t.
- 1 I
REQUEST FOR RECORL _ _ISPOSITION AUTHORITY

LEAVE BLANH
(See Instructions on reverse) JOB NO
TO- GENERAL SERVICES ADMINISTRATION, M-I\S') '80-4
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 ST PR
; 1. FROM [AGENCY OR ESTABLISHMENT) “

NOTIFIC&!hN TO ’GENCY

In accordance wath trc provisions of 44 US.C 33032 the dispasal re
qusst, including amerdmants, 15 approved except for items that may
be stamped “disposa: r-t approved” or “vethdrawn™ in cowmn .7

National Security Agency
2, MAJOR SUBDIVISION

N33
3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
‘.]OHN W E88-T7727 Dat Archivist of the Enited States

6. CERTIFICATE OF AGENCY REPEESENTATWE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agenc
that the records proposed for disposal in this Request of page(s) are not now needed for the g

's records;
usiness of

this agency or will not be needed after the retention periods specified.
[] A Request for immediate disposal.

[ ] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. ATURE O AGENCY R | BT '
3 Toue 950 s@o&d
D, C. WIGG NSA/CSS Recor, ficer
L™
7. 8. 9.
ITEM NO (With Foiaes Do Igrungzngfumpenodsl e ACTION TAKEN
ADMINISTRATIVE AND MANAGEMENT RECORDS DISPOSITION SCHEDULE
FOR THE
NATIONAL SECURITY AGENCY/CENTRAL SECURITY SERVICE
The| following records disposition schedule generally provides tecords disposal
instructfions for most non-operational records categories of this Agency and takes
precedence over all SF-115s addressing the subject matter previously submitted to
NARS by [this Agency. The disposition instructions for Accountable Qfficers' Records
(Series [f326, #327, #328) contained herein were reviewed and approved by the feneral
~ Accountipng Office by letter, dated 23 January 1980, Pursuant to Public Law 8¢-36,
this schedule may not be released to the public without prior approyal of the|Director,
National] Security Agency/Chief, Central Security Service and is subiect to the
provisions of NSA/CSS letter, Serial: N0235, dated 6 March 1980, as|concurred|in by
the Archivist of the United States in his letter dated 27 March 1980.
FOR OFFICIAL USE ONLY
301 GENERAL ADMINISTRATIVE FILES
Thdse files are accumulated or created in carrying out the genpral interpal
administirative activities of an organization/element.
1. 301-01 (U)Element Management Records. Records Close annually.
which reflect element management such as DESTROY| when 5 yeprs old.
policy, plans, budget, logistics, personnel,
security, and training. These files serve

ns-107 NSA Representatives concur in all changes made herein.

R G Tagge, NARS-NCD FOR OFFIGIAL USE ORLY

@‘{Qé ﬂ?&xéy 4 '5/7 - MASS DATA CHANGE SHERT NOT REQUTRED

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



- On QPEICIAL UST Sy .

Request for Records Disposition Authority—Continuation JOB NO. PAGE OF %Ob
9,
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SI‘\lthLEO(.)R ACTION TAKEN
as element working files, since Agency
official copies are maintained by the
Agency OPI.
301-02 (U)Element Administrative Files. Records Closeg annually.
which are concerned with immediate needs DESTROY when 2 years old.

and have little retention value after the
requirements are satisfied; these duplicate
other files. Such records include requests
for publication, reproduction requests,
office supplies, leave schedules, hours of
work and employee relations information.

301-01 (U)Working Papers/Convenience Files. Rough DESTHOY when 3 years old or
drafts, notes, feeder reports, and similar sooner if no llonger needed
papers accumulated in performance of tasks, for neference.

projects, or functions. (GRS-16-10)
301-04 (U)Conferences and Committee Files. Refer to File No. 322-01
Agenda, membership lists, minutes of b(1).

meetings, and other papers of formally

constituted conferences and committees.
Record data resulting from conferences

and committees which properly belong in
another subject file should be included
in that file also.

301-0] (U)Reading Files. Copies of outgoing Close quarterly, semi-
or incoming correspondence, messages, or annually, or nually.
memos maintained chronologically for ready DESTROY when 3 years old
reference, signature control, preparation or sgoner if of no further
of reports or similar administrative reference value.
purposes.

