NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-170-89-001

Some items in this schedule are either obsolete or have been superseded by new NARA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 N1-170-89-001

ACTIVE ITEMS

SUPERSEDED AND OBSOLETE
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superseded, may be used by the agency to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.

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They are superseded, obsolete, filing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.

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

Current authority approved on
N1-170-94-001 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

370-16 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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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

SUPERSEDED AND OBSOLETE
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

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
N1-170-01-001 for the following:

901-03 Evidence Accountability Files
940-06 Technical Report Reference Files

Current authority approved on
N1-170-04-002 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 SUPERSEDED AND OBSOLETE
ITEMS
560-09 Non-1811 Career Management Files Records

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

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 Traftic 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

SUPERSEDED AND OBSOLETE
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 1) Files A. Manpower
Utilization Subsystem

1220-21 Enforcement Management Information
System (EMIS 1) 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 Reporting System

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
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ACTIVE ITEMS SUPERSEDED AND OBSOLETE
ITEMS
(PAIRS) Files 180-02 A-123 Tracking and Reporting System

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 NC1-170-77-01. 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

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 Staft
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

SUPERSEDED AND OBSOLETE
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

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 Oftice 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

N1-170-89-001 (corrected 8/12/2022)

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE




NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

ACTIVE ITEMS

SUPERSEDED AND OBSOLETE
ITEMS

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
370-11 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

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

SUPERSEDED AND OBSOLETE
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 NC1-170-86-01. Carried over

to this schedule with no change:

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 of Information (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

N1-170-89-001 (corrected 8/12/2022)

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE




NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

ACTIVE ITEMS

SUPERSEDED AND OBSOLETE
ITEMS

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 NC1-170-87-01. Carried
over to this schedule with no change:

860-05 Training Program Files

Approved on NC1-170-88-01. Carried
over to this schedule with no change:

560-08 Special Agent Career Management Files

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 of Information 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 6-1a) Paid (Closed) Obligation
Account Files

401-23 (GRS 6-1a) 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
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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
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO

NI-170-87-/

TO GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

‘ 12{27/7¢

1 FROM (Agency or establishment)

Drug Enforcement Administration

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Office of Administration

3 MINOR SUBDIVISION

Records Management Section -

In accordance with the prowvisions of 44 US C 3303a
the disposal request, including amendments, i1s approved
except for items that may be marked ‘‘disposition not
approved” or ‘“‘withdrawn’’ in column 10 If no records
are proposed for disposal, the signature of the Archivist 1s
not required

4 NAME OF PERSON WITH WHOM TO CONFER

James L. Greene 633-1130

5 TELEPHONE EXT.

ARCHIVIST OF THE UNITED STATES

=

DAT
</
14/,

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency 1n 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 will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, If required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAO concurrence [:I Is attached, or IS unnecessary

y
B DATE I NAT ZAWT-E’SENTATIVE D TITLE
)/CJQ,&{ James L. Greene Records Officer
7 9 GRSOR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JOB (NARS USE
CITATION ONLY)
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.
£11 changes to this proposed gohiedule have Dern enproved by:
< hhsiaRed— 1810 u  Fonie_hontges
NARA appraiser date (opeiil, -cplusellatlve da,te L

115-108 @ /h GF’ NSN 7540-00-634
% N L -7ms Ton, m7, S Ths fsfhol

STANDARD FORM 115 (REV 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4



APPENDIX A
PROPOSED SUBSTANTIVE ADDITIONS AND REVISIONS
N1-170-89-1

CHAPTER 300

360-07i Enacted Laws Affecting DEA. Change disposition to:
Destroy when no longer needed for reference.

370-03i News Media and Release Filesi Eliminate references
to GRS 21. 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 officials: PERMANENT. Cut off
at the close of an Administrator's tenure. Transfer to the
WNRC 2 years after cutoffi Transfer to the National
Archives 15 years after cutoff.

b. Other textual documentation: Destroy five years after
public release.

c. Other textual documentation held by other offices:
Destroy five years after public release.

d. 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: PERMANENTi Transfer to the
National Archives in 1999i Earlier transfer authorized.

f. Videotapes and scripts: PERMANENT. Transfer original,
one copy and script annually to the National Archives when
five years oldi

370-15i DEA Publicationsi Revise sub-items as followsi
Office of Record:

a. DEA World, or its successor publication: Destroy when
no longer needed for reference.

b. All other publications: PERMANENT. Transfer annually
to the WNRC. Transfer to the National Archives when five
years oldi

c. Copies held by other offices: Destroy when three years
oldi

380-04 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. Transfer
to the WNRC when 10 years old. Destroy when 30 years old.



CHAPTER 600

620-02¢ Demand Reduction Project Files. Revise sub-items
as follows:

a. Headquarters Project Files: PERMANENTe Retire to the
WNRC when 5 years old. Transfer to the National Archives
when 15 years olde

b. Quarterly Reports from field divisions: PERMANENT.
Disposition instructions as above.

c. All other records: Temporary disposition as provided.
d. Other offices: " "

630-08e 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 1220-10e

CHAPTER 700

701-04e Strategic Intelligence Product Files. Update

series description, if necessary, to reflect the current

moribund state of Quarterly Intelligence Trends. Change

transfer date to 30 years.

701-09¢ 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.

790-10e 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



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

790-11i 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 1980s.
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 800

830-02i Training Aids Files. Eliminate references to GRS

21 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
follows: (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
30 years oldi

CHAPTER 900

Section 920, 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.

940-05i Project Case Files. Revise disposition as follows:
a. Final project or phase report, or analogous documenta-
tion such as final test data or evaluation reportst
PERMANENT. Retire to the WNRC when 20 years old. Transfer
to the National Archives when 30 years old.

b. Other documentation: Destroy 15 years after completion,
termination, or cancellation of the projecti



e

CHAPTER 1200

1220-06. Defendant Data (Statistics) Systems Files. Revise

description to eliminate references to Bureau of Prisonsi
Revise disposition as follows: Data sets and related docu-
mentation: PERMANENT. Transfer annually to the National
Archives, in accordance with 36 CFR 1228i

1220-50i Trafficker Filesi Revise description to reflect
current moribund statusi




APPENDIX B
ITEM REVISIONS, CITATIONS,
AND OTHER CORRECTIONS TO N1-170-89-1

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

CHAPTER 000
010-01. Suspense Files. Authority should be GRS 23/6.

010-02. Office General Management Files. Authority should
be GRS 23/1 and 7c.

010-05¢ Office Staff Meeting Files. New temporary item,
not noted as suche

010-06e Office Monthly Report Files. Authority should be
GRS 23/1e

020-06e Employee Travel Summary Files. New temporary item,
not noted as such. (This doesn't quite seem to fit any
particular category in GRS 9.)

060-04e Committee and Conference Files. Authority for sub-
items a.3 and b.3 should be GRS 16/8.

CHAPTER 100

101-01. Emergency Planning Files. Authority should be GRS
18/27.

110-0le Organization Planning Files. Revised disposition
instructions, not noted as such.

150-01e 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.

170-03. Inspection and Audit Support Files. New temporary
item; retention should be lengthened or deviation justified

if GRS 22 applies.



190-06. Policy and Program Evaluation Administrative
Correspondence Files; and

190-07. Policy and Program Evaluation Background Files.
New temporary itemsj not noted as such.

CHAPTER 200

201-03. Integrity Case Files. Five-year increase in
retention.

201-04. Integrity General Files. Minor changes in descrip-
tion, five-year increase in retention.

210-01. Personnel Security Clearance Files. Descriptive
information should be removed from the disposition statement
and reintegrated into the descriptive section.

210-02. Personnel Security Liaison Files. Description and
title of this item does not coincide with the existing cita-

tion; the discrepancy should be justified or corrected.
Disposition also refers to directives, which are not cited
in the description.

210-04. Personnel Security Clearance Status Files. Correct
GRS citation is 18/23, instead of 18/24.

210-05. Security Violations Files. Correct GRS citation is
18/24, instead of 18/25.

220-02. Security Regrading Case Files. Description
incomplete.

220-08. Top Secret Material Accountability Files. Autho-
rity should be GRS 18/5.

220-09. Security Compromise Files. Three-year increase in
retention.

220-10. Facilities Survey and Inspection Files. Authority
should be GRS 18/9 & 10 (sub-items a. and b. respectively.)

240-03. Parking Permit Control Files. Previously approved.
GRS 11/4 does not seem applicable; that item seems directed
at ID, not the process of assigning spaces.

240-06. Visitor Control Files. Authority should be GRS
18/173 retention should be lengthened or deviation
justified.



240-07. Security of US Government Property. Authority

should be GRS 18/12; revise disposition to concur.

CHAPTER 300

301-01. Legal Opinion Review Files. Needs further transfer
instructions on sub-item a.iil).

Section 310 - Claim Investigating and Processing Files. DEA
should determine the applicability of GRS 6/10.

330-06. Civil Seizure and Forfeiture Files. New temporary

item. Add cutoff instructions:t Cut off on close of case
(seizure, forfeiture, sale, or return of property).

CHAPTER 400

401-05. Unpaid Purchase Order Files; and

401-07. Unpaid Government Travel Request Card Files.
Provide justification for cutting off an open file.

401-13. TImprest Fund Account Files; and

401-17. Certificate of Deposit Files. Descriptions should
be corrected to eliminate references to obsolete forms.

401-25. Obligation Control (Log) Register Files. Disposi-

tion has been altered from that previously approved. This
should be either justified or corrected. :

Section 410 - Summary Accounting Files. DEA should deter-
mine applicability of GRS 7 and GRS 8.

480-01. Supplemental Requlations, Policies, and Decision
Files. 1Item description has been substantially revised from

the previous citation; this was not noted.

480-02. Contracting Authority and Administration Filesi
480-03. Recurring Procurement Reports Filesi

480-04. Procurement Reviewsj Inspectionsi and Audit Filesi
480-05. Procurement Misconduct Filesi and

480-08. Unsolicited Vendor Proposal Files. New temporary



items, not noted as such. Retentions should be six years
and three monthse

490-01le Small Purchase Files. Substantially revised, with-
out notation, from previously approved item. Authority
should be GRS 3/3a2.

490-02e¢ Interagency Procurement Agreement Files. Revision
problem as above. Cite GRS 6/la as authority, with reten-

tion of six years and three months.

490-03e Contract Files. As above. Authority should be GRS
3/3ale

490-04e Tax Exemption Certification Files. As above.
Authority should be GRS 3/12; longer retention should be

justified or altered.

CHAPTER 500

501-03e Egual Employment Opportunity Complaints System
Files. Authority should be GRS 1/25a; longer retention

should be justified or altered.

510-06e Personnel Correspondence Files. New temporary
item, not noted as such. Authority should be GRS 1/3.

520-08e Payroll Correspondence Files. As above. Authority
should be GRS 2/2.

520-09¢ Attendance and Leave Files. No previous citation

for this item. Retention is two years longer than analogous
GRS items; this should be justified.

540-02. Acive Employment Application Files. Authority
should be GRS 1/15e

540-03e Inactive Employment Application Files. As above.

540-05¢ Requests for Information Files. As above;
authority should be GRS 1/15e

550-01. Official Personnel Folder Files. Authority should
be GRS 1/1 and 10.

550-03¢e  Employment and Financial Interest Statement Filese
Authority should be GRS 1/24e

550-04e - Notification of Personnel Action Files. Authority



should be GRS 1/14a & b for sub-items a. and b. respec-
tivelyi Longer retention should be justified or altered.

560-01. Referral and Selection Filesi Authority should be
GRS 1/32c¢

570-03i Misconduct Appeal and Grievance Case Files}

570-04i Performance-Based Action Filesi and

570-10i Disciplinary/Adverse Action Filesi Authority

should be GRS 1/30i

570-12i Personnel Welfare and Grievance Program Management
Filesi New temporary item, not noted as such.

570-14i SAC/CA Rating Input Filesi DEA should determine

the applicability of GRS 1/23i (Retention would need to be
increased, if applicable.)

580-03i Retention Register Filesi Authority should be GRS
1/17b.

590-01. TIncentive Awards Program Management Filesi As
above, under GRS 1/12a. (Longer retention would need to be
justifiedi)

590-04i Employee Suggestion Control and Subject Index
Filesi Authority should be GRS 1/12d.

CHAPTER 600

601-12i Other Field Office Investigative Filesi Revised
temporary item, not noted as such.

630-05i Resistration Applications Filesi Apparent lengthe-
ning of series retention is actually correction of a typo-

graphical error in the previous schedulei

CHAPTER 800

860-09i Physical Fitness Program Files; and

860-10. Course Announcement Filesi New temporary items,
not noted as such.



CHAPTER 900

980-04i Telephone Toll Tickets. New temporary item, not
noted as such. Authority should be GRS 6/8.

CHAPTER 1000

1001-04. Health Services Program Management Files; and

1001-05. Employee Assistance Program Files. New temporary
items, not noted as such.

1040-01. Accident Case Files. Can be covered in part by
GRS 10/5.

CHAPTER 1100

1110-01. Facilities Utilization Files. Authority should be
GRS 11/2a.

1110-02. Floor Plan Files. This item also includes archi-
tectural renderings, blueprints and photographs, which
should be noted in the description. Authority should be GRS
11/2a, with disposition altered to concur. '

1120-04. Vehicle Operating Cost and Performance Reporting
Files. Authority should be GRS 10/4. Disposition should

be slightly altered or deviation justified.

1120-05. Vehicle Disposition Files. Authority should be
GRS 10/6. (As above).

(NOTE: I don't think the GRS applies to the balance of this

section, as many of their vehicles are seized rather than
purchased.i)

1140-01. Travel Request Files;

1140-02. Conference Travel Files; and

1140-04. International Shipment Files. Authority should be
GRS 9/1; DEA should determine applicability of sub-items.

1140-05. Tour Renewal Travel Files. (Title has been
amended.i) New temporary item; disposition concurs with both
GRS 9/1b and 3a. DEA should determine which item applies.



1150-02. Printing Report Files. Authority should be GRS
13/5¢ Disposition should be altered to concur or deviation

justified.

1150-04e Printing Job Jacket File. Authority should be GRS
13/2a. Disposition should be altered to concur or deviation

justifiede

1150-05¢ Illustration and Drawing Files. Authority should
be GRS 21/6.

1150-06e Photographic Negative Files. Authority should be
GRS 21/7; disposition should be rewritten to concur.

1170-01. Mail Loss and Shortage Filese Authority should be
GRS 12/8.

1170-02e Mail Routing Guide Filese Authority should be GRS
12/6h.

1170-03e Accountable Mail Receipt Filese Authority should
be GRS 12/5a. (Alter disposition or justify deviation.)

1170-04e Mail Control Files. Authority should be GRS
12/6a.

1170-06e Mail Production Files. Authority should be GRS
12/6d. (Alter disposition or justify deviation.)

1170-08e Mail Program Management Files. New temporary
item. Is six years necessary?

CHAPTER 1200

1201-01le Data Systems Specifications Files. Authority for
sub-items a. and b. should be GRS 20/1le Sub-item c. should

either be eliminated or changed to permanente

1201-02. System Test Documentation Files. Authority should
be GRS 20/1a.

1201-03e File Specifications Files. See 1201-0le
1201-04e User Guide Files; and

1201-05e¢ Output Specifications Files. Authority should be
GRS 20/11le

1201-06e ADP Report Files. As several of the printed

B -7



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 20/11.

1201-07. Information Retrieval Routine Files. DEA should
determine applicability of GRS 20/10 to sub-items a. and b.
Sub-item c. should be changed to permanent, with a more
specific description, or eliminated.

1201-08. ADP/Telecommunications Service Files. New tempo-

rary item. Will one year be sufficient?

1210-01. ADP Work Files. Authority should be GRS 20/1b.
Disposition should be clarified.

1210-02. ADP Test Files. Authority should be GRS 20/1a.

1210-03. TInitial Data Abstract Files. Authority should be
GRS 20/2b.

1210-04. TInitial Data Reference Files. Authority should be
GRS 20/2c.

1210-05. 1Initial Data Card/Tape Abstract Files; and

1210-06. Initial Data Source Files. Authority should be
GRS 20/2a. Are references to punch cards and paper tape
still valid?

1210-07. Intermediate Data Input/Output Filesi and

1210-08. Valid Transaction Files. Authority should be GRS
20/1b.

1210-09. Information Retrieval System Master Reference
Files. DEA should determine applicability of GRS 20/3.

Descriptive information should be removed from the dispo-
sition statement.

1210-10. Security Backup Files. Authority should be GRS
20/8b, assuming, of course, that the series is disposable.

1220-01. Housekeeping System Master Files. Authority
should be GRS 20/3. Replaced systems should be listed. If

the functions of this item have actually been taken over by
specific systems such as 1220-16 and -17, it should be
deleted.

1220-02. Statistical Master Files. As above.



1220-03. Re-Formatted Files. Authority should be GRS 20/7.

1220-05i Samples, Subsamples, . . . Files. Documents
created under this item are used for testing or one-time

specific inquiries. Both description and disposition should
be clarified and revised; latter should be rewritten to pro-
vide for both public access and non-public access records.
DEA should determine the applicability of GRS 20/5i

1220-16i Training Information Management System Files
(TIMS)i This system automates the SF182, which is covered

by GRS1/1i DEA should ensure that the disposition does not
conflicti

1220-18i . . . (FRAS) Files. DEA should determine the
applicability of GRS 23/8i

1220-19. . . . 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

1220-21.4 ii.ii EMIS II Files. Development was frozen due
to lack of resources; unless it is thawed in the near
future, this item should be eliminated.

1220-22i Celing Control System Filesi DEA should determine
the applicability of GRS 1/14b. Retention would need to be

increasedi

1220-23i Agents Application System Files. DEA should
determine the applicability of GRS 1/33k.

1220-26i Workmen's Compensation System Files. DEA should
determine applicability of GRS 1/34i Disposition should

specify actual point of deletion.

1220-27. Freedom of Information (FOI) Filesi Authority
should be GRS 14/13i

1220-28. Vehicle Management System (PVS) Files. DEA should
determine the applicability of GRS 10i

1220-34i Computer Inventory Systems Files. DEA should
determine the applicability of GRS 23/1i

1220-40i Vessels Electronic Files. This is a small and

inactive system; description should be updated accordingly.



1220-41. Vessel USCG 408 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 1300

1301-01. Forms Mangement Reporting Files;
1301-02. Forms Numerical Files (Internal)e and

1301-03e Forms Numerical Files (External)e DEA should
determine applicability of GRS 16/3a. Disposition on item -
03 would need to be increasede

1301-04e Forms Functional Files. DEA should determine
applicability of GRS 16/3b.

1301-05¢ Form Number Register Files. Authority should be
GRS 23/8.

1310-01e Reports Control Files. Authority should be GRS
16/6¢ disposition should be altered or deviation justifiede

1310-03e Reports Program Management Files. New temporary
item. Is a seven-year retention necessary?

1320-01le Records Management Survey Files; and

1320-02e Records Management Survey Background Files.
Authority should be GRS 16/7e Ensure that disposition is

consistente

1320-04e Records Disposition Standard Files. Authority
should be GRS 16/2b.

1320-0 Records Locator and Disposition Files. 'Authority
should be GRS 16/2a.

1320-07. Records Holdings Files. Authority should be GRS
16/43. I3

1320-09¢ Files Program Management Files; and
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1320-10i Microform Program Management Filesi New temporary
items; authority should be GRS 16/7.

1320-11i TRM Triennial Review Files. Authority should be
GRS 16/11i

1320-12i Information Collection Budget Filesi Authority
should be GRS 16/12i

1330-07i Directives Management Program Filesi Authority
should be GRS 16/7i

B - 11
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FILES DISPOSITION STANDARDS

Major/Minor Files Functional Files Category

000-Officel Housekeeping and General Program Files
010-0Office General Administrative Files
020-0Office Personnel Files
060-General Program Files

100-Planningi, Management, and Budgeting Files
101-Emergency Planning Files
110-Organization Planning Files
120-Operation Planning Files
130-Programming and Budgeting Files
140-Management Improvement Files
150-Management Survey Files
160-Manpower Utilization Files
170-Auditing Services Files
180-Internal Control Review Files
190-Strategic Planning and Policy and Program

Files

200-Integrity, Security, and Protective Services F
201-Integrity Files
210-Personnel Security Files
220-Information Security Files
230-Communications Security Files
240-Protective Services Files

300-Legal, Legislative, and Informational Services
301-Legal Opinion and Assistance Files
310-Claim Investigative and Processing Files
330-Litigation Files
360-Legislative and Congressional Liaison File
370-Informational Services Files
380-Freedom of Information Files

400-Accounting and Procurement Files
401-Detail Accounting Files
410-Summary Accounting Files
480-Procurement Management Files
490-Individual Procurement Transaction Files

Appendix 0750A

Evaluation

iles

Files

S

500-Equal Employment Opportunity and Personnel Files?2

501-Equal Employment Opportunity Files
510-Personnel Program Files
520-Personnel Position and Pay Files
530-Employment Services Files

540-Employment Application Files
550-Individual Employee Files

88-15 ADMINISTRATIVE MANUAL 9-26-88
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560-Promotion, Placement, and Career Management Files
570-Personnel Welfare and Grievance Files
580-Personnel Reduction-In-Force Files

590-Incentive Awards Committee Files

600-Enforcement and Drug Control Files
601-Enforcement Files
610-Enforcement Grant Program Files
630-Drug Control Files

700-Intelligence Files
**701-Intelligence Program Files**
790-E1 Paso Intelligence Center Files

800-Training and Education Files
801-Enforcement Program Training Files
810-Enforcement Individual Training Files
820-Foreign National Training Files
830-Training Aids Files
860-DEA Employee Training Files

900-Science and Technology Files
901-Forensic Laboratory Files
930-Research and Technology Study, Proposal, and Requirements
Files
940-Research and Development Control Files
970-Communications Requirements Files
980-Communications Services Files
990-Communications Center Operations Files

1000-Occupational Health and Safety Files
1001-Medical Program Files
1030-Safety Program Files
1040-Accident Files

1100-Administrative Support Files
1101-Property Management Files
1110-Facilities Management Files
1120-Motor Vehicle Management Files
1130-Library Files
1140-Personnel Movement and Travel Files
1150-Reproduction Services Files
1160-Publications Supply Files
1170-Mail Services Files

1200-Automatic Data Processing Files
1201 -ADP Documentation Files
1210-ADP Processing Files
1220-ADP Master Files

** Addition
88-15 ADMINISTRATIVE MANUAL 9-26-88
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1300-Records Management Files
1301-Forms Management Files
1310-Reports Management and Control Files
1320-Records Maintenance and Disposition Files
1330-Publication Management Files

GENERAL DISPOSITION INSTRUCTIONS. The following instructions
apply to retention periods for files maintained in FFS.

1. Files having a retention period of 1 month will be cut off
at the end of each month, held for 1 month (optional), and
destroyed.

2. Files having a retention period of 3 months will be cut
off at the end of each quarter, held for 3 months (optional), and
destroyed.

3. Files having a retention period of 6 months will be cut
off semi-annually as of June 30th and December 31st of each yeareg
held 6 months (optional), and destroyed.

4., Files having a retention period of 1 year will be cut off
at the end of the calendar or fiscal year, held for 1 year
(optional)e and destroyed.

5. Files having retention periods of more that 1 year will be
cut off at the end of each calendar of fiscal year, held for 1
year (optional), and transferred to a Federal records center,
providing the files meet the criteria in 0755.3.

6. Files which are disposable when an event occurs (e.g.ee
superseded or obsolete) or an administrative action is accomplish-
ed, will be withdrawn from the active file when the event occurs
or administrative action is accomplished, and destroyed.

7. Files which are disposable after a specified retention
period following the occurrence of an event or the accomplishment
of an administrative action (e.g., audit, final payment, or
completion of a project) will be withdrawn from the active file
when the event occurs or the administrative action is accomplished
and placed in an inactive file. The inactive file will be cut off
and disposed of i1n the same manner as other files with comparable
retention periods.

8. Permanent files will be cut off at the end of each

calendar or fiscal year, held for the period indicated in this
appendix and retired to the records center.

88-15 ADMINISTRATIVE MANUAL 9-26-88
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9. Files to be retired after a specified retention period
following an event or an administrative action will be withdrawn
from the active file when the event occurs or the administrative
action is accomplished and retired to the records center.

10. Retention periods in the Disposition paragraph (e.g., 3
years, 5 years etc.) will be converted to a specific cutoff,
transfere or retirement date and applied to all files on-hand in
an office.

1The term "Office" refers to organizational elements down to
section chief level of DEA Headquarters and equivalent
organization elements in the field.

2pAs a requirement of the Segar decision, files pertaining to
employment, (i.e., promotion, performance, hiring and discipline)
for 1811 employees may not be destroyed until the court order is
vacated.

88-15 ADMINISTRATIVE MANUAL 9-26-88
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OFFICE GENERAL ADMINISTRATIVE FILES

These files relate to the performance of routine administrative
operations and to obtaining housekeeping-type services from the
offices and staff sections responsible for providing them.

FileNNo. 010-01 (NC I~ [70-17-1)

Suspensé, Files. Papers arranged in chronological order as a
reminder Ythat an action is required on a given date; a reply to

action is %expected and if not received should be traced on a given
datei or transitory papers being held for reference may be

destroyed on%a given date.

Notei File numhers are not required on the following papers or on
labels of file diawers or folders in which the papers in suspense
files arei

ii
a. A note or other reminder to submit a report or to take
some other action. ™

b. The file copy, of.an outgoing communication, filed by the
date on which a reply is‘%gi:cted.
ii

c. Papers without furtha{ value which may be destroyed in 30
days or less.

Dispositioni a. Destroy paperg\of the type described in
subparagraph a after action is taken. b. Withdraw papers of the
type described in subparagraph b whgn reply is received. If
suspense copy is an extra copy, destrpy it; if it is the file
copyi incorporate it with other papers, for file. c¢. Destroy
papers of the type described in subparagraph ¢ on date under which
they were suspended. N

NG

File No. 010-02 (NC| - 170~ 71-1)

Office General Management Files. Documents relating to the

internal management or general administration of an office.
Included are: %@

a. Documents relating to office procedures, ﬁ%@rs of duty,
and individual duties. %;

b. Documents relating to office participation in charitable
affairsi, such as blood donations and contributions to phllan-
thropic or charitable associations. ““

)
%
-
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C. mﬂcuments similar to the categories listed above that do
not pertaih to the performance of the mission functions of the

office and a\? not described elsewhere 1n this schedule.
AN
\m

Disposition: stroy 1 year after requirement 1s completedc
Earlier destructﬁQg is authorizedec

File No. 010-03 (NC-I\'%\%?U-W‘ /)

Duty Roster Files. Docuﬁe ts used for recording recurring and
routine duties performed bywgersonnel within an office, 1ncluding
special duties performed on a<xotating basis.

Disposition: Destroy 3 months affer last entry.

File No. 010-04 ('UC"“?a—'??—’)

Duty Reporting Files. Documents prepared duty officer or by
personnel performing similar duty. Included\are daily activity
reports containing an account of the activiti performed and

similar or related documents.

Disposition: Destroy 6 months after performance oiN\duty.

File No. 010-05

Office Staff Meeting Files. Notes, agenda, minutes, and memoranda
of internal staff meetings. Functional activities or projects
resulting from a meeting should be filed under the appropriate
program filecg

Disposition: Destroy after 2 years.

**File No. 010-06

Office Monthly Report Files. Copies of internal activity and
workload reports (including work progress, statistical, and
narrative reports) which are prepared in the office and forwarded
to higher levels. These records generally serve as facilitative
or informational purposes. They are not basic program records and
are not part of official program files.

Dispositionc Destroy when 2 years old or when no longer neededg
whichever is sooner . **

** Addition

88-15 ADMINISTRATIVE MANUAL 9-26-88
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OFFICE PERSONNEL FILES
These files are maintained by operating officials and are used to

manage DEA employees within the organizational segments under
their control.

Ffle No. 020-01 (NCI*I70-77—")

O;>$¢e General Personnel Filesn Documents that relate to the
day—t\aday administration of DEA employees in individual offices.
Includey are papers that relate to attendance at work; copies of
reports ®f attendance and overtime, and notices of holidays and
hours worRged; notices about participation in athletic events and
employee un%ons; notifications and lists of employees to receive
Governmentnﬁe\ical services, including X-rays and immunizations;
notices and 1i%ts of individuals to receive training; and
comparable or 3\&<ted papersn

Disposition: Deséﬁsg 1l year after notification of action.
N

N
File No. 020-02 (Al l'\’%<"7')- N
A\

Employee Record Card Fileg\k Documents reflecting the name,
address, telephone number, awd similar data for each office
employee. Included are cardshgr sheets containing such
information. N

Disposition: Destroy when informaXion is obsolete or superseded.

File No. 020-03 (GRS No. 1-18a)

Supervisor's Personnel Files. Correspond  ce; memoranda, forms,
and other records relating to positions, aukhorizations, pending
actions; copies of position descriptions; copyes of Performance
Work Plans and Annual Performance Ratings, reqiests for personnel
action and records on individual employees duplﬁﬂated in or not
appropriate for the Official Personnel Folder. \

Disposition: Review annually and destroy superseded Xor obsolete
documents; or destroy all documents rélating to,an ind{vidual
employee within 1 year after separation or transfer.

File No. 020-04 (GRS No. 1-28)

Standards of Conduct File. Correspondence, memoranda, and other
records relating to codes of ethics and standards of conductn




Appendix 0750A
Page 8

Dispositlo“a\ Destroy when obsolete or superseded.

File No. 020-05 (

S No. 2-3a)

Time and Attendancecﬁ%ﬂprt Files. Copies of time and attendance
reports that are prepar€¢§§2 each employee for each pay periodc

*Dispositionc Destroy afte?*&g&i audit or when 3 years oldqg
whichever 1s soonerc*

File No. 020-06

Employee Travel Summary Files. Documents consisting of recorded
entries on DEA Travel Summary (DEA-475) and copies of the
employee's request for advance of funds, travel vouchers with
receiptsg travel advance checksg notice of changes and repayment

checks filed 1in chronological sequence. A file 1s maintained for
each employee who performs official travelec

Dispositionc Destroy 7 years after the last recorded transaction
date entry on the DEA Travel Summary (DEA-475).

* Revision

88-15 ADMINISTRATIVE MANUAL 9-26-88
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GENERAL PROGRAM FILES

These files accumulate in any office to document performance of
its assigned functions. Abbreviated titles have been used to
identify these general program files. The abbreviated titlej
alone, will not be used for labeling files. Abbreviated titles
will be preceded by a title prefix that describes the records to
be filed. For example, 060-06 Accounting Reference Paper Files,
0603q3 Procurement Reference Publication Files.

4

w\}
Filg No.. 060-01 (NCI-170-77- 1)

Poliz}\and\Precedent Files. Extra copies of documents establish-
i y or precedent for future and continuing action.

olicy and precedent files are maintained at the operat-
ing leveljNand consist of copies of standing operating proceduresj
and statemenxs of policy or procedurei and other documents
duplicated in \functional files.

Dispositioni a.\Office of the Administratori (1) Record copy of
documents establisking policy or precedent action: Permanent.
Transfer to Federal \records center when 5 years old. Offer to
NARA when 15 years ol (2) Other documentsi Destroy when
superseded or obsolete.s b. Other Officesi Destroy when
superseded or obsolete. \Earlier disposal of portions of the file
or the entire file is authgrized.

File No. 060-02 (NC1-110-T7TX

Reading (Chron) Files. Copies ofoutgoing communications,
arranged chronologically, and maintiined for periodic review by
staff members. R

Disposition: Destroy 1 year after date™Qf communication. Earlier

disposal is authorized.

File No. 060-03 (NCI—l’?v—’?'z—-l)

Agreement Files. Documents relating to agreemen between
elements of DEA, between DEA and other Federal agehgies, or
between DEA and other Federal agenciesj or between A and other
non-Federal organizations or agencies, but not with f
countries. These agreements are negotiated to provide
continued understanding between recognized organizationsN\and DEA

87-20 ADMINISTRATIVE MANUAL 6-29-87
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for the purpose of providing or obtaining various types of support
serviges. Included are agreementsi amendmentsi review commentsi
relate¥ lcorrespondencej and similar documents.

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Record copy of agreement and amendments and substantive
interagency\ correspondence: Permanent. Transfer to Federal
records center when 5 years old. Offer to NARA when 15 years old.
(2) Other docyments: Destroy 6 years after the agreement is
superseded]j calcelledi or terminated. b. Other officesi Destroy
3 years afterithe agreement is superseded, cancelled, or
terminated. o

File No. 060-04

Committee and Conferenge Files. Documents relating to
establishing, operating) and dissolving committees which consider,
advise, take action, and\report on specifically assigned
functions. They include intj inter-departmentalj and
international committees im\ which DEA participates; as well as
committees within all echeldgsiand elements of DEA. Included are
proposals, approvals, and disgpprovals to establish the committee;
charters, terms of reference, 3nd comments on those; directives
establishing, changing, continuing, or dissolving the committee;
documents nominating, approving,\appointing, and relieving
committee members; notices; agenda, minutes, and reports of
committee meetings; and related documents.

