
input source documen t :  Destroy in accordance wi th instruc t ions 
doc umen t ing the same processi, transac t ioni, or case. 

F i l e  No . 1 2 1 0-04 ( N C. l - l 'I O - '7? -- lj 

I n i t i al  Data Reference F i les. Computer sensib l e ! med ia files  
crea t ed by anot her agency. 

D i spos i t ion : Med ia no t a record of the receiv ing ag enc y : 3 

Des troy as reference material. 

File  No . 1210-05 (NC l - l?t, - 7'7 - 1 )  

I n i t ia l  Data Card/Tape Abs trac t F i les. Punched card s or paper 
tape con taining data ab strac ted from so urce documen ts  and used for 
conver sion  to magnetic  med ia or process ing on el ec tric  account i ng 
machine equipment created after January 1 ,  1 97 0. 

D i spos i t ion : a. Data retained by ADP operat ional el emen ts  as 
bac kup to magnetic  medi a :  Des troy after third upda te of rela ted 
mag ne t i c  fi l e. b. El ectric account ing machine  output l i sting s 
and repor t s : Destroy after 1 80 days if  used in process i ng wi thout 
being conv er ted to magnetic  med ia. c. Da ta conver ted to magnetic  
medi a :  Destroy after verificat ion of data  on related magne tic  
med ia. 

I n i t i al  Data Source F i l es. 
entry  data wi th f i lm or wri t ten in serts. 

D i spo s i t ion : 

File No . 1 2 1 0-06 ( N C I - J ? o- '7 'J - 1 )  
Punc hed cards  that  conta i n  or ig inal 

Source documen t s i: Dest roy in accordance wi th 
instruc t ions appl icable  to the hard copy or ot her f i l e s  
documen t i ng the same processi, transac tionsi, o r  case. 

File No . 1 2 1 0-07 ( N C./ - 170 - 'J ? - I} 

I n termed iate  Data I nput/Output F i les. Computer sen sib l e l med ia 
con t a i n i ng output wi thin  or from one run to a sub sequent run that 
man ipul ates , sorts , and or moves data throug h the sys tem , incl udBs 
checkpo i nt , ed it , correct ion , rej ect l i st , unma tc hed data 
el iminating error , and rerun f i l es. 
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Di sposi t ion : a. Med ia used in an updated system :  Destroy af ter 
subsequent  data fi l es that contain  the accepted deta i l  data have 
been crea ted and proven sat i s fac tory. b. Med ia used in a 
one-time stud y or survey : De stroy after master data fi l e  has been 
proven sa t i s factory. 

File No . 1 2 1 0-08 

Val id  Tran sac tion F i l es. Computer sen sib l e !  med ia con ta i n ing 
val id f i l e  of i tems used wi th a master data input f i le for 
creation of a master data output f i l e. 

D i spos i t ion : a. Med ia cons i st ing of val id tran sac t ions af ter a l l  
out stand ing items are l iquidated from curren t status f i les : 
Destroy after th ird update cyc l e. 2 b. Med ia cons isting of 
val id tran sac t ion s af ter the cumulat ive f inal master f i le is pre­
pared and determined to be successfuli, and there is no necess ity  
for st ati st ical  anal ys i s : De stroy af ter third update cycl e. 2 

File No . 12 10-09 

I n formation Retrieval Sys tem Master Reference F i l es. Computer 
sen siblel med ia contain ing data created by the merg ing of pr ior 
mas ter f i l e  wi th val id transact ions data to create a new mas ter 
f i l e. 

Di sposi t ion : Cumul ative index to sc ienti fic  and tec hn ical  
pub l icat ions , and bibl iographic and ot her nonrecord mater i al : 
Dest roy after third update cyc l e. 2 

File No . 1 21 0-10  ( tv !. l - l 'l 0 - '7 '1 c- J) 

S ecur i ty Backup F i l es. Computer sen sible !  med ia that is identi­
cal in  format to  the  master file  and  retained as secur i ty in  case 
the mas ter fi l e  is damaged or inadver ten t l y  erased. 

D i spos i t ion : a. Update med i a : Des troy af ter t h i rd update 
c yc l e. 4 b. A one-time study or surveyi: Destroy in accordance 
wi th standard s for di sposal of correspond i ng master f i le. 
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ADP MASTER F ILE S 

The s e  f i l e s  co n s t i t u t e t h e d e f i n i t i ve s t a t e o f  a da ta  f i le in a 
s y s t e m a t  a g i v e n t i m e . Su c h  f i l e s  a r e  p a r t l y ca t e g o r i z e d  o n  the  
ba s i s  o f  s u bj e c t  co n t e n t . O t h e r  i m p o r t a n t  c o n s i d e r a t i o n s  
r e g a r d i ng di s po s i t i o n  a r e  t h e  fo r m a t o f  t he da t a  f i l e  an d the  
m a n n e r  in  wh i c h  i t  is  u p da t e d .  S u c h v a r i a b l e s  i n f l u e n ce t he s co p e 
o f  t h e  i n f o r m a t i o n a l  v a lue  o f  a f i l e  a n d  t h e  f r e q u e n c y  wi t h  wh i c h 
i t s  ma c h i n e - r e a d a b le o u t p u t  s ho u l d be s u bj e c t  to  a r c h i v a l  
a p p r a i s a l .  

F i le N o . 1 2 2 0 -0 1 

H o u s e k e e p i ng S ys t e m  M a s t e r  F i l e s . Co m p u t e r  s e n s i b l e ! m e d i a  
co n t a i n i n g da t a  f o r  s u c h " ho u s e ke e p i ng s y s t em s "  a s  f i s c a l  
a c c o un t a b i l i t y , s u p p l y  manag em e n t , a n d  p a y r o l l  a d m i n i s t r a t i o n .  

D i s po s i t i o n : a .  Me d i a  no t r e q u i r e d  f o r  GAO s i t e a u d i t : De s t r o y  
i n  a c c o r d a n c e  wi t h  i n s t r u c t i o n s  a p p l i c a b le t o  t h e  ha r d  co p y  o r  
o t h e r  f i le s  do c ume n t i ng t he s a me p r o c e s s , t r a n s a c t i o n , o r  ca s e . 
b .  M e d i a  r e q u i r e d  fo r GAO s i t e a u d i t o: De s t r o y i n  a c co r d an c e  wi t h  
f u n c t i o n a l  g u i de l i ne s  p r o v i d e d  b y  GAO . 

F i le No . 1 2 2 0 - 0 2  ( NC. [ - l ?o - r"J ? - 1 )  

S t a t i s t i c a l  Ma s t e r  F i l e s . Co m p u t e r  s e n s i b le ! m e d i a  co n t a i n i n g  
da t a  c r e a t e d  b y  t h e m e r g i ng o f  a p r i o r  ma s t e r  f i le w i t h  v a l i d  
t r a n s a c t i o n  da t a  t o  c r e a t e  a n e w  ma s t e r  f i l e . 

D i s po s i t i o n :  Me d i a  u s e d  to p r e p a r e  r e p o r t s c o v e r i ng a l i m i t e d  
p e r i o d o f  t i m e ; r e c ur r i n g  pe r i o d i c  s u r v e y s  a n d  c e n s u s e s : De s t r o y  
o ne y e a r  a f t e r  n o  lo n g e r  r e q u i r e d .  

F i le No . 1 2 2 0 -0 3  

R e - F o r ma t t e d  F i le s . Co m p u t e r  s e n s i b le l me d i a  co n t a i n i n g  e s s e n ­
t i a l l y d u p l i c a t e  da t a  f r o m  t he ma s t e r  da t a  f i le b u t , wh i c h i s  
c r e a t e d  fo r us e wi t h  o t h e r  c o m p u t e r  ha r dwa r e . 

D i s po s i t i o n : a .  Me d i a  c r e a t e d  f o r  t he s p e c i f i c p u r po s e  o f  
i n f o r ma t i o n  i n t e r c h a n g e : De s t r o y  a s  p r o v i de d  fo r r e l a t e d  ma s t e r  
da t a  f i le .  b .  Da t a  o f  s p e c i f i c  a p p l i c a t i o n  f o r  a g e n c y  com p u t e r  
h a r dwa r e  s y s t e m s : De s t r o y  wh e n  de t e r m i n a t i o n  i s  ma d e  tha t s u c h  
f o rma t i s  u n n e c e s s a r y . 

F i le N o . 1 2 2 0 - 0 4  

Re s e r v e d .  

s u r v e y  f i l e s o. 

F i le No  . 1 2 2 0 - 0 5  --(NC. J - l 'l D '7 ?  - 1 )  

a 
Com p u t e r  

la r g e r  c e n s u s  o r  
S a m l e s o,
s e n s i b l e m e  

l e s o, a n d  S e c i a l  S t u d i e s  F i l e s o. 
a co n t a i n i n g  a t a s e  e c t e d  r o m  
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D i sp o s i t i o n :  Me d i a  wh i c h i s  d i s c lo s u r e  f r e e  o r  u s e f u l  i n  
s t a t i s t i c a l  an a l ys i s  o r  po l i c y  fo r m u l a t i o n  mo d e l s  a n d  s i mu l a t i o n 
s t u d i e s : De s t r o y o n e y e a r a f t e r  no lo n g e r  r e q u i r e d .  

F i le No . 1 2 2 0 -0 6  

* D e f e n da n t  D a t a  ( S t a t i s t i c s )  S y s t e m  F i le s . T h e  de f e n d a n t s  
s t a t i s t i c a l  s y s t e m  i s  p a r t  o f  t he M2 0 4  D BM S  S y s t e m a n d  p r o v i d e s  
i n fo r m a t i o n  o n  a l l  pe r s o n s a r r e s t e d  an d p r o s e c u t e d  o n  drug  re l a t e d  
c h a r ge s . In f o rma t i o n  e x t r a c t e d  f r o m  t he d e f e n d a n t s  s t a t i s t i c a l  
s y s t e m  i s  us e d : *  

* * l . As s o u r c e  da t a  fo r the  g e n e r a t i o n  o f  s t a t i s t i c a l  r e po r t s  
( a r r e s t  a n d  p r o s e c u t i o n o r i e n t e d ) ;  a n d  

2 .  As i n p u t  to  t h e  Of f e n d e r  Ba s e d  T r an s a c t io n  Sy s t e m  ( O B T S ) ,  
wh i c h wi th eeei t ieftel iRput frem t he Bureau e f  Pr i se es t r a c ks t he 
p e r s o n s a r r e s t e d  a n d  p r o s e c u t e d  t h r o u g h  t h e i r  ye a r s  i n  pr i s o n . * *  

Disoositioni: Data sets and related documentationi: 
PERMANENT. Transfer annually to the National Archivesi, in 
accordance with 36 CFR 1 228 . 