301-04 (U)Briefing Files. Narrative presentations

with related charts showing functioms,
missions, or projects, and used for
briefing individuals or groups.

a. Briefings by the Directorate level of PERMANENT
senior govermment officials such as
the President, SecDef, Members of
Congress, DCI, etc. on matters of
significant importance concerning
Agency mission, functions, oper-
ations, etc.

b. Briefings by the Agency represent- DESTROY when 3| years old
atives of external officials and or sooner if of no further
visitors on routine administrative refeflence valde.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
G AT O eage e Administration
,§'ﬁ L o '{'5”--:}5”0&&5 O ¢} B79-387 FPMR (41 CFR) 101-11.4
3 b Re €y ian ol -3 A -



10.

Gy NSE ZRLY

FOR

Request for Records Disposition Authority— Continuation JOB NO. PAGE 0F100
3
7. 8. DESCRIPTION OF ITEM > _
ITEM NO. (With Inclusive Dates or Retention Periods) SI‘\IAAELEOCI)R ACTIOIEIOTAKEN
policy or operational matters.
c. Briefings by and for internal Agency DESTROY when 1 year old or
components. soongr if of no further
reference valde.
301-07 (U)Standard Operations Procedures (SOPs). 0PI

Supplemental detailed instruction for Place in an iractive file

implementing programs. when [superseded or
cancglled.

Closg annually.

Trangsfer to NCRC 1l year

aften closing.

PERMANENT

(GRS-+16-1) .
301-08 (U)Operational Summaries/Status Reports

Performance, actual progress, accomplish-

ments, deficiencies, or problems in

relation to functional program goals.

These summaries usually are originated

at subordinate levels and progressively

consolidated at each higher level.

a. Feeder Summaries. DESTHOY when 3 years old,
or Sjoner if qf no further
reference valye.

b. Final Summaries. PERMANENT

301-09 (U)Key Component Reports (KCRs). Monthly

reports which summarize and reflect the

essence of an organization's activity,

i.e., the performance, actual progress

accomplishments, important decisioms,

actions or problems in relation to the

accomplishment of its primary mission.

a. Feeder Reports. DESTROY when j years old,
or sqoner if df no further
reference valye.

b. Final Reports. PERMANENT

301-1( (U)Permanent Change of Station Orders. Place in an inactive file

These files accumulate from administering when (individudl completes

permanent change of station travel orders tour |[of duty.

for Agency military and civilian personnel DESTROY when 3 years old.

in accordance with procedures contained in (GRS+9-4)

the NSA Travel Manual.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Fe c7 ML JSE 5L

o GiOT 1975 O - 579-387

Revised July 1974
Prescrnibed by General Services

Administr

ation

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF }*Of
9.
TEM NO. (With Inclusive Dates o Retontion Periods) A ACTION TAKEN
301-11 (U) Temporary Duty Travel Requests and Close¢ annually.
Travel Orders. These files accumulate DESTROY when 3 years old.
from administering temporary duty travel (GRS+9-4)
orders from Agency military and civilian
personnel in accordance with procedures
contained in the NSA Travel Manual.
301-1p (U)Organization Mission Files. These files Refer to File|Series No.
contain correspondence that documents 320-01 and No{ 320~02.
policy making, program management functions,
and agreements from which the activity has
primary mission.
301-1B (U)Fund Raising Campaign Records. These DESTROY upon gqompletion of
files consist of correspondence, receipts, next [equivalent campaign,
invoices, and related records used to or 1l|year after campaign
facilitate and control the collection of completion.
monies for fund raising campaigns of
charitable, health, welfare, and similar
organizations.
301-14 (U)Quarterly Management Review Periodicals. OPI
Includes Agency summary of management data  PERMANENT
during the previous quarter.
All Others
DESTROY when 3 years old,
or sooner if ¢of no further
reference valye.
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFIGIAL USE GRLY

GIO - 1975 O - 579-387

Revised July 1974

Prescribed by General Services

Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 100
5
9
: 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sﬁhgl;LEo('.JR ACTION TAKEN

302 INSPECTOR GENERAL FILES

%hese files result from the conduct of official inspections |and special
investigations for the NSA/CSS Directorate as required, to evalugte performance
of migsions, functions, and duties prescribed for all components |of the Agency.