Disposition: a. International commi{tees: (1) Records of office
of senior DEA representative: Permaneyt. Transfer to Federal
records center when 5 years old. Offer\to NARA when 15 years old.
(2) Records of offices of other committe® members: Destroy when
10 years old. (3) All other copies: Destroy when 3 years old or

when no longer needed for reference. b. ter-agency and
intra-agency committees: (1) Records of . offAice of committee
secretaryi Permanent. Transfer to Federal cords center when 5

years old. Offer to NARA when 15 years old. 2) Records of

offices of committee members: Destroy when 10 fears old. (3)
All other copies: Destroy when 3 years old or when no longer
needed for reference.

File No. 060-05 (NC(—'"O‘qq”‘7

Staff Visit Files. Documents relating to scheduled or\ special
visits (but not inspections, surveys, or audits) for the purpose
of performing staff or technical supervision or for condwycting
studies. This definition is not applicable to visits madg i

87-20 ADMINISTRATIVE MANUAL 6-=29-87
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coﬁqection with a specific process or case, which should be filed
with\documentation of the case or process. Included are requests
for permission to visit, reports of visits, recommendations, and

other directly related documents.

Dispvositd™n: a. Office performing visit: Destroy 1 year after
completiom\ of next comparable visit or on completion of related
study. b. \Office visited: Destroy 2 years after visit, except
recurring styff visits will be destroyed on completion of the next
visit. N

File No. 060-06 C1—170-77- I)

Reference Paper Fil&s. Documents used to facilitatej controlj or
supervise the performance of a specific function, process, or
action as distinguish from those official records necessary for
documenting performance\of a functioni, processj or action.
Although accumulated ref®rence papers may relate to varied
subjects and functions, they should bear a title relating them to
the function, process, or tion with which they are used.
Reference paper files consi of the following types of
documentsi

a. Notes, drafts, feeder reporks, news clippings, similar working
papers, and other materials accumnulated for preparing a communica-
tion, a study, an investigation, survey, an inspection, or other
action. This definition does not iwclude official and
quasi-official recommendationsj coorginating actionsj and other
documents which contribute to or result from preparing the

communication or other record.

b. Cards, listingsj indexesi, and similar\ documents used for

facilitating and controlling work. Y

. ‘c&{
c. Documents received for general informati
require no action and are not required for ‘do

specific functions. -

~

purposes that
mentation of

d. Extra copies of documents maintained by actiog officers which
reflect actions taken by the action officer. Such\files should
not be established unless absolutely necessary.

e. Copies of documents accumulated by supervisory off\ices, such
as chiefs of officesj divisionsji or sections. These‘doguments
duplicate the record copy filed elsewhere in lower echeldn offices
of the same organizational element which is responsible: f
performing the action, process, or function. Such files should be
established only when necessary, not in each office of the
organizational element.
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Disposition:\ a. Documents described in subparagraph a: Cut off
on completion\of the communicationi studyj survey reporti or other
action. Destr in blocks after an additional 3 monthsi 6 monthsj
or 1 year. EarNer destruction is authorized. b. Documents
described in subpgragraph b: Destroy when no longer needed to
facilitate or contkXol work. c¢. Documents described in
subparagraphs c, d, \and e: Destroy after 1 year. Earlier
destruction is authory

77-1)

Copies of publications issued by any
nt agencies, and nongovernmental
ference within an office.

File No. 060-07 (NCI-/T0

Reference Publication Filés.
element of DEA, other Govern
organizations maintained fori

Disposition: Destroy when superSeded or obsolete.

File No. 060-08 (NC1—-170-77-1)

Technical Material Reference Files. Copies of technical
materialsj such as motion picturesi, souny recordingsj still
photographsj transparenciesi, and charts r&tained for reference
purposes only.

Disposition: Destroy when superseded or obsolete.
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EMERGENCY PLANNING FILES

These files relate to the processes of planning for and providing
assistance to civil authorities or agencies because of emergency
conditions. The subject content relates to assistance as a result
of civil unresti violation of Federal lawg natural disasteri and
emergency conditions that may result from an enemy attack.

\

File No. ﬁn o1 (NCI-170- 77-1)

Emervency Pi\}mlng Files. Documents relating to emergency

planning, 1ncld§1ng planning for continuity of operations,

domestic disturbancesi civil defensej and other emergencies

requiring preconcelved plans. Included are plans, instructions,
. . . .

changes to plansg.c@grdlnatlng actions, and other documents

relating to emergenc&}gianning.

Dispositioni Destroy ﬁhjn plans are superseded or obsolete.

File No. 101-02(NC1-170 -1 .

Emergency Reporting Files. Ddé‘ ents relating to emergency
situations and reflecting such information as assistance provided
to agencies or populations, and other participation in emergency
operations. Included are initialj 'dfilyj interim, and final
emergency operations, reports, and re‘ ted documents.

Dispositioni Destroy 2 years after subb tting the report.

RS
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ORGANIZATION FILES

These files relate to the establishment of organizations and
functions and their relationships to each other.

File No. 110-01

Organization Planning Files. Documents relating to the establish-
ment of the changes in organization, functions, and relationships
of DEA activities. Included are staff studiesj reports of working
groups; minutes of meetings and staff conferences; documents
relating to overall functions and programs; copies of organization
and functions plansji manualsj and chartsi copies of published
directives implementing establishment or change; copies of docu-
ments relating to office staffing and personnel strengthj and
ceiling authorization documents. Also included are documents
reflecting minor changes in the organization of the office which
are made by the office chief and which do not require evaluation
and approval by the Management Analysis Section or comparable
office; and related documents.

Dispositiont a. Office performing DEA-wide staff responsibilityi
(1) Approved record copies of charts and statements of substantive
organizational functions and programs, studies, reports, minutes
of meetings and conferences: Permanent. Transfer to Federal
records center when 3 years old. Offer to NARA in 5 year blocks
when 20 years old (e.g.i offer 1970-74 block in 1995. (2) Other
documentsi Destroy 5 years after approval of organizational
structure. b. Other officesi Destroy when superseded or
obsolete.

File No. 11&62 (/\/CI—/70'77’/)

Table of Organization Files. Documents relating to initiating
developing, preparinjki reviewing, and approving tables of
organization. Included\are drafts; copies of published tables of
organization (including mac¢chine prepared or photo-copies); coordi-
nation, review, and approvalactions; and related papers.

Disposition: a. Office performinig DEA-wide staff responsibilityi
Destroy 5 years after superseded oroObsolete. b. Other officest
Destroy table of organization documen when superseded or

obsolete.
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OPERATION PLANNING FILES

These files relate to planning and methods to best accomplish
assigned functions and programs.

Fué\o. 120-01 (N&I=170-27-1)

Operation Planning Files. Documents relating to the preparationij
coordinatidpon, and approval of operational plans which are
applicable o or involve the resources and functions of DEA. They
do not relats to plans described elsewhere in this schedule or to
plans confined\ to specific functional areas which are not a
segment of the yverall plan. Included are copies of the approved
plans, comments, \recommendations, contributions, approvals, and
disapprovals regarqing the plans; and other directly related
papers.

Disposition: a. Offige performing a DEA-wide staff responsi-
bility: (1) Record co of approved substantive operating plans:
Permanent. Transfer to deral records center when 3 years old.
Offer to NARA when 15 yearyg old. (2) Destroy other documents 5
years after requirements in\plan are completed or terminated. b.
Other officesi Destroy when ‘superseded or obsolete.

File No. 120-02 (NCI-170-117- l)

Operating Procedure Files. Documehts relating to the
establishment of and changes in suclhh\ matters as operating

procedures and production methods. cluded are studiesj
coordinating actions, copies of standi operating procedures and
procedures manuals, comparable document and related papers.

Dispositioni Destroy documents when superseded or obsolete.
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PROGRAMMING AND BUDGETING FILES

Documents created in the development of time-phased schedules for
obtaining personnel, facilities, material, and funds required to
meet the broad objectives established by DEA plans.

File No. 1%0-01

Program Devé&opment Files. Documents relating to the preparation,
coordination,\approval, and issue of the Five-Year Program docu-
ment that translates the objectives established by plans (Annual
Program Documen?s, workplans, etc.) into time-phased schedules of
accomplishment. \\These program documents are approved by the DEA
Administrator an‘%&hereafter serve as the basis for development by
the DEA staff of 1 more detailed program and budget guidance to
DEA activities. In¢dluded are summary and detail data sheetsj
program change requests, minutes of meetings of review committees,
coordinating actions}u' provalsj summary tablesi, and related
papers. \&

&>

Disposition: a. Office yerforming DEA-wide staff responsibilityi
Destroy 15 years after clkose of fiscal year involved. b. Other
officesi Destroy S yearsk{\;er close of fiscal year involved.

File No. 130-02 (NCi- 17079

NS

Proecram and Budeet Guidance File$. Documents relating to develop-
ing, reviewing, approving, and issuing program and budget guid-
ance. Included are program objeag ves; summary budgetsj
directives requiring staff prepar&%{on, revisioni, or updating
program and budget guidance to DEA‘Q tivities, including stating
policies,ipriorities,istandards and wirkloads; coordinatingii
actions; operating schedulesi and ref@j d papers.

Dispositioni a. Office performing DER¥\'de staff responsibilityi
Destroy 8 years after close of fiscal yeax involved. Cut off at
the end of current fiscal year. b. Other\officesi Destroy 5
years after close of fiscal year involved.f\

File No. 130-03

OMB Submission Files. Documents created by the \QA Staff
preparing, reviewing, and consolidating budget eskimates and in
their submission to the Department of Justice to ihbgrporate in
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the\ﬁoJ budget. Included are budget estimates prepared by DEA
staff} activities for their functional areas of responsibility,
minut of budget committee meetings; briefings, and presentations
on the\budget estimates for review offices in the Department of
Justice\ nd Office of Management and Budgeti and related papers.
2
Disnosit§§p a. Office performing DEA-wide staff responsibility:
Destroy 15\years after close of fiscal year involved. b. Other
offices: Q stroy S5 years after close of fiscal year involved.

\,

\:

)

File No. 13020 \ (NCI—I’TD—Q')"’)

Congressional b&hget Justification Files. Documents accumulated
by DEA staff in\d fending DEA budget estimates before Congress and
Congressional COQm'ttees. Included are copies of opening state-
mentsj documents Teflecting expected questions and answers
thereto, prepared tegtimony, coordinating actions, resumes of
congressional hearings, and related papers.

performing DEA-wide staff responsibility:
budget justification documenti

deral records center S5 years after close
ffer to NARA when 15 years old. (2)
years after close of fiscal year
Destroy 5 years after close of

Disposition: a. Offic
(1) Record copy of agenc
Permanent. Transfer to
of fiscal year involved.
Other documentsi Destroy
involved. b. Other office
fiscal year involved. )

File No. 130-05

Execution and Funding Files. Docyments relating to quarterly
allowances and supplemental allowakces provided to operating
activities. Documents used to authfrize operating activities to
incur obligations necessary to operate while Congress and OMB
appropriate and apportion funds foritRe new fiscal year.

Disposition: a. Office performing DEA\wide staff responsibility:
Destroy 8 years after close of fiscal yejr involved. b. Other
offices: Destroy 5 years after close of ¥iscal year involved,

File No. 130-06 (N¢C -1 70—77—!)

Program and Budget Input Files. Documents re
data for program and budget guidance, formulat
They

ting to furnishing
n, and execution.
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refle data for the various program elements, such as enforce-
ment, traiming, education, communications, material, construction,

maintenance, ransportation. Included are schedules, coordi-
nation papers, Justifications, minutes of meetings, plans, and

related documents.

Disposition: a. Office performin EA-wide staff responsibility:
Destroy 8 years after close of fiscal y involved. b. Other
officesc Destroy 5 years after close of fis year 1involved.

**File No. 130-07

Budget and Programming Management Files. Correspondenceg
instructions, studies, messages, interpretations, and coordinating
actions related to the administration and operation of the
programming and budgeting functions.

Disposition. Destroy when 6 years old.*¥

** Addition
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MANAGEMENT IMPROVEMENT FILES

These files result from planning and carrying out an organized
program for finding and installing more effective, efficient, or
economical ways of doing work by applying management analysis
techniques.

Fi&ﬂo. 140-01 (NC1-170-77 - /)

Managghent Improvement Project Files. Documents relating to
which initiate changes in the manner or method of
N\directing, controlling, or doing work which increases
effectivenegs, efficiency, and economy. Included are studies,
chartsi 0061 ination papersji recommendationsj statistical dataj
and comparabl or similar documents.

Dispositioni a3

s Offices performing DEA-wide staff responsi-
bility: (1) Rec:

ord copies of approved studies that resulted in
substantial savingg or significant improvement in overall DEA work
activity: Permanenk. Transfer to Federal records center when 3
years old. Offer tdﬁ{éRA when 15 years old. (2) Other documents:

Destroy S5 years aftef\ ompletion of project. b. Other offices:
Destroy 5 years after qgspletion of project.

5

File No. 140-02(/\}(’.)— 1'20“&'7' 1)

N\
Management Improvement Progé%t Background Files. Documents used
as background material in developing and completing management
improvement projects. IncludedMN\are analyses, notes, drafts,
interim reports, and data used b not included in the official
project file,

Disposition: Destroy 3 years after ’ompletion of related

project.

File No. 140-03 (NCI=25-171)

Work Simplification Proposal Files. DocumenXs related to the
analysis of specific work procedures to simplify and improve them.

Included are proposals for improvement, work dhstribution charts,
flow process chartsj work counts, motion economy studies, layout

studies, actions taken on proposals, and similar ‘Jocuments.

Disposition: Destroy 5 years after completion of pkoject.
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MANAGEMENT SURVEY FILES

These files result from planning and executing surveys to examine
operating methods, organizational structures, and missions. The
surveys may originate as part of a planned schedule, as a request
from an operating official, as a result of recommendations or
observations by inspection teamsji or as directed by higher
authority.

ru‘q}‘q. 150-01

Mana;émE t Survev Case File. Documents relating to the systematic
formal view of organizational structure or operational
proceduresyand accumulated in the office conducting the survey or
the office“ponsoring a contract for survey services. Individual
studies andi’dsurveys may range in scope from a comprehensive review
of organizatf and all operating procedures to a study of one
particular pha of management. Included are documents requesting
or authorizinglt‘e survey, the finished survey report, and actions
taken as a direct, esult of the survey.

‘.

Dispositioni a. 0£ ice conducting the survey or office
sponsoring the contra (1) Record copy of comprehensive survey
or review of an entire wffice or field Division/Country Officeti
Permanent. Transfer fb% deral records center when 3 years old.
Offer to NARA when 15 years old. (2) Other documents: Destroy on
completion of next comparab e survey or 8 years after survey. b.
Office surveyed: Destroy on ompletion of next comparable survey,
or 8 years after survey.

File No. 150-02

YL
Management Survey Background Files.'. Rocuments used to collect
data for or during a management survey« nd accumulated in offices
conducting or participating in the surm@ « Included are notes,
statistical data, copies of standing oper ting procedures,
organizational charts, functional charts," -personnel dataj and
similar material collected for fact-finding Wwr backup purpose, and
documents reflecting preliminary arrangements:\incidental to
specific surveysi, such as time schedules and segurity clearances.

Disposition: Destroy 8 years after survey.
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MANPOWER UTILIZATION FILES

These files accumulate from determining the allocation of manpower

resources and the appraisal of the way these resources are used.
Included are files which result from developing policiesj

criteriaj and proceduresi and files which reflect actual manpower
allocations and appraisals.

\

FileiNo. 160-01 (A/C (- (70- 86 —1)

ManQEWén\Authorization Files. Documents and supporting papers

reflec ?pg manpower spaces allocated to operating activities of
DEA. In“;pded are manning levels, or other instruments which
limit, ingrease, or decrease the number of personnel allocated to
specific ohganizational segments of DEA and related documents.

Dispositioni®\a. Office responsible for DEA-wide allocationi

after date of allocation document. b. Other
3 years after date of allocation document.

Destroy 10 yeal
officesi Destro

File No. 160-02 ( N&|! - 110-17-1)

Manpower Survey Files:\ Documents relating to on-site and other

appraisals of manpower Xequirements and use. Included are
personnel inventory and appraisal reports, criteria studies,
comments, justifications, .and related documents.

rming DEA-wide staff responsibility:
b. Other offices: Destroy 3 years

Disposition: a. Office per
Destroy 5 years after survey...
after survey.

)

File No. 160-03 (NC|-170-71-1)

Manpower Staffing Standard Files. Docuyments reflecting the

development and issuance of manpower staffing standards and the
provision of guidance in applying these rdsticks for measuring
personnel requirements. Included are copies of manpower surveysij
executive-type letters, messages, copies of\staffing guides;
coordinating actions and interpretationsj and related documents.

Dispositioni Destroy when superseded or obsoleXe.
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File 1%\ 160-04 (‘\)C.l-—l7o——'?7»/)

Manpower\g¥at1stical Data Files. Documents used to provide a
source of statistical data for use in manpower control activities
such as forecas{inge justifyinge and analyzing current or
projected manpow&t requirements and allocating manpower spaces.
Included are reports.and data concerning such matters as: agent
and administrative stygength of organizational segments of DEA,
strength by occupationa speciality, and related documents.

Disposition: a. Office pegforming DEA-wide staff responsibilitye
Destroy 5 years after publicafion of statistical data. b. Other
offices: Destroy 3 years afterNpublication of statistical data.
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AUDIT SERVICES FILES

These files relate to audits performed by the General Accounting
Office in performance of their designated functions and to
internal review and internal control audits performed by the
Department of Justice and DEA.

File NcX--_17o—o1 (ne (= 170" 72 -1¢)

GAO Audit\Reporting Files. Documents relating to reports of audit
madé by thk General Accounting Office. 1Included are notices of
intent to aydit, copies of documents furnished GAO representa-
tives, copiex of tentative findings and recommendations, advance
notice of majwyr findings, reports of major findings, report of
exit conferencks, draft reports, final reports, follow up progress
reports, commens relating to the reports, and related documentsn

NOTE: Documents jccumulated by offices other then those
designated as centxal point of contact should be identified with
the function of th?laccumulating office.

Disposition: a. Offtice performing DEA-wide staff responsibility:
(1) GAO contract audit\reports: Dispose of in the same manner as
the related contract files. (2) Final GAO reports, final replies
to GAO reports and final\replies to GAO draft reports: Permanent.
Transfer to Federal Records Center when 5 years old. Offer to
NARA when 15 years old. (%) Remaining documents: Destroy when
all related actions have bean completed. b. Office designated as
central point of contact: Dastroy 10 years after final report,
except that GAO draft reports\may be destroyed on receipt of final
reportnm

File No. 170-02

Inspection and Audit Files. Documents relating to reviewing and
examining DEA operations to ensure phoper protection of assets;
compliance with policies, procedures,\and objectives; and the
accuracy, propriety, legality, and reldability of actions taken
primarily in connection with the use of \assets. These files
accumulate as a result of DEA field offides making review of their
own operations and DOJ and DEA Headquartens staff offices making
review of DEA activities. Included are reports and directly
related correspondence.

Disposition: a. Of fice performing DEA-wide staff responsibility:
(I) Record copy of final report of comprehensi review and
replies thereto: Permanent. Transfer to Feder Records Center
when 5 years old. Offer to NARA when 15 years oNd. (2) Destroy
other documents 5 years after accomplishment of imternal review.
b. Other offices: Destroy 3 years after completi of internal
review actionsn
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File No. 170-03

Inspection and Audit Support Files. Documents used to collect
data for or during an inspection or audit of a DEA activity.
Included are interview sheets, interrogatories, checklists, notes;
statistical data; copies of SOP's, organizational charts,
functional charts, personnel data, workload data; and similar
material collected for part fact-finding or back-up purpose.

Disposition: Destroy 3 years after inspection or audit.
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A-123/INTERNAL CONTROL SYSTEMS FILES

These files result from the implementation of the Federal
Managersd Financial Integrity Act of 1982 (Public Law 97-255).
The documents relate to reviewing DEA operationsg programsq and
functions to prevent, detect, or correct errors, irregularities,
fraud, waste, abuse, or mismanagement of DEA resources and
assets,

File No\\ 180-01

A-123 Re\ﬁlations, Policies, and Guidelines Files. Documents
-authority and guidelines for implementation of the
Federal Manmgersd Financial Integrity Act of 1982. Specific
documents inxlude Public Law 97-255, OMB Circular No. A-123, OMB
Guidelines fo the Evaluation and Improvement of and Reporting on
Internal Contryjl Systems in the Federal Government, GAO Standards
for Internal Coltrol in the Federal Government, GAO Audit Guides
to Review Implemgntation of the Federal Managersd Financial
Integrity Act: The First Year; **Guide for Incorporating Internal
Control Evaluations into GAO Work; Department of Justice Order
2860.3A; and the Department of Justice Internal Control Guide.**
N

Disposition: Destroy\\hen superseded or obsolete.

File No. 180-02

A-123 Tracking and Reporting System Files. Documents are the
annual statements to the At\orney General, the President, and the
Congress. This file also co tains documents which establish
internal reporting in accordaRce with published guidelines and
scheduling, monitoring, and reRorting documents relating to
vulnerability assessments, inteknal control reviews, and
corrective actions which are used to support the annual written
assurances from the Administrator\to the Attorney General. **Form
DEA-462, Monthly Record and ReportNof Scheduled Actions, and
quarterly computer printouts are indluded.**

Disposition: a. Office performing DEM-wide A-123 management
oversight: Destroy 10 years after submission of DEA **annual
report to the Attorney General. Form DEWM-462 and computer print-
outs may be destroyed 2 years after theoewd of the reporting
period.** b. Other offices: Destroy 6 ywars after completion of
internal review actions.

File No. 180-03 (A |- |70- 3(9"13

A-123 Audits and Reviews. Documents relating t& internal and
external reports of audit on DEA's implementatiomn of the Federal
Managers' Financial Integrity Act of 1982. Included are notices
of intent to audit, copies of documents furnished auditors,
reports of findings and recommendations, draft repo s, final
reports, follow-up progress reports, responses to reports, and any
other related documentse

* % ition
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#

Dis§nsition: Office performing DEA-wide A-123 management
oversyght: Destroy 10 years after final report, except draft
may be destroyed on receipt of final report. Other

\ Destroy 6 years after final report.

*FMFIA/A-183 Implementation Fileso Documents relating to the
implementation of FMFIA/A-123 throughout DEA. Included are
communicatiohs of a general nature between the office performing
DEA-wide A-12% management oversight and other organizational
components; thk consolidated inventory of assessable units that
identifies the‘gegmentation of DEA's programs and functionsg
vulnerability asgessment summaries; and the management control

Disposition: a. ‘€
oversight: Destroy
review cycle. b. O
completion of interna

fice performing DEA-wide A-123 management

O years after completion of internal control
er offices: Destroy 6 years after

review actions.

-g6-1)

A-123 Committee Files. Dicuments related to establishing,
operating, and dissolving Rommittees which consider, advise, take

action, and report on A-123 They include DOJ and other inter-
agency A-123 committees in which DEA participates.

File No. 180-05 (AI—1

Disposition. a. Office perfoyming DEA-wide A-123 management
oversight: Destroy when 10 yeaps old. b. Other offices:
Destroy when 6 years old.

File No. 180-06 (M|—- 100—86—1)

A-123 Performance Work Plan Files. \Documents related to
incorporating Internal Control Systems as an element in program
managersb Performance Work Plans; cerfifications that the A-123
element has been added and discussed with subordinatesq and sample
element statements. Does not include ixdividual Performance Work
Planso -

Disposition. a. Office performing DEA-wi\je A-123 management
oversight: Destroy when 10 years old. b. Other officesa
Destroy when 10 years old.

File No. 180-07 (N|—170- §6-1)

A-123 Training Filese Documents related to conducting A-123
training courses. Included are curricula, schedtles, lesson
plans, rosters of attendees, and critiques. Both\in-house DEA and
formal training course data is included.

* Revision
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U3
Disp;§ition: a. Office performing DEA-wide A 123 management
oversightn Destroy when 10 years old. b. Other officesn
Destroy \when 6 years old.

File No.

Reserved

File No.

Reserved

3
File No 180-10 through 180-40

'v(
A-123 Process Fileé\by Organizational Component. Documents
related to the perfoxmance of vulnerability assessmentsp conduct-
ing internal control eviewsnn and implementing corrective actions
for each assessable un\t identified in the inventory of DEA
components, programs, and administrative functions. Assessable
unit files are in numerixal order of the identifier log numbers
assigned by the program'.office for A-123 management oversight;
each assessable unit is to\ have a separate folder. The basic file
number for each organizatiowal component is listed below.

Disposition: a. Office perf\orming DEA-wide A-123 management
oversight: Destroy when 10 years old. b. Other offices:
Destroy when 6 years old.

*180-10 A-123/0ffice of bdhe Controller
180-11 (Consolidated undér 180-10)
180-12 A-123/Administratiwe Law Judge
180-13 (Consolidated under \180-10)
180-14 A-123/0ffice of ChieX Counsel

180-15 A-123/0ffice of Congrassional and Public Affairs
180-16 A-123/0ffice of Diversion Control

180-17 A-123/Equal Employment.8Qpportunity Staff
180-18 A-123/0ffice of AdministXxation

180-19 A-123/0ffice of Informatign Systems
180-20 A-123/0ffice of Planning 'aRd Inspection
180-21 A-123/0ffice of Intelligenck-

180-22 A-123/0ffice of Internationa¥, Programs
180-23 A-123/Investigative Support ction
180-24 (Consolidated under 180-10)

180-25 A-123/0Operations Drug Desks

180-26 A-123/0perations Management Sta

180-27 A-123/0ffice of Personnel
180-28 (Consolidated under 180-20)
180-29 (Consolidated under 180-20)
180-30 (Consolidated under 180-20)
180-31 (Consolidated under 180-15)
180-32 (Consolidated under 180-18)
180-33 A-123/0ffice Science and Technology
180-34 (Consolidated under 180-20)

180-35 A-123/0ffice of Training*

* Revision
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STRATEGIC PLANNING AND POLICY
AND PROGRAM EVALUATION FILES

These files result from the development of strategic plans;
assessment of DEA accomplishments in meeting established goals and
objectives; and evaluation of agency policies, program, and opera-
tions in support of the national drug law enforcement effort.

File No. 190-01

Strategic Planning Files. Documents relating to the preparationij
coordination, review, and approval (by the Administrator) of 3-5
year Agency-wide strategic goals and objectives for long-range
planning purposes and priorities for budget requests, and alloca-
tion of resources for DEA-wide application in countering drug
trafficking.

Disposition: a. Office performing DEA-wide staff responsi-
bilities: (1) Record copy of approved strategic plans and objec-
tivesi Permanent. Transfer to Federal Records Center after 8
years. Offer to NARA after 20 years. (2) Destroy other documents
after 8 years. b. Other offices: Destroy copies of strategic
plans and other documents when superseded or after 6 yearsj
whichever is later.

File Nos. 190-02 to 190-05

Reserved.

File No. 190-06

Policy and Program Evaluation Administrative Correspondence Files.
Memorandaj status reportsj management commentsji and other devices
for assigning, monitoring, and controlling projects; implementa-
tion of recommendations and follow-up on their statusj general
correspondence, and other documents related to the administration
and operation of program evaluation functions.

Dispositioni Destroy 5 years after completion of required
actions.

File No. 190-07

Policy and Program Evaluation Background Files. Documents used in
the collection of data, and the data gathered for or during an
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evaluation or study, or used for developing the scope of same, and
accumulated in offices conducting or participating in the evalua-
tion or study. Included are notes (interviews or other)j statis-
tical data, organizational and functional charts, analysis,
personnel dataj and similar material for act-finding purposes.

Disposition: Destroy 5 years after completion of required
actions.

File No. 190-08

Policy and Program Evaluation Filesi. Documents used to reflect
the formulation, actual performance, progress, accomplishments,
deficiencies, needs, and problems in relation to goals and objec-
tives defined or developed for policies or programs and opera-
tions. Included are evaluation reports and executive summaries
and recommendations. Evaluations and studies may range in scope
from a comprehensive review of Agency-wide policies, programs, and
operations to a specific segment or phase within an organization.

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Record copy of approved evaluations and studiesi, and executive
summaries and recommendations that result in significant improve-
ment or substantial savings in programs or operationsi Permanent.
Transfer to Federal Records Center after 8 years. Offer to NARA
after 20 years. (2) Other documents: Destroy 5 years after
completion of required actions. b. Other officesi Destroy 5
years after completion of required actions.
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INTEGRITY FILES

These files relate to *integrity investigations, conducted by the
Office of Professional Responsibility.*

File No. 201-01

Unassigned.

File No. 201-02

Unassigned.

File No. 201-03

*Integrity Case Files. Reports related to investigations by the
Office of Professional Responsibility* including criminal or civil
violations of laws, departmental codes or DEA regulations, and
integrity and security matters. Included are DEA reports and
supporting documents and correspondence relative to the
investigation.

Disposition: Destroy *10* years from date case was opened if

closed for at least 1 year. Cases not closed 1l full year will be
retained for re-evaluation at l-year intervalsn

File No. 201-04

*Integrity General Files. Reports of preliminary investigations
to determine violations of criminal or civil lawspy departmental
codes or DEA regulations. Also, to include other administrative
infractions such as accidental discharge of firearms, etc.*

Disposition: Destroy *10* years after report of investigation 1is
approved or all required actions are completed. **Files not
closed 1 full year will be retained for re-evaluation at l-year
intervalsn **

* Revision
** Addition
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PERSONNEL SECURITY FILES

These files accumulate from the administration of the security
program relating to clearing DEA personnel for access to classi-
fied information.

"
**File No. :%%Q01 (GRS No. 18-22a)

Clearance Files. Personnel security clearance
ted indexXxes maintained by the Office of

Personnel Securi¥
case files and rew
Security Programsn

Disposition: a. file documenting the processing of investi-
gations -on federal emg\oyees or applicants for federal employment,
whether or not a securi, clearance is granted, and other persons,
such as those performing‘ ork for DEA under contract who require
an approval before having.\access to DEA facilities or to sensitive
data. These files include questionnaires, summaries of reorts
prepared by the investigating agency, and other records reflecting
the processing of the investijations and the status of the clear-
ance, exclusive of copies of investigative reports furnished by
the investigating agency: Dest®oy upon notification of death or
not later than 5 years after sepayation or transfer of employee or
no later than 5 years after contraxt relationship expires, which-
ever is applicable. b. Investigative reports and related papers
furnished to agencies by investigatixe organizations for use in
making security/suitability determinafions: Destroy in accordance
with the investigating agency instructipns. c. Index to the
Personnel Security Case Filesn Destroy With related case filesn

File No. 210-02

Personnel Security Liaison Filesm All correspondence pertaining
to ITaision activity with respect to background investigations and
clé?ancesn

Disposition: a. Destroy general Personnel Security correspon-
dence 2 years after date of receipt. b. Destroy Personnel
Security Directive 10 years after date of receipt or when infor-
mation is superseded.)**

File N;T\ETB<93 (NC1-170-77-1)

Security Awargzgks Files. Documents relating to procedures used
tonobtahn complianc with security directives by all personnel.
For example, procedure_ requiring that each individual periodical-
ly read applicable secur: directives and sign a memorandum
indicating that the directi¥»es are understood.

Disposition: Destroy after the megxt periodic application of the

procedure.

** Addition
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**File No. 210-04 (GRS No. 18-24)

Personnel Security Clearance Status Files. Lists or rosters
showing the current security clearance status of individuals

Disposition: Destroy when superseded or obsolete.

File No. 210-05 (GRS No. 18-25)

Security Violations Files. Case files relating to investigations
of alleged violations of Executive Orders, laws, or agency regula-
tions for the safeguarding of national security information.

Disposition: a. Files relating to alleged violations of a
sufficiently serious nature that they are referred to the
Departments of Justice or Defense for prosecutive determination,
exclusive of files held by Departments of Justice or Defense
offices responsible for making such determinations: Destroy 5
years after close of case. b. All other files, exclusive of
papers placed in official personnel folders: Destroy 2 years
after completion of final action or when no longer neeed,
whichever is sooner.

F}&\No. 210-06 (GRS No. 18-25)

Clas;;}igd or Classifiable Information Nondisclosure Agreements.
Copies o\ \nondisclosure agreements, such as SF-189, Classified
Informatiomw Nondisclosure Agreement, signed by emloyees with
access to information which is classifed or classifiable under
standards put Xorth by Executive Order 12356. These forms should
be maintained senarately from personnel security clearance files.

Disposition: Destr when 50 years old.

File No. 210-07 (GRS No., M8-21)

Security Clearance Adminis??btive Subject Files. Correspondence,
reports and other records relathing to the administration and
operation of the Personnel Security Program, but exclusive of
other files described in this schedule.