F i le No . 1 2 2 0 -0 7 ( f\J C. l - 1 "'1 D - '1 'l - 1 ) 

D r u g  A bu s e r s  R e po r t i ng S y s t e m  F i l e s . Ma c h i n e - r e a d a b l e r e c o r d s 
u s e d  to  p r o v i de a da t a  ba s e  f o r  f u r n i s h i ng i n f o rm a t i o n  f o r  
r e s e a r c h  i n t o d r ug a b us e an d fo r law  e n f o r c e m e n t  pu r po s e s . 
Co n t a i n s  d a t a  r e la t i n g to p e r s o n s a r r e s t e d  f o r  a n y  c r i me whom  t h e 
a r r e s t i n g  o f f i c e r  s u s p e c t s  a s  b e i n g a d d i c t e d  to na r c o t i c s  o r  
c h r o n i c a l l y a b u s i ng n a r co t i cs .  Co v e r s  1 9 7 0  to t he p r e s e n t o. 

D i s po s i t i o n : De s t r o y  1 0  y e a r s  a f t e r  s y s t e m  i s  d i s c o n t i n ue q .  

F i le No . 1 2 2 0 - 0 8 ( AJ l. \ - l 'J0 - '1 '7 - 1) 
B a l l i s t i c s I n t e l l i ge n c e  T a b le s  S y s t e m  F i le s . Ma c h i n e - r e a d a b l e 
r e co r d s  wh i c h p r o v i de d r ug i n t e l l i g e n ce f o r  l a w  e n f o r c e m e n t 
p u r po s e s . Co n t a i n s  r e co r d s  o f  t o o l m a r k  a n d  c h e m i c a l  ana l y s i s  o f  
l i c i t l y a n d  i l l i c i t l y m a de d r u g  t a b le t s . Co v e r s  1 9 7 0 to t he 
p r e s e n t .  

D i s po s i t i o n : De s t r o y  1 0  y e a r s a f t e r  s y s t e m  i s  d i s co n t i n u e d .  

F i le No . 1 2 2 0 -0 9  (Nt:.  l - l 'l 0 - '1 1 - 1) 
C o n t r o l le d  S u bs t a n c e s  A c t  R e gi s t r a t i o n  R e co r ds ( C S A )  F i l e s . 
Ma c h i n e-r e a d a b l e  r e co r d s  co n t a i n i ng d a t a  o n  i n d i v i d u a ls by  nameo;
p h y s i c i a n s  a n d r e l a t e d  p r a c t i t i o ne r s , d e n t i s t s , v e t e r i n a r i a n s , 
p e r s o n s  c o n du c t i n g r e s e a r c h w i t h  c o n t r o l l e d  s u bs t a n ce s ; 
d i s t r i b u t o r s , m a n u f a c t u r e r s , e x po r t e r s , a n d  i m po r t e r s  o f  

* Re v i s i o n  
* *  A d d i t io n  
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co n t r o l l e d  s u b s t a n c e s , a n d  p h a r m a c i e s . P r o v i d e s  a da t a  b a s e  o f  
h a n d l e r s  r e q u i r e d  t o  r e g i s t e r  u n d e r  t he C om p r e he n s i ve Dr ug Ab u s e  
P r e v e n t i o n  an d Co n t r o l Ac t o f  1 9 7 0 . Co v e r s  1 9 7 1  t o  t h e  p r e s e n t . 

D i s po s i t i o n :  De s t r o y  1 0  y e a r s  a f t e r s y s t e m i s  d i s co n t i n u e d . 

. 1 2 2 0 - 1 0  

* A u t o ma t q R e  a r t s  o f  C o n s u ma t e d  O r de r s  S s t e m  ( ARC O S ) F i l e s . 
A R C O S  p r o  '' , d e s an  a u d i t  o f  d r u g  i nv e n t o r y  t r a n s a c t i o n  by
m a n u f a c t u r e . .  s an d d i s t r i b u t o r s  o f  co n t r o l l e d  s u b s t a n c e s ,  ma i n t a i n s  
a c u r r e n t  i n ' e n t o r y  o f  co n t r o l l e d  s u b s t a n c e s , p r o v i d e s  a n  
i n v e n t o r y  h i s o r y o f  n a r co t i c  t r an s a c t i o n s  t h a t a s s i s t s  i n  
e s t i m a t i n g t h e e d i c a l  a n d  s c i e n t i f i c  n e e d s o f  t he U S , l e g a l 
n a r c o t i c  e x p o r t  a n d  ma i n t e n a n c e  o f  n a r co t i c  r e s e r v e s , a n d  
p r o v i de s  a n n u a ln � • t i s  t i c s t o  t he I n t e r n a t i o n a l  Na r co t i c  Co n t r o l  
Bo a r d .  � 

D i s po s i t i o n : Da t a  w � 1  be de l e t e d  2 y e a r s  fo l l o wi n g  t h e  da t e  i t  
wa s a d d e d  t o  t h e  f i l e a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m wh i c h 
i t  wi l l  be  de l e t e d 4 y �s  f r o m  t h e  da t e  a d d e d . *  

F i le No . 1 2 2 0 - 1 1 

I n f o r ma t i o n  S s t e m  ( NAD D I S ) F i le s . 
s e s  g n e  to  p r o v  e 1 n  o rm a t o n  to  p e e  a g e n t s  a n d  

o t h e r  D E A  p e r s o n ne l o n  pe o p l e , bu s i n e s s , s h i p s , ve s s e l s  a n d  
s e l e c t e d  a i r c r a f t  i de n t i f i e d  t o u g h  t he D E A  i nv e s t i g a t i v e  
r e po r t i n g  s y s t e m . D E A  He a d q u a r t r s , a l l  f i e l d  d i v i s i o n s a n d  mo s t  
d i s t r i c t  a n d  r e s i de n t  o f f i c e s  l i n k e d  by t he t e l e co mm un i c a t i o n s  
n e t wo r k . *  

D i s po s i t i o n : De s t r o y  i s  d i s co un t e d . 

F i l e No . 1 2 2 0 - 1 2  

S s t e m  t o  R e t r i e v e  I n f o r ma t i o n  f r o m  D r u v i de n c e ( S T R I D E ) F i le s . 
* S T R I D E  co n s i s t s o f  f o u r s u b s y s t em s  t h a t  p o v i de i n f o rm a t i o n  o n  
t i m e  u t i l i z a t i o n  b y  l a bo r a t o r y  p r o f e s s i o n a l  t o  l a bo r a t o r y  
m a n a g e r s , ( l a bo r a t o r y  m a n po w e r ) ,  p r o v i d e s  i n  · c a t o r s  o f  d r u g s
c u r r e n t l y be i n g  a b u s e d  ( S TR I D E  An a l y t i c a l ) n, c H  r a c t e r i s t i c  
i n f o rm a t i o n  o n  �a b l e t s  a n d  c a p s u l e s  ( B a l l i s t i cs S u b s y s t e m ) , a n d  
p r o v i d e s  t r a c k i n g  i n f o r m a t i o n o n  t h e  p r e s e n t  lo c t i o n  o f  t he 
d r u g s , ( Ev i de n c e  Inve n t o r y  S u b s y s t e m ) . 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  f r o m  t h e  a c t i v e  l e  1 5  y e a r s  
f r o m  da t e  t he c a s e  i s  c lo s e d  a n d  a d d e d  to a h i s t o r i c a f i le f r o m  
wh i c h i t  wi l l  be de l e t e d  1 5  y e a r s f r o m  da t e  a d d e d . *  
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* * F i le 1 2 2 0 - 1 3  

""•� n a e m  e n  t S s t e m  F i 1 e s  • Do c um e n  t s  r e  1 a t i n  g to the 
s e le c t i o n , q u i s i t i o n , man a g e m e n t  a n d  u t i l i z a t i o n  o f  da t a  ba s e  
m a n a g e m e n t  s y  t e rn s u t i l i z e d  b y  DE A .  The s e  do c um e n t s  do no t re l a t e  
t o  t h e  co n t e n t  f t he i n d i v i d u a l  com p u t e r a p p l i c a t i o n  s u c h a s  
NADDIS  o r  C S A , o t to t h e  de v e l o pme n t  a n d  o p e r a t i o n  o f  t h e sys t e m  
i n  t e rm s  o f  p o l i c  p r o b l e m s , s o l u t i o n s , e t c .  

D i s po s i t i o n : De s t ro � do c ume n t s  S y e a r s  a f t e r  a da t a  ba s e  
man a g e me n t  s y s t em h a s  ·e e n  c o m p l e t e l y r e m o v e d  f r o m s e r v i ce by
D E A . 

F i le N o . 1 2 2 0 - 1 4  

C o mpu t e r i z e d A s s e t  P ro g r a m  ( CAP ) F i le s . CAP  i s  pa r t  o f  t h e  M2 0 4  
Da t a  B a s e  M a n a g e me n t  S y s t em  a n d  i s  u s e d  to r e p o r t  r emo v a l  o f  a l l  
no n- d r ug , f o r fe i t a b le p r o pe r t y  s e i z e d  a s  a r e s u l t  o f  d r u g  inv e s t i ­
g a t i o n  a n d  a r r e s t s . 

D i s po s i t i o n : Da t a  r e co r d s wi l l  be  de l e t e d  2 y e a r s  fo l l o wi n g t h e  
da t e  o f  di s po s i t i o n  o f  t h e a s s e t  a n d  a d d e d  to a h i s t o r i c a l  f i le 
f r o m  wh i c h i t  wi l l  b e  de le t e d S y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le N o . 1 2 2 0 - 1 5  

D E A  A c co u n t i n  s t e m  ( D E AS ) F i l e s . DEAA S p r o v i d e s  a f i n a n c i a l  
m a n a g e m e n t  i n f o rma t i o n  s y s  e m  f o r  a c co un t i ng p r o c e d u r e s  a nd t he 
man a g e m e n t  o f  fun d s . Th e s t e m  i n c l u d e s  o n- l i n e / e d i t up d a t e  
ca p a b i l i t i e s , o n- l i n e r e v i e w  f c u r r e n t  s t a t us o f  a l lo wa n c e s , 
o b l i g a t io n s , e x pe n d i t u r e s  an d r a v e l  a dv a n c e s , b u d g e t a r y  co n t r o l s  
b y  a l lo wa n c e  a n d  r e po r t  c r e a t i o c a p a b i l i t i e s . 