L5. 302—0{ (U)Inspection Files. Documents relating

to the planning and execution of internal/
external inspections and investigations
performed by NSA/CSS or by other authorized

agencies,

a. Record Copy. Retire to NCRG 1 year
after inspection completed
and all actions related
ther}to have been adjud-
icated.

PERMANENT
b. Reference/Information Copy. DESTROY when 2 years old.
L6. 302-02 (U)Reports of Inspection. Records

created as a result of inspections and

investigations conducted or directed by

the Office of the Inspector General,

including record action taken and

supporting papers.

a. Record Copy. Retire to NCRG¢ 1 year

after inspectilon completed
and all actioms related
thereto have been adjud-

icated.
PERMANENT

b. Reference/Information Copy. DESTROY when 2 years old.
L7. 302-0B (U)Complaints. Documents accumulated DESTROY 2 years after

during processing of complaints made by transfer of military

or about an employee of the Agency not personnel or ypon separatic

requiring formal investigation. of civilian personnel.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

FOR ﬂfﬂgmlnus& ﬂﬁty:u FPMR (41 GFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 206
9.
ITENT.NO. (With Ingl'ugisg %’::Z: Ig'NngnltTcaEr?A Periods) sﬁg;"ﬁo‘?n ACTIOI1\J°.TAKEN
303 LEGAL FILES
'hese files relate to the prosecution of patent claims and tthe reviey,
issuance, and intepretation of directives, laws, and legislative |proposald as
they affect the Agency.

18. 303-01 (U)Patent Case Files. Files maintained by Retain applicdtions under
patent application designation, relating secrecy in offiice file
to security review of patent applications until secrecy |order is
under secrecy, the modification of secrecy 1lifted.
orders, and withdrawals from secrecy Trangfer patent cases
pursuant to the Invention Secrecy Act, which have seqrecy orders
35 U.S.C. 181-188. lifted to NCRG when one

cubig foot hag accumulated.
DESTROY 10 yeérs after
trangfer.

19. 303-02 (U)Patent Application Files. Case files Place in inactive file
created in the process of application to when |patent ig issued or
the U. S. Patent Office. Includes appli- application ig abandoned.
cations, related invention disclosures, Tranfer to NCRC when one
amendments, petitions, appeals, inter- cubig foot acéumulates.
ferences, and related correspondence. DESTROY 20 yeérs after
Maintained by Applications Pending, transfer.

Patents Issued, and Applications Abandoned.

20. 303-03 (U)Legal Publication Files. Copies of DESTROY when no longer
Fedeeral laws, statutes, directives, or effeqgtive or ¢f reference
regulations maintained for reference. value.

21, 303-04 (U)Legal Precedent Files. Correspondence, Place noncurreént records in
summaries, or other papers documenting inactive file|and transfer
agreements, delegations of authority, to NéRC.
legislation, litigation, investigations, PERMANENT
policies, or interpretations of legal
implications of Agency programs, pro-
cedures, and operationms.

22, 303-0p (U)Legal Opinion Files. Official legal PERMANENT
opinions on questions of definition and
interpretation of statutes, laws, regu-
lations, investigations, and other legal
matters, arranged chronologically.

23. 303-0p (U)Conflict of Interest Case Files. State- DESﬂFOY 2 yeats after
ments of employment and financial inter- separation of|employee or
ests and related records, 2 years after|employee

leavks the pogition for
which the statement is
115-203 Four coples, Including original, to be submitted to the National Archives STANDARD FORM 115-A

~.

\

FOR OTFEIAL USE RLY,

Revised July 1974
Prescribed by General Services
Administration

FPMR (41 C

FR) 101-114
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Request for Records Disposition Authority—Continuation JOB NO. PAGE OF %06
9,
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sl;théLﬁoC.)H ACTION TAKEN
requ%red.
(GRS+1~25)
"4, 303-0 (U)logistics Law Files. Correspondence and Review annually.

5. 303-0

6. 303-0

other papers documenting or expressing
opinions on legal aspects of logistical
matters, including legislation and
litigation regarding Agency contracts.
These files are arranged alphabetically
by subject matter and maintained in the
Office of the Assistant General Counsel
(Logistics).