Disposition: Destroy 2 years from da
receipt.

of correspondence

** Addition
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File No. 210-08

Security of DEA Employees Files. Documents relating to assaults
and threat of assaults against DEA employees and acts of terrorism

against DEA employees and facilities.

Disposition: Destroy 5 years after date of correspondence or when
information is superseded or obsolete.**

** Addition
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INFORMATION SECURITY FILES

These records are created from safeguarding classified information
in the interest of national security. These processes relate to
disseminating classified information; the systems for classifica-
tion, regarding and declassification; and the safekeeping and
control of classified information.

File\\p. 220-01 [ NCI- 190-79-17)

SecurityNClassification Files. Documents relating to the security
classificaion or regarding system involving the classification or
downgradingnmgf documents. Included are correspondence or
memorandums oh downgrading and reports on security classification,
but exclusive .o other files described in this schedule.

Disposition: Degt\oy 5 years after classification or downgrading
action.

Security Regrading Case Fil®s. Documents relating to the review
of specific classified documeégts or equipment for the purpose of
the documents or equipment. N\

Disposition: Destroy 5 years aft&r regrading action.

**File No. 220-03 (GRS No. 18-6)

Access Request Files. Documents reflecti requests and
authorization for access to classified fileg. They include forms
containing an individual's name and signaturd, classification of
files concerned, information desired, and signgture of an official

authorizing accessn

Disposition: Destroy 2 years after approval of rewg

File No. 220-04

Security Information Access Case Files. Documents relating to the
review of specific requests for access to classified files or
equipment for purposes of research and study.

Disposition: Destroy 5 years after approval of review.**

** Addition
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File ﬁk . 220-05 (NC1-170-77-1)

Securiz>\1nformation Release Files. Documents relating to
reviewing\ classified documentary materials to disseminate or
release information to sources outside the agency, such as
reviewing mgnuscripts, photography, lecture, radio, television
scripts, and\other materials.

Disposition: estroy 5 years after approval of review for release
of classified information.

File No. 220-06 (NN-170-77-1)

W

\
Security Information\Exchange Filesm Documents relating to the
exchange of securitynclassified information with other Government
agencies, industry, and\foreign governments. Included are
correspondence relating: Xo the exchange of information, exchange
agreements, and related H\cuments.

Disposition: Destroy 10 years after approval of review for
exchange of classified information.

\

File No. 220-07 (NC1-170-77-1) .

Top Secret Document Record Files. \Documents used to record the
names of persons having had access Yo the Top Secret documentsn
and to record copies of extracts diskributed.

Disposition: Destroy 1 year after reldted documents is destroyedn
transferred or downgraded.

File No. 220-08 (NC1-170-77-1)

Top Secret Material Accountability Filesm Doxuments reflecting
the identity, receipt, dispatch, downgrading, ource, movement
from one office to another, destruction, and cuxrent custodian of
all Top Secret material for which the Top Secret\control officer
is responsible.

Disposition: Destroy 5 years after all items on in
have been destroyed, downgraded, dispatched, or when
transferred to a new page.

ividual pages
ntries are
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File No. 220-09

Security Compromise Files. Documents relating to investigations
of alleged security violationsn such as missing documentsp
unauthorized disclosure of information, unattended open security
containersp documents not properly safeguarded and matters of a
similar nature.

Disposition: Destroy *5* years after completion of final
corrective or disciplinary action.

File No. 220-10

*Facilities Survey and Inspecton Files. Reports of surveys and
inspections of government owned facilitiesn and privately owned
facilities assigned security cognizance by government agenciesp
conducted to ensure adequacy of protective and preventive measures
taken against hazards of fire, explosion, and accidents, and to
safeguard information and facilities against sabotage and
unauthorized entry.

Disposition: a. Reports regarding government owned facilities:
Destroy 3 years after date of reports, or upon discontinuance of
facility, whichever, is sooner: b. Reports regarding privately
owned facilities: Destroy 4 years after date of report or upon

discontinuance of facility, whichever is sooner.*

File No. 22:§§&

Security Equipm:}xFiles. DOJ Form 395n Annual Report -
Utilization of Secd{rity Equipment.

Disposition: Destro¥ydwhen superseded. - .

File No. 220-12

Reserved.

File No. 220-13

equivalent placed on safes, cabinetyg, and vaults containing

Security Container Record Filesf&ﬁQg;:onal Form 62 or the
classified documents. Used for provhding a record of opening,

Disposition: Destroy when replaced.

* Revision



Appendix 0750A
Page 34

File No.\ 220-14

Security‘>\ntainer Information Files. Optional Form 63 or the
equivalent 0sed to record safe and padlock combinations, locate
the safes or® ontainers, and identify individuals having knowledge

of the combinq\ion.

Disposition: Dedtroy upon change of combination or turn-in of the
container.

File No. 220-15 (GRS“No. 18-4)

Classified Document In)éntory Files. *Forms, ledgers or registers
used to show identity, royting and final disposition made of
classified documents, but mexclusive of classified document
receipts and destruction celNtificates and documents relating to
Top Secret material covered sewhere in this Appendix.*

Disposition: Destroy 2 years a¥fter all classified documents
recorded thereon have been transXerred or destroyed, or when the
entry is duplicated on another comtrol document or log.

File No. 220-16 (GRS No. 18-3)

Destruction Certificate Files. Certifi
destruction of classified documents.

tes relating to the

Disposition: Destroy when 2 years old.

* Revision



**File No. 22&1\7 (GRS 18-2)

Document Receipt\¥¢1es. Records documenting the receipt of
classified document

Disposition: Destro¥y

when 2 years old.

File No. 220-18

Information Security Program Files. Correspondence, instructions,
studies, messages, interoperations, and coordinating actions
related to the administration and operation of the information
security progranm.

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

** Addition
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COMMUNICATIONS SECURITY FILES

These files relate to communications security and consist of
records, reports, and correspondence concerned wid¢h crypto
security, physical security of COMSEC material, transmission
securityj electronic securityj and COMSEC logistics.

File No. 230-01 (MC.I—- 190-17-1)

COM;E&yManagement Files. Documents which are not of a routine
nature \and which are not specifically covered elsewhere in this
schedule These files include management documents related to
communicabtions security such as a determination as to cryptosystem
and equipment authorized and requiredi and operational and
proceduralifynctions of the organization.

Dispositioni
action.

stroy 5 years after completion of required

File No. 230-02 (NC—\-\L'?O-—- -1)

COMSEC Supbnly Correspondence Files. Documents relating to the

COMSEC Item Register Files. Ca?d\ maintained to account for all
COMSEC material and to show its rec&ipt, movement, and final
disposition. '

Dispositioni Destroy 1 year after clos® of the calendar year in
which all items on individual cards have “een disposed of as
evidenced by destruction or transfer reporxs.

File No. 230-04 (NC|— 170 -117-1)

COMSEC Daily Inventory Files. Documents reflecting daily
inventories made at the end of each workday or between shifts.
The documents contain the short titles of each item\inventoried,
the initials of the person making the inventory, and the date and
time of the inventory.
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DiSpositzbh: Destroy on completion of next quarterly inventory.

File No. 23&05 (Met=170- 11— )

COMSEC Accounsgpg Reporting Fiiles. Documents reflecting the
receipt, possessaion, inventory, transfer, destruction and relief
from accountability for accountable COMSEC material and documents.
Included are destxuctioni, transferi inventory and possession
reports; documentﬁﬁouchers; certificates of verification; relief
from accountability' and related routine COMSEC accounting
correspondence. %)

Dispositioni a. Change of custodian transfer reportsi Destroy 1
year after relief from\accountability of the former custodian. b.

Other accountable docum&ntsi Destroy 5 years after relief from
accountability of former\custodian.

File No. 230-06 ( N¢ |- 1'7\\0._. 71-1)

Crypto-Area Visitor Register\Files. Registers used for recording
pertinent information on persgns entering the crypto-area other
than those whose names appear ®n the authorized entrance list.
Sheets of a register involved iy a security report of an investi-
gation will become an integral part of the report of investigation
and will have the same dispositi as the report of

investigation.

Dispositioni Destroy 1 year after ¥isit. Cut off individual
sheets at the end of each calendar yRar.

File No. 230-07 (NC1=170=11¢ )

COMSEC Approval Files. Requests for appRoval to establish, alter,
expand or relocate a facility.

Disposition: a. Approving office: Destroy 1 year after receipt
of related superseding approval or after clogsing of account or
facility. b. Requesting offices: Destroy receipt of related
superseding approval or upon closing of accoumnt or facility.

File No. 230-08 (NC |- 110-11- ’)

COMSEC Inspection Files. Inspection reports and
pondencej such as a crypto facility inspection.

elated corres-
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DisEB@ition: Inspecting offices: Destroy 1 year after receipt of
relat superseding inspection. Inspected officei Destroy on
receipt\ of related superseding inspection.

File No. 280-09 (NC |- |7°’77"/)

COMSEC Rep;>ting Files. Included are message reportsi electronic
security repo ;si crypto security and transmission security
analyses; violjtion and summary reports; reports of violation of
physical and cryptographic securityj and other reports not
specifically covired in this schedule. Reports that are the
subject of a formAl investigation will be filed with the
investigation repoxting files.

Dispositioni a. Destroy 5 years after submission of report. b.
Routine periodical reports may be destroyed after 2 years.

\
File No. 230-10 ( N¢ |- 1X¢o- 17— \)
COMSEC Investigation Repgr ing Files. Reports of investigation
concerning the loss or subgection to compromise of COMSEC material
and investigations of transmissioni, physicalj and other signal
security violations. :

Dispositioni Destroy 5 years af\ter completing final corrective or

disciplinary actions.

File No. 230-11 (N€&I-170- 71-1)

Encrypted Traffic Reporting Files. Co ies of encrypted traffic
reports.

Dispositioni Destroy 1 year after dispatgh receipt of report.

File No. 230-12 (NE1-1np-nn-1)

Encrypted Message Text Files. Cipher copies oX incoming and
outgoing messages and message tapes. Messages involved in an
investigation will be retained until the investigation is
completed.

Disposition: Destroy after a minimum retention of
before a maximum retention of 60 days.

days and
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PROTECTIVE SERVICES FILES

These \files relate to personnel identification and vehicle
contro

40-01

Badge IdentYfication Issue Files. Documents pertaining to issuing
identificatiyn cards and badges. Included are applications and
similar or related documents.

Disposition: a Destroy 3 years after issuance of badge. b.

Records pertainiapg to visitors and records pertaining to appli-
cants to whom cands or badges were not issued will be destroyed
after 1 year.

File No. 240-02

Badge Identification Akcountability Files. Documents used to
maintain accountability\for identification cards and badgesn
Included are registers awyd similar or related documents.

Disposition: Destroy 3 yewrs after last card or badge number
entered has been accounted

File No. 240-03

Parking Permit Control Files. ocuments relating to alloting
parking spaces, controlling issuance and withdrawal of parking
permits, and recording violations\by holders of parking permits.

Disposition: Destroy on transfer o
when permit is superseded or revoked

parking permit holders, or

File No. 240-04 (GRS No. 18-16a)

Key Accountability Files. Documents relating to the issue,
return, and accountability for keys to sedure areas.

Disposition: Destroy 3 years after turn-in\of key.

File No. 240-05

Guard Reporting Files. Retained copies of the Juard report which
is prepared daily and is submitted to the DEA reRresentative.

Disposition: Destroy 1 year after preparation of Yeport.
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**File No. 240-06

Visitor Control Files. Registers or logs used for recording
pertinent information on persons from inside or outside DEA who
are visiting the Physical Security Section and for registering
information on persons submitting a request to enter the physical
security area without an escortn

Disposition: Destroy 1 year after date of visit.

File No. 240-07

Security of U.S. Government Property. Documents (Optional Form 7)

used when removing any government property from DEA facilities
protected by GSA Federal Protection Officers or GSA contract guard
personnel.

Disposition: Destroy when property returned to originial assigned

location.

File No. 240-08

Evidence Storage Facility Security Files. Documents relating to

the adequacy of measures taken to protect employees, facilities
and documentary and evidentiary holdings against the hazards of
attack, sabotage, unauthorized access and other man-made and
natural disastersna

1%
Disposition: Destroy when inform#lfon&superseded or obsolete.**

** Addition



**File No. 240-09

Protective Services Program Files. Correspondence, instructions,
studies, messages, interoperations, and coordinating actions

nm#%nmm to the administration and operation of the protective
serices program.

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

** Addition
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LEGAL OPINION AND ASSISTANCE FILES

These files relate to legal opinions and assistance matters.

File No. 301-01

Legal Opinion *Review Files. Documents reflecting legal opinions
and reviews by the Office of Chief Counsel regarding interpreta-
tions of statutes, laws, regulations, investigations, and similar
legal matters. Excluded are documents on a specific claim,
investigation, or case. The excluded documents will be disposed
of with the claim, investigation, or case file to which they
belong.

Disposition: a. Office performing DEA-wide staff responsi-

bilitiy: (1) Record copy: Permanent. Transfer to Federal
records center when 5 years old. (2) Remaining documents:
Destroy when 5 years old. b. Other offices: Destroy when

obsolete or superceded.*
N .

\cl—l?o—'?'?—')

N
Legal Assistance Case Files. Documents pertaining to personal

legal matters of DEA mersonnel. Included are correspondence,
memorandums, and opiniogys of legal assistance officers.

File No. 301-02 |

Disposition: Destroy 1 y
that selected opinions and
precedents may be held until

rnafter completion of the case, except
emorandums withdrawn for use as
o longer required for referencen

**File No. 301-03

Legal Topic Files

Copies of documents pertaining to various topics that have legal

implications or interests to the Office of Chief Counsel. Mostly
information copies of communicationsp action copies are filed

under separate file categories.

Disposition: Destroy 5 years after date of most recent document
in folder.**

* Revision
*%* Addition
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CLAIM INVESTIGATING AND PROCESSING FILES

These files relate to investigating accidents or incidents which
may result in claims in favor of or against the Government, and
the subsequent processing and settlement of claims.

File No. 310-01

Reserved.

File No. 310-02

Reserved.

File No. 310-03

Reserved.

File No. 3\10<o4 ( NC1- 10~ ’I’?'l)

Claim Invest£;§¢ion Reporting Files. Documents reflecting the
results of invesdigating accidents and incidents which could but
do not result in filing a claim. Included are investigation
reportsj statements Qf witnessesi and related papers.

Disposition: a. Reporgs relating to possible claims against the
Government: Destroy 10 ars after final action on the report.

Cut off on expiration of, the pertinent statutory period for filing
a claim. b. Reports relatiNag to possible claims in favor of the
Government on which no claim istsi Destroy 10 years after final
action on the report.

File No. 310-05

Personal Property Claim Files. Case fIlNles relating to claims

against the Government by DEA employees r damage, loss, or
destruction of personal property incident o their service.

Disposition: Destroy 10 years after final action on the case.

87-20 ADMINISTRATIVE MANUAL 6-29-87
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File\No. 310-06

Tort Clhim Files. Case files relating to tort claims against DEA
for damage, loss, or destruction of property, and for personal
injury or\death resulting from negligence or wrongful acts or
omission oR acts by DEA employees.

Disposition: \ Destroy 10 years after final action on the case.

File No. 310-07

Contract Adiustmént and Claim Determination Files. Documents
reflecting recommendations or determinations on adjustment of
contracts under Public Law 85-804 and on contract claims asserted
by a contractor agaihst the Government or by the Government
against a contractor. \lhey also accumulate in reporting
contractor bankruptcies \so that, if appropriate, claims in favor
of or against the bankrupt can be asserted. Included are copies
of contractor claims and agjjustment requests, contractual
documentsj documents contaiging justification or support for the
claim or adjustment request;\determinations; recommendations;
memoranda or law; coordinatinji actionsj bankruptcy reportsi and
related documents.

documents described above should
the related contract file.

NOTE 1: To the extent practical),
be filed with and disposed of wit

NOTE 2: When bankruptcies and contract claims and adjustments
result in litigations, the files descyibed above will be filed and
disposed of with the pertinent litigatyon file.

Dispositioni Destroy 15 years after fin®l determination or
settlementi

File No. 310-08

Foreign Claim Files. Case files relating to c
United States by inhabitants of a foreign country or by a foreign
government or a political subdivision thereof for\damage, loss, or
destruction of private property, or for personal ‘ixyjury or death
caused by DEA employees stationed in the country coxcerned.

ims against the

Dispositioni Destroy 10 years after final action on he case.

87-20 ADMINISTRATIVE MANUAL 6-29-87
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File No .\uo-og

Local Forei Claim Files. Case files relating to claims arising
in foreign counhtries for death or personal injury,; damage, loss,
or destruction public or personal property; or in connection
with provisions oX contracts, leasesj or other instruments. They
are limited to tho claims which must be settled under 1local
lawsg regulationsj ok agreements.

Dispositiont Destroy 10, years after final action on the case.

File No. 310-10

DEA Property Damage Claim File Case files relating to claims in

favor of DEA for damage, loss, onNdestruction of DEA property.

completion of litigation or
e prosecuted.

Disposition: Destroy 10 years afte
determination that the case will not

87-20 ADMINISTRATIVE MANUAL 6-29-87
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LITIGATION FILES

These files relate to actual or potential litigation in which the
United States has an interest before civil courtsp administrative
tribunals, and regulatory bodiesn to releasing information from
DEA records for use in private litigation, and litigation in which
the United States has an interestn and to the appearance of DEA
employees as witnesses in private litigation and litigation in
which theyidnited States has an interestn

File Nk330—01

Civil Li;}gation Files. *Documents relating to actual or
potential légal proceedings in which DEA, including its
instrumentaliNiesny has an interest. Included are copies of
administrative\hearings; advisory reports; copies of processes and
pleadingsn commMnications with DEA activities, communications with
the Department oR,Justice and the United States Attorneyspg and
with other organi2ations, agencies, activities, and individuals

both within and without the Federal Government; and related
papersna

Disposition: Destroy years after completion of litigation.*

File No. 330-02

Judicial Information ReleaseNFiles. Documents relating to releas-
ing information for use in litNgation in response to subpoenasp
court orders, or requests. IncNuded are requests, subpoenas,
court ordersp copies of the doculkents concerned or summaries of
their contents, recommendations cbdncerning releases, memorandums
of law, coordinating actions, and lated papers.

NOTE: To the extent possible, these ‘gapers will be filed in the
particular file to which the informatiwn released pertains, e.g.,
the appropriate personnel or claim file

Disposition: Destroy 10 years after approyal review for release
of information.

File No. 330-03 (NCI- 1710~ n-1)

Appearance as Counsel In Civil Court Filesm Docuwents relating to
the appearance of DEA employees as counsel before ®ivil courtsp
administrative tribunals, regulatory bodies, or Government
agencies. Included are the requests with supporting \or related
papers, letters, and other documents indicating coordiyation
involved and action taken on the requests.

* Revision
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NOT.: The above documents will be filed in the litigation file
when the appearance concerns litigation involving or of interest

Destroy 2 years after approval of request for
counsel.

NEl- 170-11-1)

Witness Appearance\Files. Documents relating to requests for DEA
employees to appear N\as witnesses before civil courts, administra-
tive tribunals, andnragulatory bodies. 1Included are requests with
supporting documents,*etters, electrically transmitted messages,
personnel action forms, apd other papers indicating action taken
on the requestsn *

Dispositio
appearance

File No. 330-0

Disposition: Destroy 2 yeirs after approval of request for
appearance as witness.

File No. 330-05 (Mclrl’w-'l’)*’

Vehicle Seizure Files. Documents reflecting the receipt and
release of vehicular conveyances that agxe found, impounded, or
seized as contraband or prohibited prope y, or safeguarded for
detained personnel. Included are logs, reweipts, releases,
reports of investigation, and related paper

Disposition: Destroy 3 years after return or release of vehicle
from DEA control.

**File No. 330-06

Civil Seizure and Forfeiture Files. Documents reflecting the
selizure of moneys, negotiable instruments, securities or other
things of value furnished or intended to be furnished, illegally,
in exchange for controlled substancesy or to facilitate any
violation of the Controlled Substances Act, or of the Controlled
Substances Import and Export Act. Included are records/receipts,
releases and reports of investigations, compliants and warrants,
decrees of forfeiture.

()L 0## o QbSQ D@ case.
Disposition:, Destroy 6 years after property disposition, transfer
or return.

File No. 330-07

Show Cause Case Files. Documents relating to legal proceedings
initiated by DEA under the provisions of the Controlled Substance
Act (1970), PL 91-513, and the Comprehensive Crime Control Act
(1984), PL 98-473. Included are reports of investigation (DEA-6)
and other supporting documents initiated by DEA field officesp
show cause orders, hearing statements, opinions and recommended
rulings, transcripts of testimony, registrant applications,

** Addition
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findings of act and conclusions of law, appeals, affidavits,
witness statements, memoranda of agreement between DEA and the
registrant or applicant, conclusions of law and decisions by the
Administrative Law Judge, final orders by the Administrator, and

similar related documentso

Disposition: Destroy 15 years after completion of show cause
hearing processo

File No. 330-08

Drug Scheduling Files. Documents related to hearings conducted
for assessing the drug abuse content and practice required for
placing a drug/narcotic on the Controlled Substance Schedule.
Included are scientific and medical evaluation reports of the
abuse and dependency regarding the drug/narcoticqg pre-hearing
statements, letters from credible interested parties, scholarly
dissertations papers, drug abuse statistic reports, proposed
findings of fact and conclusions of law, conclusions of law and
decisions by the Administrative Law Judge, final orders by the
Administrator, and similar related documents.

Disposition: a. Appealed cases: PERMANENT. Transfer to
the National Archives 15 years after close of case.

b. All other cases: Destroy 15 years after completion of
the hearing process.

** Addition
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LEGISLATIVE AND CONGRESSIONAL LIAISON FILES

These files relate to: initiating, processing, and coordinating
legislationj Executive Ordersj and proclamations either sponsored
and supported by or otherwise of interest to DEAj preparing and
coordinating replies to congressional committees investigating DEA
activities; and similar matters of a legislative or congressional
nature.

File No. 360-01

Legislatigyn Files. Documents relating to preparing and processing
legislatio Executive Ordersj proclamationsi and reports on
legislation ‘proposed by or of interest to DEA, exclusive of
appropriation\bills. Included are communications containing
drafts of legislation proposed by DEA, reports to congressional
committees on imtroduced legislation; comments on legislative
proposals and reprts on legislation proposed by or the
responsibility of e Department of Justice.

ces performing staff responsibility for
overall DEA legislativa program: (1) Record copy of documentation
pertaining to enacted legislationi Permanent. Transfer to

Federal Records Center when S5 years old. Offer to NARA when 15
years old. (2) Documentasigi pertaining to unenacted legislation:

Dispositioni a. Of

Destroy 10 years after final disposition of legislation. b.
Other offices: Destroy 3 yedfys after final disposition of
legislation.

File No. 360-02

Reserved.

File No. 360-03 (NCI— LTO-TN-1)

Congressional Correspondence Files. Documelts relating to
congressional inquiries on matters within the\ scope and activity
of DEA, except in areas affecting budgets, appyopriations, and
related financial mattersji or concerning the release of
safeguarded information. Included is correspondence between
congressmen and their constituents or other people\ and between
congressmen and DEA on such matters as alleged unfair treatment,
improper assignment, and drug narcotic inquiries.
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Disgbsltlon: a. Office responsible for overall coordination of
DEA coygressional liaison activities: Destroy 5 years after
responseg to inquiry. b. Other officese Destroy 3 years after
response \to inquiry.

File No. 360304 (Nu—wa—qq-—l\

|
Congressional‘}hvestigation Files. Documents reflecting liaison
between DEA and'¢dpngressional committees. Included are papers
relating to theeselection of witnesses to appear before and the
presentation of e%; ence to such committees, information on the
activities of congresgional committees investigating the
activities of DEA, and\analyses of committee visits to DEA
establishments.

Disposition: Office respousible for the maintenance of liaison

between DEA and congressiongl committees: Destroy 10 years after
close of investigation.

File No. 360-05 (N(‘_l-—l’?h'l'? )

Congressional Visit Reporting File Documents reporting visits
by members or staff members of congr¥ssional committees to any
element of DEA. Included are initial\and daily reports reflecting
the names of the visiting congressional\ committee or survey group,
subject of the visit, and similar informgtion; and papers directly
related to the reports.

Disposition: Office responsible for overall\ coordination of
congressional liaison: Destroy 5 years after\visit of congres-
sional element.

**File No. 360-06

Congressional Bills, Reports, and Listings Files. Documents
bearing on legislation that affects or is of interest to DEA
pending at some stage in Congress. Included are copies of
Congressional Bills, extracts of the Congressional Record,
Congressional reports on hearings, computer printouts on status of
bills from Congress' automated data base, memoranda and similar
documents.

** Addition
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Disposition: Destroy 10 years after enactment of legislation
or last action taken on the proposed legislation. Earlier
destruction authorized.

File No. 360-07

Enacted Laws Affecting DEA Files. These are documents
pertaining to pending legislation of 1interest to DEA that have
been enacted 1nto law. See 360-06 for description of
documentse

Deostvoy wofen eigv&-gigws o\d.
Disposition: Permaments—-7=ra eral—Reeords—Center—
when—s—years—otdr—Ooffer—to—NARA—whRen—1b—years—otds

File No. 360-08

Legislative Summary Files. Reports regularly prepared to
brief high-ranking officials in DEA on the latest status of
pending legislation. Included are briefs of hearings and the
legislation in question.

Disposition: a. Office performing staff responsibility for
overall DEA legislative program: Permanent. Transfer to
Federal Records Center after 5 years. Offer to NARA after 15
years. b. Other offices: Destroy after 5 years.

File No. 360-09

Congressional Hearings Files. Documents on Congressional
Hearings on proposed legislation of interest to DEA. Included
are statements and testimony by DEA officials, memoranda, DEA
and non-DEA reports related to the proposed legislation, and
similar documents.

Disposition: a. Offices performing staff responsibility for
overall DEA legislative program: Destroy 5 years after
hearings completed. b. Other offices: Destroy 3 years after
hearings completed.

File No. 360-10

Congressional Committee and Subcommittee Files. Documents
relating to various congressional committeesét actions on
pending legislation affecting or of interest to DEA. Included
are memorandag messagesg copies of legislative billsg¢ DEA
Forms 112a, and similar or related documents.
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Disposition. a. Offices performing staff responsibility
for overall DEA legislative program: PERMANENT. Retire to
WNRC when accumulation reaches one cubic foot. Transfer to
the National Archives when 15 years old.

b. Other offices: Destroy after three years.

FPile No. 360-11

Congressional Affairs Program Management Files. These files
consist of documents used in the daily management and
operation of Congressional Affairs activitiesi memorandaj
messagesj reportsi coordinating actionsj studiesj meeting
notesi responses and input to other offices, and similar or

related documents.

Disposition: a. Office of Record: Destroy after § years.
b. Other offices: Destroy after 3 years.**

** Addition
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INFORMATIONAL SERVICES FILES

These files accumulate from the programs designed to keep the

public informed of DEA activities, thereby acquirin§ public
understanding and support of DEA activities. Specifically, they

relate to the release of information to the public, action taken
in conjunction with civic groups to improve DEA-community
relations, participation in local, national, and international

eventsq9 industrial cooperationsq and similar actions which are
taken to maintain and improve public relationse

File No. 370-01

Reservedo

File No. 370-02

Reserved.

File No. 370-03

News Media and Release Files. Audiovisual records (as described
under General Records Schedule 21) that depict DEA participation
with Federalp staten and local law enforcement agencies 1in
significant or high level drug seizures and operationsnp
implementation of enforcement~related priority programs resulting
from enacted legislation; appearance of the Administrator or other
high level DEA officials on TV networks regarding drug law
enforcementy and methods of interdicting illegal drug traffickingn
Also, documents relating to preparing, coordinating, clearing, and
releasing information to the public through newspapers,
periodicals, radio, television, motion pictures, public
appearancesy and other media of dissemination. Included are
printed or processed press releasesn speechesn radiog television,
and motion picture scriptsnp and coordinating documents accumulated
in obtaining clearances for the release.

NOTE: videotapes may be subject to restriction under sub-
section (b)¢7)€E) and (F) of the Freedom of Information Acte

Dispositione

a. Press releases and official speeches of the Adminis-
trator and other high-level officials: PERMANENT. Cut off
at the close of an Administrator's tenure. Transfer to the
WNRC 2 years after cutoff. Transfer to the National
Archives 15 years after cutoff.

b. Other textual documentation: Destroy five years after
public release.

c. Other textual documentation held by other officese
Destroy five years after public release.

d. Posters, slides and transparencies: PERMANENT.
Transfer to the National Archives 1n five-year blocks when
the most recent record is ten years old.

e. Photographic praints: PERMANENT. Transfer to the
National Archives 1n 1999. Earlier transfer authorized.

f. Videotapes and scriptse PERMANENTe Transfer original,
one copy and script annually to the National Archives when
five years old.
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F\le No. 370-04 (NCI- /’70—r’l’)—l)

Feature Storv Review Files. Documents relating to assistance
. ded to magazine and book representatives in developing
e stories concerning DEA activities. Included are story

writers\ papers relating to reviews of the stories for accuracy
red by the writer, and similar papers.

Destroy 5 years after release of feature story.
-05 (NC[-[?U— 77"/)

Research Clearance Files. Documents relating to approval for
access to claksitfied files for purposes of unofficial research and
study. They a%\so accumulate from a review for propriety and
accuracy and in\providing for the required security review of the
resulting manusdyipts and research notes. Included are requests
for access to clagssified files, approvals, copies of manuscripts
and research notel, and coordinating actions on both access and
manuscript clearan\es.

Dispositidn:

Disposition: Destr 20 years after approval for access to

classified files.
File No. 370-06 (N¢I- 170-?7'13

Contractor Information lease Files. Documents relating to
procedures governing the \release of information by manufacturers,
colleges, universities, advertising agencies and similar
commercial entities relatike to DEA contracts or activities
accomplished by contract. hey further relate to the clearance of
informational materials depixting DEA themes which are voluntarily
submitted for clearance by commercial organizations. Included are
proposed articles, technical papers and presentations, brochures,
motion picture and television Xilms, photographs and transpar-
encies, and similar materials pxoposed for publication or release;
coordinating actions thereon, ang similar and related papers.

Disposition: Destroy 10 years after terminating the contract.
File No. 370-07

DEA-Authored Information Clearance Fi\les. Documents relating to
reviewing and clearing publication magazine and book manuscripts
on drug narcotic subjects which are aukhored by DEA personnel.

Included are copies of the manuscripts,\coordinating actions on
the manuscripts, and related papers.

Disposition: Destroy 5 years after approwed for publication.
File No. 370-08 ‘”C)- no- '7'7")

Public Inquiry Files. Documents relating to \release of
nonsafeguarded or nonprivileged information in response to
requests or inquiries from the public. Includad are routine
requests for information on DEA activities, corxespondence, and
related papers.

Disposition: Destroy 2 years after release of information
approved.

File No. 370-09 (NCI-170-77- 1)

DEA Community Relations Files. Documents relating to \DEA
information programs with private and public agencies, \and
community groups on drug abuse prevention activities.
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-,

\Disposition: Destroy 5 years after termination of program.
F\i\le No. 370-10 (nci- 170- 77'0

In;\rmation Publication Distribution Files. Documents used in the
receipt, storage, and issue of information publications and
materials.

Dlspos1t”on Destroy 2 years after completing distribution.

File No. 3m 11(Ne)-1T0-77~1)

Commercial A\\horship Approval Files. Documents reflecting the
authorization Ror DEA personnel to speak or write on a regularly
scheduled basis\for commercial publications or interests.
Included are requests for approval, approvals, and directly
related papers.

Disposition: DestroX on expiration or revocation of the
approval.

File No. 370-12 (NCI- %o -17-1)

Charity Contribution Files Documents relating to contributions
by DEA activities to recognYzed healthp welfarenp and voluntary
fund raising organizationsp juch as the Combined Federal

Campaign.

Disposition: Destroy 2 years alNter termination of campaign.

File No. 370-13

Reservedn
File No. 370-14 (Nc)—l'?o—"l‘?—’\

Statistical Reporting Files. Copies of atistical summaries,
studies, program evaluations, surveys, and\contractor reports of
drug narcotic datan

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Maintain one record copy of each DEA publidation: Permanentnr
Transfer to Federal Record Center when 5 years d. Offer to NARA
when 15 years old. (2) Other material: Destroy years after
date of publication. b. Other officesnm Destroy years after
date of publication. .

File No. 370-15 (GRS 16-2a)

DEA Publications Files. These files consist of pamphlets,
reports, leaflets, or other published or processed documents,
produced on a regular basis. These documents are primarily in
narrative form (versus statistical), although they may contain
statistical information. Files may consist of a record copy,
coordination documentspy and input documentn

26-88
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Disposition. a. Office of Record:

1 DEA_World, or its successor publication-
no longer needed for reference.

2 All other publicationsc PERMANENT Transfer annually
to the WNRC Transfer to the National Archives when five
years old.

b. Copies held by other officesc Destroy when three years
old

Destroy when

File No. 370-16

Communication Services Program Management Filese Documents
related to establishing and administering the Communication
Services programs in DEA. Included are coordinating actions,
instructions, authorizing directives, reports, interpretations,
messagese correspondencege and similar or related documentse

Disposition: Destroy after 6 years.