D i s po s i t io n : Da t a  wi l l  be de l e t e d  4 y e a r s  fo l lo wi n g the  ye a r  
a c c umu l a t e d ,  a n d  p l a c e d  i n  a h i s t o r  ca l f i le f r o m  wh i c h i t  wi l l  be  
d e l e t e d  3 y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le N o . 1 2 2 0 - 1 6  

T r a i n i ng I n f o r ma t i o n  Manageme n t  S y s t e m F i le s  ( TIMS ) .  TIM S 
o p e r a t e s  u n d e r  t he M204 Da ta B a s e  M a n a g e m e n t  S y s t em a n d  i s  an 
o n- l i n e  s y s t e m  t h a t r e co r d s i n f o r m a t i o n  on e a c h  t r a i n i n g  co ur s e  
a t t e n de d b y  S p e c i a l  Age n t s . 

D i s po s i t io n : Da t a  wi l l  be  d e l e t e d  1 0  y e a r s  a f t e r  da t e  o f  t e r m i n a ­
t i o n  o f  s e r v i c e o f  em p lo y e e  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  
wh i c h i t  wi l l  b e  de l e t e d  S y e a r s  f r o m  da t e  a d de d .  

F i le N o . 1 2 2 0 - 1 7  

S ---- . PM S i s  a n  o n- l i n e  s t e m  ( P MS ) F i l e s o o s y s t e m  
__,.. _to_oa__._t_o_po......_e_r_aot_oe_s___u_n_,..e_or_,t--+--eo---.'7'W".._....oo..-a�t-ao---a-s_e_ M a n a g e me n t  S y s t e m a n d  

r e t a i n s  t h e  c a pa b i l i t y  to  t r a c k  c a p i t a l i z e d  pe r s o na l  pr o p e r t y a n d  

* *  Ad d i t i o n  
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a l l  D E A - o wn e d t e c hn i c a l  and  i n v e s t i g a t i v e  e q u i p m e n t ,  r a d i o 
c o mmun i c a t i o n s  e q u i p me n t , mo t o r  v e h i c l e s , bo a t s , a i r c r a f t , ba dg e s , 
c r e de n t i a l s a n d  f i r e a r m s o. 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  1 y e a r  a f t e r  the  da t e  o f  f i n a l  
di s p o s i t i o n  o f  a n  i t em  o f  e q u i p me n t . De l e t e d  r e co r ds  w i l l  no t be 
p l a c e d i n  a hi s t o r i c a l  f i le .  

F i le N o . 1 2 2 0 - 1 8 

F i l e R o o m  A u t o ma t i o n  Sys t e m ( F RAS ) F i l e s . Ma c h i ne r e a d a b l e 
r e co r ds u s e d  t o  v a l i da t e i n ve s t i g a t i ve f i le a c c e s s  a u t ho r i z a t i o n s , 
d e t e rm i n e  t h e  c i r c u l a t i o n  s t a t u s o f  a s p e c i f i c  f i l e , i d e n t i f y  t h e  
bo r r o we r  o f  a f i le wh i c h ha s be e n  c h e c k e d  o u t , a n d  ma i n t a i n  
c i r c u l a t i o n  s t a t u s . A FRA S  r e co r d  i s  c r e a t e d  o n  a n  i n v e s t i g a t i v e  
f i l e whe n e s t a b l i s h i ng a He a d q u a r t e r s  f i le o n  i n ve s t i g a t i v e  
a c t i v i t i e s o. 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  1 0  y e a r s  fo l lo wi n g t h e  ye a r  
c r e a t e d .  De le t e d  r e co r ds  wi l l  no t b e  p l a c e d  i n  a h i s t o r i c a l  
f i l e .  

F i le N o . 1 2 2 0 - 1 9  

E n f o r ce me n t  M a n a ge me n t  a n d  In f o r ma t i o n  S y s t e m  ( E MIS  I )  F i l e s . 
EMIS I i s  c o m p o s e d  o f  a mo n e y  li s t  S u bs y s t e m a nd Ca s e  S t a t us 
( CA S T ) S u b s y s t e m . The mo ne y l i s t  i s  d e s i g n e d  to  pr o v i d e a n  au d i t  
t r a i l o f  e x p e n d i t u r e s  f o r  p u r c ha s e  o f  i n f o rma t i o n  a n d e v i d e n ce . 
C A S T  i s  de s i g n e d to t r a c k  a c t i v i t i e s  o f  a n  i n d i v i d ua l  ca s e  un d e r  
i nve s t i g a t i o n . 

D i s p o s i t i o n : a .  Da t a  co n t a i n e d i n  t h e  mo n e y  l i s t  f i l e wi l l  be 
d e l e t e d  2 y e a r s  f o l lo w i ng t he y e ar t he r e co r d w a s  a d d e d  a n d  w i l l  
be  r e t a i n e d  i n  a D 0 J  h i s t o r i c a l  f i l e  1 a d d i t i o n a l  ye a r . b .  Da t a  
r e co r d s  i n  t he C A S T  f i le wi l l  de s t r o y e d 1 0  y e a r s  a f t e r t he s y s t e m 
i s  d i s co un t e d .  

F i le N o . 1 2 2 0 - 2 0  

C a r e e r  D e v e lo pme n t  P ro g r a m  F i le s . The  Ca r e e r  De v e lo p me n t  P r o g r am 
i s  a n  o n- l i n e s y s t em t h a t co n t a i n s r e co r d s  o f  t he c a r e e r h i s t o r i e s  
o f  a l l  D E A  a g e n t s , i n t e l l i g e n c e  an a l y s t s  a n d che m i s t s . 

D i s po s i t i o n :  Da t a  w i l l  b e  d e le t e d  1 0  y e a r s  a f t e r y e ar o f  
t e r m i n a t i o n  o f  em p lo ye e  a n d  a d d e d  to a h i s t o r i c a l  f i l e  f r o m  wh i c h 
t h e r e co r d s  w i l l  be d e l e t e d  S y e a r s  f r o m  d a t e  a d d e d . 

F i le No . 1 2 2 0 - 2 1 

E n f o r ce me n t  M a n ageme n t  Info r ma t i o n  S y s t e m  ( E MIS  II ) F i l e s . EMIS 
II i s  an o n- l i n e c o m p u t e r i z e d  i n f o rma t i o n  s y s t em t h a t  o p e r a t e s  
u n d e r  t h e  CCA  2 0 4  D B M S  a n d  i s  co mpo s e d  o f  t wo s u b s y s t e m s . 
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A .  M a npo we r U t i l i z a t i o n  S u bs y s t e m .  P r o v i d e s  s t a t i s t i c a l  
i n f o r m a t i o n  o n  e x p e n d i t u r e  o f  t i m e  b y  Sp e c i a l  Ag e n t s , In t e l l i g e n c e  
An a l y s t s  a n d  D i v e r s i o n  I nve s t i g a t o r s  f r o m  D E A  b i -we e k l y  a c t i v i t y  
r e po r t s , DE A f o r m s  3 5 1 ,  3 5 2  a n d  4 2 1 .  

D i s po s i t i o n : Da t a  i n  t he m a n po we r  u t i l i z a t i o n  f i le w i l l  be 
d e le t e d  3 y e a r s  f o l lo w i n g  the ye a r  in wh i c h  i t  wa s c r e a t e d  an d 
p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  wh i c h i t  w i l l  be d e l e t e d  2 y e a r s  
f r o m  t h e  da t e  a d d e d .  

B .  C o n f i de n t i a l  I n f o r ma n t  S u b s y s t e m .  S u p p o r t s  man a g em e n t  
i n f o r m a t i o n  r e q u i r e me n t s  i n  a D E A  He a d q u a r t e r s  a n d  f i e l d o f f i cen. 
I n f o r m a t i o n i s  m a i n t a i ne d  o n  t h e  u t i l i z a t i o n  o f  DEA ' s  co n f i d e n t i a l  
i n f o r m a n t s n. 

D i s p o s i t i o n : C I  d a t a  wi l l  be  de l e t e d  3 y e a r s  f o l l o wi n g the  da t e  
o n  wh i c h i t  wa s la s t  u p d a t e d  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  
wh i c h i t  wi l l  b e  de l e t e d  1 0  y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le No . 1 2 2 0-2 2  

C e i l i ng C o n t r o l Sys t e m  F i le s . Ma c h i n e  r e a d a b l e  r e co r d s tha t 
p r o v i d e D E A  w i t h  a c u r r e n t  a c c o u n t o f  a l l  p e r s o nn e l  a c t i o n s  
i n c l u d i n g  p r o mo t i o n s , v a c a n c i e s  a n d  t r a n s f e r s . 

D i s po s i t i o n :  Da t a  w i l l  be d e l e t e d  6 mo n t hs a f t e r  t he mo n th i n  
w h i c h t h e  da t a  wa s co l l e c t e d .  De l e t e d  r e co r d s  wi l l  no t be p l a c e d
i n  a h i s t o r i c a l  f i le .  

F i le No . 1 2 2 0-2 3 

Age n t s  App l i c a t i o n  S y s t e m  F i l e s . Ma c h i n e  r e a d a b l e r e co r d s 
de s i g n e d t o  m a i n t a i n i n f o rma t i o n  o n  a g e n t  a p p l i c a n t s . 

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  3 y e a r s  a f t e r  t h e  da t e  cr e a t e d  
a n d  p l a c e d  i n  a h i s t o r i c a l  f i l e f r o m wh i c h i t  w i l l  be d e l e t e d  3 
y e a r s  a f t e r  t h e  da t e  a d d e d .  

F i le No . 1 2 2 0-2 4 

D i s c i p l i n a ry R e co r d s S y s t e m  F i le s . Ma c h i n e  r e a d a b l e r e co r d s 
de s i g n e d t o  p r o v i de a p r o f i l e r e g a r d i ng p r e c e de n t  
d i s c i p l i n a r y / a dv e r s e  a c t i o n s  r e l a t i v e  t o  t y p e ( s ) o f  c h a r g e ( s ) a n d  
t y p e  o f  a c t i o n  p r o po s e d  a n d  s u b s e q ue n t l y t a k e n  i n  o r d e r  to  de c i d e 
a p p r o p r i a t e  p e n a l t y f o r cu r r e n t  c a s e s n. 

D i s po s i t i o n : Da t a  w i l l  be m a i n t a i n e d  f o r  a p e r i o d  o f  4 y e a r s  f r o m  
t h e  d a t e  o f  l a s t  up d a t e . Da t a  o n  ag e n t s  o n l y  wi l l  t h e n  b e  p l a c e d
i n  a h i s t o r i c a l  f i le f o r  a p e r i o d  o f  5 y e a r s  f o l lo w i ng t he 
co n c l us i o n  o f  t h e  Se g a r - B e l l  Co u r t Ca s e . 