(U)FISA Files. Applications, certifica-

tions, court orders, and associated
documents created pursuant to the Foreign
Intelligence Surveillance Act of 1978

(50 U. S. C. 1801 et. seg.).

(U)General Law Files. A central subject

matter file arranged alphabetically which
includes all other records of the Office
of the NSA/CSS General Counsel. Includes
the records of the General Counsel, the
Deputy General Counsel, the Assistant
General Counsel (Personnel and Security)
Assistant General Counsel (Information),
and the Legislative and Regulatory
Counsel. It consists of all corres—
pondence and other papers documenting

or expressing legal opinions on
legislation, litigation, investigationms,
agreements, directives, policies,

programs, procedures, and other activities

of legal significance.

Trangfer filed of precedent

value to file

DESTROY all ot

PERMANENT

Trangfer file
value to file

Review annual%

DESTROY all ot

#303-04.
hers.

y.
of precedent

hers.

115-203

\

Four coples, includirig original, to be submitted to the National Archives

PR OeslEiRL USE ORL

GPO - 1975 O - 579= 387

STANDARD
Revised July

FORM 115-A
1974

Prescribed by General Services
Administration
FPMR (41 CFR) 101-11.4



R OFFIEIAL SE UHLY

Request for Records Disposition Authority — Continuation 108 NO. PAGE OF ;06
. 9
7. 8. DESCRIPTION OF ITEM : .
ITEM NO. (With Inclusive Dates or Retention Periods) Sl:hgl;LEo(')R ACTIO;IOTAKEN
304 ARCHIVAL AND HISTORICAL FILES
These files are accumulated by the Office of the Agency Archivist and Historian
to do¢ument the history of the NSA/CSS for operational and histonical purposes.

\7. 304-01 (U)Historical Program Files. Correspondence, Place items in inactive
directives, and other documents which direct- file upon supersession
ly contribute to the development, direction, or obsolegscense and
and supervision of the Agency Historical transfer [to NCRC.
Program, PERMANENT

8. 304-02 (U)Historian's Source Files. Documents Place items in an
collected and used as source data in the writing {inactive [file on pub-
of histories or special historical studies. lication [of related
Also, includes duplicates or photocopies history.
of correspondence, reports, directives, Transfer |[to NCRC.
publications, or other significant official PERMANENT
papers, and may include photographs.

9. 304-03 (U)Historical Background Materials. Documents Place items in an
created or accumulated as the basis for pub- inactive |file on
lished histories or special historical studies. publication of related
Included are critiques, drafts of manuscripts, history.
charts and statistical compilations, trans- Transfer |to NCRC.
scripts of interviews, memoirs, and similar PERMANENT
materials,

10, 304-04 (U)Historical Inquiry Files. Data accumu- Retain in Historian's
lated for the purpose of answering inquiries files for 5 years
about historical events or persons. and then |transfer to

NCRC.
PERMANENT

i1, 304-05 (U)Special Historical Studies. Histories of Retain in Historian's
unique operational and/or administrative research |files. Send
cryptologic matters or events. copy to AHA.

PERMANENT

12. 304-06 (U)Official Agency Histories. Organizational Retain in Historian's
histories (Agency or Key Components) research|files., Send
complied as official records. copy to %HA.

PERMANENT
B N/ e %%Z /x/mrm'
/j} / 11/1//
F’F’?‘?f/éﬁf 9‘%7/5% W ; //////7 111/
See page 9. ,for clarity revision which adds new
item 33(30)4-07) renumbers former item 33 as 33a
(304-08), and adds new item 33b(30L4-09) .
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