File No. 370-17

Information Services Background Filese Documents used as
background material in developing and finalizing responses,
comments, speeches, remarks, testimony, or similar presentations
by DEA officialse Included are memosge brochures, transcripts of
testimony, DEA and non-DEA reports, Congressional reports,
newspaper and magazine articles, computer generated printouts, and
similar or related documentse

Disposition: Destroy when 3 years old, unless superseded sooner.

File No. 370-18

Executive Precis Filese Documents that summarize the education
and experlience of high level DEA officials (Administrator, Deputy
Administrator, Assistant Administrators, Special Agents in Charge,
etc.). Documents may be filed either alphabetically by name or
organizationally by position held.

Disposition: Destroy 2 years after incumbent vacates position by
to another agency, resigning, or retiring. Earlier
destruction authorized. .

File No. 370-19 and 370-20

Unassigned.

**File No. 370-21

Statistical Services Programs Files. Documents relating to
administering the Statistical Services function in DEA. 1Included
are coordinating activities, studies, reports, interpretations,
messages, correspondence, and similar or related documents.

Disposition: Destroy after 6 years.

** Addition
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File No. 370-22

Statistical Product Files. Finished statistical documents that
DEA produces, including periodic recurring reports, printouts or
extracts from automated systemspy and similar data furnished on

requestn

Disposition: (a) Office performing DEA-wide staff responsi-
bility: Permanent (Record Copy). Transfer to Federal records
center when 5 years old. Offer to NARA when 20 years old. (b)
Reference copies: Destroy when no longer needed for reference.**

File No. 370-23 and 370-24c

Unassigned.

File No. 370-25

Public Affairs Program Management Files. Documents related to
administering the Pubic Affairs function in DEA. Included are
coordinating actions, instructions, reports, interpretations,
messages, correspondence, and similar or related documents.

Disposition: Destroy after 6 years.

** Addition
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FREEDOM OF INFORMATION AND PRIVACY ACT FILES

These files relate to the administration of the Freedom of
Information and Privacy Acts within DEA.

FiI;\No. 380-01 (GRS No. l4-*%11%)

Freedo;\nf Information Act (FOIA) Requests Files. Files created
in responge to requests for information under the Freedom of
Informatiom Act consisting of the original request, a copy of the
reply theret, and all related supporting files which may include
official file\copy of requested record or copy thereof.

Disposition: a. Correspondence and supporting documents
(EXCLUDING the ofXicial file copy of the records requested if
filed herein)n

(1) Granting access td all requested records: Destroy 2 years

after date of reply.

. (2) Responding to reques for nonexistent records; to requestors
who provide inadequate descyiptionsp and to those who fail to pay
agency reproduction fees:, (%) Request not appealed: Destroy 2
years after date of reply. ( Request appealed: Destroy as
authorized under 380-02.

(3) Denying access to all or part \of the records requested: (a)
Request not appealed: Destroy 6 yewrs after date of reply. (b)
Request appealed: Destroy as authorized in 380-02.

b. Official file copy of requested recwyrds: Dispose according to

instructions in this appendix for the reNated records, or with the
related FOIA Request, whichever is later.

File No. 380-02 (GRS No. l4—-*12%*)

FOIA Appeals Files. Files created in responding \fo administrative
appeals under the FOIA for release of information Yenied by the
agency, consisting of the appellant's letter, a cop¥x of the reply
thereto, and related supporting documents, which may \fnclude the
official file copy of records under appeal or copy theXxeof.

. * Revision
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<BT&Qosition: a. Correspondence and supporting documents
(EXCDUDING the file copy of the records under appeal if filed
herein)> Destroy 6 years after final determination by DEA or 3
years aften final adjudication by courtsp whichever is latern

b. Of ficial ile copy of records under appeal: Dispose of in
accordance with proved disposition instructions for the related
record, or with tha related FOIA requests, whichever is later.

File No. 380-03 (GRS No. 1

FOIA Control Files. Files maint
responding to requestsn including
listing date, nature, and purpose of
of requestor.

ned for control purposes in
isters and similar records
quest and name and address

Disposition: a. Registers or listings: Destroy 6 years after

date of last entry. b. Other files: Destroy ears after final
action by DEA or after final adjudication by courts\ whichever is
later.

File No. 380-04 (GRS No. l4-*14*—sihhdem D)

FOIA Reports Files. Recurring reports dand one-time information
requirements relating to the agency implementation of the Freedom
of Information Act, including annual reports to the Congressn

Disposition: a. Annual reports at DEA level: Cut off annually

Transfer to the WNRC when g giears oldi Destroy when 30 years old.
[y - b‘

Other reports: Destroy when 2 years old opr sooner if no longer

needed for administrative use.

.

FiTe-No. 380-05 (GRS No. 14=-*15%)

FOIAA:;;;TEt{éﬁive Files. Records relating to the general

implementation o he FOIA, including notices, memoranda, routine
correspondencen and relgted recordsn

Disposition: Destroy when 2 ¥y
needed for administrative usen

rs old or sooner if no longer

File No. 380-06 through 380-19

Unassigned.

* Revision
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File\Wo. 380-20 (GRS No. 14-%21%)

Privacy\Act Requests Files. Files created in response to requests
from indXviduals to gain access to their records or to any infor-
mation in\the records pertaining to them, as provided for under 5
usc 5523(d)‘1). Files contain original request, copy of reply

thereto, and\all related supporting documents, which may include
the official *kile copy of records requested or copy thereofn

Disposition: ;§>fCorrespondence and supporting documents
(EXCLUDING the ofXicial file copy of the records requested if
filed herein)n

(1) Granting accessg\to all requested records: Destroy 2 years
after date of reply.h\

(2) Responding to requeNts for nonexistent records; to requestors
who provide inadequate de\criptionsn and to those who fail to pay
agency reproduction fees:mn\(a) Requests not appealed: Destroy
files 2 years after date of'Xeply. (b) Requests appealed: Dis-
pose of according to instructfons in item 380-21.

(3) Denying access to all or part of the records requested: (a)
For requests not appealed: Dest™oy 5 years after date of reply.
(b) For requests appealed, disposwe according to instructions in
item 380-21. b. Official file copX of requested records: Dis-

pose of in accordance with approved disposition instructions in
this appendix for the related records)\ or with the related Privacy
Act request, whichever is later.

File No. 380-21 (GRS No. 14-%22%)

Privacy Act Amendment Case Files. Files relaxing to an individw--
al's request to amend a record pertaining to tkat individual as
provided for under 5 USC 552a(d)(2); to the indiAvidual's request
for a review of DEA's refusal of the individualhs\ request to amend
a record as provided for under 552a(d)(3); and to \any civil action
brought by the individual against the refusing agenky as provided
under 5 USC 552a(g)m

Disposition: a. Requests to amend agreed to by agenc Includes
individual's requests to amend and/or review refusal to Rmendn
copies of agency's replies thereto, and related materials Dis-

* Revision
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LY

pose f in accordance with the approved disposition instructions
for thy related subject individual's record or 4 years after DEA's
agreemeit to amend, whichever is 1later.

b. Reques\ts to amend refused by agency. Includes individual's
requests to\ amend and to review refusal to amend, copies of
agency's replies thereto, statement of disagreement, agency justi-
fication for Xefusal to amend a record, and related materials:
Dispose of in Jccordance with the approved disposition instruc-
tions for the ralated subject individual's record, 4 years after
final determinatidn by DEA, or 3 years after final adjudication by
courts, whichever \is later.

C. Appealed request to amend. Includes all files created in
responding to appeals\under the Privacy Act for refusal by any
agency to amend a recoxd: Dispose of in accordance with the
approved disposition in tructions for related subject individualns
record or 3 years after, Ninal adjudication by courts, whichever 1is
later. Y

File No. 380-22 (GRS 14-%23%)

Privacy Act Accounting of Discldsure Files. Files maintained
under the provisions of 5 USC 55%a(c) for an accurate'accounting
of the date, nature, and purpose Of each disclosure of a record to
any person or to another agency, imcluding forms for showing the
subject individual's name, requestorN s name and address, purpose
and date of disclosure, and proof of gubject individual's consent
when applicable.

Disposition. Dispose of in accordance with the approved disposi-
tion instructions for the related subject\individual's records, or
5 years after the disclosure for which the\accountability was -
made, whichever is later.

File No. 380-23 (GRS No. l4-%*%24%)

Privacy Act Control Files. Files maintained for dontrol purposes
in responding to requests, including registers and \similar records
listing date, nature of request, and name and addre of

requestor.

Disposition: a. Registers or listings: Destroy 5 yeaws after
date of last entry. b. Other files: Destroy 5 years aXter final
DEA action or final adjudication by courtsp whichever is ater.




Appendix 0750A
Page 59

File No. 380-24 (GRS No. 14-*%25%- Sub‘khﬁ&>

Privacy Act Reports Files. Recurring reports and one-time infor-
mation requirement relating to agency implementation, including
annual reports to the Congress of the United Statese, the Office of
Management and Budgete and the Report on New Systemse

Disposition: a. Annual reports at DEA levele (Cut off annually.
Transfer to the WNRC when 10iyears oldi Destroy when 30 years old.

D.
Other reports: Destroy when 2 years old.

FiTeuNo. 380-25 (GRS No. 14-%26%)

Privacy Ac eneeal Administrative Fdlese Records relating to the

general agency plementation of the Privacy Acte, including
notices, memorandaiy~routine correspondence, and related records.

Disposition. Destroy whe years old or sooner if no longer
needed for administrative usex

* Revision
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DETAIL ACCOUNTING FILES

Thege files pertain to invoices, vouchers, purchase orders, and
‘related documents that show detail accounting of receipts
‘'sbursements of DEA funds.

401-01 (GRS G- la)

Paid Ve;}&r Invoice Files. Copies of paid invoices are maintained
aIphabetica{iy by vendor.

Disposition:™ Cut off at the end of the fiscal year. Destroy 6
years, 3 monthg after period of the account.

GRS - la)
A

Paid Government Oﬁkigations Files. Copies of Vouchers of
Transfers between Aggiopriations and/or Funds (SF-1080) and
1

File No. 401-02

Vouchers and Schedu of Withdrawals and Credits (SF-1081) that
reflect payments made:\to other Government agencies by DEA.
Documents are maintainb@ alphabetically by agency, except those
pertaining to the GeneraY Services Administration which are
maintained by GSA region.

Disposition: Cut off at th® end of the fiscal year. Destroy 6
years, 3 months after periodN\of the account.

File No. 401-03 (GRS G- la)‘

Paid Travel Voucher Files. Copfe of Travel Voucher (SF-1012)
that reflect payments for travel performed by DEA employees.
Vouchers are maintained alphabeticaYly by traveler's name.

Disposition: Cut off at the end of the fiscal year. Destroy 6
years, 3 months after period of the acdpunt.

File No. 401-04 (4GRS (- la)

Paid Purchase Order Files. Copies of Orde
Services (OF-347) that reflect payments by A. Paid purchase
orders are attached to the appropriate invoicke with the receiving
report and filed as an integral part of the Pa¥dd Vendor Invoice
Files (401-01).

for Supplies or

Disposition: Cut off at the end of the fiscal year. Destroy 6

years, 3 months after period of the account.
File No. 401-05 (NCI-I’?O—W'D

Unpaid Purchase Order Files. Copies of Orders for Suppliies or
Services (O0F-347), iIncluding contracts, which DEA has no% paid.
Maintain documents by purchase order number.
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Digb@sition: Cut off at the end of the fiscal year. Maintain
until\Q:ijgation by DEA is paid. Transfer to paid file (401-04)n

File NoN\401-06 (4RS & -/4)

Paid Gove;khgnt Travel Request Card Files. Copies of Government
Travel Request (SF-1169) that reflect payment by DEA. Cards are
maintained inns¢rial number sequence.

ff at the end of the fiscal yearn Destroy 6
period of the accountn

o- 77—’)

Disposition: Cut
yearsn 3 months aft

File No. 401-07 (MnCI-

Unpaid Government Travel quest Card Filesm Copies of Government
Travel Requests (SF-1d69) which DEA has not paid. Cards are
maintained in serial number s&guence.

Disposition: Cut off at the end
until obligation by DEA is paidn

File No. 401-08 /4RE & - (4)

Paid Transportation Schedules Files. Copies of Voucher and

Schedule of Payments (SF-1166) that reflect payments by DEA to
common carriers. Schedules are maintained in serial number

sequencen

f the fiscal year. Maintain
.ansfer to paid file (401-06).

Disposition: Cut off at the end of the fiscal year. Destroy 6
years, 3 months after period of the account.

File No. 401-09 (4 RS & - 1G]

Paid Government Bill of Lading Files. Copies of Government Bill
of Lading (SF-1103) and Public Vouchers for Transportation Charges
(SF-1113% that reflect payment to common carriers by DEA. Bills
of Lading are maintained in vendor name sequence.

Disposition: Cut off at the end of the fiscal year. Destroy 6
years, 3 months after period of the account.

File No. %n1-10 (NCI- I1T0-27-1)

Unpaid Gove?}ment Bill of Ladineg Files. Copies of Government Bill
of Lading (SF- f$D3) for which the common carrier has not been paid
by DEA. Bills o Lading are maintained in serial number

sequencee.

the end of the fiscal yearmn Maintain

Disposition: Cut off a
paid. Transfer to paid file (401-09)n

until obligation by DEA
File No. 401-11 (GRS 6- (4

Reimbursable Moving Expenses and Taxes Withheld Files. Reports of
Federal and state taxes withheld from wages of DEA employees who
had a permanent change of station.

Disposition: Cut off at the end of the fiscal year. Destroy 6
years, 3 months after period of the account.
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File No. 401-12 (4RS 6-/a)

Travel Advance Card Files. Copies of Application and Account for
Advance of Funds (5F-1I038) concerning payment to employees for
official travel. Maintain cards in alphabetical sequence by
traveler's name.

Disposition: Destroy 6 years, 3 months after period of the
accountn

File No. 401-13 (&RS &-/(a)

Imprest Fund Account Files. Documents accumulated by imprest fund
cashiers/subcashiers which reflect the receipt and accounting for
imprest funds. Included are copies of the Request for Change or
Establishment of Imprest Funds (OF-211), Reimbursement Vouchers
(0OF-1129), Request for Permanent Change in Imprest Funds
(SF-1191), Monthly/Quarterly Audit Fund Report (DEA-153),
Designation of Subcashier or Alternate Subcashier/Change in
Imprest Fund (DEA-358), and other related forms of reimbursement
vouchers and receipts for imprest funds. Also included are
various logs used to control the funds, such as the Flashroll Log
and the Foreign Currency Log.

Disposition: Cut off at the end of the fiscal year. Destroy 6
yearsn, 3 months after period of the accountn

File No. 401-14 (GRS (- (4)

Imprest Fund Shortage Filesm Documents accumulated by the
accounting officers which reflect imprest fund shortages, such as
reports with supporting and related documentsn

Disposition: Cut off at the end of the fiscal year. Destroy 6
yearsy 3 months after period of the accountn

File No. 4qf§12 (Nu—i’)o—'l’?-’)

Travel Account;b lity Files. Log registers and related devices
that are used tom ecord the receipt and issuance of accountable
transportation for such as, Government Bill of Lading (SF-1103),
Government Transpor\ation Request (SF-1169), and Government Tax
Exempted Certificate} SF-1094).

\\4.
Disposition: Destroy 1
registers are cleared.

File No. 401-16 (GRS 6—L|

xear after all entries on the log

Monthly Disbursement and Collection Document Files., Copies of
vouchers that reflect disbursememts made by DEA and collections
received by DEA. Included are Sta{ement of Transactions (SF-224),
Vouchers of Transfers Between Appropriations and/or Funds
(SF-1080)p Vouchers and Schedule of thdrawals and Credits
(SF~1081), Schedules of Cancelled Checks (SF-1098), Vouchers and
Schedule of Payments (SF-1166), and Stasement of Transactions
(SF-1224d).

-26-88
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Disposition: Cut off at the end of the fiscal yearrn Destroy 6
years, 3 months after period of the accountn

File No. 401-17 (4RS 6-/a)

Certificate of Deposit Files. Copies of Certificates of deposit
(SF-219) and supporting vouchers reflecting payments made by DEA
to the U.S. Treasury.

Disposition: Cut off at the end of the fiscal year. Destroy 6
years, 3 months after period of the accountnr

Fije No. 401-18 (GRS 6-/4)

Megﬁanized Accounting Document Files. Copies of documents posted

DEA computerized accounting system. Included are allowance
documents, obligation documents, duplicate copies of disbursement

vouchers,, liquidated and posted schedules, and correction

noticesn

Disposition\y Cut off at the end of the fiscal year. Destroy 6
years, 3 mon\hs after period of the account.

File No. 401-1

N\
Mechanized AccoUﬁ@ing Transaction Reports Files. Weekly and
monthly reports that are generated by the DEA computerized
accounting system.\\These include obligation I.D. master,
expenditure and alldowance report, monthly transaction register,
notice of payments, tXavel advance statement, listing of travel
advance balance, projext summary report on obligations, report on
obligations and expendiXures, listing of valid batches by month,
and related reportsn

eekly reports 3 months after the period
of account. b. Destroy mom\thly transaction register and other
documents 3 years after the riod of account. <c¢. Destroy
year—-end reports 6 years, 3 moywths after period of the account.

File No. 401-20 (GRS 6~ 1a)

Paid (Closed) Obligation Account Fxles. Copies of obligation
documents and supporting papers thal\ reflect payments made from
DEA accounts during the course of operation of the agency.
Documents are maintained in cost centex number sequencen

Disposition: a. Destroy

Disposition: Cut off at the end of the iscal year. Destroy 6
years, 3 months after period of the accougt.

File No. 401-21

Unpaid (Open) Obligation Account Files. Copies\of obligation
documents and supporting papers for which payment has not been
made by DEA. Documents are maintained in obligatNon number
sequencen

Disposition: Cut off at the end of the fiscal yearn\ Maintain
until obligation by DEA is paid. Transfer to paid filke (401-20)n
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File No. 401-22

401-23 (GRS 6-1a)

Account;ﬁ§§@8ivable Files. Records of accounts receivable
pertanmnngn tg travel aavances paid to employees and bills
submitted bynBEA to vendors or other agenciesny pending payment to
DEA. Records axe maintained in account number sequence.

Disposition: Cut
years, 3 months aft

File No. 401-24 (N|—

ff at the end of the fiscal year. Destroy 6
period of the accountn

~86-2)

Delinquent Travel AdvanceNiles. Records that reflect overdue or
delinquent repayment of tra\gi advance funds that were paid to an
employee. Records are maintained in alphabetical sequence by
employee name.

Disposition: Cut off at the end of the fiscal year. Destroy one
year after payment of funds to DEA,

File No. 401-25 (Ni-170-8L-2.)

Obligation Control (Log) Register Filesm Used to record and
control the assignment of fiscal accounting data, consisting of an
entry in the register for each obligation.

Disposition: Destroy at the end of the fiscal year in which the
account iIs closed.

**File No. 401-26

Detail Accounting Management Files. Correspondence, instructions,
studies, messages, 1interpretations, and coordinating actions
related to the administration and operation of the detail
accounting progranm.

Disposition: Destroy when 6 years old.**

** Addition

-
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SUMMARY ACCOUNTING FILES

These files pertain to the ledgers, journals, and related
documents that summarize DEA financial transactions, showing the
nature of receipts and expenditures of funds.

.
\19_ No. 410-01

A:§Qun;ing Journal Files. Documents relating to books of original
entr&EEaintained to record all financial transactions and to
summanize accounting for monthly postings to the general ledger.
Included are the general journals and special journals, such as
fund receipt, fund disbursement, and related documents.

Dispositiok: Cut off at the end of the fiscal year. Destroy 10
years after\N¢lose of fiscal year involvedn

R
File No. 410-0RQ

General Ledger FXles. Documents relating to general ledgers which
contain the accoumts necessary to reflect financial operationsgy
such as asset accomuts, operating accounts, and liability
accounts. These acdqQunts are maintained to establish in summary
form the status of th® accountsp operations for the month, and to
provide a medium for virifying the accuracy of reports and

subsidiary ledgers. N

Disposition: Cut off at “dhe end of the fiscal yearn Destroy 10
years after close of fiscal\year involved.

File No. 410-03

Subsidiary Ledger Files. Documegnts relating to subsidiary ledgers
maintained as a source for ascertygining the composition of general
ledger accounts, accumulated detail for analysis and reporting
purposesy and verification of the adcuracy of general ledger
accounts.

Disposition: Cut off at the end of the\fiscal year. Destroy 10
years after close of fiscal year involve

File No. 410-04 (GRS 7-2)

Trial Balance Files. Documents relating to ial balances
prepared from general ledger accounts, includiyRg trial balance
sheets and related papers.

Disposition: Cut off at the end of the fiscal ye

. Destroy 6
yearsn 3 months after period of the accountn \

-3,

File No. 410-05

Subsidiary Monthly Payment Files. Documents relating to monthly

payment schedules, allotment schedules, and transmittals.
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Diggbsition: Cut off at the end of the fiscal year. Destroy 6
yearsﬁ\i\zonths after period of the account.

File No. 10-06 (IUCI—MO—'??")

Biweekly A:}nuntinq Station List Files. Payroll 1list printouts
that are prepagred every two weelks which show summary accounting
transactions by\organization, object class, prior year, and
current yearn

1 year after receipt of printoutn
7-2)

Summary Accounting Reporting Files. Copies of reports forwarded
to higher echelon, such as \Y)epartment of Justice, Department of
Treasury, and Department of Yommerce. Included are the following
reports with related documents\ budget status report, financial
statement of condition, obligatMon report by object class,
statement of transactions, transactions of the Federal Government,
statement of unexpended balances of appropriated funds, Federal
outlays by geographic location, statement of receipt account, and
statement of appropriation accountn

Disposition: Destr
File No. 410-07 (4R

.
.,

Disposition: Cut off at the end of iscal year. Destroy 6
years, 3 months after period of the accou t.

**File No. 410-08

Summary Accounting Management Files. Correspondence, instruc-
tions, studies, messages, interpretations, and coordinating
actions relates to the administration and operation of the summary
accounting program.

Disposition: Destroy after 6 years.**

** Addition
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PROCUREMENT MANAGEMENT FILES

These files relate to the management and administration of

procurement of equipment, services, supplies, and other materials.
Specific purchase and contract transaction files are contained in
File No. 490 series.

File No. 480-01

Supplemental Regulationsj Policiesi, and Decision Files. Documents
relating to revisionsi additionsi interpretationsi and decisions
in the Federal Acquisition Regulationsj Federal Property Manage-
ment Regulations, Department of Justice and internal DEA policies
and procedures. '

Dispositioni Destroy when superseded or obsolete.

File No. 480-02

Contracting Authority and Administration Files. Documents which

delegate and rescind contracting authority to/from specific

individuals, including limitations and scope of authority.

Contract administration staff responsibilities are also included.
arde 3 r~onths

Dispositioni Destroy 6 yeargﬂafter recession.

File No. 480-03

Recurring Procurement Reports Files. Documents relating to
reporting systems designed to provide statistics and status
concerning procurement activity and advanced procurement
planning.

and 3 ™o wUns
Disposition: Destroy 6 yearqﬂafter end of fiscal year of
preparation.

File No. 480-04

Procurement Reviews, Inspections, and Audit Files. Documents
relating to the review, inspection, and audit of procurement
matters and contracts for such aspects as legal sufficiency,
appropriateness of award, reasonableness of cost and price,
preparation of documents, etc. Included are copies or extracts of
reports made by DEA inspectorsi procurement staff personneli and
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DOJ or GAO auditors. Also included are recommendations for
corrective action, resolutions, and related followup correspond-
ence. Replies to Freedom of Information requests for purchasing
information are also included.

ard- 3 MGY\“’"\S
Dispositioni Destroy 6 years,after date of final report or 1 year
after final resolution if pending longer than 6 years.

File No. 480-05

Procurement Misconduct Files. Documents relating to specific
incidents of unauthorized or illegal procurement and referrals to
the Office of Inspection of suspected fraudji misconductj or
criminal conduct in connection with procurement matters.
Ratifications of emergency unauthorized procurements are

included.
and 3 months

Dispositiont Destroy 6 yearspafter date of final report or 1 year
after final resolution if pending longer than 6 years.

File No. 480-06 & § \\~ @ 2Vi0ws \nag e

Debarxed Bidder List Files. Documents relating to the susgension

T P § contractual relationships with the
Departmext of Justice or DEA. Included are lists of debarred,
ineligibley. or suspended bidders; status reports and
recommendations relating to bidders appearing on the lists;
modifications\,deletionsi and additions to the listsj and similar
or related docupents.

Dispositioni Des

oy when superseded or obsolete.

HFA @wu%wo MWQ

Bidder List Files. Cards\and source lists of firms for each
Service or item procured frequently or in significant quantities.
Included are form SF-129 (BiYders Mailing List Application),
annual lists from location Small Business Administration, and
minority business information.

File No. 480-07

Disposition: Destroy when superseded or obsolete.

File No. 480-08

Unsolicited Vendor Proposal Files. Documents relating to the
receipt and acknowledgement of product or service solicitation

from firms or individuals. Accepted proposals become part of the
purchase or contract file under file 490-01 or 490-03, as

applicable.

Disposition: Destroy unsuccessful unsolicited vendor proposals
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INDIVIDUAL PROCUREMENT TRANSACTION FILES

These files relate to the administration of individual procurement
transactions which include documents relating to the negotiationj
commitmenti and placement of contractsj purchase ordersj and

comparable instruments.

Files that are known to be pertinent to an unsettled claim,
incomplete investigation, or pending litigation will not be
destroyed until settlement of the claim or completion of the
investigation or litigation. In addition, records relating to
contracts involved in appeals handled by a Board of Contract
Appeals will be retained for a period of seven years from the date
of the decision of the board.

**GAO has certain statutory responsibilities which require that
purchasing and contract files be made available for review. The
copy of the purchase order or contract maintained by the
Contracting Officer may be requested by GAO.

Individual procurement transactions are filed by the Contract
Specialists and Procurement Agents in sequential order by register
number assigned. Separate registers are maintained fori

Open Market Small Purchases up to $25,000, Federal Supply
Schedule Delivery Orders, Blanket Purchase Arrangements, Leases
for Real Property

GSA FEDSTRIP Reyuisitions
Open Market Contracts Over $25,000

Interagency Procurement Agreements are filed alphabetically by
project title,.**

File No. 490-01

Small Purchase Files. Documents relating to market purchasesj
including leases for real property, of $25,000 or less;
**xconstruction contracts under $2,000;** GSA FEDSTRIP
requisitions; Federal Supply Schedule delivery orders and Blanket
Purchase Arrangements. Included are DEA Form 19, DEA Form 261,
DEA Form 264, SF-18, SF-344, and OF-347/348, and any other
supporting correspondence or documentation which provide an audit
trail of each purchase.

** Addition
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Disposition: Destroy 3 years after receipt of final receiving
report,

File No. 490-02

Interagency Procurement Agreement Files. Documents relating to
reimbursement agreements between agencies for the purpose of
obtaining servicesj suppliesi equipment, or other materials
against an existing contract (not Federal Supply Schedules) that
has been awarded by either DEA or other agencies.

ard 3 m~orths
Disposition: Destroy 6 years after end of fiscal year final

payment is made.

File No. 490-03

Contract Files. Documents relating to all types of agreement and
orders placed on the open market to procure equipmentj suppliesj
services, or property (including leases for real property) having
a dollar value over $25,000, **and all construction contracts
exceeding $2,000.** Included are requests for contracts,
standardized drawings and specifications, the successful bid,
unsuccessful bids, determinations, findings, and related
summaries, and any other pre-award and contract administration
documentation which provide an audit trail of each contract.

Disposition: Destroy 6 years and 3 months after final payment is
made.

File No. 490-04

Tax Exemption Certification Files. Documents and registers
relating to issuing tax exemption certificates which indicate
proof of exemption of taxes excluded from the purchase price under
procurement regulations.

Dispostioni Destroy documents 6 years after period covered to
related amount.

** Addition
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EQUAL EMPLOYMENT OPPORTUNITY FILES

These files relate to DEA compliance with Federal Government
policy guaranteeing equal employment opportunity to all persons
without regard to race, *sex, color, national origin, religion,
age or handicap.*

File No. 501-01

Equal Employment Opportunity Statistical Reporting Files.
Documents related to reporting on activities and conditions
related to equal employment opportunity. Included are *DEA
workforce reports on recruitment hiring, and promotions; general*
statistical and narrative reports; summaries; consolidations; and
similar or related documents.

Disposition: a. Office performing DEA-wide staff responsibility:
Destroy > years after submission of reported data. b. Other
offices: Destroy 2 years after submission of reported data.

File No. 501-02

Reserved.

File No. 501-03

Equal Employment Opportunity Complaints System Filesm Documents

reflecting *discrimination® complaints of personnel., Included are
complaints, transmittal letters, investigative data and summaries,
finding of fact statements, final disposition reports, acceptance
statements, withdrawal notices, and similar or related documentsn

Disposition: Case resolved by DEA: Destroy 7 years after final
adjustmentn

File No. 501-04

Equal Employment Opportunity Affirmative Action Program Files.
Documents created *when 1Implementing affirmative action¥
objectives and actions within geographical areas under a field
Division's jurisdiction.

Disposition: Destroy 5 years after plan is approved.

File No. 501-05

Equal Employment Opportunity Special Emphasis Program Files.
Documents created in developing, coordinating, executing, and
disseminating guidance relative to specific EEO programs that are
designed to improve hiring, promotion, training, and assignment of
DEA employees. Included are the Federal Women's Program, *Hispan-
ic Employment Program, Black Affairs Program, Asian/Pacific
American Program and Selective Placement Program for Handicapped
Personsn*

Disposition: Destroy 5 years after termination of program.

* Revision

88-15 ADMINISTRATIVE MANUAL 9-26-88



Appendix 0750A
Page 74

**File No. 501-06

Equal Employment Opportunity Program Management Filesn
Correspondence, instructions, studies, messages, interpretations
and coordinating actions related to the administration and
operation of the equal employment opportunity programe.

Disposition: Destroy after 6 years.**

** Addition
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PERSONNEL PROGRAM FILES

These files relate to statistical reporting, inspections of DEA
personnel activitiesi and documents produced by the Justice
Uniform Personnel System (JUNIPER).

File 1& 510-01 (NC |- 170~ 11" )

Personn;}\Program Reporting Files. Documents which provide data
concerning\g;Tious aspects of DEA personnel management activities.

Included are statistical and narrative reports; consolidations,
summariesi extracts of reportsji and similar or related documents.

Disposition: ~ stroy 3 years after submission of program data.

File No. 510-02cd )

C1-170-17-1)

iles. Documents reflecting inspections
conducted by the Off1 of Personnel Management and other
authorized agencies. cluded are reports of inspection, reports
of corrective action takg¥n, and similar or related documents.

Personnel Inspection,

Dispositioni Destroy 1 ig\rﬁafter next comparable inspection.

_13

JUNIPER Printout Files. Documents consisting of computerized

personnel listings that are generated by the Justice Uniform
Personnel System (JUNIPER).

File No. 510-03 (NC‘.D-— 1No—\q

Dispositioni a. Expiration of apﬁql tments and transaction and
error register listing: Destroy 6 momths after receipt. b. DEA
separations by seriesi JUNIPER suspense\rosteri probationary or
trial period conversions, DEA promotion Xoster, cumulative list of
DEA promotions, and within-grade roster 1listings: Destroy 1 year
after receipt. c¢. JUNIPER manpower analysis roster (maintain one
copy of monthly roster)i Destroy 3 yearsialter receipt. d.
Accessions and separations listing: Destroy™5 years after
receipt.

File No. 510-04 (Nc,,.—/’[o—?']—- I)

JUNIPER Microfiche Files. Documents consisting of
listings that are generated by the Justice Uniform Personnel
System (JUNIPER).

87-20 ADMINISTRATIVE MANUAL 6-29-87



Appendix 0750A
Page 76

Personnel listings in alphabetical sequence by

equence by social security number: Destroy 6

i\\b. Master file displayi Destroy S5 years
N

Disposition: a.
name and numerical
months after receipt
after receipt.

File No. 510-05 (Nc‘.l'l’w ’7%'(\
Payroll Systems Printout Flles.QgDocuments consisting of listings

that are generated by the computetized output from the time and
attendance report (DOJ Form 225a).

Disposition: a. Time and attendance }gave discrepancies:
Destroy 6 months after receipt. b. Per onnel and payroll master
discrepancies reporti Destroy 1 year aftex~rece1pt.