F i le No . 1 2 2 0-2 5 

P e r s o n n e l L o c a t o r  S y s t e m  ( P L S ) F i le s . Ma c h i n e  r e a d a b l e r e co r d s 
de s i g n e d t o  m a i n t a i n r e p r e s e n t a t i v e  da t a  o n  a l l  D E A  e m p lo y e e s  
p e r t a i n i n g  to s p e c i a l  s k i l l s , g e o g r a p h i c  wo r k  lo c a t i o n s a n d  
f un c t i o n a l  wo r k  a r e a s . 
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D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  2 mo n t h s  f o l l o w i n g  t h e  da t e  the  
e m p lo y e e  l e av e s  D E A .  De l e t e d  r e co r ds wi l l  n o t be p l a c e d i n  a 
h i s t o r i c a l  f i l e . 

F i le No . 1 2 2 0-2 6  

Wo r kme n ' s  C o mpe n s a t i o n  Sys t e m  F i le s . Ma c h i n e  r e a d a b l e  r e co r d s 
d e s i g n e d  t o  p r o v i de i n f o rma t i o n  o n  t he n a t u r e  o f  p e r s o n n e l 
i n j u r i e s , c a u s e  o f  i n j ur i e s , d a y s  lo s t , d e a t h s  a n d  mo n e t a r y  
c o m p e n s a t i o n  f o r  m e d i c a l  di s a b i l i t y  a n d  d e a t h . 

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  2 y e a r s  f o l l o wi n g  t h e  ye a r  i n  
wh i c h da t a  wa s co l l e c t e d  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f o r  5 
a d d i t i o n a l  ye a r s . 

F i le No . 1 2 2 0-2 7  

F r e e do m  o f  I n f o r ma t i o n  ( F 0 I ) F i l e s . The  Fr e e d o m  o f  
In f o rm a t i o n / P r i v a c y  Ac t S y s t em i s  d e s i g n e d  t o  p r o v i de i n f o rm a t i o n  
o n  t h e  c ur r e n t  s t a t u s an d t y p e s o f  r e q ue s t s  t o  D E A  f o r  i n f o r m a t i o n  
u n d e r  t he F r e e do m  o f  In f o rm a t i o n  a n d  P r i v a c y  Ac t s n. 

D i s po s i t i o n : Da t a  wi l l  be  d e l e t e d  6 y e a r s  f o l l o wi n g t h e  da t e  o f  
l a s t  u p da t e . De l e t e d  r e co r d s w i l l  n o t b e  p l a c e d  i n  a h i s t o r i c a l  
f i l e .  

F i le No . 1 2 2 0-2 8 

V e h i c l e M a n a g e me n t  s1s t e m  ( P V S ) F i le s . Ma c h i n e  r e a d a b l e r e c o r d s 
d e s i g n e d t o  t r a ck m a  n t e n a n c e  o f  a l l  Go v e r n m e n t  o wn e d  a n d  Go v e r n ­
m e n t  r e n t e d  v e h i c l e s  i n  DE A .  

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  1 y e a r  fo l lo wi n g ye a r  o f  da t e  
o f  m a i n t e n a n c e . De l e t e d  r e co r ds w i l l  no t b e  p l a c e d  i n  a h i s t o r i ­
c a l  f i l e . 

F i le No . 1 2 2 0 -2 9  

A c t i v i t y F i le s . As pa r t  o f  t h e  M 2 0 4  Da t a  Ba s e  Ma n a g e m e n t  Sy s t e m , 
t h e a c t i v i t y  f i le i s  de s i g n e d to s t o r e i n f o rm a t i o n  co n c e r n i ng a 
p a r t i c u l a r  a c t i v i t y  o r  ev e n t  wi t h  i n f o r m a t i o n  a bo u t  t h e  pe o p l e 
i nv o l v e d ,  n am e s o f  o r g a n i z a t i o n s / e s t a b l i s hm e n t s k no wn o r  s u s p e c t e d  
o f  i n v o l v e m e n t  wi t h  t h e  i l l e g a l  a c t i v i t y , a n d  i n t e l l i g e n c e  s u mm a r y  
i n f o rma t i o n . A n  a c t i v i t y  o r  e v e n t  m a y  i nv o l v e  d r u g s , a l i e n s , 
we a po n s , co un t e r f e i t do c u m e n t s / cu r r e n c y , a i r c r a f t  v e s s e l s  o r  
v e h i c l e s  s u c h  a s  a p h a rm a c i s t  s e l l i ng s c h e d u l e d  d r u g s  w i t ho u t a 
p r e s c r i p t i o n  o r  a co r po r a t io n  s u s p e c t e d  o f  i l l e g a l  d r u g  a c t i v i t y .  

D i s p o s i t i o n :  Da t a  w i l l  be  d e l e t e d  8 y e a r s  f o l lo wi ng t he d a t e  o f  
l a s t  upda t e  a n d  p l a c e d i n  a hi s t o r i c a l  f i l e  f r o m  wh i c h i t  wi l l  be 
d e l e t e d  1 0  y e a r s  f r o m  t he da t e  a d d e d ■ 

F i le No . 1 2 2 0-30  

A i r c r a f t F i l e s . As pa r t  o f  t h e  M2 0 4  Da t a  Ba s e  Ma n a g e m e n t  Sy s t e m , 
t h e  a i r c r a f t  f i l e i s  d e s i g n e d t o  s t o r e i n f o rm a t i o n  co n c e r n i ng 
g e n e r a l  us e o f  
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i n t e r n a t i o n a l  a i r c r a f t s u s p e c t e d  o f  i l l e g a l  a c t i v i t y a n d co n t a i n s  
i n f o r m a t i o n  a b o u t  a i r c r a f t o wn e r s , u s e r s , r e g i s t r a t i o n  da t a , a n d  
h o m e  a i r f i e l d o f  t h e  a i r c r a f t . 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  8 y e a r s  fo l lo wi n g  t h e  da t e  o f  
t h e l a s t  u p da t e a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m w h i ch i t  w i l l  
b e  d e l e t e d  1 0  y e a r s  f r o m  t h e  da t e  a d d e d .  

F i le N o . 1 2 2 0 - 3 1 

A i r dr o p  S ys t e m F i l e s . Ma c h i n e  r e a d a b l e r e co r d s t h a t co l l e c t , 
c o r r e l a t e  a n d  a n a l y z e  da t a  r e l a t e d  to  a i r c r a f t  d r o p s  o f  i l l i c i t  
co n t r a b a n d  i n t o  t h e  Un i t e d  S t a t e s  a n d  o t h e r  a r e a s . 

D i s po s i t i o n :  Da t a  w i l l  be  d e l e t e d  5 ye a r s  f o l lo wi ng t h e d a t e  o f  
l a s t up d a t e . De l e t e d  r e co r d s wi l l  no t b e  p l a c e d  i n  a hi s t o r i c a l  
f i l e .  

F i le N o . 1 2 2 0 - 3 2  

A l i e n  S mu l e r s  E n f o r c e m e n t  S s t e m  ( A S S E T ) F i l e s . T h e  EP I C  AS S E T  
i s  a n  I mm i g r a t i o n  a n d  Na t u r a l i z a t i o n  S e rv i c e I N S )  s y s t e m t h a t  
c o l l e c t s a n d  co r r e l a t e s  i n f o r m a t i o n  pr o v i d e d  o n  t h e  I N S  Smug g l e r  
I n d e x F o r m .  

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  5 y e a r s  fo l lo wi n g  the  da t e  o f  
l a s t  u p d a t e . Da t a  t he n  w i l l  be p l a c e d  i n  a h i s t o r i c a l  f i le a n d  
d e l e t e d  8 y e a r s  f r o m  t h e  da t e  a d d e d .  

F i le N o . 1 2 2 0 - 3 3  

C o mme r c i a l  A i r  ( C AF )  S y s t e m F i le s . CAF co l l e c t s da t a  o n  t h e  u s e  
o f  c o m m e r c i a l  a i r li n e s  i n  t r a n s po r t i ng co n t r a ba n d  i n to t he U . S .  
CAF  i s  co m p r i s e d  o f  t h r e e  s u b s y s t e m s : 1 )  t h e  CAF En t r y  Sy s t e m , 2 )
t he CAF  S e i z u r e s  S y s t e m , a n d  3 )  t he C AF Lo o ko u t S y s t e m .  

D i s po s i t i o n : Da t a  wi l l  b e  d e l e t e d  5 y e a r s  fo l l o wi n g  t h e  da t e  o f  
l a s t  u p d a t e  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r om wh i c h i t  w i l l  be 
d e l e t e d  5 y e a r s  f r o m  t h e  da t e  a d d e d .  

F i le N o . 1 2 2 0 - 3 4  

C o mp u t e r  I nv e n t o r y S ys t e m s  F i le s . Ma c h i n e  r e a d a b l e  r e co r d s us e d  
t o  co l l e c t  a n d  s t o r e  a l l  p e r t i n e n t  da t a  r e l a t e d  to  c o m p u t e r  a n d  
c o mmun i c a t i o n s  e q u i p m e n t  a t  E P I C . 

D i s po s i t i o n :  Da t a  w i l l  b e  d e l e t e d  6 mo n t h s  f o l lo w i ng t he da t e  o f  
l a s t p a ym e n t  o r  i t e m  i s  d i s po s e d  o f . De l e t e d  r e co r d s wi l l  no t be 
p l a c e d  i n  a h i s t o r i c a l  f i le .  

F i le N o . 1 2 2 0 - 3 5  

• 
G e n e r a l A v i a t i o n  S mu I n d i c a t o r  ( GAS ) F i l e s . GAS  co l l e c t s  
a n d  c o r r e  a t e s  da t a  r e  a t  n g  t o  t e u s e  o p r  v a t e  a i r c r a f t  i n  t he 
t r a n s p o r t  o f  i l l i c i t  me r c h a n d i s e  i n t o an d wi t h i n  t h e  U . S .  
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D i s po s i t i o n : Da t a  wi l l  be de le t e d  5 y e a r s  fo l lo wi n g  the  da t e  o f  
la s t  u p da t e  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r om  wh i ch i t  w i l l  be 
d e l e t e d  5 y e a r s  f r o m  the da t e  a d d e d . 

F i le No . 1 2 2 0 - 3 6  

M a r i t i m e  I n t e l l i  
MI S M I L  

e n c e S e i z u r e  a n d  I n t e l l i e n c e L o o ko u t  S s t e m s  
F i l e s .  M I S  a n d  M I L s y s t e m s  co l l e c t  a n d  c o r r e  a t e  

s t a t i s t i c a l  i n fo r m a t i o n  r e g a r d i ng  s e i z u r e s  a n d  lo o ko u t s  r e l e v a n t  
t o  m a r i t i m e s m ug g l i ng i n to t he U . S .  

D i s po s i t i o n : Da t a  wi l l  be de le t e d  5 y e a r s  fo l lo w i n g  the  da t e  o f  
l a s t  u p da t e . The  da t a  w i l l  t h e n  b e  p l a c e d  i n  a h i s t o r i c a l  f i l e 
f r o m  wh i c h i t  wi l l  be de l e t e d 8 y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le No . 1 2 2 0 - 3 7  

P r i va t e  A i r c r a f t R e po r t i ng  S ts t e m  ( P A I R S ) F i l e s . The  P A I R S  S y s t e m 
p r o v i de s  o n- l i n e r e t r i e v a l  o i n f o r m a t i o n  o n  p r i v a t e  a i r c r a f t  
s u s p e c t e d  o f  i l l e g a l  d r u g  t r a f f i c k i n g  e n t e r i n g t h e  U . S .  f r o m  
f o r e i g n a i r p o r t s . I n f o rma t i o n  i n p u t  w i l l  be  v i a  I N S Fo r m  1 9 2 A  a n d  
U . S .  Cu s t o m s  Fo r m  C F - 1 7 8 .  

D i s po s i t i o n : Da t a  wi l l  be de l e t e d 4 y e a r s  fo l l o wi n g  da t e  o f  la s t  
u p d a t e n. 

F i le No . 1 2 2 0 - 3 8  

V e s s e l s F i le s . As p a r t  o f  t h e  M 2 0 4  D B M S , t h e  ve s s e l  f i l e s t o r e s  
i n f o rm a t i o n  co n c e r n i n g g e n e r a l  i n t e r n a t i o n a l  m a r i ne ve s s e l s . Th i s  
f i l e a l so p r o v i d e s  a so ur ce  fo r ev a l ua t i n g  s m u g g l i n g  t h r e a t s  
i nv o lv i ng p r i va t e  ve s s e l s . I t  co n t a i n s n a m e s  o f  ve s s e l  o wn e r s , 
u s e r s , r e g i s t r a t i o n  an d ho me po r t  i n f o r m a t i o n , a n d  i n t e l l i g e n c e  
s umm a r y  da t a . 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  5 y e a r s  fo l lo wi n g  the  da t e  o f  
l a s t  u p da t e a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  wh i ch i t  wi l l  be 
d e l e t e d  1 0  y e a r s  a f t e r  t h e  da t e  a d d e d .  

F i le No . 1 2 2 0 - 3 9  

V e s s e l  C r e w  M e m be r s  F i le s . Th e c r e w  mem be r s  s y s t e m  co l l e c t s a n d  
co r r e l a t e s  d a t a  r e l a t e d  to  comme r c i a l  s h i p s  a n d  t he i r  f o r e i gn c r e w  
m e m be r s  t r an s po r t i n g  i l l i c i t  me r c ha n d i s e  i n t o  the  U . S .  

D i s po s i t i o n :  Da t a  w i l l  be de le t e d  8 y e a r s  f o l lo w i ng t he d a t e  o f  
l a s t up d a t e . De l e t e d  re co r d s wi l l  no t b e  p l a c e d  i n  a h i s t o r i c a l  
f i l en. 

F i le No . 1 2 2 0 -40  

V e s s e l s E le c t r o n i c  ( E L E C TRO ) F i le s . T h e  E L E C T R O  Sy s t e m  co l l e c t s  
a n d  co r r e la t e s  i n f o rma t io n  r e g a r di n g  e l e c t r o n i c  e q u i p me n t  
d i s co v e r e d a bo a r d  v e s s e l s  c a r r y i n g  i l l i c i t  me r c ha n d i s e  i n t o  the  
u . s .  

88- 15 ADMINISTRATIVE MANUAL 9-26-88 



88-15 ADMINISTRATIVE MANUAL 

Ap p e n d i x  0 7 5 0 A  
P a g e  1 6 0 . 5  

D i s p o s i t i o n : Da t a  wi l l  b e  d e l e t e d  8 y e a r s  f o l lo w i ng t he da t e  o f  

d e s c r i p t i o n snn do c um e n t a t i o n  d a t a  a n d  o wn e r  i n f o rm a t i o n  ve s s e l s 

l a s t 
f i l e .  

u p d a t e . De l e t e d  r e co r d s wi l l  no t be  p l a c e d  i n  a hi s t o r i c a l  

F i le No  . 1 2 2 0 - 4 1 

V e s s e l U . S .  C o a s t G u a r d 4 0 8  F i l e .  The  U S C C  4 0 8 f i l e p r o v i d e s  
, o n  

r e g i s t e r e d  wi t h  t h e  U . S .  Co a s t  Gu a r d . 

D i s po s i t i o n :  Da t a  wi l l  b e  r e p l a c e d  a s  r e q u i r e d . 

F i le N o . 1 2 2 0 - 4 2  

Wa t ch A c c e s s  S y s t e m  ( WAT C H )  F i l e s . The  WAT C H S y s t e m mai n t a i n s  t h e  
n a me s , p a s s wo r d s  a n d  i de n t i f y i ng i n f o rm a t i o n  o n  a l l  p e r s o n ne l 
c u r r e n t l y  q u a l i f i e d  to a c c e s s  t h e  E l  P a s o  I n t e l l i g e n c e  Ce n t e r . 

D i s po s i t i o n :  Da t a  wi l l  b e  d e l e t e d  f o l lo wi ng no t i f i c a t i o n  by a 
s t a t e  o f f i c i a l  an d p l a c e d  in  a h i s t o r i c a l  f i l e f r o m  wh i c h  i t  wi l l  
b e  d e l e t e d  3 y e a r s  f r o m t h e da t e  a d d e d .  

F i le N o . 1 2 2 0 - 4 3  

Wo r k lo a d  E x t r a c t i o n  a n d  E v a l u a t i o n  S y s t e m  ( WE E P ) F i l e s . The WE E P  
S y s t e m m e a s u r e s  wo r k lo a d s  w i t h i n  t he A i r  An a l y s i s  Un i t  o f  E P I C a n d  
p r o v i d e s  i n fo r m a t i o n  o n  s o u r c e s  r e q ue s t i n g  i n f o r m a t i o n  f r o m  E P I C . 

D i s po s i t i o n :  Da t a  wi l l  b e  d e l e t e d  3 y e a r s  f o l lo w i ng t he da t e  o f  
l a s t up d a t e . De l e t e d  r e co r d s ' wi l l  no t be  p l a c e d  i n  a hi s t o r i c a l  
f i l e .  

F i le N o . 1 2 2 0 - 4 4  

C o n t r o l le d  S u b s t a n c e s  A c t  S y s t e m ( C S A )  F i l e s . Ma c h i n e  r e a da b l e 
r e c o r d s co n t a i n i n g  da t a  o n  t he r e g i s t r a t i o n  o f  a l l  i n d i v i d u a l s  a n d  
o r g a n i z a t i o n s  who manu f a c t u r e , d i s t r i b u t e , p r e s c r i b e o r  di s p e n s e  
co n t r o l l e d  s u b s t a n c e s . 

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  6 mo n t h s f o l l o wi n g the  da t e  
r e g i s t r a t i o n  e x p i r e s  a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  wh i c h i t  
wi l l  b e  d e l e t e d  1 0  y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le No . 1 2 2 0 - 4 5  

D i v e r s i o n  A n a lys i s  a n d  D e t e c t i o n  S ys t e m  ( DA D S ) F i l e s . DA D S  i s  a 
s u b s y s t e m o f  t he ARC O S  s y s t e m  a n d  co n t a i n s  s t a t i s t i c s o n  o n l y  
t ho s e d r u g s  p u r c ha s e d  f r o m  o r  so l d  t o  as s o c i a t e r e g i s t r a n t s  i . e . ,  
do c t o r s , c l i n i c s , ho s p i t a l s , p h a rm a c i e s . 

D i s po s i t i o n : Da t a  wi l l  be d e l e t e d  a 2 y e a r s  fo l lo wi n g the  da t e  
a dde d t o  t he f i l e a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  wh i ch i t  
wi l l  b e  d e l e t e d  4 y e a r s  f r o m  da t e  a d d e d .  

9-26-88 



 

t r e n d s i n  t r a f f i c k i n g . fl"oTf . Th i �  .f, le.  i s  Gu.r revt f lj , ha c..-h v e, . 

Ap p e n d i x 0 7 5 0 A 
P a g e  1 6 0 . 6  

F i le No . 1 2 2 0 - 4 6  

P r o j e c t  L a be l F i l e s . P r o j e c t  l a b e l s y s t e m ma i n t a i n s  a me m o r y  bank 
o f  i n f o rm a t i o n  a s  co n t a i n e d  o n  l a b e l s  o n  p a c k a g e s o f  co n t r o l l e d  
s u b s t a n c e s n. 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  1 y e a r  fo l l o w i n g t h e  da t e  o n  
wh i c h t h e Na t i o n a l D r u g  Co de i s  r e s c i n d e d  a n d  p l a c e d  i n  a hi s t o r i ­
c a l  f i l e . T h e  da t a  wi l l  be de l e t e d  f r o m  the  hi s t o r i c a l  f i l e  2 
y e a r s f r o m  t h e da t e  a d de d .  

F i le No . 1 2 2 0 - 4 7  

D r ug T h e f t  S y s t e m  F i le s . Ma c h i n e r e a d a b l e r e co r d s t h a t p r o v i d e
i n f o r ma t i o n  o n  t he t he f t  o r  lo s s  o f  d r u g s  f r om Co n t r o l  S u b s t a n c e s  
Ac t ( C S A ) r e g i s t r a n t s . 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  3 y e a r s fo l l o wi n g  the  ye a r  in  
wh i c h t h e r e co r d  wa s c r e a t e d  and  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m  
wh i c h  i t  wi l l  b e  de l e t e d  3 y e a r s f r o m  the  da t e  a d d e d . 

F i le No . 1 2 2 0 - 4 8  

I n t e r n a l S e c u r i t y  S y s t e m  F i le s . The  I n t e r n a l  Se c u r i t y  Sy s t e m  
f u n c t i o n s  u n d e r  t he M2 0 4  Da t a  Ba s e  M a n a g e m e n t  S y s t e m a n d co n s i s t s  
o f  t h e s e  s e p a r a t e  f i l e s : 1 )  S u bj e c t  Fi l e , 2 )  A s s a u l t  Fi l e , a n d  3 )
Ca s e  F i l e  o f  In t e r n a l  S e c u r i t y In f o rm a t i o n . 

D i s1o s i t i o n : Da t a  wi l l  be d e l e t e d  5 y e a r s fo l lo wi n g  t h e  da t e  the  
emp  o ye e  is  t e rm i n a t e d  w i t h  DEA  and  p l a c e d  i n  a h i s t o r i c a l  f i le 
f r o m  wh i c h i t  wi l l  be de l e t e d  3 0  y e a r s f r o m  the  da t e  a d d e d . 