File No. 510-06

Personnel Correspondence Files. Correspondencej reportsi memo-
randaj and other records relating to the general administration
and operation of personnel functions, but excluding records
specifically described elsewhere in this schedule and records
maintained at agency staff planning levels.

Dispositioni Destroy when 3 years old.
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PERSONNEL POSITION AND PAY FILES *

These files relate to pay rates and other monetary benefits for
civilian employees, including the determination of position
classification for pay purposes.

File No. 520-01

Reserved.

File No. 520-02A\(NCI—170-177- )

Master Position Description Files. Documents used in analyzing a
specific p051t10nu$Q determine whether the position matches an
existing position. *NIncluded are OF-8 (Position Description) and
similar or related doguments.

Dispositioni a. Desfr y original copy S5 years after position is
abolished or descrlptlon is superseded. b. Destroy other copies
when position is abollshe or description is superseded.

- 1)

Organization Files. Documents Xeflecting a complete record of
positions in each organizational\segment. Included are individual
folders containing organization chartj position descriptionj and
questionnairesi if usedi and simil or related documents.

File No. 520-03 (NC{—-I'?O-\?\:\

Dispositioni Destroy when superseded\ or obsolete.

File No. 520-04 (NCI- 170-17-1)

Position Standard Files. Documents which
evaluating positions and consist of Office
and Department of Justice classification and \gualification

standards. Included are position evaluation cisions, post-audit
reports by Office of Personnel Management which have the effect of
standardsj and similar or related documents.

rovide guidance in
Personnel Management

Disposition: Destroy when standard is superseded

r obsolete.
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File No. 520-05 (NCI=)970- 27 ~/)

Posi:}nn Standard Development Filesm Documents relating to
develophng classification or qualification standards. Included
are tentative drafts of standards, correspondence, project
schedules,\and similar or related documents.

Disposition: Review at least once a year after publication of
final standards\ and destroy all papers which have been superseded
or are no longer\applicable.

File No. 520-06 (N - 170~ 97-7)

Post Differential and Allowance Files. Documents which provide
overseas personnel officas with a means of documenting an
employee's eligibility for\ foreign post differential and foreign
quarters and post allowance Included are Standard Form 1190
(Foreign Allowances Applicatidon, Grant, and Report) and similar or
related documentsn

Disposition: Destroy on separatiqn of employee from the agency.

File No. 520-07 (MN¢/-/76-77- 1)

Wage Rate Files. Documents relating to he determination and
application of base rate schedules for wajxe board jobs. Included
are tentative and revised schedules of full scale wage surveyssp
and requests for changes to survey schedules\ minutes of meetings;
comments, recommendations, and justifications) collected and
supplemental wage data concerning regular and o\ertime rates,
bonuses, incentives, and shift differentials, dabka summaries; wage
schedules; notifications of wage schedule applica and
similar or related documentsn

Disposition: Destroy when superseded or obsoleten

File No. 520-08

Payroll Correspondence Filesn Correspondencen memorandap and
other records relating to pavroll problems of employees, the
general administration and operation of payroll functionsp but
excluding records specifically described in this appendix.

Disposition: Destroy when 3 years old.
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File No. 520-09

Attendance and Leave Files. Correspondence and other documenta-
tion pertaining to the general administration of employee
attendance and leave, and resolution of attendance and leave
problems, but excluding records specifically described in this
appendix. **Documents include instructions and interpretations
dealing with administering the Time and Attendance Program,.**

Disposition: Destroy when 5 years old.

Pile No. 520-10 (4 2§ |- 1¢ (1))

Po;}X@on Classification Survey Report Files. Survey reports on
vario positions prepared by classification specialistsj
includa periodic reports.

Destroy when 3 years old or 2 years after regular
ichever is sooner.

Dispositionx
inspection,

(RS No.1-17¢ (23)

Position Classificatien Inspection, Audit, and Survev Files.
Correspondence, memoraﬁga, reports and other records relating to
position classification Nyspections, surveys, desk audits, and
other evaluations.

Piles No. 520-11

Dispositioni Destroy when obs&Qlete or superseded.

File No. 520-12 (& R Mod="N4d)

Position Classification Appeals Files.\ .Case files relating to
classification appeals and position revIigews.

Disposition: Destroy 3 years after case is\closed.

**Pile No. 520-13

Premium Pay. Documents related to Administratively Uncontroll-
able Overtime pay, compensatory overtime pay, overtime, hazardous
pay, differentials, and other forms of pay other than regular pay.
Documents consist of correspondence, forms, printouts, etc., that
request, authorize, and report the various forms of premium pay.

Disposition: Destroy after GAO audit or 3 yearsj whichever is
sooner , **

** Addition
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EMPLOYMENT SERVTCES FILES

These files relate to selecting and retaining employees for DEA.

File No. 530-01 (NCI-1T0-17" ')

C1v1;\§erv1ce Certificate Files. Documents providing a record of
requests\to the Office of Personnel Management (OPM) for certify-
ing eligibles and reporting action taken on certificates of
eligibles. ncluded are Standard Form 39 (Request for Certifica-
tion) (Copy 3)» OPM Form 2934c (Statement of Reasons for Passing
over a Preferende Eligible and Selecting a Nonpreference Eligible)
and similar or related documents.

Disposition: Destro ‘2 years after date of certification.

File No. 530-02 (NCI- 11 l\’?? 1)

‘reflecting persons separated by
\y service, or haviang other

In either the restoration
list section of these files,
ned to the employee

‘of restoration or

Re-employment Files. Documen
reduction-in-force or for milit
restoration or re-employment righss.
section or the re-employment prioriN
the file on an individual may beiret
evaluation record file upon fulfillmen
re-employment obligation.

Disposition: a. Restoration activity: Des{roy when obligation
1s terminated or restored. b. Re-employment ‘rlorlty list

activityi Review at end of each calendar year.ih Place forms for
employees separated for 2 years in an inactive fi1 & hold 1 yeari
then destroy. Place forms for employees separated \for 1 year in
an inactive file, hold 1 year, then destroy.

File No. 530-03

*Delete.*

**File No. 530-04

Employee Processing Files. Documents may include Employee
Clearance Record, Exit Interview Questionnaire, and similar or
related documents used to record an employee's departure from the
agency.

Dispositioni Destroy 2 years after the employee leaves the
agency .**

* Revision
** Addition
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EMPLOYMENT APPLICATION FILES

These files relate to considering, rating, and processing
applications for employment by DEA.

File No. 540-01 (NeEl-1T0- 117 ‘)

Sﬁalification Standard Files. Documents used in rating
appNications for appointments and approving noncompetitive
actions. Included are index to standards; OPM Handbook X-118, OPM
Depart‘%ptal Circular 5883 examination announcementsj special
standards.;,, such as promotion and training agreements; and similar
or relate¥; documents.

Destroy when qualification standard is superseded.
ndards may be retained until OPM inspection
during which the standard was applicable).

Disposition :\
(Superseded s
covering perio

File No. 540-02 (N

Active Empnloyment Aopplication Files. Documents pertaining to
individuals who can be nsidered for appointment. Included are
applications and related

years (with prior approval of OPM or
port).

Disposition: Destroy after
on receipt of OPM 1inspection

tions having a direct bearing on
gction is completed.

Note: In all cases retain appli
the appointment in question until

File No. 540-03 (NC1—170-11-1)

Dycuments pertaining to

ot qualified for
decline or will not
period of time, and
clude selection.

Inactive Employment Application Files.
applicants for Federal employment rated as
consideration for appointment, applicants wh
be available for appointment for an indefinit
applicants for who employment determinations p
Included are applications and related documents.

Disposition: Destroy after 2 years (with prior appkoval of OPM),
or on receipt of OPM inspection report.
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**File No. 540-04

Announcement, Notification, and Publicity Files. Included are
position announcements, notices of scheduled examinations, public
notices of opportunity to compete, and material reflecting all
efforts made to reach the best sources of quality candidates
(e.g. paid advertising).

Disposition: Destroy 5 years after terminating related register,
announcement, or advertisement.

File No. 540-05

Requests for Information Files. Documents consist of requests for
information on announced position vacancies and DEA employment in
general, plus the response to the request. Included are
unsolicited resumes and SF-171's.

Disposition: Destroy after 2 years.**

**x Addition
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INDIVIDUAL EMPLOYEE FILES

These files relate to documenting the service of each individual
employee of DEA and its consultants.

File No. 550-01

Official Personnel Folder Files. Documents which reflect
qualifications, efficiency, promotions, awards, and similar
information on a DEA employee. Included are individual personnel
folders, Notification of Personnel Action (SF-50), and allied
forms and related documents.

Disposition: a. Transfer of employee: Transfer folder to new
employing office. b. Separation of employee: Retire to National
Personnel Records Center (Civilian), 111 Winnebago Street, St.
Louis, MO 63118. NOTE: Maintain and dispose of temporary
records on left side of OPF in accordance with FPM Chapter 293 and
Supplement 293-31c¢

Fide No. 550-02 (NCI-170-17T 1

Expe;:\npd Consultant Data Files. Documents reflecting the namesj
designatisgs, rates of compensation, duties, and number of days
service of w®sgperts and consultants. Included are extra copies of
personnel actikQnsi descriptions of services to be performedi and
similar or reladed documents.

2 years after separation of employee.
ii

Disposition: Dest:

File No. 550-03 \\\\

~N
Employment and Financial In£§ﬁest Statement Files. Documents
reflecting Government employmen private employment, and
financial interest of DEA employe required to file such
statements as required by the DEA Peéersonnel Manual. Included are
statements of employment and financial\ interests, supplementary
statements, reports of change, review c ents, and related
papers.

Dispositioni Destroy 2 years after separatio
reassignment, or death of the individual.

;. retirementj
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File No. 550-04

Notification of Personnel Action Files. Documents which consist
of copy No. 6 (utility copy) of SF-50, which is filed by nature of
action in chronological sequence.

Disposition: a. Accessions and separations: Destroy 10 years
after the effective date of the nature of action. b. Other
documentsi Destroy 2 years after the effective date of the nature
of action.
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PROMOTION, PLACEMENT, AND CAREER MANAGEMENT FILES

These files relate to the promotion, placement, and career
management of DEA employees.

File No. 560-01 (NCI-170—17- 1)

Referral and Selection Files. Documents reflecting placement and
promotion actions under the Merit Placement and Promotion Program.
Maintain in chronological order by date of certification.

Disposition: Destroy after 2 years or after regularly scheduled
OPM inspection.

no-11-1)

Placement Consideration Fjles. Documents pertaining to employees
considered to fill a vacandy but not selected and held for future
consideration of employee. HMicluded are requests for considera-
tion, vouchers, results of int rviews, qualification summaries,
copies of notices of eligibilityy and similar or related
documents. \

File No. 560-02 (NCI

Disposition: Destroy after 2 years o
OPM inspection.

after regularly scheduled

File No. 560-03

*Delete*

File No. 560-04

NCI-1m0-11-1)

Career Management Fi

S. Documents related to formulating and
directing a planned sy

em for the progressive development of
employees and to provide source of input to meet continuing
staffing requirements within designated career occupational
fields. Included are coordinating actions, studies, interpre-
tations, and published record cupies of instructions; DEA wide
lettersji messagesi newslettersi a similar or related documents.

Disposition: Destroy S5 years afteris
obsolete.

tem is superseded or

* Reserved
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Fne\«g. 560-05 (NCI—I7D'77"’)

Occupa;}onal Inventory Files. Documents reflecting qualifica-
tions, availability, appraisals, and other data on persons
registered\ in specific career fields. Included are forms,
printoutsi wnd similar or related documents.

Disposition: \Destroy 2 years after individual is no longer
eligible for cynsideration.
\,
Xy
2

File No. 560-06

*Delete . *

File No. 560~07 (NC/-Nlo-77—1)

Career Trainee Input Regq }rement Files. Documents reflecting
trainee input requirements in occupational fields. Included are
letters, forms, printouts, \and similar or related documents.

Disposition: Destroy 2 years after the end of the fiscal year for

training input requirements.

**File No. 560-08 (N|—- |70- 68

Special Agent Career Management Files. Documents reflecting
offers or notices of assignment toinsts of indicated preference.
Also included are offices of preference by agents selecting the
investigative career path or indicating the management career
path, and computer-generated printouts \Jerived from this informa-
tion. Documents may include policy or p¥sition papers, corres-
pondence, copies of SF-52's, and similar ©r related documents on
the office of preference program.

Disposition: a. Assignment notices and pollcy documents or
position papers: Destroy after 3 years. b. \Agent-filed career
and office of preference formsj and computer pxintouts of the
associated database: Destroy after 1 year.

evision
** Addition
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File No. 560-09

Non-1811 Career Management Files. Documents reflecting offers or
notices of assignment to positions applied for. Included are
acceptance lettersi welcoming lettersi and other correspondence
related to the assignment. Documents may include policy or
position papers, copies of SF-52's, travel orders, and similar or
related documentsi

Disposition: Destroy after 3 years.

File No. 560-10

Home Leave Files. These files consist of requests by employees in
foreign offices for Home leave upon completing 2 years overseasi
in conjunction with renewing their tour for an additional 2 years.
Included are coordinating actions and approvals at designated
levels.

Disposition: Destroy when 5 years old.

File No. 560-11

Student Assistance and Employment Files. Documents consist of
policy or position papers concerning the stay-in-school, summer
hire, and cooperative education programs. Included are written
agreements with the students and the schools; applications,
transcripts, work plans and schedulesj recommendations by DEA and
school staff membersi copies of position descriptionsi required
reports, correspondence, and similar or related papers.

Disposition: a. Files pertaining to individual students:

Destroy 3 years after the student has been either dropped from the
program or hired by DEA. b. Other Files: Destroy when 3 years
old.

File No. 560-12

Orientation Files. Documents consist of program policy and
procedural memoranda, brochures, handouts, notifications of
orientations, listings, agendas, coordinating actions, and similar
or related documentsi

Disposition: Destroy after 3 years.**

** Addition
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PERSONNEL WELFARE AND GRIEVANCE FILES

These files pertain to employee work schedulesi, services and
facilities, and grievances.

FilZ}ol 570-01 (NneL=1T0- n7-1)

Hours o;\Wka Files. Documents relating to the establishment of
working hours, staggered shifts, holiday staffing, and similar
matters affecting the work schedule of civilian employees.
Included are conrdinating actions, studies, interpretations, and
published record Ngopies of instructions; letters; messages; and
similar or relate ocuments.

Disposition: Destroy

year after no longer effective.

7-1)

A\
Employee Service Case Files. )cuments related to considering,
approving or disapproving, estabhNishing or discontinuing specific
employee services or facilities sush as medical and health
services; recreation; and publishedx\ecord copies of instructions;
letters; orders, and similar or relat documents.

File No. 570-02 (N&I-110=

\.

Disposition: Destroy 5 years after disaprroval or discontinuance
of the service or facility.

File No. 570-03

*Misconduct Appeal and Grievance Case Files. Documents reflecting
actions taken on appeals and grievances submitted by DEA
employees. Included in each case are employee grievance record;
decisions delivered, including records of grievance committee;
review decisions; and similar or related documents.

Disposition: Destroy 3 years after case is closed.

File No. 570-04 (NI|— [70- £6-1)

Performance-Based Action Files. Documents reflecting the results
of performance-based actions such as appeals, grievances,
removals, demotions, within grade increases, etc. Included are

* Revision
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the employees rating documentsj responses in mitigationi, decisions
delivered, review decisions, and similar or related documents.

Disposition: Destroy 3 years after final resolution.*

File\(o.' 570-05 (NI—170-86—I )

Retirement Files. Documents reflecting an employee's retirement
applicatign, accrued benefits, and associated papers related to
the employ&e's retirement eligibility.

Disposition:

UDestroy 3 years after approval or disapproval for
retirement. \

(-170-86-1)

Fitness for Duty Fil¥s. Documents related to determination of an
employeeils fitness fox duty in DEA.

File No. 570-06 (

Dispositioni Destroy 3 \years after case is closed.

File No. 570-07 (N1~110-%

ocuments used in determining health
or which an employee is eligible.

Health/Life Insurance Files.
and/or life insurance benefits

Dispositioni Destroy 3 years aft final resolution.

File No. 570-08 (N|= 190~ 96-/)

determination of
*vivors.

Death Claim Files. Documents relating
benefits to an Qmployee's estate or to s

Dispositioni Destroy 3 years after final rysolution.

File No. 570-09 (€inS No.1=31)

Personal Injury Files. Documents and related medical and
investigatory records relating to on-the-job injurles, whether or
not a claim for compensation was made, excluding copjes filed in
the Official Personnel Folder.

* Ryvision
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Disposition: *Cut-off on termination of compensation or when
deadline for filing a claim has passed. Destroy 3 years after
cut-off .*

File No. 570-10

Disciplinary/Adverse Action Files. Case files and related records in
reviewing an Adverse Action (Disciplinary or Non-Disciplinary
Removal, Suspension, Leave Without Pay, Reduction-in-Force) against
an employee. Included in each case is a copy of the proposed action
with supporting papers; statements of witnesses; employee's reply;
hearing notices; reports and decision; reversal of action; and appeal
recordsn

Disposition: Destroy 4 years after case is closed.

File\No. 570-11 (£ S No. |- 26a)

Person::}\counseling Records. Documents relating to interviews,
analyses, amd related records of assistance provided to employees.

Disposition: stroy 3 years after termination of counseling.

File No. 570-12

Personnel Welfare an
related to establishin
Included are coordinatin
directives, interpretatio

documentsn

Grievance Program Management Files. Documents
and administering the programs in this area.
actions, studies, instructions, authorizing
, messages, and similar or related

Disposition: a. Office of Re
Other Offices: Destroy after 3

rd: Destroy after 5 years. b.
ears.

File No. 570-13 (GRS 1-23a)

Performance Appraisal Program Files. Records consist of letters of
instructions, interpretations of regulations, memoranda, other
correspondence, and documents used in administering the performance
appraisal process and progranm. Excludes performance ratings (DEA
Form 460) which are filed in 020-03 and 550-01.

Disposition: Destroy when 3 years old, or when no longer needed,
whichever 1s sooner.

File No. 570-14

SAC/CA Rating Input Files. Consist of letters of instructions, work
sheets, meeting notes and other documents accumulated to provide

input for determining mid-year performance reviews and annual perfor-
mance ratings for Special Agents in Charge and Country Attaches.

Disposition. Destroy whennZ years old or when no longer needed,
whichever comes firstn

* Revision

-26-88
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PERSONNEL REDUCTION-IN-FORCE FILES

These files relate to eliminating personnel from the DEA work
force through reduction-in-force.

File Nd, 580-01 (NCl'l’la"l’l")

Reductiéﬁﬁin—Force Data Files. Documents reflecting name of
employee, dxtg, position, grade, last performance rating,
competitive I<idel code, and similar information. Included are
punched cards;\xard forms, listings, and similar or related
documents.

Dispositioni Dest‘\y when no longer required for reference.

File No. 580-02(NCI-I —”1’1—1)

Competitive Level Files. DIqcuments reflecting competitive levels
within areas serviced by theN\QEA personnel officer which are used
as a basis for preparing retemalon registers. Included are cardsi
listingsi and similar or related documents.

Disposition: Destroy when no long>\ required for reference.

File No. 580-03 (N& - 70—~ l)

Retention Register Files. Documents refled :ing retention groups
of employees according to tenure, length of sirvice, performance
ratings, and veterans perference. Included arg registers and
similar or related documents. \

Disposition: Destroy when 2 years old, unless appdals are
pending.
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INCENTIVE AWARDS COMMITTEE FILES

These files relate to approving, disapproving, and reporting
awards by incentive award committees.

File No. 590-01

Incentive Awards Program Management Files. Documents related to
program/policy guidance in the daily operation of this program.
Included are coordinating actions/studies, instructions,
authorizing directivesi interpretationsi messagesj and similar or
related documents.

Dispositioni a. Office of Recordi Destroy after 5 years. b.
Other offies: Destroy after 3 years.

File No. &'\Q-OZ

Incentive Awards Reporting Files. Documents-used to provide
statistical infwrmation on participation, approvals, savings, or
other aspects of \the incentive awards program. Included are
retained copies ofNreportsj report correctionsi and similar or
related documents.

Dispositioni Destroy 3\years after data were reported.

File No. 590-03

Incentive Award Case Files. cuments related to submittingi,
evaluating, and approving or disagapproving each incentive awards
case., Included are types of awards as suggestionsj Sustained
Superior Performance, Special Act . Service, or Certificate of
Achievement. ;

Dispositioni Destroy 2 years after fin action.

File No. 590-04 (N& - 1%0-11-1)

Employee Suggestion Control and Subject Index Files. Documents
used as a suspense control of employee suggestions on which action
is not completed, and as a subject index to completed suggest-
ions.

Disposition: Transfer from control file to subject index file
upon final disposition of suggestion. Destroy 2 years after final
disposition of suggestion.
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ENFORCEMENT FILES

These files relate to those activities of drug/narcotic enforce-
ment pertaining to criminal/regulatory investigations, drug abuse
prevention, and other enforcement-related operations.

File No. 601-01

Jurisdic;}bnal Responsibility Files. Documents relating to
determining \and establishing the scope and responsibility of DEA
for drug abusy .prevention; detection and investigation of
drug/narcotic imes and offenses; and apprehension, restraint,
and custody of fenders or suspected offenders. Included are
agreements with oXher Federal agencies or civil authorities, and
similar papers. \

Disposition: a. Off'ces performing DEA-wide staff responsi-
bility: (1) Record co of agreement and implementing
instructions: Permanenf\\ Transfer to Federal records center when

5 years old. Offer to NA'. when 15 years old. (2) Other
documentse Destroy 8 years\after termination of agreement or
functional responsibility. « Other offices: Destroy 5 years
after termination of agreemen® or functional responsibility.

File No. 601-02 (Nc'.l—)') 0—')'7-')

Investigative Technique Files. Doc nts related to determining
and disseminating the techniquese methgdse and procedures to be
used in investigating and reporting drugy/narcotic criminal and
regulatory activities and offenses. IncIyded are written
guidelines pertaining to using specialized\equipment in support of
investigations.

Disposition: a. Offices responsible for diredting or developing
techniquese methodse and procedurese Destroy 5 Yyears after
termination of functional requirement. b. Other\officese
Destroy 3 years after termination of functional reduirement.

File No. 601-03 (L)Cl—l')o—'l"l-l)

Enforcement Confidential Fund Files. Documents which rel
expenditures of special funds to cover expenses incurred in
discharging assigned duties of criminal investigators not
otherwise payable from other DEA funds. Funds are used for
purchase of evidence and purchase of information.
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Dispositién: a. Offices performing DEA-wide staff responsi-
bility: Destroy 8 years after vouchered expenditure. b. Other
officesc Destroy 5 years after vouchered expenditure.

File No. 601-04

iles. Documents created in planningg

, and reviewing courses of action for
oductiong diversiong and trafficking of
drugs and narcotics. Indluded are investigative and compliance
programs, surveys, studies) operations of task forces and other
specialized units; and progr™am status reports. These files are
exclusive of the general progxam files that are identified in
Subchapter 623 of the Agents Magual.

Enforcement Program
coordinatingg executi
curtailing the illegal

Dispositionc a. Offices respons
investigative and compliance prograls: (1) Record copy of sub-
stantive documentation relating tocemforcement programsc Per-
manent. Transfer to Federal records center when 5 years old.
Offer to NARA when 15 years old. (2) OXer documentsc Destroy 5
years after termination of functional regwyirement. b. Other
officesc Destroy 5 years after terminati of functional
requirement.

le for directing or developing

File No. 601-05

Criminal Investigator Cross-Designation Files. Documents relating
to the assignment, termination, or withdrawal of cross-designation
of criminal investigators as Customs Officers (Excepted) **and
deputization of law enforcement officials to make arrests under
the authority of DEA criminal investigators. Included are
applications, recommendations, approvals, disapprovals, and
related papers.**

Dispositionc Destroy 35 years after termination or withdrawal of
cross-designation authority.

File No. 601-06

Enforcement Activities Repor%?ﬁg Files. Reports containing
statistical and narrative data lating to drug/narcotic casesg
compliance violations, drug seizures, intelligence operations,
and other enforcement activities. cluded are the weekly,
biweekly, and monthly activity report‘\\monthly work hour and
project summaries, feeder reports, and Bonsolidated reports and
analyses. Does not include reports pertakpning to enforcement
programs¢ as such reports are included with\the program files.

** Addition



Appendix 0750A
Page 97

DiSpgé¢tion: a. Office performing DEA-wide staff responsi-
bility:\ (1) Record copy of annual reports: Permanent. Transfer
to Federwl records center when 5 years old. Offer to NARA when 15
years old\ (2) Consolidated datac Destroy 5 years after prepar-
1ng report (3) Feeder reports and similar data: Destroy 1 year
after prepaXxing report. b. Other officesc Destroy 3 years after
preparing reRort.

\‘\
RS

£
File No. 601-07

Numbered Investf% tive Case Files. DEA reports of investigation
concerning offen@g related to violations of drug/narcotic laws
and required inspe%"ons of registrant activities. Included are
DEA reports of invesg'gation (DEA Form 6) and supporting
documents. "

reated in 1968 and afterwardc

Dispositionc a. File§
(1) Originating domestic "offices and Investigative Records Unit,
Records Management Section,\will transfer closed case files when
10 years oldg in 1 year grouys, to Federal records center. Case
files opened longer than 10 ygars will be retained until closed

and then transferred to Federal records center. Destroy when 25
years old (i.e.c 25 years fromcHyate the file was opened) or 10

years from date of last correspoRdenceg whichever date is later.

(2) Originating foreign offices will transfer closed case files
when 3 years oldg in 1 year groupsg \to Federal records center.
Case files opened longer than 3 yeary will be retained until
closed and then transferred to Federak, records center. Destroy
when 25 years old (i.e.¢ 25 years afteX,date the file was opened)
or 22 years from date of last corresponE@nce, whichever date is
later. N

S
4,

%,
b. Files created prior to 1968: Originatig District and
Resident Offices and Investigative Records 1it, Records Manage-
ment Section, are authorized to destroy all osed FBN case files
that were opened in 1955 or earlier. Transfer\ closed FBN and BDAC
case files opened after 1955 to Federal records\ center in calendar
year 1980. Open case files will be retained unt\l:. closed and then
transferred to Federal records center. Destroy en 25 years old
(i.e.cc 25 years from date the file was opened) or Y 0O:years from
date of last correspondence, whichever date is latex.’

c. Field offices will dispose of case files originat d‘by other
District or Resident Offices according to File No. 601\12.
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d. IndJex cards may be destroyed currently when the corresponding
files akxe destroyed; or they may be retained and destroyed in year
2004. O{fices having a NADDIS terminal may destroy index cards
for inveskxigative reports dated from July 1, 1975 to present

daten

Note: Multiple years of files may be held at the field office
until one cubic foot (one box) of files accumulates.

iy
File NO. 601-‘0

\\

General Investkgktive Files. DEA reports of investigation that
are limited in scope concerning individuals, firms, ships or
related subjects  pyrtinent to violations of drug narcotic laws or
DEA registrant actixities. Included are numbered and unnumbered
general investigative files. Name and program general files
procedures are outl%n d in Chapter 62 of the DEA Agents Manual.

\
Disposition: a. Unnumbered files: (1) Transfer files to Federal
Records Center in calendar year 1980. Destroy in calendar year
1995. (2) Unnumbered fiNes sent to Federal records center prior
to 1980 will be destroyed \after 15 years in Federal records
centern

b. Numbered files: (1) Orijinating domestic offices and Investi-
gative Records Unit, Records MNanagement Section, will transfer
inactive files (i.e., 5 years yfter date of last correspondence)
to Federal records center 10 yey{rs from the date the file was
opened. Files still active aftex 10 years will be retained until
they become inactive and then traysferred to Federal records
center. Destroy when 25 years old\(i.e., 25 years from date the
file was opened{ or 20 years from te of last correspondencen
whichever date is later.

(2) Foreign offices will transfer inadtive files 2 years after
date of last correspondence) to Federa records center 3 years
from date the file was opened. Files sfill active after 3 years
will be retained until they become inact}ive and then transferred
to Federal records center. Destroy when 35 years old (i.e., 25
years from date the file was opened) or 23\years from date of last
correspondence, whichever date is later.

c. *Field offices will dispose of general invyestigative files
prepared by other District or Resident Offices\in accordance with
Note: Multiple years of files may be held at the\ field office
until one cubic foot (one box) of files accumulat

File No. 601-09

Cooperating Individual Files. Documents reflecting in-ormation
concerning cooperating individuals relative to drug/narxgotic
of fenses. )

* Revision
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Disgéﬁition: a. Unnumbered files: Transfer 1inactive files (5
years ter date of last correspondence) to Federal records center
in calendar year 1979. Active files will be retained until they
become imgctive and then transferred to Federal records center as
indicated \in paragraph b. below. Destroy in calendar year 1993 or
20 years from date of last correspondenceg¢ whichever date is
later.

b. Numbered fles with reporting (originating) office designator:
(1) Domestic of}ices will transfer inactive files (i.e.¢ 5 years
after date of 1a§& correspondence) 10 years after date the files
were opened, in 1‘Xear groups, to Federal records center (CI files
will not be sent to\the center at Laguna Niguel, CA). See
Appendix 0755A for d\list of the Federal records centers. Offices
having files still azxive after 10 years, will retain the files
until they become inachive and forward the files to Federal
records center. DestroX when 25 years old (i.e.q 25 years from
date the file was opened\ or 20 years from date of last corre-
spondence, whichever daté\'s later.

(2) Foreign offices will tr
after date of last correspon
openedg in 1 year groupsg to
having files still active afte
until they become inactive and ansfer the files to Federal
records center. Destroy when 25 Yyears old (i.e, 25 years from
date the file was opened) or 23 yewrs from date of last
correspondenceg whichever date is 1lgter.

sfer inactive files (i.e.cg 2 years
nce)g 3 years from date the file was
deral records center. Offices

3 years will retain the files

Note: The sensitivity of these files\reauires that they be stored
in a vault or classified area of the Federal records center.

These files will be sealed in records c®&nter boxes and delivered
by the DEA activity to the Federal records centerg picked up and
receipted for by the records centerg double wrapped and sent by
registered mail return receipt through USPS or forwarded by
diplomatic pouch. These boxes and SF-135 whll be annotated with
the special handling marking "NOT TO BE OPEN BY NARA; RESTRICTED
TO DEA PERSONNEL".

Files
istrict or
espondence in
nsfer the
the office
rward copies
to the
briefing

c. Numbered files with another office designat
pertaining to cooperating individuals of another
Resident Office may be destroyed when the last co
the files is 2 years old. Prior to destructiong t
original copies of payment vouchers (DEA Form 103)
that established the cooperating individual. Also,
of status reports or correspondence not previously sen
establishing office (do not send cross-file copies of

reports)g

Notec Multiple years of files may be held at the field of‘ice
until one cubic foot (one box) of files accumulates.
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File NoN.601-10 (NCI-170- 77'/)

Enforcem;hf Journal Files. Documents containing a chronological

A

record of axent activity developed from reports, complaints,
incidents, ox information received, and action taken.

Disposition: estroy 3 years after journal entry date.

File No. 601-11

Foreign Country Filds. Documents relating to drug/narcotic
enforcement activiti in a foreign country. These files includer
a. Correspondence wi foreign governments concerning inter-
national cooperation in\ enforcement activities and documents
concerning methods used \to control international trafficking in
narcotics; agenda, minuteg, and reports of meetings and confer-
ences on narcotic control;\and documents concerning DEA
participation in negotiatioys concerning internal narcotic control
matters, including position ‘papers.

b. Studies of drug/narcotic pxoduction and distribution, assess-
ments of anti-narcotics efforts\within a country, delineation of
areas of responsibility for drugXnarcotic enforcement, position
papers, and status reports of druf/narcotic enforcement.

Disposition: a. Office performing\DEA-wide staff responsibility:
Record copy of documents described in paragraphs a. and b. above.
Permanent. Transfer to Federal records center when 5 years old,
Offer to NARA when 15 years old. b. ther offices: Destroy 5
years after approval of program materia

File No. 601-12

Other Field Office Investigative Files. Files received from
subordinate offices (District and Resident) of field Divisions and
Country Offices are included in this category. Cobies of DEA
Reports of Investigation (DEA Form 6) and other investigative
documents received from or prepared for other field Divisionsy
Country Offices, District Offices, Resident Offices, and
Headquarters offices. These files are established and maintained
separately from the numbered files originated by field officesn

Disposition: Destroy 10 years after date of report. Earlier
destruction is authorized when the files are no longer needed for
investigative purposes. Do not transfer files to Federal records
center.
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ENFORCEMENT GRANT PROGRAMS FILES

Reservedi

File No. 610-02

Reservedi
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**620 DRUG ABUSE PREVENTION FILES

These files relate to those activities performed by DEA in
cooperation with: other U.S. Government agencies; state, local,
and foreign governments; plus civicj professionali and business
groups. These goals of these activities are to publicize the
effects and dangers of drug abuse through: personal appearance
speaking engagements of top DEA officials, sports figures, and
civic/business professionals knowledgeable in this area; training
seminars for athletic coaches; drug abuse prevention publications
in several languages; and other programs as may be advised.