F i le No . 1 2 2 0 - 4 9  

O f f e n de r  B a s e d  T r a n s a c t i o n  S y s t e m ( O B T S ) F i l e s . O B T S  i s  de s i g n e d  
t o  t r a c k  p e r s o n s who h a v e  be e n  i n c a r c e r a t e d  o n  a d r ug r e l a t e d  
c ha r g e . I t  p r o v i d e s  ba t c h q u e r i e s  a n d  r e po r t  c a p a b i l i t i e s  f r o m  
wh i c h s t a t i s t i c a l  r e p o r t s  ma y be  g e n e r a t e d . 

D i s po s i t i o n : Da t a  t o  be de l e t e d  1 y e a r  af t e r  ye a r  o f  l a s t  up d a t e  
a n d  a d d e d  t o  a h i s t o r i c a l  f i l e f r o m  wh i c h r e co r d s  w i l l  b e  d e l e t e d  
1 0  y e a r s  f r o m  t h e  da t e  a d de d . 

F i le N o . 1 2 2 0 - 5 0  

T r a f f i ck e r  F i l e s  . Tr a f f i cke r f i l e  o p e r a t e s  un d e r  the  M 2 0 4  DB M S  
a n d  r e co r d s  i n f o rm a t i o n  co n c e r n i ng s e i z u r e s  a n d t r a f f i c k e r s  
wo r l dwi d e . Tr a f f i c k e r f i l e  c r e a t e s  s t a t i s t i c a l  r e po r t s  de p i c t i n g 

D i s po s i t i o n : Da t a  wi l l  be de l e t e d  1 y e a r  af t e r  l a s t  up d a t e  a n d  
a d d e d  t o  a h i s t o r i c a l  f i le f r o m  wh i c h i t  w i l l  be  d e l e t e d  2 0  y e a r s
f r o m  t h e  da t e  a d d e d .  
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s u s p e c t s in  an  a c t i v e  drug  i n v e s t i g a t i o n . 

D i s po s i t i o n :  Da t a  w i l l  b e  d e l e t e d  S y e a r s  a f t e r c a s e  
a n d  p l a c e d  i n  a hi s t o r i c a l  f i l e  f r o m  wh i c h  i t  wi l l  be 
y e a r s  f r o m  t h e da t e  a d de d .  

i s  c lo s e d  
de l e t e d  1 0  

F i le N o o. 1 2 2 0 - 5 2  

Ap p e n d i x  0 7 5 0 A 
P a g e  1 6 0 . 7 

F i le N o . 1 2 2 0 -5 1 

T o l l / P e n  R e g i s t e r  F i l e s . T h e  To l l / P e n  Re g i s t e r  f i l e s  un d e r  the  
M 2 0 4  D B M S co n t a i n  i n f o rm a t i o n  on  t he t e l e p ho ne n u m b e r s  u s e d  byn

P r e c u r s o r  C h e m i ca l I n f o r ma t i o n  S y s t e m  ( P C I S ) F i le s . P C I S  i s  an  
o n - l i n e  c o m p u t e r i z e d  i n f o rma t i o n  s y s t e m on  t he s a l e o f  p r e c u r s o r  
c h e m i c a l s  us e d  fo r t h e  i l l i c i t  p r o d u c t i o n  o f  da n g e r o u s  d r u g s  a n d  
o t h e r co n t r o l l e d  s u b s t a n c e s n. 

D i s po s i t i o n : Da t a  wi l l  be  d e l e t e d  3 y e a r s  f o l l o wi n g  the  da t e  t h e  
r e co r d wa s a d d e d  to  t he f i l e a n d  p l a c e d  i n  a h i s t o r i c a l  f i le f r o m 
wh i c h t h e  r e co r d  wi l l  be  de l e t e d  2 y e a r s  f r o m  t h e  da t e  a d d e d . 

F i le N o . 1 2 2 0 - 5 3  

E v e n t  F i l e s . Th e Ev e n t s  f i l e  in  t h e  M 2 0 4  D B M S co n t a i n s  i n fo r m a­
t i o n  r e l a t e d  t o  d r u g  i n ve s t i g a t i o n s  i n  t he f o rm o f  e v e n t s  o r  o v e r t  
a c t s  o f  s u s p e c t s  wi t h i n  the  i n v e s t i g a t i o n s , f o r e x am p l e nam e s , 
a d d r e s s e s , t e l e p ho n e n um b e r s , b u s i n e s s e s , b a n k s , a i r c r a f t  a n d  
v e s s e l s . I n t e l l i g e n c e  an a l y s t s  an d S p e c i a l  Ag e n t s  p r i m a r i l y i n p u t 
da t a  i n t o  t he s y s t e m .  

D i s po s i t i o n : Da t a  wi l l  be  d e l e t e d  5 y e a r s  f r o m  ye a r  i n f o r m a t i o n  
wa s a d d e d t o  t he i nve s t i g a t i v e f i l e a n d  p l a c e d  i n  a h i s t o r i c a l  
f i l e f r o m  wh i c h i t  wi l l  b e  d e l e t e d  4 y e a r s  f r o m  t h e  da t e  a d d e d . 

F i l e N o . 1 2 2 0 - 5 4  

T h e  Te l e p ho n e  Su b s c r i b e r  
co l l e c t i o n  a n d  t he co r r e l a t i o n  

t e l e p ho n e  num be r s  a n d  te l e p h o n e  s u b s c r i b e r s  co n t a i n e d in  
i n f o rm a t i o n  r e c e i v e d by  E P I C . 

D i s po s i t i o n : Da t a  r e co r d s wi l l  be  a u t o m a t i c a l l y d e l e t e d  S y e a r s
f o l lo w i ng t he da t e  y e a r  t h e r e c o r d  wa s a d d e d  t o  t he f i le .  De l e t e d  
r e c o r d s wi l l  no t b e  p l a c e d  i n  a hi s t o r i c a l  f i l e . * *  

** Addi t ion 
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NOT E S  

1 .  T h e  t e r m " co m p u t e r  s e n s i b le "  i s  u s e d  to  i n c l u de m e d i a  wh i c h 
a r e  no t mag ne t s t o r a g e  d e v i c e s . Co m p u t e r  ca r d s , fo r i n s t a n c e , a r e  
s t i l l w i d e l y u s e d .  Te c h no l o g i c a l  a dv a n c e s f o r e c a s t  co m p u t e r 
s e n s i b l e no n m a g ne t i c  s t o r ag e  d e v i c e s  l i ke l y  no t be  be  e r a s a b l e a n d  
r e u s a b l en. 

2 .  " D i s po s e o f  a f t e r  th i r d  up d a t e  cy c l e "  i n d i c a t e s  t h a t the  f i r s t  
g e n e r a t i o n  da t a  m a y  b e  d i s p o s e d  o f  a f t e r t he f o u r t h  s u c c e s s f u l  
u p d a t e n. 

3 .  Re co r d s r e c e i v e d  f r o m  ano t h e r  ag e n c y  be co m e  t h e  r e co r d s o f  the  
r e c e i v i ng a g e n c y  u n d e r  e i t h e r  o f  t wo co n d i t i o n sn: 

a )  wh e n  t h e  da t a  a r e  me r g e d  o r  r e d u c e d  by t h e  r e c e i v i n g  
a g e n c y , a n d  no  co m p a r a b l e  co p y  e x i s t s  i n  t he o r i g i n a t i ng a g e n c y ; 
o r  

b )  wh e n  t h e  da t a  a r e  p r o v i d e d  by t h e  o r i g i n a t i n g  ag e n c y  
i n  a f o r m de s i g n e d t o  me e t  t h e  n e e d s o f  t he r e c e i v i ng a ge n c y , a n d  
n o  co m p a r a b l e co p y  e x i s t s  i n  t h e  o r i g i n a t i n g  ag e n c y .  

I n  s u c h  c a s e s  t h e r e s u l t i ng da t a  f i le s ho u l d be  s c h e d u l e d  
a c co r d i n g  t o  t h e  a p p r o p r i a t e  ca t e g o r y  l i s t e d  i n  t h i s s c he d u l e , 
w h e r e  a p p l i c a b le . 
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FORMS MANAGEMENT FILES 

These f i les rel ate t o  pl ann i ng and execut i ng proced ures to 
stand ard i ze ,  design , construc t ,  and con trol the use , numbering , 
and d i s t r ibut ion of forms. 

File No . 1301-01 ( l\)C I- I 'lo - '1 7 - I) 
Forms Managemen t Report i ng F i les. Documen ts rel at ing to reports  
on  progress in  forms management. I ncl uded are repor tsi, work­
sheets ,  and correspondence d i rec t l y rel ated to the repor ts. 

Dispos i t ion :  Destroy 5 years af ter complet ion of requi rement. 

File  No . 1301-02 (fJt:.. l - 1 70- 'l '1 - 1) 
Forms Numer ical  F i les ( I nternal ). Doc umen ts  acc umul at ing in 
offices hav i ng authority  to approve forms and resul t i ng from the 
consi derat ion , approv al , control during ex istence , and rev ision or 
resc i s s ion of  specific  forms. I ncl uded are reques ts for approval 
of forms , j us t i f ications , coord ination papers ,  instruc t ions 
govern i ng use of the form , and a copy of each ed i t ion of t he 
form. 

Dispos i t ion : Destroy 5 years af ter d i sd'ontinuing the form. 

File  No . 1 3 01-03 ( N C I - 1 '70c- ? ?c- 1 )  
Forms Numer ical  F i les (External ). Doc umen ts  rel at ing to forms 
used wi thin  the j uri sd ict ional area of t he forms  management off ice 
but approved by other agenc ies or of f ices. Incl uded are copies of 
forms , i ns truct ions for use ,  and coord inat ion papers. 

D i spos i t ion : Destroy 1 year af ter d i scon t inuing the form. 

File  No . 1 3 01-04 ( "1 C. I - l 'l o - '1 '1  - 1) 
Forms Funct ional F i les. A col lec t ion of forms arranged by func­
t ional c las s i f icat ioni, used to assist in taking forms man agemen t 
ac tions , such as determ in ing whether new forms should be devel oped 
and approved and whet her ex ist i ng forms should be con sol idated or 
repl aced by  other forms. Incl uded are copies of each  form used 
wi thin  the area served by the Forms Man agement Offi cer. 
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Di spos i t ion :  Des troy when form is  d i scon t i n uede, supersedede, or 
ob sole te. 

File  No . 1301-05 

Form Number  Reg i s ter F iles. Doc umen t s  used to record and con trol 
the a s s ig nmen t of a form number , con s i s t i ng of an e n try in the 
reg i ster  for each as s i g ned form number. 