File No. 620-01

Demand Reduction Program Management Fileg. Documents relating to
establishing and administering the daily operation of the
functions of this program area through the program/policy guidance
issued. Included are coordinating actionsi studiesi, memorandaij
messages, reports, instructions, authorizing directives, and
similar or related documents.

Disposition: a. Office of Record: Destroy after 6 years. b.
Other officesi Destroy after 3 years.

File No. 620-02

Demand Reduction Project Files. Documents received or created in
planning, coordinating, executing, and reviewing courses of action
for reducing the demand for narcotics. Included are: documents
on seminars, public appearances and displays, publications, and
foundations; promotions by national/state/local/professional
groups, parents, private industry, civic groups, and sports
figures; agreements with medical groups and law enforcement
groupsi and training programs.

Disposaitaion:
a. Headquarters Project Files: PERMANENT. Retire to the

WNRC when 5 years old. Transfer to the National Archives
when 15 years old.

b. Quarterly 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.

** Addition
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DRUG CONTROL FILES

These files relate to the control of legally manufactured drugs.

File\lo. 630-01 (N¢CI-170- ?77-1)
TN \

A
Drug Egéluation Files. Documents pertaining to studies and
technical \reviews of abuse, production, and distribution of drugs
for the dewelopment of drug control requirements. Included are
surveys of rehabilitation facilities, staff position papers,
copies of statse and Federal programsj statistics on drug
diversion, agenda'of meetings with government and nongovernment
officials, and rylated papers.

Jy iwhen superseded or obsolete.

Disposition: Dest

File No. 630-02 (N¢1-;\<:-77— I)

Controlled Substances TheXRt/Loss Report. Documents relating to
controlled substances, theft or loss
f investigation.

reports of theft or loss o
of order formsji and reports

Disposition: Destroy 5 years after resolving theft or loss.

File No. 630-03

Product Exemption Files. Documents relating to establishing
criteria for categorizing drugs in varigus schedules; coordination
with other government agencies for drug Xxeviews; applications for
exclusion of nonnarcotic substances from schedule; applications
for exception of a stimulant or depressant ‘¢compound from a
schedule; approval or denial of exclusion or\exception; drug
scheduling petitions, transcriptions of drug arings, and review
decisions.

Disposition: Destroy when superseded or obsolete.

File No. 630-04 (NCI—I'vv—??—I)

Controlled Substances Reporting Files. Reports accounti
stocks of narcotic controlled substances, excluding thefth
reports. Included are reports from manufacturers and imporkersj
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importing opium\ reports of manufacturers importing medicinal coca
leaves; reports “pm manufacturers importing special coca leaves;
reports from manufa\turers of bulk materials or dosage units;
reports from packagers and labelersji reports from importers and
exporters; reports fromdistributorsji reports from manufacturers
importing concentrate of\poppy straw; reports of disposal and
destruction of controlled bstances; feeder reports; consolidated
reports; and analyses.

Disposition: Destroy 5 years ather receipt of report.

File No. 630-05

Registration Application Files. Documents pertaining to applica-
tions by i1ndividuals who currently do or propose to manufacture,
distributej or dispense controlled substances. Included are
application forms for registration and reregistration; approval,
denial, revocation, or suspension of registration; and delinquency
notice of registration.

Disposition: a. Approved registration applications: Destroy 8
years after approval of application. b. Administrative coded
registration applications (denial, revocation, suspension, etc):
Transfer files to Federal records center 10 years after adminis-
trative coded action. Destroy *55* years after administrative
coded action.

File No. 630-06 (NCIN"0~ 77-7)

Import/Export Permit Filexl Documents pertaining to applications

to 1mport or export controi_ed substances. Included are copies of
applications for permit to import opium or coca leaves; permit to
export controlled substances; and controlled import/export

declaration. )

Disposition: Destroy 8 years after\approval to issue the permit.

File No. 630-07

Controlled Substances Order Form Files. Doxuments relating to
issuing order forms to transfer controlled sWbstances;
non-acceptance of order forms; returning unuse¥ order forms;
cancelling or voiding order forms; and alterating' order forms.

evision

87<20 ADMINISTRATIVE MANUAL, 6-29-87



Appendix 0750A
Page 105

Disposition: Destroy 3 years after issuing the order form.

File No. 630-08 (MC(-[70-177 -1)

Manufacture and Procurement Quota Files. Documents relating to
estimates of controlled substances required for procurement,
manufacturej stockpilingi and medical/scientific use. Included
are reports furnished to the United Nationsji and statistical
returns on drug production, usei, consumption, importiji exporti and
seizure. NOTE: The annual report noted in sub-item a. (1)

1s the public use version of the cumulative fourth quarter
report of the Diversion Analysis and Detection System

(DADS), based on data from item 1220-10.

Disposition: a. Office performing DEA-wide staff responsibility:
(1) Record copy of annual reports required by international
conventions or treaties; annual statistical summary of the manu-
facture and domestic and international trade in narcoticsi Per-
manenti. Transfer to Federal records center when 5 years oldi
Offer to NARA when 15 years old. (2) Other documents: Destroy 8
years after fiscal year in which quota was established. b. Other
officesi Destroy 3 years after fiscal year in which quota was

establishedi

File No. 630-09 (NC(—!70-=T77~ ’)

Registration Journal Voucher Files. Documents relating to receipt
of fees from applicants for registration or reregistration of
controlled substances, and refunds to applicants.

Disposition: Destroy 3 years after approval to issuance permit.

File No. 630-10 (NLI- IOt 77-l\

Drug Identification Label Files. Drug labels and brochures which
list the medical ingredients of drug/narcotic preparations that
are manufactured or distributed by a specific company.

Disposition: Destroy when superseded or obsolete.
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INTELLIGENCE PROGRAM FILES

These are intelligence files documenting the daily activities,
reports, and programs of the DEA intelligence function. Included
are studies, reports, correspondence, analytical assessments,
briefings9 speechesq planning documents, and similar and related
materialsoe

*4File No. 701-01

Intelligence Case Support Files. Copies of field requests,
responses by the Office of Intelligenceq and finished products
created from intelligence file reviewsn telephone toll analysesg
informant briefings and defendant questionings, document analyses,
link analysis charts, case analyses, and financial intelligence
assessments. The original documents are filed in investigative
files (601-07, 601-08, and 601-09).

Disposition: Destroy when 90 days old or when no longer needed
for reference, whichever is sooner.

File No. 701-02

Country Narcotic Profile Files. Documents reflecting analyses of
narcotics activities within a country with information ranging
from cultivation to distribution of narcotics. Included are
assessments of the quality, quantity, and dollar value of nar-
cotics; shipment routes; modus operandi of known drug dealers; and
descriptions of ethnic and political groups involved in narcotics
trafficking.

Disposition: Destroy 2 years after issuance of profile or when
profile is superseded or obsolete.

File No. 701-03

Narcotic Trafficking Group Files. Documents reflecting overviews
of the activities and methods of narcotic trafficking used by
illegal organizations and descriptions of members of the
organizationsea

Disposition: Destroy 2 years after issuance of the report or when
report is superseded or obsoleteo

File No. 701-04

Strategic Intelligence Product Files. Finished intelligence
documents that are produced by DEA including the monthly digest of
drugs intelligence, quarterly intelligence trends, narcotics
intelligence estimate (NIE), DEA monitor program report and
similar related documents.

** Addition
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Disposition: Office performing DEA-Wide staff responsibility:
Record copy: Permanent. Transfer to federal records center when
5 years oldqg offer to NARA when 30 years olde (b) Reference
copies: Destroy when no longer needed for reference.

File No. 701-05

Drug Situation Report Files. Strategic reports regarding drug
trafficking and smuggling routes, and drug related street gang
activitieso

Disposition: Destroy 2 years after issuance of report or when
report 1iIs superceded or obsolete.

File No. 701-06

Intelligence Presentation Files. Narcotic information presenta-
tions (including briefings and speeches) to Congress, high level
officials, and public interest groups.

Disposition: Destroy 2 years after presentation. Earlier
destruction is authorized.

File No. 701-07

Special Field Intelligence Program Files. Documents created in
pdanning and developing a systematic Intelligence collection
effort to fulfill DEA operational requirementse Included are
operational plans, SFIP review committee options, incoming/out-
going cables, DEA Form 6's, funding logs, quarterly status reports
and termination reportse.

Disposition: Destroy 2 years after termination of functional
requirementeo

File No. 701-08

Financial and Special Intelligence Program Activities Files.
Documents created in planning and developing systematic intelli-
gence programs designed to provide guidance and support and opera-
tional oversight in the implementation of Asset Removal Program,
Anti-Money Laundering Programs and Other Financial Intelligence
Programs targetted at drug traffickers. Include are documents
regarding asset removal teams and asset removal statistics,
memorandums of agreement with other Federal, state and local
agencies, the establishment of cash tracking networks, documents
regarding the Bank Secrecy Act and its application in relation to
money laundering investigations and agreements with foreign
countries regarding money laundering legislation and activity.

Disposition: Destroy 3 years after program is completed,
terminated or replacedo**

** Addition
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701-09. Audiovisual Records. Videotapes, maps, and
photographic 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 370-03. Transfer to the National Archives under
the disposition instructions provided for that item.
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EL PASO INTELLIGENCE CENTER FILES

These files accumulate from the support effort provided by EPIC
relative to the interdiction of domestic and 1nternatlonal
movement of drugs, aliens, and weapons.

File No. 790-01

EPIC Lookout Files. Documents pertain to investigative informa-
tion provided by EPIC to agencies which requested lookout action
on suspected violators, aircraft, vessels, etc., involved in
narcotic trafficking. Included are handwritten message work-
sheets, EPIC Form 10's (when a lookout is requested via tele-
phone)i messages received requesting lookouti DEA Form 6's, look-
out messages sent by EPIC to applicable agencies (in response to a
lookout request)j EPIC generated printoutsj and result messages of
findings. Documents are maintained by fiscal year, agency or
topic category.

Disposition: Destroy 5 years after date of last correspondence on
action item.

File No. 790-02

EPIC Watch Inquiry Sheet Files. Documents consist of EPIC Form
10's which are utilized for recording data received by telephone
from agencies authorized to request investigative information.
Documents are filed by requesting agency, fiscal year, and month.
Note: 1If a telephonic request is received from an agency request-
ing lookout action, file EPIC Form 10 in a lookout folder under
File No. 790-01.

Disposition: Destroy 2 years after month the inquiry was
received.

File No. 790-03

EPIC Teletype Files. Copies of teletype replies to various
agencies which requested investigative information/lookout
actions. Teletypes are filed by agency and/or program series
(8000, 9000, 9117 or 9999).

Disposition: Destroy 2 years after month of teletype.

File No. 790-04

Satellite Communications Program Files. Monthly statistical
reports reflecting the volume and location of SATCOM units.

Dispositioni Destroy 5 years after month of report.
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File No. 790-05

Satellite Tracking Program Files. Monthly reports reflecting the
number and status of installed transmitters.

Disposition: Destroy S5 years after month of report.

File No. 790-06

Special Operations Files. Documents consist of general and
unclassified Operation COCHINO teletypes and reports related to
maritime activities and SOFOCAR/TRAMPA daily status reports con-
cerning available resources and seizures.

Disposition: Destroy 2 years after termination of functional
requirement.

File No. 790-07

Operation TIGRE Files. Documents include reports resulting from
monitoring the activity of suspect aircraft moving through the
Western Hemisphere.

Disposition: Destroy 5 years after date of last correspondence
related to suspect aircraft.

File No. 790-08

Operation COCHINO Files. Documents consist of classified reports
concerning sea smuggling of narcotics.

Dispositioni Destroy 5 years after date of last correspondence.

File No. 790-09

Lookout Notice Worksheet Files. Documents consist of copy number
3 of INS Form G-143 which is used by EPIC as an index check of
possible suspects.

Disposition: a. Destroy copy no. 3 used for USMS lookout 3 years

after date of report. b. Destroy copy no. 3 used for INS lookout
1 year after date of report.

87-20 ADMINISTRATIVE MANUAL 6-29-87



Appendix 0750A
Page 110.1

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 futurej.

NOTE: The Air Unit does not maintain a separate photograph
file.

790-11. EPIC Publications. Printed reports documenting
EPIC prxogram goals and efforts. Topics covered include
vessel i1dentification 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 1980s.

Dispositioni PERMANENTLi 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.
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ENFORCEMENT PROGRAM TRAINING FILES

These files relate to planning, conducting, supervising, and
evaluating the DEA drug/narcotic enforcement program training.

Filé\No. 801-01 (WNCI-170 - 1T~ )

Train?%t Facility Reauirement Files. Documents related to
determin¥ng requirements for training facility acquisition,
activatioly, retention, use, expansion, consolidation,
inactivatidn, or disposition. Included are studiesi
Jjustificatioys, and similar or related documents.

Disposition:
requirements.

stroy 5 years after approval of training facility

File No. 801-02 (NC

K;’IU"I'I—I)

Training Operation Files. Documents related to planning and
conducting agent, police\ intelligence, chemist, special field
exercisesi and other actunl training operations. Included are
exercise plansj observation and inspection reportsj scenariosj
critiques, map exercises, geweral training programs, technical
training programs, final repoxts and comments on them, and similar
or related documents. ‘

Dispositioni Destroy 3 years after discontinuing training
exercise or operationi or when plahks are superseded or become
obsolete.

File No. 801-03 (NC.l—l’?o—'I’?-f)

Training Evaluation Files. Documents relating to inspections of
the status and quality of individual trainihg. Included are
training inspection reportsj reports of correc¢tive actionj and
similar or related documents.

Dispositiont Destroy 2 years after the evaluatio

File No. 801-04 (N¢ |- 170- 77~ 1)

School Planned Input Files. Documents related to the planning,
execution and revision of personnel inputs for school courses.
Included are comprehensive statements of the training nee of
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eackh activity authorized to send students to DEA schoolsj
schefules of schools and classes to accommodate planned inputs,
allocs tion of school quotas to input activities, coordinating
documegfs; and similar or related documents.

Disnosition: Destroy 3 years after receipt of input data.

\:\
File No. >\"1-05 (nei-110-11 -1)

School Repo;\@n Files. Documents reflecting such information as
the numbemt ©f\gchodi enrollments, turnbacks, graduates, and
failures; and Number of personnel enrolled from other Federal
agencies. Inclhded are forms, printouts, correspondence, and
similar or relat®d documents.

Disposition: Destxoy 2 years after date of report.

File No. 801-06

Target Practice Files.\ Documents indicating the time of firing
with live ammunition, the area involved, firing safety measures,
and similar matters. Intluded are forms, cards, correspondence,
and similar or related dosuments.

after firing.

7 —1)

accumulated by activities engaged
ly in the conduct of training.
ogramsi lesson plansj and

Dispositioni Destroy 1 yea

File No. 801-07 (NCI|- 170~

Training Media Files. Document
in training operations, particul
Included are training schedulesij
similar or related documents.

Disposition: Destroy 1 year after cf{nducting training operation,
except tThat lesson plans will be destYoyed when superseded or

obsolete.

File No. 801-08 (N Cl—(70- 79 -1)

Instructor Information Files. Documents a
Tocally available record of qualifications,
ness, and comparable information on potential instructors,
assigned instructorsj and guest speakers. Th are used in
requesting assignment or employment of instruch%ors, utilizing
instructorsi and determining their need for addijtional training.
Included are instructor evaluation forms, qualification data,
biographical sketches and similar or related docukents.

umulated to provide a
experience, effective-

Dispositioni Destroy 2 years after transfer or sepgration of the
instructor. g\\
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ENFORCEMENT INDIVIDUAL TRAINING FILES

These files relate to the attendance and proficiency of indivi-

duals participating in various types of the DEA drug/narcotic
training.

File No.m (NI~ 170-717- 1)

Individual TraiE%hg Record Files. Documents indicating attendance
at various phases Of trainingj evaluation of individual studentsi,
mandatory training progress, educational records and activities,
test scores on training\;::ivitiesi and similar information

concerning the progress™and attendance of each individual
participating in the DEA Wrug/narcotic training. Included are
cardsj card formsi and simiNar or related documentsi

Disposition: Forward evaluatixn reports with the transfer of the

individuali Destroy remaining cords 5 years after completing
schooling or withdrawal of the stwuydent.

File No. 810-02 (Nd_l—-l’w—"m -I)

Proficiency Test Files. Documents reflec
proficiency in enforcement training such a
Included are proficiency tests and similar o

ing degree of
weapons qualification.
related documents.

been made on the
record.

Disposition: Destroy after appropriate entry h
qualification card or on the individual's trainin
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FOREIGN NATIONAL TRAINING FILES

These files relate to the DEA drug/narcotic enforcement training
of personnel of friendly foreign nations.

File 820-01 (IUCI-I']a-??-/)

Foreign }¥gining Program Filesm Documents relating to the
development\iof programs for the training of foreign nationals by
DEA. Includtﬁ\are communications on training requirements with
the foreign nation concerned, acceptancesy cancellationsn program
guidance, and imilar or related documents.

Disposition: Des 'ay 3 years after terminating the program

File Nom 820-02 (A)(.I—

ontrol Files. Documents reflecting the
‘of spaces programmed, number and cost
and similar data for each country

Foreign Training Program
category of training, numbe
of training spaces allocated
supported.

Disposition: Destroy 2 years aXter fiscal year in which training
was programmed.

File Non 820-03

Training Assistance Files. Documents reNated to training
furnished foreign nations by DEA mobile thkaining teams. Included
are requests for training teams, comments DEA Country Attaches,
acceptances, cancellations, foreign training\effectiveness
reports, and similar or related documents.

Disposition: Destroy 3 years after fiscal year
was programmed.

n which training

File No. 820-04 (NC/-/70-27-7)

Foreign National Personnel Files. Documents related to gelecting
and processing foreign nationals for training in DEA facilNities.

Included are biographical data on the studentn other forei
student data, copies of academic reports, and similar or relyted
documents.
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Dispositio Destroy 5 years after fiscal year in which training

was conducte

File No. 820-05

¢l -170-17-1)

Foreign Training Repoxting Files. Documents reflecting the status
and progress of foreign\nationals being trained by DEA personneli
Included are training reprts and similar or related documents.

Disposition: Destroy 3 yearl after fiscal year in which training

was conducted.
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TRAINING AIDS FILES

These files relate to constructing training devicesj preparing
graphic training aids, the status of training publications, accom-
plishing training film projects, and controls over the production
and issuance of such materials.

File No-830-01

Training Ai;;\;?nggm Files. Documents relating to the formula-
tion of annual progr for developing, producing, and procuring
training aids. Included graphic aids development programs,
lists of film projects reco ded for production, lists of
approved film projects, and simil or related documents.

Disposition: Destroy 5 years after train program is implement-
ed. Note: Dispose of audiovisual records in cordance with

instruction covering related audiovisual records ribed under
830-02.

File No. 830-02

Training Aids Files. Training aids developed or produced for
local use or distribution. Included are graphic training aids,
such as charts, diagrams, maps, and illustrations; locally
produced training films; training devices specifications,
photographs, transparencies, and other reproductions of the
aforementioned material; instructional material such as instruc-
tional notes, illustrative problems, practical exercises, and
checklists; and related correspondence and comparable material
used in presentation of the subject and completion of training by
students; and audiovisual records -¢t&s—deseribed—under—Generat—
-Records—Sehedule—21) that depict specialized or unique training
techniques/methods, and training of foreign law enforcement
personnel in overseas areas.

Note that these records may be subject to restriction under
subsection (b)é7)E) and (F) of the Freedom of Information

Acte

Dispositione a. Office performing DEA-wide staff respon-
sibility: (1) Training aids illustrating unique
enforcement 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 officese Destroy when superseded or obsolete.
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File No.kOS (vei-170- 79 -1)

Training Aid Woxk Order Files. Documents reflecting requests for
construction or nufacture of training aids. Included are work
orders, cost estimates and data, sample illustrations,
photographs, clippinjgs, correspondence, and similar or related

documents.

Disposition: Destroy 1 ar after completing or discontinuing

related work.
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DEA EMPLOYEE TRAINING FILES

These files relate to educating and training DEA personnel in
other Federal agency schools, educational institutions and
commercial organizations, including on-the-job and off-the-job
trainingi to meet special requirements essential to performing the
mission of the activity to which they are assigned.

File No. 860-01\( NI~ {70=77~/)

Training and Promytion Agreement Files. Documents related to
negotiating master\training and promotion agreements with the
Office of Personnel\Management in professional fields in which
there is a current arnd continuing DEA-wide shortage of available
personnel. Included wre requests to establish training programs
not currently authorized by regulations, agreements, program
approvals, and similar Qr related documents.

Disposition: a. Office yesponsible for negotiating the

agreementi Destroy when agreement is superseded or obsolete. b.
Other offices: Destroy 2 ars after fiscal year in which

training was programmed.

File No. 860-02 (N I-170-1

School Planning Files. Documents, pertaining to planned
requirements for trainingj selectdon of schools and coursesj
arrangements for special noncatalog courses, program revisions,
and related matters. '

Dispositioni Destroy 5 years after fiscal year in which training
was programmed.

File No. 860-03 (NCI—- (70— 11-1)

School Admission Files. Documents relating\to the admission of
DEA personnel to schools and courses. Included are requests for
admission, statements of acceptance, notifications of acceptance,
completion statementsj costsi and similar or related documents.

Disposition: Destroy 2 years after completion o
rejection of the individual or withdrawal of the

schooling,
tudent.
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File No.\860-04 (NC1-170-77-1)

Training ;Xporting Files. Documents reflecting the status of
employee training in government and nongovernment facilitiesn
Included are\reports and related documents.

Disposition: estroy 3 years after submitting report.

File No. 860-05 (NC1-170-%7-1)

Training Program ;}Xés. Documents relating to establishing,
managing, and evaluating local training programs for DEA
employeesn Included are training plansp reviews of training
requirements, apprenti training program registration with the
Department of Labor, and similar or related documents.

Disposition: *Destroy 15
training was programmed.*

ears after the fiscal year in which the

File No. 860-06 (NC1-170-77-1)

Contract Training Files. Documeyts reflecting contract training
of DEA employees in nongovernment\ facilities. Included are
requests for approval of the train\ng; justification; obligated
service agreements; recommendations\ for waivers, approvals; and
similar or related documentsn

Disposition: Destroy 3 years after coywpletion of training or upon
expiration of obligated service agreemeyt.

File No. 860-07 (NC1-170-77-1)

Record of Training Files. Documents reflectYng information
pertinent to individual trainee participation\in off-the-job
training courses, completed record of training\forms, and similar
or related documentsn

Disposition: Review annually and destroy that poxtion pertaining
to individuals who are no longer employed by DEA.

File No. 860-08 (NC1-170-77-1)

Training Material Files. Documents used in training DEA personnel
through short on-site training courses and instructional\confer-

* Revision
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ences. Included are\minutes and agenda of instructional
conferences, course oltlines, handouts, instruction sheets, and
similar or related docukentsn

Disposition: Destroy 2 years after superseded or obsolete.

File No. 860-09

Physical Fitness Program Filesm Documents relating to the
establishment, management, and evaluation of the Physical Fitness
Program for DEA employees. Included, but not limited to, are
issues relating to Program Development, GYM Facilities, Trainingn
Coordinator Training, Personnel Matters, Travel, Budget, Printing,
and General Reference Information.

Disposition: (a) Office performing DEA-wide responsibility: (1)
Destroy 10 years after fiscal year in which the program was
established. (2) Feeder reports and other data: Destroy 5 years
after fiscal year in which program was established. (b) Other
offices: Destroy 5 years after submission of required reports to
principal Headquarters office.

File No. 860-10

Course Announcement Files. Reference file of pamphlets, notices,
catalogs and other records which provide information on courses or
programs offered by Government or nongovernment organizationsn

Disposition: Destroy when superseded or obsolete.
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LABORATORY FILES

These files are accumulated from laboratory analysis and examining
drug and nondrug evidence.

File h 901-01

Laboratory Case Files. Documents related to the analysis of drug
and nondrug, evidence. Included are evidence accountability and
dispositiod\gecbrds, chemists worksheets, ballistics reports, and
related analytical documents.

Dispositioni Transfer case files to Federal records center 2
years after closiNng investigative case. Destroy 10 years after

close of investigé%ive case.

File No. 901-02

Index Book Files. Ledgexs maintained to record evidence received
in the laboratory.

Disposition: Transfer ledgers to Federal records center 2 years
after the last recorded investigative case is closed. Destroy 10
years after the close of the 1ist recorded investigative case.

File No. 901-03 ( NC/-170-11-

Evidence Accountability Files. This\is a temporary file and
consists of the original copies of theé Evidence Accountability
Recordj DEA Form 307.

videncei transfer the
Record to the

Dispositioni Upon final disposal of the
original copy of the Evidence Accountabili
Laboratory Case Files (901-01).

File No. 901-04 (NC/- (70~ 79-17)

urring reportsij
ratory

Laboratory Reporting Files. Retained copies of r

and related correspondence, required by the DEA Lab
Operations Manual.

Disposition: Destroy 3 years after date of report.
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HAZARDOUS WASTE DISPOSAL FILES

These files relate to DEA's efforts to protect public health
through a program for the clean-up and disposal of hazardous
waste produced by illegal drug laboratories.

File No. 920-01

Hazardous Waste Program Files. Documents relating to establishing
and administering the hazardous waste disposal program in DEA.
Included are coordinating actions, studies, instructions, reports,
interpretations, messages and similar related documents. Policies
and procedures are documented in the DEA Directive System.

Disposition: Destroy when 10 years old.

File No. 920-02

Hazardous Waste Compliance Investigation Files. Documents consist

of reports of investigations to determine compliance of contractors

with applicable regulations regarding clean-up of sites. Includes
reports of analysis, correspondence, and related documents.

Disposition. Destroy when 5 years old.

File No. 920-03

\ﬁﬁzq;dous Waste Site Files. Documents relating to plans and

decis s by DEA and the contractors concerning the clean-up of
hazardous ste sites for which DEA assumes responsibility.

Included are respondence between DEA Headquarters and field
offices and other deral agencies; instructions to the
contractors, lists o zardous waste sites, reports, letters of
approval, and supporting ers; contractor notebooks of site
observationsy calculationsn m , drawingsp supporting
documentation; and preliminary/interim/final reports reflecting
accomplishment of required remedial ¢&%ean-up action.

taff responsibility:
ecords center

Disposition: a. Office performing DEA-wide
(1) Record copy: Permanent. Transfer to federa
when 5 years old. Offer to NARA after 20 years. (
material: Destroy when 8 years old. b. Other officesi™Destroy
when 5 years old.

WITHORAWN
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}Ne No. 920-04

Ha;;>&pus Waste Technical Assistance Files. Documents consist of
correspwndence with DEA activities for technical assistance and
informatiqn regarding the clean-up and disposal of hazardous waste

WITHDRIWN
produced b2\ illegal drug laboratories.
Disposition: estroy when 5 years old.
File No. 920-05
Hazardous Waste Liaisom\Files. Documents reflecting coordination
and focal point of contacf with the Environmental Protection o
oo

ies, staff and local environmental WITHD
regarding hazardous waste disposal.

Agency, other federal agen
agencies, and private indust

Disposition: Destroy when 5 yeags old.

File No. 920-06

Hazardous Waste Grant Program Files. cumentation relating to the
formulation, award, and changes to grant3 for hazardous waste

studiesp demonstrationsy and servicesn Insluded are evaluationsp

award notices, task orders, contractor or grwyntee proposal, and T A
reportse.

Disposition: Destroy 6 years after completion o

File No. 920-07

Hazardous Waste Reporting Files. Documents include periwdic,
annual and final reports and evaluations submitted by contkxactors,

grantees, and DEA activities. Excludes reporting documents “overed
elsewhere in 920 category.

WITHDRAVIN

Disposition: Destroy when 10 years old.
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RESEARCH AND TECHNOLOGY STUDY, PROPOSAL
AND REQUIREMENTS FILES

These records are accumulated from developing long range guidance
for research and technology based on the DEA drug/narcotic
requirementsi

File No. é;§§ﬁl

R&D Planning FiYes. Documents that accumulate from developing
long range plans\or forecasts in research and technology. They
involve the estabNishment of schedules to achieve the DEA's long
range research and \technological objectives, the formulation of
new concepts and requirements in research and technology for
planning purposesji any similar mattersi Included are research and
technological long range plans or forecasts and documents
contributing to the development of the plans or forecastsi

Disposition: Destroy 5 y‘ rs after fiscal year in which plan was

implemented.

File No. 930-02

DEA Scientific Advisory Committee\ Files. Documents accumulated by
the chairman of the DEA Scientific\ Advisory Committee concerning
review and evaluation, appraisal of\facilities, and study and
recommendations on special problems &f research and technology in
DEA. 1Included are documents reflecti actions taken and matters
considered by the panelj such as agenda of meetingsj minutes of
meetingsj reports and recommendations distributed to panel
members, and similar documents.

Disposition: a. Office of DEA committee ckairman or senior DEA
representative: (1) Record Copy: Permanent) Transfer to Federal
records center when 5 years old. Offer to NA when 10 years old.
(2) Other documents (extra copies): Destroy 5 \years after meeting
of the committee. b. Offices of committee members: Destroy 2
years after meeting of the committee.

File No. 930-03 (NCI—/’)a*/77-/)

_Scientific Research Schedule Filesi Documents relating\ to cost
projections for research projects, including information\ about
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progr objectives in terms of projectsi, tasksi status and time
phasing\ for researchj and funds required.

Dispositdon: Destroy 2 years after completing or cancelling the
project.

File No. 930-Q4 (A)CI—MD"?"")

Unfunded Stud;KRiles. Documents accumulated in providing
information for ¥se in, and in exchange for, copies of studies
conducted and funded by civilian concerns as part of their
drug/narcotic-oriented research programs. Included are study
assistance requests\for applications, coordinating actions, policy
agreements governing \the release of information, copies of studies
and evaluations theredp, and related papers.

Disposition: Destroy 5 \years after receipt of study.

-97-1/)

Problem Statement Files. Docyments accumulated in providing
information on individual rese&rch and technological problems and
needs to industrialj academici &and nonprofit research concerns.
The information enables the conc&rns to determine how they can
most effectively seek participatidn in DEA Narcotic Research
Program, to prepare and submit unsolicited proposals directed
toward solving the stated needs, and to orient their research and
technological programs toward maintaiNaing the capability for
response to definite requirements for \research or hardware
technology. Included are problem statements, coordinating
actions, communications from qualified ncerns indicating whether
or not they can assist in fulfilling the stated needs, and related
papers, but not unsolicited proposals, or Yeports equivalent
thereto resulting from the problem statemen

File No. 930-05 (Ncl«/';

Disposition: Destroy 2 years after revision,\cancellation, or

expiration of the problem statement.

File No. 930-06 (NC/-/70-77~- /)

eated in
non-profit
oblems and

%iins and

87-20 ADMINISTRATIVE MANUAL 6-29-87

Information-to-Industry Briefing Files. Documents
briefing representatives of industriali, academici an
research concerns, on current drug/narcotic research
anticipated requirements. Included are briefing invita




Appendix 0750A
Page 124

annouwgcements, registration documents, listings of attendees,
, minutes of briefings or copies of presentations given,
and relaed papers.

Dispositiony  Destroy 5 years after the briefing.

File No., 930-07

Unsolicited Proposal Files. Documents relating to receiving and
administering the evaluation of unsolicited disclosures, data,
suggestions, ideas, pl&us, sketches, drawings, information,
discoveries, models, samples, or comparable inventive proposals.
Not included are proposals\responding to requests for quotation or
request for bids for basic search or submitted by scientific
personnel in line of duty or wnder the incentive awards program.
Included are proposals from priyate individuals, memoranda of
understanding, communications wi submitters, evaluations, and
related papers.

Disposition: Destroy S5 years after rsceipt of proposal.

**File No. 930-08

Science and Engineering Program Management Files. Documents
related to establishing an administering the programs in this
functional area. Included are coordinating actions, instructions,
authorizing directives, general correspondence, interpretations,
reports and similar or related documents.

Disposition: a. Office of Record. Destroy after 5 years. b.
Other Offices. Destroy after 3 years.**

** Addition
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RESEARCH AND DEVELOPMENT CONTROL FILES

These records relate to administering and controlling
drug/narcotic research projects, and collecting, disseminating,
xchanging scientific information.

File No.\940-01 (Ne1-110-17 1)

Foreign Scikwntific Information Files. Documents relating to
relationships with foreign nations requesting the exchange and
collection of gcientific information. Included are papers
relating to plak ~for cooperationi discussionsj visits with
foreign governmeny officials, and comparable relationships.

Disposition: Destroy 5 years after approval of exchange of

information.