D i spos i t ion : Destroy when all forms  e n t er ed in  t he reg i s t er are 
d i scon t i n ued or ob solete. 
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REPORTS MANAGEMENT AND CONTROL FILES 

These f i les resul t from the d i rec t ion and operat ion of DEA reports  
con trol sys tem wh ich  is des ig ned to  control repor tsi; a ssure that 
report s  are adequate , accurate , and t imel y ;  el im ina te unnecessary 
repor ts ; and  standard i ze mater ial s and proced ures. 

File  No . 1 3 10-01 

Reports Con trol  F i les. Documen ts  ref lecting ac tion taken in 
eval uat i ng t he requirement for approv ing and con trol l i ng speci f ic 
repor t s , inc l ud ing publ ic use reports. Incl uded are appl ications 
for approv i ng report s ;  copies of per t i nent forms or descript ions 
of formati; copies of the requi r ing directive ;  preparation in struc­
t ion s ;  doc umen t s  relat ing to con t inuat ion , revis ion , or other 
change to the report or output ; memorandums reflec t i ng resul ts  of 
per iod ic and spec ial eval uat ions ; doc umen ts  iden t i f y i ng the 
rel ationship  of the output to an y control led report to be prepared 
in  whole or in  part from the outputi; and sim i l ar or rel ated 
paper s. 

Di spos i t ioni: Destroy 10 years af ter discontinuing the report or 
output. 

·· · ( Nt. J - 1 ?0- '"1 '1 - , )  

Re or ts  Con trol  and ut ut Rei ister F i les. Documen t s  used to 
con trol t he assignmen · of report s con trol symbol s and ADP outputs. 
I ncl uded are reg i sters , edgers , or comparab le doc ument s. 

Di spos i t ion : Des troy when needed for control purposes. 

**File  No . 1 3 10-03 

Reports Program ' Managemen t F i les. Documen ts  rel at ing to pol ic y  
and proced ures in administer i ng t he report s  management program. 
Incl uded are memoranda , implemen t i ng direc t i ves , Headquar ters and 
f iel d o f f i ce reports , fol lowup reports , coord inat i ng ac t ions , 
annual summar ies of reports , sta t i s t i cal data bases , and rel ated 
doc umen t s. 

Di spos i t ion : Destroy 7 years af ter close out of the report  or 
doc umen tat ion. * *  

* *  Add i t ion 
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RECORDS  MANAGEMENT F I LE S 

Th e s e  f i l e s  r e s u l t f r o m  p l a n n i n g , p r o mu l g a t i n g ,  a nd e x e c u t i n g 
c o n c e p t s  a n d  p r o c e d u r e s  f o r  mana g i n g  t h e  c r e a t i o n , t r a n s m i s s i o n , 
m a i n t e n a n c e , u s e  a n d  d i s p o s i t i o n  o f  D E A  r e c o r d s . 

F i l e  No . 1 3 2 0 - 0 1 

R e c o r d s  M a n ag e m e n t  S u r v e y  F i l e s . Do c um e n t s  r e l a t i n g  t o  s t a f f  
v i s� t s  a n d  s u r v e y s  c o nd u c t ed t o  p r o v i d e a dv i c e a nd a s s i s t a n c e  o n , 
o r  t o  e v a l u a t e  t h e  e f f e c t i v e n e s s  o f , r e c o r d s  ma n a g e m e n t  o p e r a t i o n s  
a n d  p r o g r a m s . I n c l u d e d  a r e  n o t i f i c a t i o n s  o f  v i s i t s , r e p o r t s  o f  
v i s i t s  a n d  s u r v e y s , re p o r t s  o f  c o r r e c t i v e  a c t i o n  t a k e n , and  
r e l a t e d  d o c ume n t s n. 

D i s p o s i t i o n : De s t r o y  5 y e a r s  a f t e r  s u r v e y ; * * o r  3 y e a r s  a f t e r  
n e x t  c o m p a r a b l e  NARA o r  G S A s u r v e y . * * 

F i l e  No . 1 3 2 0 - 0 2  

R e c o r d s  M a n a g e m e n t  S u r v e y  B a c k g r o u n d  F i l e s n. D o c um e n t s u s e d  i n  
p r e p a r i n g  f o r  r e c o rd s  m a n a g e m e n t  s u r v e y s . I n c l u d e d a r e o r g a n i z a ­
t i o n a l  c h a r t s , s t a t e me n t s  o f  f u n c t i o n , c o p i e s  o f  r e c o r d s  mana g e ­
m e n t  d i r e c t i v e s , l i s t s  o f  p e r s o n n e l r e s p o n s i b l e  f o r r e c o r d s  
m a n a g e m e n t , v o l um e  o f  re c o r d s  d a t a , co p i e s  o f  t r a i n i n g ma t e r i a l s , 
c o p i e s  o f  a u t h o r i z e d  d e v i a t i o n s , s c h e d u l e s o f  s u r v e y s , n o t e s , 
d r a f t s , a n d  s i m i l a r  o r  r e l a t e d  d o c um e n t s . 

D i s p o s i t i o n : De s t r o y  3 y e a r s  a f t e r  n e x t  c o m p a r a b l e  s u rv e y .  
E a r l i e r  d e s t r u c t i o n · a u t h o r i z e d . 

'· 
C o n g r e s s i o n a l  Au t h o r i z a t i o n n._ i l e s . Do c um e n t s  r e l a t i n g  t o  c o n g r e s -
s i o n a l  a u t  o r i z a t i o n  t o  d e s t r· . r e c o r d s . I n c l u d ed a r e s t u d i e s , 
c o o r d i n a t i o n  a c t i o n s , r e q ue-s t s  - � au t h o r i t y  t o  d e s t r o y  re c o r d s , 
a r c h i v a l  a p p r a i s a l s , a p p r ov a l s  o r  �J- s a p p r ov a l s .  

·�·"'li'· 

D i s p o s i t i o n : De s t r o y  p r e v i o u s s c h e d u l e  wh e n  s u c c e e d i ng s c h e d u l e  
i s  a p p r o v e d  b y  N ARA . 

F i l e  No . 1 3 2 0 - 0 4  (N C. l - l?t> - ? ?_ - 1) 

R e c o r d s  D i s p o s i t i o n  S t a n d a r d  F i l e s . C o m m u n i c a t i o n s  w i t h  t h e  
Na t i o n a l  Ar chi v e s  a n d  Re c o rd s  * Adm i n i s t r a t i o n ( NARA ) *  c o n c e r n i ng 
a u t h o r i t y  f o r  d i s p o s i t i o n  o f  s p e c i f i c  f i l e s , i n c l ud i n g s p e c i a l
s t u d i e s  o f  s p e c i f i c  f i l e s  t o  e s t a b l i s h  o r  r e v i s e d i s p o s i t i o n 
s t a n d a r d s n. 

* R ev i s i o n 
* *  Ad d i t i o n 
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D i s p o s i t i o n :  De s t r o y  2 y e a r s  a f t e r  p u b l i c a t i o n o f  d i s p o s i t i o n o f  
s t a nd a r d o r  o n  d i s p o s i t i o n  o f  a l l f i l e s  c o v e r e d  i n  t h e  s t a n d a r d . 

F i l e  N o . 1 3 2 0 - 0 5  

Re c o r d s  L o c a t o r  a n d  D i s p o s i t i o n  F i l e s . Do c um e n t s  re f l e c t i n g f i l e s  
t h a t h a v e  b e e n  t r a n s f e r r ed  o r  r e t i r e d . I n c l u d e d a r e r e c o r d s  s h i p ­
m e n t  l i s t s n, r e c o r d s  t r a n s f e r  l i s t s n, a n d  c o p i e s  o f  Re c o r d s  Tr a n s -
m i t t a l  a n d  Re c e i p t  ( S F - 1 3 5 ) . 

D i s p o s i t i o n : De s t r o y  2 y e a r s  a f t e r  a l l r e c o r d s  l i s t e d  t h e r e o n  
h a v e  be e n  d e s t r o y e d . 

F i l e  N o . 1 3 2 0 - 0 6  

* M i c r o f o r m J o b  F i l e s . D o c u m e n t s  r e l a t i n g t o  ap p r a i s a l  o f  p r o p o s e d 
mi c r o f o r m p r o j e c t s  a n d  c o n t r o l  o f  a p p r o v e d p r o j e c t s . I n c l u d e d a r e  
r e c o r d s  a n a l y s i s  s h e e t s  f o r  p r o p o s e d  m i c r o f o r m p r o j e c t s , c o s t  
s umm a r y  s h e e t s , s t ud i e s , j u s t i f i c a t i o n s , a nd r e l a t e d m a t e r i a l . *  

D i s p o s i t i o n : De s t r o y  5 y e a r s  a f t e r  c o m p l e t i o n  o f  p r o j e c t , ex c e p t  
t h a t d i s a p p r o v e d  p r oj e c t  f i l e s  w i l l  b e  d e s t r o y e d  1 y e a r a f t e r 
d i s a p p r o v a l . 

F i l e  N o . 1 3 2 0 - 0 7  

R e c o r d s  H o l d i n g s  F i l e s . St a t i s t i c a l  r e p o r t s  o f  Ann u a l  S umm a r y  o f  
Re c o r d s  Ho l d i ng s  ( D E A- 4 5 4 ) n. 

D i s p o s i t i o n :  De s t r o y  3 y e a r s  a f t e r  s u bm i s s i o n  o f  re p o r t n. 

F i l e  No . 

I n s t r u c t i o n s  r e l a t i v e  t o  
p r e p a r a t i o n , o rm a t n, c o n n n"' c l e a r a n c e  o f  c o r r e s p o n d e n c e . 

D i s p o s i t i o n : De s t r o y  wh e n  6 . :-.._e a r s  ol d .  E a r l i e r  d e s t r u c t i o n  i s  
a u tho r i z e d i f i n s t r u c t i o ns ���e r s e d e d , o b s o l e t e , o r  no  l o n g e r  
n e e d e d  f o r  re f e r e n c e . 

* * F i l e  N o . 1 3 2 0 - 0 9  

F i l e s  P r o g r am M a n a ge m e n t  F i l e s . C o r r e s p o nd e n c e , i n s t r u c t i o n s , 
s t u d i e s , m e s s a g e s , i n t e r p r e t a t i o n s , a n d c o o r d i n a t i ng a c t i o n s  
r e l a t e d t o  t h e  ad m i n i s t r a t i o n  a n d  o p e r a t i o n  o f  t h e  f i l e s  p r o g r a m . 