File No. 940-02

Project Control Files. Documents accumulating from supervising,
managing, and administering dhug/narcotic research, development,
test, and evaluation of projects. Included are documents relating
to project appraisals; recommendations for project initiation,
termination, or cancellation; review and analysis of specific
research projects; and other papers\relating to the projects.
Arrange files by project serial numb and nomenclature, or

title.

Dispositioni Destroy 5 years after completionj terminationj or
cancellation of the project.

File No. 940-03 (N¢|-170-19-1)

Project Register Files. Registers, listings, ind cards, and
related documents used to record information on progjects and
tasks, such as project or task number and title, prolect or task
office, and contract number.

Disposition: Destroy 5 years after projects listed in register
are completed. :
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File No. 940-04

_Pro;::?\ﬁéngging Files. Reports prepared by DEA containing
information abgd individual research, development, test, and

evaluation projects project tasks, including the identifica-
tion, time phasing, requ ents and objectives, and other
information about the project task. Included are research and
technology resumesn development pla or similar reportsna

Disposition: Destroy when the project is com ted or cancelled,

or when no longer needed for reference.

File No. 940-05 (N€1—170=77-1)

Project Case Files. These consist of one copy of each prelimi-
nary, progress, or final technical report or publication; contract
or grant agreement, with changes, modifications, or addendums
thereto; test reports and comparable test data; feasibility, cost
effectivenessny and state-of-the-art study reports from scientific
journals which pertain to research projects supported by DEA,

Disposation: a. Final project 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 15 years after completion,
termination, or cancellation of the project.

Fidte No. 940-06 (NC1-170-77-1)

Technical Report Reference Files. Documents maintained in
organizedN\]library-type collections to provide reference for DEA
in-house‘tiénéiih activity. They include one copy of each
technical repo or publication issued by the organization or

received from ita contractors and one copy of those reports of
interest which are keceived from other sourcesn

Disposition: Destroy when superseded or obsolete.

File No. 940-07

Scientific and Raw Data Files. Docidwments maintained and used by
scientific personnel for research, development, and test of an
item, a group of items, or within a fiel of scientific inquiry.
Included are scientific notesn drafts of teshnical reports and
articles; telemetering, oscilloscopes, and ti and motion films
and recordings; tapes; sound recordings; and simdilar rough or raw
data which is not made a part of the official proj t case file.

Disposition: Destroy when the data is incorporated or summarized

ig a technical report or paper; on completion of the projwmgct, or
when no longer needed for research within the field o inqﬁigy.
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COMMUNICATIONS REQUIREMENTS FILES

These files accumulate from developing and reporting requirements
for communications-electronic facilities and equipmenti including
COMSEC equipment.

File chem-m

Communica;}&n Representation Files. Documents relating to
representati on and recommendations to other Federal agencies,
including impIlementing decisions on communicationsj electronic
policies, radio\ frequency allocation, call signs, radio inter-
ference, and radio propagation matters.

Disposition: Dest
communication requi

y 5 years after approval action on
ment.

File No. 970-02

Telecommunication Facility\Project Files. Documents relating to
preparing, validating, and Yeveloping projects to design,
constructj and install telecommunications servicesi equipmentj
facilitiesi networksi and systems. Included are project lettersj
bills of material, maps, drawings, specifications, installation
data, completion reports, instalYed communication equipment
property cardsj and related paper

Disposition: a. Office performing DEA-wide responsibility:
Destroy 2 years after disapproval of the requirement or
termination of the project. b. Other\officesi Destroy 1 year
after disapproval of the requirement or\l year after discontinua-
tion of the installation or facility.

File No. 970-03 (IUC.l- Ino-N1- '\

Communication Facility Lease Request Files. Documents relating to
requests for providing, rearranging, and removing communication
circuits, equipment, and services leased from comijercial companies
to meet DEA communications requirements. Included\are requests
for leased facility forms, justification data, and nrelated

papers.

Disposition: a. Office responsible for final approval Destroy
10 years after termination of the lease. b. Other offides:
Destroy 2 years after termination of the lease.
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File N:T\§QO-O4

Radio Frquthy Files. Documents relating to authorizingeg
allocating, asxigning, correlating, and using radio frequencies

and call signs.

Disposition: a. rrespondence relating to concurrence of the
Federal Communicatioxns Commission: Destroy after 1 year. b.
Other documents: Des®roy on supersession, cancellation or
discontinuance of the assignment of use.

File No. 970-05 (pCl-[79-

Communication Operation Instruotion Files. Documents containing
information and data on codes, ﬁgg;o frequency assignments, call
signs, and lists of holders of co systems.

Disposition: Destroy when superseded or obsolete.
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COMMUNICATIONS SERVICES FILES

These files accumulate from administeringi usingi and maintaining
communications facilities and equipment.

w\“
Fifh. No. 980-01 (incCI-170- n1- /)

Telephtne Service Work Order Files. Documents used to request and
authori telephone service on Government-owned systems. Included
are requexts for telephone service, work orders, and related

papers.

Disposition: \Destroy 1 year after completion of work.

File No. 980-02 ( c_l—-l’7o"'(7-'l)

Telephone Toll Call Reporting Files. Reports of all authorized
official prepaid outgding, incoming collect, and toll credit card
calls.

Disposition: Destroy aft 3 months, except when discrepancies
between these records and 11 tickets are foundj in which case
the files will be held until\corrective action has been

completed.

File No. 980-03 (NCl—l’IO-'?'T‘I)

Communications Equipment Record Files. Documents relating to
modifying, testing, and comparable actYon pertaining to individual
items of equipment used in communicatiohs systems.

Disposition: Destroy on disposal of thé‘r lated equipment.

'File No. 980-04

Telephone Toll Tickets. Originals and copies of toll tickets
filed in support of telephone toll call payments.

Disposition: Destroy after GAO audit or when 3 years old,
whichever is sooner.
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COMMUNICATIONS CENTER OPERATIONS FILES

These files accumulate in the communications center from operating
teletypewriter, facsimile, data transmission services, and similar
communications services.

Fue\uo. 990-01

LS
Commu;}kations Center Operation Files. Documents relating to
operating\ communications centers and concerning the transmission
and receipt of electrically transmitted messages. Included are
message registers, supervisory logs, performance reports,
interference\reportsj maintenance work ordersj frequency logsj and
similar documegts, but exclusive of other files described in this
schedule. \

Disposition: Des’ oy 1 year after transmission or receipt of

message.

File No. 990-02 (nN& /- 70-77-1)

Communications Center Mesgage Files. Copies of incoming and
original authenticated copies of outgoing messages maintained in
communications centers. ;

Dispositioni Destroy 1 year ter transmission or receipt of
message. Earlier disposal is aythorized.

File No. 990-03 (NC/-/70-77-/)

Monitor Reel Tape Files. Tapes providing a temporary record of
transmissions for the purpose of accomplishing tracer actions and
making retransmissions.

Dispositioni Withdraw and destroy 30 days\after transmission of
message.

File No. 990-04 (NCI-1%0-79-1/)

Service Message Files. Copies of incoming and ou
messages relating to traffic handling or operationa
irregularities. Service messages correcting transmi§sions are
filed with the related message (File no. 990-02).

oing service
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Dispo;}\ion: Withdraw and destroy 30 days after receipt of
service mgssage.

File No. 99005 (IUC.I—I'M'77—'/)

Operator's NuéEEQSheet Files. Documents indicating the numbers
of messages handled on a circuit/channel or piece of
communications equipment.

Dispositioni Withdraw and destroy 30 days after assignment of

number.

File No. 990-06 (NCI =70 77-1)

Multiple Address and Book Mesy ge Processing Filesi Documents
relating to processing multiple\ and book messages.

Disposition: Withdraw and destroy\ 30 days after message is

processed.
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MEDICAL PROGRAM FILES

These files relate to physical profiling for DEA personnel and the
administration of the DEA Medical Program.

File NO¥.1001-01 (NCI-170-11- /)

%
Medical ;Eyiew Files. Documents relating to medical fitness for
appointment) getention in service, promotion, special assignment,
and separatiog. Included are extracts of medical examinations and
similar or relwted documents.

Disposition: Des{roy 3 years after review.

File No. 1001-02 (GRS 1-21)

*Employee Medical Folde
as defined 1n the Federa\

(EMF) Files. Long-term medical records
Personnel Manual (FPM) Chapter 293.

Dispositione a. Transferred employee. See FPM for instruc-
tions. b. Separated employses: Transfer to National Personnel
Records (NPRC)g St. Louis, MO., 30 days after separation. NPRC
will destroy 75 years after birth date of employee, 60 years after
date of the earliest document in\the folder. If the date of birth
cannot be ascertained, or 30 years\after latest separation,
whichever is later. c¢. Temporary short-term records as
defined i1n the FPM: Destroy 1 yearea{ter separation or transfer
of employee.*

L)
RN

File No. 1001-03 (GRS 1-20a)

Health Unit Control Files. Logs or register
number of visits to health unit.

reflecting daily

Disposition: a. Destroy 3 months after last en%\ry, if informa-
tion is summarized on a statistical report. b. stroy 2 years
after last entry if the information is not summarizwed.

File No. 1001-04

Health Services Program Management Files. Documents related to
administering the programs in this functional area. Included

*Revision
)
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are coordinating actions, studies, instructions, interpretations,
messages, and similar or related documents.

Dispositione a. Office of Recorde Destroy after 5 years. b.
Other offices: Destroy after 3 years.

File No. 1001-05

Employee Assistance Program Files. Documents related to
administering this program. Included are coordinating actions,
instructions, authorizing directives, interpretations, messages,
and similar or related documentse

Dispositione a. Office of Record: Destroy after 5 years. b.
Other offices: Destroy after 3 years.
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SAFETY PROGRAM FILES

These files result from a program to prevent or reduce personal
injury, occupational diseases, and property damage from accidental
causeg

File No. £030-01 (¢ (-(70- 77'/)

Safety Progr Files. Documents relating to surveys made to
evaluate the e¥ffectiveness of safety programs and safety standards
and procedures;gurvey reports, safety inspection reports, minutes
of safety meeting and notification of safe and unsafe practices.
Included are changeg made as a result of the findings of the
surveys or inspectiong, and similar or related documents.

ears after survey.

Dispositioni Destroy %m

File No. 1030-02 (NC[-{70-"

Safety Hazard Files. Documents Yelating to technical review,
advice, and guidance for identifyhng and eliminating or

controlling safety hazards. Includ®ydi are hazard reports and
similar or related documents.

Disposition: Destroy 2 years after eliminating safety hazards or
completing measures to control them.

**File No. 1030-03

Safety Program Reporting Files. Documents that provide data
concerning various aspects of DEA safety management activities.
Included are statistical and narrative reports; consolidations,
summariesj extracts of reports; and similar or related documents.

Disposition: Destroy 3 years after submission of program data.**

File No. 1030-04

Reserved.

** Addition
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ACCIDENT FILES

These files relate to aircraft accidents and incidents, motor
vehicle accidents, and marine accidents; fire and explosions;
harmful chemical exposures; and other accidents arising from
equipment and personnel failures.

File No. 1040-01

Accident Case Files. Documents relating to individual accidents.
Included are reports of accidents, and investigations thereof,

involving aircraft, motor vehicles, fires, damage to DEA property,
injury to or death of personnel, and similar or related

documents.

Disposition: Destroy 6 years after close of accident case.

File No. 1040-02 (NCI—170- 17T,

Ty
Accident Experience Files. Documents
reporting of accidents and summarizing
experience and trends involving aircraft ;N
personal injury, damage to property and oth

elated to the statistical
d analyzing accident
otor vehicles, fires,
accidents.

Disposition: Destroy 5 years after completion data.

87-20 ADMINISTRATIVE MANUAL 6-29-87



Appendix 0750A
Page 137

PROPERTY MANAGEMENT FILES

These files accumulate as a result of controlling and accounting

for supplies and equipment by property officers and other
responsible individuals.

' Receipt Files. Cards, listsg¢ hand receipts (DEA
. or comparable documents showing accountable property
charged td, a DEA activity.

Dispositione
property, or

. Destroy or turn in on complete accounting for
xhen superseded by a new receipt or listing.

¢1-170-97- 1)

Equipment Record Filks. Documents usedg when required to record
individual and cumulaijve repairs (DEA Form 16B), adjustments, and
use of equipment items.

File No. 1101-02

Disposition: Destroy 2 years after equipment leaves custody of

DEA.

File No. 1101-03 ( NCI—{70-71

Property Accountability Transfer MNles. Documents attesting the
transfer of property accountability\from one accountable officer
to another. 1Included are certificatas of transfer, inventory

lists, and related documents.

Dispositione Destroy 2 years after sati
property.

actory transfer of

File No. 1101-04 (NCI- 170-7%e /)

Equipment Loan Files. Documents reflecting loanN\of equipment to
or from other Government agencies.

Disposition: Destroy 2 years after turn-in, or othe

\ Satisfactory
accounting for items involved. \

-26-88
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File No. 1101-05 (NCI- 170-77- /)

Repo;}\bf Survey Files. Reports that describe the circumstances,
and recymmended action, concerning the loss, damage, or

destruction of Government propertye Included are reports of
survey andsupporting documents.

.{.7

DispositioneN.ea. Office performing final review authoritye (1)
Reports involXing pecuniary liability: Destroy 10 years after
completing finxl action. (2) Other reports: Destroy 3 years
after completing final action. b. Other offices: Destroy 3
ting final actione

File No. 1101-06 ( N&- 7o-"17-1)

Reports of Survey Regi&ter Files. Registers and related documents
maintained to control réports of survey.

Disposition: Destroy 10 ygars after last recorded survey.

File No. 1101-07 (NC!—I’Jo—’f

Proverty Officer Designation Fil
designation of property officers.
appointment and revocation.

Ss. Documents reflecting the
. Included are letters of

Disposition: Destroy 2 years after

erminating appointment.

File No. 1101-08 ( N& /- 176-71-1)

Packaging and Handling Deficiency Reportin&’ Files. Reports
submitted by receiving activities concerningy deficiencies in
preserving, packing, marking, or handling of \supplies, equipment,
or materials. Included are reports of packing\ and handling
deficiencies, reports of corrective action, and\related papers.

Disposition: Destroy 1 year after submitting repq&rt.

File No. 1101-09 (NCI-/70- 27 - /)

Excess Property Reporting Files. Reports used to disseliinate
information concerning availability of excess property. Included
are reports of excess personal property, listings, cards Xorms,
and similar documents. y

Dispositione Destroy 1 year after date of report.
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1101-10 ( NEI=170 =17~ 1)

Equipme:%%w d Supply Requisition Files. Documents relating to

requests fdﬁa upplies and equipment (expendable and nonexpend-

able)g rentals,\of equipment with supporting correspondence, and
copies of requi'sntions.

Dispositionc a. Reégquests for expendable itemsc Destroy 1 year
after completion of ac¢fion. Earlier disposal is authorized. b.
Requests for nonexpenddble items. Destroy 2 years after

completion of action.

**File No. 1101-11

Property Program Management Files. Correspondence, instructions,
studies¢ messagesg interpretationsg¢ and coordinating actions
related to the administration and operation of the property
management program.

Dispositionc Destroy when 6 years old.**

** Addition
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FACILITIES MANAGEMENT FILES

These files result from control, occupation, and use of facilities
by DEA activities.

File No. 1110-01

Facilities Utilization Files. Documents relating to the control

and allocation of office space. Included are space allocations,
space reportsg requests for additional space or changes in space
locationsg space releaseg surveys of space requirementsg office
layoutsg¢ and similar documentsec

Disposition: Facilities office: Destroy 5 years after approval

of allocation or space requirement. Other officesec Destroy 3
years after completion of action. Earlier disposal 1is
authorized.

File No. 1110-02

Floor Plan Files. Reference copies of floor plans for DEA

activities.

Disposition: Facilities office: Destroy when superseded or

obsolete.

N
File No. N .10-03

Facilities ;:}vjces Files. Documents related to custodial

services required by an activity¢ installation of telephonesg
changes to telepho directories; issuance of keys and 1locks;
modification, repairij\or change of heating, lighting, ventilation,
cooling, electrical, a plumbing systems; painting, partitioning,
repairing, or other aspedts of office landscaping; and similar
documentse

Disposition: Destroy 2 years after completion of work or

cancellation of requeste

*%*File No. 1110-04

Building Lease Management Files. Documents include copies of

building lease, Contracting Officer Representative (COR) and
Assistant Contracting Officer Representative (ACOR) delegationsg
leased building inspector worksheets, contract cleaning inspection
reports, complaint registers, written notifications to lessor
concerning complaints and resolutions of complaintse

Disposition. Destroy 2 years after termination of lease.**

** Addition
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MOTOR VEHICLE MANAGEMENT FILES

These files relate to controlling and managing DEA motor
vehicles.

Fil;\hh.‘IIZO 01

Vehlcle\\uthorlzatlon Files. Requests for procurement or

distributioy: of vehicles indicating requirements, justifications,
and approval¥; or disapprovals thereof.

Disposition: Déstroy 2 years after procuring or distributing

vehiclesi

File No. 1120-02

Vehicle Control Files. qcuments used to control the location,
custody, assignment, seizuhe status and other data relative to

vehiclesi

Disposition: Destroy 2 years aXter vehicle leaves DEA custody.

File No. 1120-03

Vehicle Identification Plate Files. Do¥uments connected with
requesting, transferring, issuing, and d1‘p051ng of United States
or local identification plates or license jates.

Disposition: Destroy 5 years after disposal plates.

File No. 1120-04

Vehicle Operating Cost and Performance Reporting Filesi Feeder
and summary reports prepared therefrom reflecting cost and
performance data relative to vehicle data, vehicle deficiency
reports, requests for mileage expense and vehicle status, etc.

Disposition: a. Summary reports: Destroy 5 years after compil-
ing data. b. Other reports: Destroy 3 years after compiling
datai
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File No. 1120-05

Vehicle Disposition Files. Requests submitted to Department of
Justice or General Services Administration for transfer of excess
vehicles or disposal of vehicles that meet or exceed the vehicle
replacement standards.

Dispositioni Destroy 5 years after the vehicle leaves custody of
DEA.
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LIBRARY FILES

These files relate to the operation of the DEA library.

File No. 1130-01

Reserved.

2 (NCI- 170=77-1)

Shelf List Card\ﬁiles. Cards indicating all books in the 1library
arranged in the order in which the books stand on the shelvesij
and reflecting item \jdentification by classification, title,
author, voucher numben (additions or reductions), and other
information necessary ty facilitate the accountability process.

File No. 11302

Disposition: Destroy after all items indicated thereon have been
dropped from accountability “ecords.

File No. 1130-03 (NCI-170-171-

Library Catalog Files. Cards enumehrgting authors, titles,
cross-references, and subjects arrangwsd in alphabetical order and
indicating descriptive details includi location of books on the
shelves. Upon transfer of the books to other library, the
current library card catalog files will be\ included in the
transferi if possible.

Disposition: Destroy when related books have
removed from the library collection.

een permanently

3
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PERSONNEL MOVEMENT AND TRAVEL FILES

These files relate to the control, administration, and operations
involved in moving DEA employees and their dependents.

File No. 1140-01 (NCI-170-71-1)

Travel Request Files. Documents pertaining to requests for orders
placing DEA employees on temporary duty, notices of arrival and
departureg9 approval of issuance of temporary duty ordersg
placement of personnel on temporary duty, and similar matters.

Disposition: Destroy 3 years after fiscal year in which travel
was performed.

File No. 1140-02 (NCI-[20-77-1)

Conference Travel Filesoo Documents maintained for the purpose of
planning, reviewing, and furnishing information in connection with
travel of authorized personnel to attend meetings of technicalo,
scientific, professional, and similar organizationsa

Disposition: Destroy 3 years after fiscal year in which travel
was performed.

- 29-1)

Passport Files. Documents lating to passports and visas for DEA
employees Including their depwndents. Included are requests for
passports, transmittal letters ,receipts for passports, control
cardsq and related documents.

File No. 1140-03 (NCI—I

Disposition: Destroy 3 years after

ssuance of passport or visa.

File No. 1140-04

International Shipment Files. Documents international shipments
of household goodse

Disposition: Destroy 6 years after the period of the account.

**File No. 1140-05

Tour Renewal, and Rest and Recuperation Travel Files. Documents
consist of copies of tour renewal agreements, transportation
agreements, and requests for travel, with coordinations and
approvals at appropriate levels. Documents include approved
travel orders, vouchers, itineraries, and similar or related
documentseo

Disposition: Destroy after 3 years.**

** Addition
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REPRODUCTION SERVICES FILES

These files relate to printing, reproduction, binding operations,
and equipmentj to contract printingi and similar mattersi

File No. &01 (Nel-t20-77-1)

Printing Equipﬁ%nt Control Files. Documents related to granting
authority to issdaX purchase, rent, exchange, transfer, or dispose
of printing, binding$Qifd related auxiliary equipmenti Included

P

are requests for ap val of and justification for printing and
reproduction equipment Department of Justice and Government

Printing Office approvaly
be turned into supply cha

authorizations for excess equipment to
els for disposal; and related papers.

Disposition: Destroy 3 years\after disposal of equipment or
disapproval of acquisition request.

File No. 1150-02 (n<i-/170-77—7

Printing Report Files. Documents reflecting information on
printing operations and equipment, such as individual and
cumulative printing jobs, inventory of printing equipment,
contract printing costs, and similar data required by the Joint
Congressional Committee on Printingi Included are inventory
reports of printing and stored equipment, contract printing
reports and expenditure statements, comparable reports, and
related papersi

Disposition: Destroy 5§ years after submitting the report.

File No. 1150-03

Reserved.

File No. 1150-04 ( NCI- PRp- 77~ /)

Printing Job Jacket File. Wo ordersj production and cost
records, related processing dataxand samples of each printing job
produced.
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Disposition: Destroy 3 years after fiscal year in which printing
work was completed.

File No. 1150-05

Illustration and Drawing Files. Blueprints, drawings, specifica-
tions, and artwork used in preparing illustrations for publica-
tionsi

Dispositioni Destroy when the publication is printed, except for
artwork which has continuing usefulness will be retained until no
longer neededi

File No. 1150-06 G RS 2| /7

Photographic Negative Files. Original basic photographic nega-
tives of material used in preparing illustrations of publications
and duplicates of photographic negatives of artwork used for
illustrating publications.

Dispositiont Maintain and dispose of audio-visual records in
accordance with the standards of General Records Schedule 21.
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PUBLICATIONS SUPPLY FILES

These files are maintained at activities engaged in receiving,
storing, and issuing publications or blank forms.

\uie No. 1160-01 (N¢|-170-11- /)

Publication Requisition Files. Documents used in requisitioning
imbursable publications, and accountable and nonaccountable
blank Yorms. Included are requisitions, shipping orders, transfer
and similar papers.

DispositioR: Destroy 3 months after completion of action; earlier
uthorized.

Status of Publicatdpn Files. Forms reflecting the status of

File No. 1160-03 (N¢|- 70~

Initial Distribution Files. Digtribution sheets, delivery
instructions, correspondence, and related papers pertaining to the
distribution of DEA publications.\ Included are forms reflecting
the quantity and type of publicatioxysiand blank forms required for
automatic distribution.

Disposition: Documents pertaining to classified publications: a.
Destroy 2 years after distribution of puhbhlication. b. Destroy

superseded forms when replaced by current forms. c¢. Other
documents: Destroy 3 months after distribution of publication.

Earlier disposal is authorized.

File No. 1160-04 (N<&I- 170-17-1)

Accountable Form Receipt and Issue Files. Document
the receipt or issue of accountable blank forms. In
receipt forms, listings, and registers.

reflecting
uded are
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Dispositioni Destroy 2 years after receipt or issuance of form.

File No. 1160-05 (NCI-1T0-77-1)

Accounthble Form Authorization Files. Signature cards identifying
individua\s authorized to receive accountable forms.

Disposition:

sDestroy upon withdrawal of the authorization.

N

File No. 1160-06

)

I-120-717-1)

Publication Stock Reco Card Files. Cards reflecting the supply
status of publications awd blank forms, including data as to stock
levels, quantities on han and quantities received or issued.

is filled or on supersession,
rm or publication.

Disposition: Destroy when ca
rescission, or obsolescence of

File No. 1160-07 (rdc:-— 170- 771-/)

Publication History and Stock Usage File
history and usage for each item of stock.

Forms reflecting the

Dispositioni Destroy when form or publication
obsolete.

s superseded or
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MAIL SERVICES FILES

These files relate to the mail functions performed by DEA
activitiesn

File No. 1170-01 (Ne¢l-170- 71~ N

Mail Loss and Shortages Files. Documents relating to recording,
reporting, and investigating losses or destruction of mail
including delay, accident, occurrence, or deprecation (theft or
rifling) involving mail. Included are reports containing facts
surrounding the loss or shortage, investigation progress reports,
final investigation reports, records or postal claims, records of
lost or rifled mail, and related papers.

Disposition: Destroy 3 years after completion of the
investigation.

File No. 1170-02 (N& |- 170-79~1/)

Mail Routing Guide File. Documents prepared to facilitate mail
delivery, reduce routine errors, and to aid in training new
routing clerksn Included are cards, manuals, indexes, and similar
papers used as mail routing guides.

Disposition: Destroy when superseded or obsolete, except that
background papers relating to the guide will be destroyed 2 years
after publication of guide.

File No. 1170-03 (N¢(-/70-77~7)

Accountable Mail Receipt Files. Documents reflecting the receipt
and dispatch of registered, certified, and numbered insured mail.

Disposition: Destroy 2 years after receipt or dispatch of mail.
File No. 1170-04 (NC|—(70-77-1)

Mail Control Files. Documents relating to the control of

incoming and outgoing mail. Included are routing and suspense
slips, delivery receipts, logs of incoming and outgoing mail,
records of messenger trips, and similar papers. The records of
delivery of accountable mail, when filed with mail control files,
will be disposed of as accountable mail receipt files. Receipts
for classified documents, when filed with mail control files, will
be disposed of as classified document receipt files. Return
receipt requested postal forms accumulated by DEA purchasing
activities as the result of the transmittal of either contractual
documents or correspondence directing specific procurement actions
by registered mail, will be considered as record segments of the
contract to which they relaten Such receipt forms will be filed
with related contracts and retained in accordance with disposition
instructions for contract files.

Disposition: Destroy 1 year after receipt or dispatch of mail.
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File No. 1%0{05 (NCI-170-77- 1)

Mail Hours of CoXlecting Files. Documents indicating pick-up and
delivery of mail toxofficesn

o

Disposition: Destroy en superseded or obsolete.

File No. 1170-06 (NCI-170-11—1)

Mail Production Files. Production reports of mail handled and
work performed.

Disposition: Dg@troy 2 years after compilation of data.
M- 110-86-1)

Mail Survey Files. R&ports containing semi-annual mail survey
data and other special il counts and survey information.

File No. 1170-07

Disposition: Destroy when :dears old.

**File No. 1170-8

Mail Program Management Files. Correspondence, instructions,

studies, messages, interpretations, and coordinating actions
related to the administration and operation of the mail management

programe.

Disposition: Destroy when 6 years old.**

** Addition
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ADP DOCUMENTATION FILES

These files consist of those records required to service
machine-readable records and to convert them from encoded data to
usable information. These are an organized series of descriptive
documents required to initiate, develop, operate, and maintain
specific applications of ADP systems. The disposition of
documentation files is linked to disposition of the
machine-readable files serviced.

File No. 1201-01 (NCI-/70- 77~ ’)

Data Systems Specifications Files. Documents containing
definitions of the system including functional requirements, data
requirements, system/subsystem specifications request for the
system, and authorizing directives.

Diposition: a. Disapproved proposed system: Destroy one year
after final action. b. Approved system for which all related
magnetic data files are authorized for disposali Destroy one year
after termination of the system. c¢. An approved system for which
any related magnetic data file is not authorized for disposali
Retain with related magnetic data file.

File No. 1201-02 (NC!-— 170“7’7",)

System Test Documentation Files. Documents consisting of test
plans, test data, and test analysis reports.

Disposition: a. Approved system: Destroy 1 year after
discontinuing the system. b. Disapproved proposed system:
Destroy one year after final action.

File No. 1201-03 ( NCI1-170-77-1)

File Specifications Files. Documents consisting of definitions of
the logical and physical characteristics of each record element or
item of data in the file, including names and tags or labels;
relative position, form, format, and size of data elements (record
layout); specification of all codes used, cross reference code
manual; security and privacy restrictions; integrity and validity
characteristics; update and access conditions; and recording media
and volume.

Disposition: a. A system for which all related magnetic data
files are authorized for disposal: Destroy with final related
magnetic data file. b. A system for which any related magnetic
data file is not authorized for disposal: Retain with related
magnetic data files.
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File No. 1201-04 (NC!-(70- 77~ ’)

User Guide Files. Documents consisting of information which
sufficiently describes the functions of the system in non-ADP
terminology so that users can determine its applicability of when
and how to use itj and serves for the preparation of input data
and the interpretation of results.

Disposition: Handbooks, guides to data availability, and
procedures for querying filesi Retain with data systems
specifications.

File No. 1201-05 (NC(I-170- 27-1)

Output Specifications Files. Documents consisting of detailed
descriptions of products of the system that are to be used outside
the computer center.

Disposition: Listings of each type of output by title and tag,
format specifications, selection criteria volume and frequency,
media, graphic displays and symbols, security and privacy
conditions and disposition of output: Destroy 3 years after
related report is discontinued.

File No. 1201-06 (NCI-—I’)D-’M—l)

ADP Report Files. Documents printed in final report containing
the statistical tabulation and an analysis of the findings of a
study or survey including a narrative description of methodology
employed.

Disposition: Systems which require retention of related data:
Retain one copy with related file specifications.

File No. 1201-07 (Nc.l—l"w-"l'z-l)

Information Retrieval Routine Files. Documents related to a
series o1 machine instructions designed to retrieve information

from specific data systems.

Dispositioni a. General purpose programsi Destroy when no

longer needed. b. Special purpose programs for data files for

which disposal is authorized: Destroy with related data files.

c. Special purpose programs for data files for which diposal is
not authorized: Retain with related data file.
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**File No. 1201-08

ADP/Telecommunication Service Files. Documents, DEA Form 195,
used to initate service to ADP/Telecommunications systems, equip-
ment and support service excluding those systems identified in the
ADP master files (1220 series) in Volume II of the Administrative
Manual e.g.n NADDIS, STRIDE, CSA etc.

Disposition: Destroy 1 year after project is completed.**

‘ **%* Addition
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ADP PROCESSING FILES

These are machine-readable files, aside from master filesi which
comprise most of the life cycle of computerized records. Process-
ing filesi from work files and raw data input files to publication
files and security backup filesi are employed to create and use a
master file. They are presented here separately from master files
for the sake of clarity and because they are generally not
intended for long term retention.

File No. 1210-01 (N¢!I-170-727-1/)

ADP Work Files. Temporary computer sensiblel media used by
console operators or tape handlers to facilitate general computer
runs such as sorts and merges.

Disposition: New media, or media not included in a library con-
trol system, or files whose retention dates have expired: Avail-
able for immediate use or reuse.

File No. 1210-02 (NCI-I'?o—'M"l)

ADP Test Files. Computer sensiblel media used in testing a
proposed program.

Disposition: a. Media used by programmers for individual run
testing and not under library control: Destroy after system has
been accepted or discontinued. b. System debugging test data:
Destroy when related program is discontinued. c¢. System accept-
ance test datai Destroy when related program is discontinued.

File No. 1210-03

Initial Data Abstract Files. Computer sensiblel media contain-
ing data abstracted from source documents or other media and

entered into the system for the first time.

Disposition: a. Data used for updating and required to support
reconstruction of master file: Destroy after third update
cycle.2 b, Data not required to support reconstruction of
master file and/or used as input for a one-time study, survey or
experimenti Destroy in accordance with DEA computer systems
documentation. c¢. Media officially designated to replace or
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serve as the basic source data in lieu of the hard copy or other
input source document: Destroy in accordance with instructions
documenting the same processj transactionj or case.

File No. 1210-04 (NCI—(70- 77~ 1)

Initial Data Reference Files. Computer sensiblel media files
created by another agency.

Disposition: Media not a record of the receiving agency:3
Destroy as reference material.

File No. 1210-05 (NC(-170- 117~ 1)

Initial Data Card/Tape Abstract Files. Punched cards or paper
tape containing data abstracted from source documents and used for
conversion to magnetic media or processing on electric accounting
machine equipment created after January 1, 1970.

Disposition: a. Data retained by ADP operational elements as
backup to magnetic media: Destroy after third update of related
magnetic file. b. Electric accounting machine output listings
and reports: Destroy after 180 days if used in processing without
being converted to magnetic media. c¢. Data converted to magnetic
media: Destroy after verification of data on related magnetic
media.

Initial Data Source Files. Punched cards that contain original
entry data with film or written inserts.

Disposition: Source documentsi Destroy in accordance with
instructions applicable to the hard copy or other files
documenting the same processj transactionsj or case.