* Re v i s i o n 
* *  Ad d i t i o n  
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D i s p o s i t i o n : De s t r o y  wh e n  6 y e a r s  o l d . * * * E a r l i e r  d e s t r u c t i o n  i s  
a u t h o r i z e d  i f i n s t r u c t i o n s  e t c . , a r e  s u p e r s e d e d , o b s o l e t e , o r  n o  
l o n g e r ne e d e d f o r  re f e r e n c e s . *  

F i l e  N o . 1 3 2 0 - 1 0  

* * M i c r o f o r m P r o g r a m  M a n a g e me n t  F i l e s n. Co r r e s p o n d e n c e , 
i n s t r u c t i o n s , s t ud i e s , me s s a g e s , i n t e r p r e t a t i o n s , a nd c o o r d i n a t i n g 
a c t i o n s  r e l a t e d  t o  t h e  a d m i n i s t r a t i o n a n d  o p e r a t i o n  o f  t h e  
m i c r o f o r m r e d u c t i o n p r o g r a m .  

D i s p o s i t i o n : De s t r o y  wh e n  6 y e a r s  o l d . * *  * E a r l i e r  d e s t r u c t i o n i s  
a u t ho r i z e d i f i n s t r u c t i o n s , e t c . , a r e  s u p e r s e d e d , o b s o l e t e , o r  n o  
l o n g e r  ne e d e d  f o r  r e f e r e n c e . *  

* * F i l e  N o . 1 3 2 0 - 1 1 

I RM T r i e n n i a l  R e v i e w  F i l e s . Re p o r t s  re q u i r e d  b y  t h e G e n e r a l  
Se r v i c e s  Adm i n i s t r a t i o n  c o n c e r n i n g r e v i e ws o f  i n f o rm a t i o n  
r e s o u r c e s  m a n a g e m e n t  ( I RM ) p r a c t i c e s n. I n c l u d e d  a r e  a s s o c i a t e d  
c o r r e s p o n d e n c e , s t u d i e s , f e e d e r  r e p o r t s , a nd m o n i t o r i ng s u r v e y s  
a n d  r e p o r t s n. 

D i s p o s i t i o n : De s t r o y  wh e n  7 y e a r s  o l d . 

F i l e  N o . 1 3 2 0 - 1 2  

I n f o r m a t i o n  C o l l e c t i o n  B u d g e t  F i l e s . Re p o r t s  re q u i r e d  b y  t h e  
O f f i c e  o f  M a n a g e m e n t  a nd Budg e t  u nd e r  t h e  P a p e r w o r k  Re d u c t i o n A c t  
a b o u t  t h e  num b e r o f  ho u r s  t h e  p u b l i c  s p e n d s f u l f u l l i n g ag e n c y 
r e p o r t i n g r e q u i r e m e n t s . I n c l u d e d  a r e a s s o c i a t e d f e e d e r  r e p o r t s ,  
r e p o r t  e x h i b i t s , c o r r e s p o n d e n c e , a n d  s t a t i s t i c a l  c o m p i l a t i o n s n. 

D i s p o s i t i o n :  De s t r o y  wh e n  7 y e a r s  o l d . * * 

* R e v i s i o n  
* *  Ad d i t i o n  
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PUBLICATION MANAGEMENT FILES 

The se f i l e s  relate to preparing , rev iewing , and i s suing 
publ ications  and to main tain ing record and reference set s  of 
publ icat ions. Record copies of al l publ icat ions wi th related 
bac kground papers  should be fi l ed in appropr iate  func t ional fi l es. 
( Record copy is de f ined as that copy of publ icat ion ma intained by
the office  of  record , usual l y  the prepar ing of fice , for record 
purposes as d i s t i ngui shed from t he copies of t he same publ icat ion 
d i s t r ibuted and mai ntai ned for reference purposes.i) Record sets  
of  sel ec ted publ icat ions are  requi red for permanent  or  long term 
reten tion  si nce they are used ex ten s ivel y for future adm in istra­
t ive ac t ion s and hi storical or ot her research. F i l es al so relate 
to management of the publ ications func tion ( s ) .  

File  No . 

Publ icat ion Reco d Set F i l es. These  wi l l  con sist  of one copy of 
each publ icat ion � change is sued , w ithin t he ca tegor ies spec i f ied ... 
bel ow. Publ icat ion· � within th i s  se t will be fi l ed numer ical l y. 
Each folder or b indei· of the record set will be d i s t inctly  marked 
" Record Set. " 

a. The DEA nag emen t Sec t ion will mai n ta i n  a record 
set  of DEA manual issuance ( Agentsi, Admin i s tra tivei, Personneli, 
Pl anning and I n spec tion , La oratory Operations , Train ing , 
Diversi on Invest iga tor , and ien t i f ic Support Manual s ;  
Headquarters  No tices ; and Labo atory and field  Div ision  Order s and 
No tice s ) .  

b. Func t ional procedures man u l s ,  legal guidel ines , prog ram 
bul let ins , and other offic ial proc e ral documen ts w i l l  be 
maintai ned by or ig inat ing of fice. 

Di spos i t i on :  Of f ice per formi ng DEA-wid respon s ib i l i ty : 
Permanen t .  Tran sfer to Federal record s when 5 years old. 
Of fer to  NARA when 1 5  years old. 

File  No . 1330-02 ( f\J {.. l - I ? tJ - '1 '1 - I)  
Publ i cat ion Reference Set F i l es. Of f i ces  respons le for issui ng 
publ icat ions w i l l  maintain one set for reference p poses when 
needed or when requi red by other direc t i ves. Th i s  s t  wi l l  
incl ude  a copy of those publ icat ions included i n  t he ecord Set"  
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and co pie  \ 'of other publ ications issued by them for which  a 
" Record Se ,i,, i s  not requ ired. Each fol d er or b i nder in this set 
wi l l  be d i s  · nc t l y  marked "Re ference Set "  and wi l l  be curren tl y 
pos ted. 

D i spos i t ioni: when superseded or ob sol ete. 

F i l e  No . 1 330-03 , _C.. 1 - 1 7  o - 7'1 - 1) 
Publ i ca t ion Manuscri t F i l es. Manusc ript copies of publ ications , 
pr i n ter copies  of gal ey or page proofs or publ icat ions , drafts of 
pub l icat ions , and othe working or con trol data used in preparing 
pub l icat ions.  

D i spos i t ion : Destroy on _i nt ing of publ ication. 

F i l e  No . 1 330-04 ( Ne \ - 1 '10 
Pub l icat ion Deviat ion F i l es. D cuments  rel ated to approved 
deviat ion s  or except ion s to s tan ard publ icat ion proced ures. 
I n c l uded are requests  and approva s to distrib ute  local publ ica­
t ion s out side  the j urisd i c t ion of he DEA , authori zat ions to print
i n  more than one colori, author i zati  ns to incl ude embl ems on 
envelopesi, and sim i l ar deviations or, 

' •  
spec ial authori zat ions. 

·, 

Di spos i t ion : De stroy 2 years after or supersession of 
the authorizat ion. 

F i l e  No . 1330-05 ( N C..  I - l "I 0 - '1 '1i- I )  

Publ icat ion Approval  F i l es. Documen ts  to approv ing the 
i n i ta t ion of  new  publ icat ions , changes ing publ ications , 
l im i t a t ions in prev ious approval s ,  and renewal fter expirat ion of 
t he prev ious approval. I ncl uded are requests  fo approval , 
not i f i c a t ion of  approvali, and rel ated papers. 

D i spos i t ion :  Destroy on ex pirat ion on di scon-
t in uance of the publ icat ion. 

F i l e  No . 1 330-06 

D i rect ives Development  and Ed i t i ng F i l es. Documen t s  rel a ing to 
the impovement  and development of DEA d i rec t ives t hroug h e i t i ng ,  
c hang ing , and rewriting of first drafts. I ncl uded ar e copi s of 

87-20 ADMINISTRATIVE MANUAL 6 -2 9-87 



Office 

A p p e n d i x  0 7 5 0 A 
P a g e  1 6 9 

f i r s t  a n d  _ manu s c r i p t s n; n o t e s  a nd m e m o r a nd u m s  p e r t a i n -
i ng  t o  c o n f e r e n c e s  w i · t h e  au t h o r , c o o r d i n a t i o n , a n d  r e s e a r c h , 
c o p i e s  o f  r e l a t e d c o r r e n' o n d e n c e n; a n d  a p r i n t e d c o p y o f  t he b a s i c 

e s t a b l i s h i n g a n d  a dm i n i s t e r i n g t h e d i r e c t i v e s  p r o g r a m  i n  D E A . 

d i r e c t i v e a n d  e a c h  c h a n g e · · · t,� e r e t o n. 

D i s p o s i t i o n :  a .  
i m p r o v e m e n t n: D e s t r o y  on  r e v i s i � o r  
t i v e . * * b .  0 t h  e r  o f f i c e s  : D e s "\o y . ,
c o n t r o l  p u r p o s e s n. * *  

f o r  e d i t i n g , d e v e l o p m e n t n, a n d  
ob s o l e s c E. i c e  o f  t h e  d i r e c ­
wh e n  n o  l o ng e r  n e e d e d f o r 

F i l e  N o . 1 3 3 0 - 0 7  

D i r e c t i v e s M a n a g e m e n t  P r o g r a m  F i l e s n. Do c u m e n t s r e l a t e d t o  

I n c l u d e d  a r e  c o o r d i n a t i n g  ac t i o n s , s t u d i e s , i n s t r u c t i o n s , 
a u t h o r i z i n g d i r e c t i v e s , r e p o r t s , i n t e r p r e t a t i o n s , m e s s a g e s , a nd 
s i m i l a r  o r  r e l a t e d d o c um e n t s .  

D i s p o s i t i o n : De s t r o y  wh e n  6 y e a r s  o l d .  * * E a r l i e r  d e s t r u c t i o n  i s  
a u t h o r i z e d  i f i n s t r u c t i o n s , e t c . ,  a r e  s u p e r s e d e d , o b s o l e t e , o r  n o  
l o ng e r  n e e d e d  f o r  re f e r e n c e . * * 

* * F i l e  No . 1 3 3 0 - 0 8  

D O J O r d e r  R e v i e w F i l e s n. Do c um e n t s  r e l a t i n g t o  r e v i e wi n g  d r a f t  D O J  
o r d e r s . I n c l u d e d a r e  r o u t i ng s l i p s , me m o r a n d a s , r e s p o n s e s , 
p r o p o s e d  c h a n g e s , t h e  d r a f t  o r d e r ,  t h e  c o o r d i n a t i o n  s h e e t , t h e  
S umma r y  S h e e t n, a n d  a n y  o t he r r e l a t e d p a p e r s n. 

D i s p o s i t i o n : De s t r o y  wh e n  6 y e a r s  o l d . * * 

* * Ad d i t i o n  