File No. 1210-07 (N¢/—/70-77-1)

Intermediate Data Input/Output Files. Computer sensiblel media
containing output within or from one run to a subsequent run that
manipulates, sorts, and or moves data through the system, includes
checkpoint, edit, correction, reject list, unmatched data
eliminating error, and rerun files.
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Disposition: a. Media used in an updated system: Destroy after
subsequent data files that contain the accepted detail data have
been created and proven satisfactory. b. Media used in a
one-time study or survey: Destroy after master data file has been
proven satisfactory.

File No. 1210-08

Valid Transaction Files. Computer sensiblel media containing
valid file of items used with a master data input file for
creation of a master data output file.

Disposition: a. Media consisting of valid transactions after all
outstanding items are liquidated from current status files:
Destroy after third update cycle.2 b. Media consisting of

valid transactions after the cumulative final master file is pre-
pared and determined to be successfuli, and there is no necessity
for statistical analysis: Destroy after third update cycle.

File No. 1210-09

Information Retrieval System Master Reference Files. Computer
sensiblel media containing data created by the merging of prior
master—file with valid transactions data to create a new master
file.

Disposition: Cumulative index to scientific and technical
publications, and bibliographic and other nonrecord material:
Destroy after third update cycle.2

File No. 1210-10 (NCI- 170-7c 1)

Security Backup Files. Computer sensiblel media that is identi-
cal in format to the master file and retained as security in case
the master file is damaged or inadvertently erased.

Disposition: a. Update media: Destroy after third update
cycle.4 b. A one-time study or surveyi Destroy in accordance
with standards for disposal of corresponding master file.
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ADP MASTER FILES

These files constitute the definitive state of a data file in a
system at a given time. Such files are partly categorized on the
basis of subject content. Other important considerations
regarding disposition are the format of the data file and the
manner in which it is updated. Such variables influence the scope
of the informational value of a file and the frequency with which
its machine-readable output should be subject to archival
appraisal.

File No. 1220-01 (NcCI- 172" 11-1)

Housekeeping System Master Files. Computer sensiblel media
containing data for such "housekeeping systems'" as fiscal
accountability, supply management, and payroll administration.

Disposition: a. Media not required for GAO site audit: Destroy
in accordance with instructions applicable to the hard copy or
other files documenting the same process, transaction, or case.

b. Media required for GAO site audite Destroy in accordance with
functional guidelines provided by GAO.

File No. 1220-02 (NCI—I%—’I?-I)

Statistical Master Files. Computer sensible! media containing
data created by the merging of a prior master file with valid
transaction data to create a new master file.

Disposition: Media used to prepare reports covering a limited
period of time; recurring periodic surveys and censuses: Destroy
one year after no longer required.

File No. 1220-03 .

Re-Formatted Files. Computer sensiblel media containing essen-
tially duplicate data from the master data file but, which is
created for use with other computer hardware.

Disposition: a. Media created for the specific purpose of
information interchange: Destroy as provided for related master
data file. b. Data of specific application for agency computer
hardware systems: Destroy when determination is made that such
format is unnecessary.

File No. 1220-04

Reserved.
File No. 1220-05 (N('_l-—l’?o—'77—l)

Samplesg Subsamplesq and Special Studies Filese Computer
sensible! media containing data selected from a larger census or
survey filesa
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Disposition: Media which is disclosure free or useful in
statistical analysis or policy formulation models and simulation
studies: Destroy one year after no longer required.

File No. 1220-06

*Defendant Data (Statistics) System Files. The defendants
statistical system is part of the M204 DBMS System and provides
information on all persons arrested and prosecuted on drug related
charges. Information extracted from the defendants statistical
system is used:*

**], As source data for the generation of statistical reports
(arrest and prosecution oriented); and
2., As input to the Offender Based Transaction System (OBTS),
which -with—addit-tonat—input—from—the—Bureau—of—Reisens tracks the
persons arrested and prosecuted through their years in prison.**

Dispositioni Data sets and related documentationi
PERMANENT. Transfer annually to the National Archivesi 1n
accordance with 36 CFR 1228.

File No. 1220-07 (uu—mo—'m-l)

Drug Abusers Reporting System Files. Machine-readable records
used to provide a data base for furnishing information for
research into drug abuse and for law enforcement purposes.
Contains data relating to persons arrested for any crime whom the
arresting officer suspects as being addicted to narcotics or
chronically abusing narcotics. Covers 1970 to the presentao

Disposition: Destroy 10 years after system is discontinued.

File No. 1220-08 (NC\-(70-N11- 1)

Ballistics Intelligence Tables System Files. Machine-readable
records which provide drug intelligence for law enforcement
purposes. Contains records of tool mark and chemical analysis of
licitly and illicitly made drug tablets. Covers 1970 to the
present.

Disposition: Destroy 10 years after system is discontinued.

File No. 1220-09 (NCI-110-17-1)

Controlled Substances Act Registration Records (CSA) Files.
Machine-readable records containing data on individuals by nameg
physicians and related practitioners, dentists, veterinarians,
persons conducting research with controlled substances;
distributors, manufacturers, exporters, and importers of

* Revision
** Addition
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controlled substances, and pharmacies. Provides a data base of
handlers required to register under the Comprehensive Drug Abuse
Prevention and Control Act of 1970. Covers 1971 to the present.

Disposition: Destroy 10 years after system is discontinued.
File ﬁ\..IZZO-IO

*Automated Reports of Consumated Orders System (ARCOS) Files.
ARCOS prow.des an audit of drug inventory transaction by
manufacturexs and distributors of controlled substances, maintains
a current inXentory of controlled substances, provides an
inventory hissory of narcotic transactions that assists in
estimating the\medical and scientific needs of the US, legal
narcotic exportsy, and maintenance of narcotic reserves, and
provides annualnstatistics to the International Narcotic Control
Board.

N,

Disposition: Data w\ll be deleted 2 years following the date it
was added to the file\and placed in a historical file from which
it will be deleted 4 years from the date added.*

File No. 1220-11

other DEA personnel on people) business, ships, vessels and
selected aircraft identified tifough the DEA investigative
reporting system. DEA Headquarters, all field divisions and most
district and resident offices are\linked by the telecommunications
network.*

Disposition: Destroy 10 years after éystem is discounted.

File No. 1220-12

\

Svstem to Retrieve Information from Drug Evidence (STRIDE) Files.
*STRIDE consists of four subsystems that pXovide information on
time utilization by laboratory professional$ to laboratory
managers, (laboratory manpower), provides indicators of drugs
currently being abused (STRIDE Analytical)p characteristic
information on tablets and capsules (Ballistics\Subsystem), and
provides tracking information on the present locktion of the
drugs, (Evidence Inventory Subsystem).

Disposition: Data will be deleted from the active
from date the case is closed and added to a historica
which it will be deleted 15 years from date added.*

le 15 years
file from

* Ravision
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**Filz\nﬁ. 1220-13

N
Data Bas;\wanagement Svstem Files. Documents relating to the
selection, §§§:;sition, management and utilization of data base

management sy§tems utilized by DEA. These documents do not relate
to the content %Qf the individual computer application such as
NADDIS or CSA, bwt to the development and operation of the system
in terms of polic problems, solutions, etc.

Disposition: DestroXx:documents 5 years after a data base
management system has Ween completely removed from service by
DEA. \

File No. 1220-14

Computerized Asset Program (CAP) Files. CAP is part of the M204
Data Base Management System and is used to report removal of all
non-drug, forfeitable property seized as a result of drug investi-
gation and arrests.

Disposition: Data records will be deleted 2 years following the
date of disposition of the asset and added to a historical file
from which it will be deleted 5 years from the date added.

File No. 1220-15

\
DEA Accounting Svstem (:EXAS) Files. DEAAS provides a financial
management information syshdem for accounting procedures and the
management of funds. The sygtem includes on-line/edit update
capabilities, on-line review wWf current status of allowances,
obligations, expenditures and Xravel advances, budgetary controls
by allowance and report creatiom capabilities.

Disposition: Data will be deleted\4 years following the year
accumulated, and placed in a historical file from which it will be
deleted 3 years from the date added.

File No. 1220-16

Training Information Management System Files (TIMS). TIMS
operates under the M204 Data Base Management System and is an
on-line system that records information on each training course
attended by Special Agents.

Disposition: Data will be deleted 10 years after date of termina-
tion of service of employee and placed in a historical file from
which it will be deleted 5 years from date added.

File No. 1220-17

Property Management System (PMS) Fileseo PMS is an on-line system
bhat operates underotheo MZ0dooData Base Management System and
retains the capability to track capitalized personal property and

** Addition
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all DEA-owned technical and investigative equipment, radio
communications equipment, motor vehicles, boats, aircraft, badges,
credentials and firearmso

Disposition: Data will be deleted 1 year after the date of final
disposition of an item of equipment. Deleted records will not be
placed in a historical file.

File No. 1220-18

File Room Automation System (FRAS) Files. Machine readable
records used to validate investigative file access authorizations,

determine the circulation status of a specific file, identify the
borrower of a file which has been checked out, and maintain
circulation status. A FRAS record is created on an investigative
file when establishing a Headquarters file on investigative
activitieseo

Disposition: Data will be deleted 10 years following the year
created. Deleted records will not be placed in a historical
file.

File No. 1220-19

Enforcement Management and Information System (EMIS I) Files.
EMIS I is composed of a money list Subsystem and Case Status
(CAST) Subsystem. The money list is designed to provide an audit
trail of expenditures for purchase of information and evidence.
CAST is designed to track activities of an individual case under
investigatione.

Disposition: a. Data contained in the money list file will be
deleted 2 years following the year the record was added and will
be retained in a DOJ historical file 1 additional year. b. Data
records in the CAST file will destroyed 10 years after the system
is discounted.

File No. 1220-20

Career Development Program Files. The Career Development Program

is an on-line system that contains records of the career histories
of all DEA agents, intelligence analysts and chemists.

Disposition: Data will be deleted 10 years after year of
termination of employee and added to a historical file from which
the records will be deleted 5 years from date added.

File No. 1220-21

Enforcement Management Information System (EMIS II) Files. EMIS
II is an on-line computerized information system that operates
under the CCA 204 DBMS and is composed of two subsystems.
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A. Manpower Utilization Subsystem. Provides statistical
information on expenditure of time by Special Agents, Intelligence
Analysts and Diversion Investigators from DEA bi-weekly activity
reports, DEA forms 351, 352 and 421.

Disposition: Data in the manpower utilization file will be
deleted 3 years following the year in which it was created and
placed in a historical file from which it will be deleted 2 years
from the date added.

B. Confidential Informant Subsystem. Supports management
information requirements in a DEA Headquarters and field officen
Information is maintained on the utilization of DEA's confidential
informantsn

Disposition: CI data will be deleted 3 years following the date

on which it was last updated and placed in a historical file from
which it will be deleted 10 years from the date added.

File No. 1220-22

Ceiling Control System Files. Machine readable records that
provide DEA with a current account of all personnel actions
including promotions, vacancies and transfers.

Disposition: Data will be deleted 6 months after the month in
which the data was collected. Deleted records will not be placed
in a historical file.

File No. 1220-23

Agents Application System Files. Machine readable records
designed to maintain information on agent applicants.

Disposition: Data will be deleted 3 years after the date created

and placed in a historical file from which it will be deleted 3
years after the date added.

File No. 1220-24

Disciplinary Records System Files. Machine readable records
designed to provide a profile regarding precedent
disciplinary/adverse actions relative to type(s) of charge(s) and
type of action proposed and subsequently taken in order to decide
appropriate penalty for current casesn

Disposition: Data will be maintained for a period of 4 years from
the date of last update. Data on agents only will then be placed
in a historical file for a period of 5 years following the
conclusion of the Segar-Bell Court Case.

File No. 1220-25

Personnel Locator System (PLS) Files. Machine readable records
designed to maintain representative data on all DEA employees
pertaining to special skills, geographic work locations and
functional work areas.
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Disposition: Data will be deleted 2 months following the date the
employee leaves DEA. Deleted records will not be placed in a
historical file.

File No. 1220-26

Workmen's Compensation System Files. Machine readable records
designed to provide information on the nature of personnel
injuries, cause of injuries, days lost, deaths and monetary
compensation for medical disability and death.

Disposition: Data will be deleted 2 years following the year 1in
which data was collected and placed in a historical file for 5
additional years.

File No. 1220-27

Freedom of Information (FOI) Files. The Freedom of
Information/Privacy Act System is designed to provide information
on the current status and types of requests to DEA for information
under the Freedom of Information and Privacy Actsn

Disposition: Data will be deleted 6 years following the date of
last update. Deleted records will not be placed in a historical
file.

File No. 1220-28

Vehicle Management System (PVS) Files. Machine readable records
designed to track maintenance of all Government owned and Govern-
ment rented vehicles in DEA.

Disposition: Data will be deleted 1 year following year of date
of maintenance. Deleted records will not be placed in a histori-
cal file.

File No. 1220-29

Activity Files. As part of the M204 Data Base Management System,
the activity file is designed to store information concerning a
particular activity or event with information about the people
involved, names of organizations/establishments known or suspected
of involvement with the illegal activity, and intelligence summary
information. An activity or event may involve drugs, aliens,
weapons, counterfeit documents/currency, aircraft vessels or
vehicles such as a pharmacist selling scheduled drugs without a
prescription or a corporation suspected of illegal drug activity.

Disposition: Data will be deleted 8 years following the date of
last update and placed in a historical file from which it will be
deleted 10 years from the date added.

File No. 1220-30

Aircraft Files. As part of the M204 Data Base Management System,
the aircraft file is designed to store information concerning
general use of
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international aircraft suspected of illegal activity and contains
information about aircraft owners, users, registration data, and
home airfield of the aircraft.

Disposition: Data will be deleted 8 years following the date of
the last update and placed in a historical file from which it will
be deleted 10 years from the date added.

File No. 1220-31

Airdrop System Files. Machine readable records that collect,
correlate and analyze data related to aircraft drops of illicit
contraband into the United States and other areas.

Disposition: Data will be deleted 5 years following the date of
last update. Deleted records will not be placed in a historical
file.

File No. 1220-32

Alien Smucelers Enforcement Svstem (ASSET) Files. The EPIC ASSET
is an Immigration and Naturalization Service (INS) system that
collects and correlates information provided on the INS Smuggler
Index Form.

Disposition: Data will be deleted 5 years following the date of
last update. Data then will be placed in a historical file and
deleted 8 years from the date added.

File No. 1220-33

Commercial Air (CAF) System Files. CAF collects data on the use
of commercial airlines in transporting contraband into the U.S.
CAF is comprised of three subsystems: 1) the CAF Entry System, 2)
the CAF Seizures System, and 3) the CAF Lookout System.

Disposition: Data will be deleted 5 years following the date of
last update and placed in a historical file from which it will be
deleted 5 years from the date added.

File No. 1220-34

Computer Inventory Systems Files. Machine readable records used
to collect and store all pertinent data related to computer and
communications equipment at EPIC.

Disposition: Data will be deleted 6 months following the date of
last payment or item is disposed of. Deleted records will not be
placed in a historical file.

File No. 1220-35

General Aviation Smugglineg Indicator (GAS) Files. GAS collects
and correlates data relating to the use of private aircraft in the
transport of illicit merchandise into and within the U.S.

-26-88
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Disposition: Data will be deleted 5 years following the date of
last update and placed in a historical file from which it will be
deleted 5 years from the date added.

File No. 1220-36

Maritime Intelligence Seizure and Intelligence Lookout Systems
(MIS/MIL) Files. MIS and MIL systems collect and correlate

statistical information regarding seizures and lookouts relevant
to maritime smuggling into the U.S.

Disposition: Data will be deleted 5 years following the date of
last update. The data will then be placed in a historical file
from which it will be deleted 8 years from the date added.

File No. 1220-37

Private Aircraft Reporting System (PAIRS) Files. The PAIRS System
provides on-1line retrieval of information on private aircraft
suspected of illegal drug trafficking entering the U.S. from
foreign airports. Information input will be via INS Form 192A and
U.S. Customs Form CF-178.

Disposition: Data will be deleted 4 years following date of last
updaten

File No. 1220-38

Vessels Files. As part of the M204 DBMS, the vessel file stores
information concerning general international marine vessels. This
file also provides a source for evaluating smuggling threats
involving private vessels. It contains names of vessel owners,

users, registration and home port information, and intelligence
summary data.

Disposition: Data will be deleted 5 years following the date of
last update and placed in a historical file from which it will be
deleted 10 years after the date added.

File No. 1220-39

Vessel Crew Members Files. The crew members system collects and
correlates data related to commercial ships and their foreign crew
members transporting illicit merchandise into the U.S.

Disposition: Data will be deleted 8 years following the date of
last update. Deleted records will not be placed in a historical
filen

File No. 1220-40

Vessels Electronic (ELECTRO) Files. The ELECTRO System collects
and correlates Iinformation regarding electronic equipment

discovered aboard vessels carrying illicit merchandise into the
U.S.
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Disposition: Data will be deleted 8 years following the date of

%??t update. Deleted records will not be placed in a historical
e.

File No. 1220-41

Vessel U.S. Coast Guard 408 File. The USCC 408 file provides
descriptionsnn documentation data and owner information on vessels
registered with the U.S. Coast Guard.

Disposition: Data will be replaced as required.

File No. 1220-42

Watch Access System (WATCH) Files. The WATCH System maintains the
names, passwords and identifying information on all personnel
currently qualified to access the El1 Paso Intelligence Center.

Disposition: Data will be deleted following notification by a
state official and placed in a historical file from which it will
be deleted 3 years from the date added.

File No. 1220-43

Workload Extraction and Evaluation System (WEEP) Files. The WEEP
System measures workloads within the Air Analysis Unit of EPIC and
provides information on sources requesting information from EPIC.

Disposition: Data will be deleted 3 years following the date of

%??t update. Deleted records will not be placed in a historical
e.

File No. 1220-44

Controlled Substances Act System (CSA) Files. Machine readable
records containing data on the registration of all individuals and
organizations who manufacture, distribute, prescribe or dispense
controlled substances.

Disposition: Data will be deleted 6 months following the date
registration expires and placed in a historical file from which it
will be deleted 10 years from the date added.

File No. 1220-45

Diversion Analysis and Detection System (DADS) Files. DADS is a
subsystem of the ARCOS system and contains statistics on only
those drugs purchased from or sold to associate registrants i.e.,
doctors, clinics, hospitals, pharmacies.

Disposition: Data will be deleted a 2 years following the date
added to the file and placed in a historical file from which it

will be deleted 4 years from date added.
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File No. 1220-46

Project Label Files. Project label system maintains a memory bank
of information as contained on labels on packages of controlled
substancesn

Disposition: Data will be deleted 1 year following the date on

which the National Drug Code is rescinded and placed in a histori-
cal file. The data will be deleted from the historical file 2
years from the date added.

File No. 1220-47

Drug Theft System Files. Machine readable records that provide
information on the theft or loss of drugs from Control Substances
Act (CSA) registrants.

Disposition: Data will be deleted 3 years following the year in
which the record was created and placed in a historical file from
which it will be deleted 3 years from the date added.

File No. 1220-48

Internal Security System Files. The Internal Security System
functions under the M204 Data Base Management System and consists
of these separate files: 1) Subject File, 2) Assault File, and 3)
Case File of Internal Security Information.

Disposition: Data will be deleted 5 years following the date the
employee is terminated with DEA and placed in a historical file
from which it will be deleted 30 years from the date added.

File No. 1220-49

Offender Based Transaction System (OBTS) Files. OBTS is designed
to track persons who have been incarcerated on a drug related
charge. It provides batch queries and report capabilities from
which statistical reports may be generated.

Disposition: Data to be deleted 1 year after year of last update
and added to a historical file from which records will be deleted
10 years from the date added.

File No. 1220-50

Trafficker Files. Trafficker file operates under the M204 DBMS
and records information concerning seizures and traffickers
worldwide. Trafficker file creates statistical reports depicting

trends in trafficking. foT€. This {ile is mrremf'j thachve,

Disposition: Data will be deleted 1 year after last update and
added to a historical file from which it will be deleted 20 years
from the date added.
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File No. 1220-51

Toll/Pen Register Files. The Toll/Pen Register files under the
M204 DBMS contain information on the telephone numbers used byn
suspects in an active drug investigation.

Disposition: Data will be deleted 5 years after case is closed
and placed in a historical file from which it will be deleted 10
years from the date added.

File Noe 1220-52

Precursor Chemical Information System (PCIS) Files. PCIS is an

on-line computerized information system on the sale of precursor
chemicals used for the illicit production of dangerous drugs and
other controlled substancesn

Disposition: Data will be deleted 3 years following the date the
record was added to the file and placed in a historical file from
which the record will be deleted 2 years from the date added.

File No. 1220-53

Event Files. The Events file in the M204 DBMS contains informa-
tion related to drug investigations in the form of events or overt
acts of suspects within the investigations, for example names,
addresses, telephone numbers, businesses, banks, aircraft and
vessels. Intelligence analysts and Special Agents primarily input
data into the system.

Disposition: Data will be deleted 5 years from year information
was added to the investigative file and placed in a historical
file from which it will be deleted 4 years from the date added.

File No. 1220-54

Telephone Subscriber Svstem (BINGO). The Telephone Subscriber
System (BINGO) is a vehicle for the collection and the correlation
of telephone numbers and telephone subscribers contained in
information received by EPIC.

Disposition: Data records will be automatically deleted 5 years
following the date year the record was added to the file. Deleted
records will not be placed in a historical file.**

** Addition
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NOTES

l. The term '"computer sensible'" is used to include media which
are not magnet storage devices. Computer cards, for instance, are
still widely used. Technological advances forecast computer
sensible nonmagnetic storage devices likely not be be erasable and
reusablen

2. "Dispose of after third update cycle" indicates that the first
generation data may be disposed of after the fourth successful
updaten

3. Records received from another agency become the records of the
receiving agency under either of two conditionsn

a) when the data are merged or reduced by the receiving
agency, and no comparable copy exists in the originating agency;
or

b) when the data are provided by the originating agency
in a form designed to meet the needs of the receiving agency, and
no comparable copy exists in the originating agency.

In such cases the resulting data file should be scheduled

according to the appropriate category listed in this schedule,
where applicable.

88-15 ADMINISTRATIVE MANUAL 9-26-88



Appendix 0750A
Page 161

FORMS MANAGEMENT FILES

These files relate to planning and executing procedures to
standardize, design, construct, and control the use, numbering,
and distribution of forms.

File No. 1301-01 (Nci-{70- '77—l)

Forms Management Reporting Files. Documents relating to reports
on progress in forms management. Included are reportsi work-
sheets, and correspondence directly related to the reports.

Disposition: Destroy S5 years after completion of requirement.

File No. 1301-02 (Nc&t-170- 71 - )

Forms Numerical Files (Internal). Documents accumulating in
offices having authority to approve forms and resulting from the
consideration, approval, control during existence, and revision or
rescission of specific forms. Included are requests for approval
of forms, justifications, coordination papers, instructions
governing use of the form, and a copy of each edition of the

form.

Disposition: Destroy 5 years after discontinuing the form.

File No. 1301-03 (NE/ -170c11c 1)

Forms Numerical Files (External). Documents relating to forms
used within the jurisdictional area of the forms management office
but approved by other agencies or offices. Included are copies of
forms, instructions for use, and coordination papers.

Disposition: Destroy 1 year after discontinuing the form.

File No. 1301-04 (NCI-110- 11 —1)

Forms Functional Files. A collection of forms arranged by func-
tional classificationj used to assist in taking forms management
actions, such as determining whether new forms should be developed
and approved and whether existing forms should be consolidated or
replaced by other forms. Included are copies of each form used
within the area served by the Forms Management Officer.
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Disposition: Destroy when form is discontinuede supersededg or
obsolete.

File No. 1301-05

Form Number Register Files. Documents used to record and control
the assignment of a form number, consisting of an entry in the
register for each assigned form number.

Disposition: Destroy when all forms entered in the register are
discontinued or obsolete.
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REPORTS MANAGEMENT AND CONTROL FILES

These files result from the direction and operation of DEA reports
control system which is designed to control reportsi assure that
reports are adequate, accurate, and timely; eliminate unnecessary
reports; and standardize materials and procedures.

File No. 1310-01

Reports Control Files. Documents reflecting action taken in
evaluating the requirement for approving and controlling specific
reports, including public use reports. Included are applications
for approving reports; copies of pertinent forms or descriptions
of formati copies of the requiring directive; preparation instruc-
tions; documents relating to continuation, revision, or other
change to the report or output; memorandums reflecting results of
periodic and special evaluations; documents identifying the
relationship of the output to any controlled report to be prepared
in whole or in part from the outputi and similar or related
papers.

Dispositioni Destroy 10 years after discontinuing the report or
output.

File No. 1310-03\(NC|-/70-117~ 1)

Reports Control and” utput Register Files. Documents used to
control the assignment\of reports control symbols and ADP outputs.
Included are registers, Nedgers, or comparable documents.

Disposition: Destroy when .longer needed for control purposes.

¥

**File No. 1310-03

Reports Program ‘Management Files. Documents relating to policy
and procedures in administering the reports management program.
Included are memoranda, implementing directives, Headquarters and
field office reports, followup reports, coordinating actions,
annual summaries of reports, statistical data bases, and related
documents.

Disposition: Destroy 7 years after close out of the report or
documentation .**

** Addition
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RECORDS MANAGEMENT FILES

These files result from planning, promulgating, and executing
concepts and procedures for managing the creation, transmission,
maintenance, use and disposition of DEA records.

File No. 1320-01

Records Management Survey Files. Documents relating to staff
visits and surveys conducted to provide advice and assistance on,
or to evaluate the effectiveness of, records management operations
and programs. Included are notifications of visits, reports of
visits and surveys, reports of corrective action taken, and
related documentsn

Disposition: Destroy 5 years after survey; **or 3 years after
next comparable NARA or GSA survey.**

File No. 1320-02

Records Management Survey Background Filesm Documents used in
preparing for records management surveys. Included are organiza-
tional charts, statements of function, copies of records manage-
ment directives, lists of personnel responsible for records
management, volume of records data, copies of training materials,
copies of authorized deviations, schedules of surveys, notes,
drafts, and similar or related documents.

Disposition: Destroy 3 years after next comparable survey.
Earlier destruction authorized.

70~ 77-7)

Congressional AuthorizationhFiles. Documents relating to congres-
Sional authorization to destro _records. Included are studies,
coordination actions, requests %gr authority to destroy records,

archival appraisals, approvals ofﬁmgsapprovals.

File No. 1320-03 (WN¢/3

Disposition: Destroy previous schedulé when succeeding schedule
is approved by NARA.

File No. 1320-04 (pjc/- 170-79-1)

Records Disposition Standard Files. Communications with the
National Archives and Records *Administration (NARA)* concerning
authority for disposition of specific files, including special
studies of specific files to establish or revise disposition
standardsn

* Revision
** Addition
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Disposition: Destroy 2 years after publication of disposition of
standard or on disposition of all files covered in the standard.

File No. 1320-05

Records Locator and Disposition Files. Documents reflecting files
that have been transferred or retired. Included are records ship-
ment listsp records transfer listsp and copies of Records Trans-—-
mittal and Receipt (SF-135).

Disposition: Destroy 2 years after all records listed thereon
have been destroyed.

File No. 1320-06

*Microform Job Files. Documents relating to appraisal of proposed
microform projects and control of approved projects. Included are
records analysis sheets for proposed microform projects, cost
summary sheets, studies, justifications, and related material.*

Disposition: Destroy 5 years after completion of project, except
that disapproved project files will be destroyed 1 year after
disapproval.

File No. 1320-07

Records Holdings Files. Statistical reports of Annual Summary of
Records Holdings (DEA-454)n

Disposition: Destroy 3 years after submission of reportn

File No. 1320-08"

Correspondence Management Files. Instructions relative to
preparation, formaty coninol, and clearance of correspondence.

ears old. Earlier destruction is

Disposition: Destroy when 6
1 'perseded, obsolete, or no longer

authorized if instructions are
needed for reference.

**File No. 1320-09

Files Program Management Files. Correspondence, instructions,
studies, messages, interpretations, and coordinating actions
related to the administration and operation of the files program.

* Revision
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Disposition: Destroy when 6 years old.** *Earlier destruction is
authorized 1f instructions etc., are superseded, obsolete, or no
longer needed for references.*

File No. 1320-10

**Mjcroform Program Management Filesm Correspondence,
instructions, studies, messages, interpretations, and coordinating
actions related to the administration and operation of the
microform reduction program.

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

**File No. 1320-11

IRM Triennial Review Files. Reports required by the General
Services Administration concerning reviews of information
resources management (IRM) practicesm Included are associated
correspondence, studies, feeder reports, and monitoring surveys
and reportsna

Disposition: Destroy when 7 years old.

File No. 1320-12

Information Collection Budget Files. Reports required by the
Office of Management and Budget under the Paperwork Reduction Act
about the number of hours the public spends fulfulling agency
reporting requirements. Included are associated feeder reports,
report exhibits, correspondence, and statistical compilationsn

Disposition: Destroy when 7 years old.**

* Revision
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PUBLICATION MANAGEMENT FILES

These files relate to preparing, reviewing, and issuing
publications and to maintaining record and reference sets of
publications. Record copies of all publications with related
background papers should be filed in appropriate functional files.
(Record copy is defined as that copy of publication maintained by
the office of record, usually the preparing office, for record
purposes as distinguished from the copies of the same publication
distributed and maintained for reference purposes.) Record sets
of selected publications are required for permanent or long term
retention since they are used extensively for future administra-
tive actions and historical or other research. Files also relate
to management of the publications function(s).

.’ 4‘\‘ .
File No. 1;:8\01

Publication Recoxd Set Files. These will consist of one copy of
each publication . change issued, within the categories specified
below. Publications. within this set will be filed numerically.
Each folder or bindek of the record set will be distinctly marked
"Record Set."

a. The DEA Records nagement Section will maintain a record
set of DEA manual issuancey (Agentsj Administrativei, Personneli,
Planning and Inspection, Laboratory Operations, Training,
Diversion Investigator, and ientific Support Manuals;
Headquarters Notices; and Laboxatory and field Division Orders and
Notices). E

b. Functional procedures manuils, legal guidelines, program
bulletins, and other official procedwural documents will be
maintained by originating office.

Disposition: Office performing DEA-wide\ staff responsibility:
Permanent. Transfer to Federal records c®nter when 5 years old.
Offer to NARA when 15 years old.

File No. 1330-02 (NC'-I')O*’I’)—'I)

Publication Reference Set Files. Offices responsiple for issuing
publications will maintain one set for reference pugrposes when
needed or when required by other directives. This sgt will
include a copy of those publications included in the ecord Set"
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" is not required. Each folder or binder in this set
inctly marked "Reference Set" and will be currently

"Record Se
will be dis
posted.

Dispositioni

stroy when superseded or obsolete.

File No. 1330-03

wel- 170-71-1)

Publication Manuscribht Files. Manuscript copies of publications,
printer copies of galley or page proofs or publications, drafts of
publications, and otheX working or control data used in preparing
publications.

Disposition: Destroy on inting of publication.

File No. 1330-04 (NZ =170 '17“L)

Publication Deviation Files. Dy{cuments related to approved
deviations or exceptions to standard publication procedures.
Included are requests and approvals to distribute local publica-
tions outside the jurisdiction of the DEA, authorizations to print
in more than one colori, authorizatidns to include emblems on
envelopesj and similar deviations or\\special authorizations.

Disposition: Destroy 2 years after ex
the authorization.

iration or supersession of

File No. 1330-05 (NCI— 1NO-""- )

Publication Approval Files. Documents relateyY to approving the
initation of new publications, changes to existing publications,
limitations in previous approvals, and renewal xfter expiration of
the previous approval. Included are requests fox approval,
notification of approvali, and related papers.

Disposition: Destroy on expiration or supersession®or on discon-
tinuance of the publication.

File No. 1330-06

Directives Development and Editing Files. Documents rela{ing to
the impovement and development of DEA directives through editing,
changing, and rewriting of first drafts. Included are copiks of
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%, manuscriptsn notes and memorandums pertain-
ing to conferences with the author, coordination, and research,
copies of related corrempondencen and a printed copy of the basic
directive and each changeXthereton

first and final dra

Disposition: a. Office respansible for editing, developmentn and
improvementn Destroy on revisiqn or obsolesce ice of the direc-
tive. **b. Other offices: Des®toy when no longer needed for
control purposesmn** N

File No. 1330-07

Directives Management Program Filesm Documents related to
establishing and administering the directives program in DEA.
Included are coordinating actions, studies, instructions,
authorizing directives, reports, interpretations, messages, and
similar or related documents.

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

‘ longer needed for reference.**

**File No. 1330-08

DOJ Order Review Filesmn Documents relating to reviewing draft DOJ
orders. Included are routing slips, memorandas, responses,
proposed changes, the draft order, the coordination sheet, the
Summary Sheetn and any other related papersn

Disposition: Destroy when 6 years old.**

‘, ** Addition