- FOR OEFICIAL USE ORLY



“"ROFFICIAL USE ONLY

Request for Records Disposition Authority—Continuation 108 NO. IPfGE9° F 106
9,
msn: "NO. With |ngiugis§ %'Zlﬁl IgNReotEnltTiErI\w Periods) s’},“g‘;Lﬁo‘?“ ACTIOLO'TAKEN
33. 304-07 (U) Oral History Files. Audio tapes of OFFICIAIL RECORD
interviews with individuals documenting COPIES.| Retain in
their knowledge of cryptologic organiza- AHA under archival
tions, functions, policies, decisions, conditigns with re-
procedures, operations, events or per- lated dgcuments
sonalities deemed to be of historical (donor gtatements,
value. (NOTE: Oral history interviews scenarig, biogra-
are made as cassette tape recordings which phic data, and full
are then converted to permanent-base reel or partial tran-
recordings as soon as possible after scripts) until re-
origination. After conversion, cassettes leasable to NARS.
become work copies and reels become official PERMANENT
record copies.) (GRS Zlf—item 57
WORK CORIES. When
no longgr required
for curgent refer-~
ence or |when no
longer ysable,
DESTROY .|
33a. 304-08 (U) Archival Locator Files. Indexes and Retain in AHA.
other finding aids used to locate per- PERMANENT.
manent record copies held in the NSA/CSS
Archival Holding Area.
33b. 304-09 (U) Archival Reference Files. Non- Retain dn AHA until
record reference materials (extra copies superseded or until
of publications, permanent records, and of no further opera-
technical or collateral documents) used tional need, then
to provide background data for Collection DESTROY.
Coordinators and Reference Service person-
nel engaged in preparing and assembling
cryptologic collections, reviewing items
for declassification, and responding to
historically based questions posed by re-
searchers or Policy Staff personnel pre-
paring official NSA/CSS responses to FOIA/
Privacy Act inquiries.
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974

FOR OFFICIAL USE ONLY

GPO : 1975 O - 579-387

Prescribed
Administ

by General Services
ration

FPMR (41 CFR) 101-11.4



~R OFFICIAL USE ONLY

. . . . . JOB NO. PAGE OF
Request for Records Disposition Authority —Continuation J _’agé
« S
9.
7. 8. DESCRIPTION OF ITEM p 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁthLﬁo(.)R ACTION TAKEN

305 FREEDOM OF INFORMATION ACT FILES

Fhese records are created in the course of the NSA/CSS impl

ementation of the

provisions of the Freedom of Information Act (FOIA), Public Law $3-502 (5|{U.S.C. 552).
34. 305-0]L (U)Freedom of Information Act (FOIA) (GRS+14-16)
Requests Files. Files created in response
to requests for information under the
Freedom of Information Act consisting of
the original request, a copy of the reply
thereto, and all related supporting files
which may include official file copy of
requested record or copy thereof.
a, Correspondence and supporting
documents (EXCLUDING the official
file copy of the records requested
if filed herein).
(1) Granting access to all the DESTROY 2 years after date
requested records. of reply.
(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay Agency reproduction fees.
(a) Request not appealed. DESTROY 2 years after
date| of reply
(b) Request appealed. DESTROY as authorized
under item 305-02.
(3) Denying access to all or part
of the records requested.
(2) Request not appealed. DESTROY 5 yea&s after
date| of reply!l
(b) Request appealed. DESTROY as authorized
! under item 305-02.
b. Official file copy of requested Disppse of in|accordance
records. with| approved| Agency
disppsition instructions
for the related records,
or with the related
FOTA| request, | whichever
115-203 Four coples, includirig ariginal, to be submitted to the National Arc:hlve;b T l:Egr'-l'ANDARD FORM 115-A

FOR GFFICIAL USE. ONLY

Revised July 1974
Prescribed by General Services

Administr:

ation

FPMR (41 CFR) 101-11.4



R OFFICIAL USE OEIY

Request for Records Disposition Authority — Continuation JOB NO. PAGE OF igo
9,
ITENT. NO. (With |ngiu2i5§ %'ZlEI'SNRSEn'JEr?" Periods) S%E"ﬁo(_m ACTlo:‘lo.TAKEN
35. 305-02 (U)FOIA Appeals Files. (GRS-14417)

Files created in responding to admin-

istrative appeals under the FOIA for

release of information denied by the

Agency, consisting of the appellant's

letter, a copy of the reply thereto,

and related supporting documents, which

may include the official file copy of

records under appeal of copy thereof.

a. Correspondence and supporting DESTROY {4 years gfter
documents (EXCLUDING the official final determinatfon by
file copy of the records under the Agency or 3 jears
appeal if filed herein). after final adjudication

by courts, whichever is
later.

b. Official file copy of records Disposejof in acgordance
under appeal. with approved Agency

disposition iInstjuctions
for the|related record, or
with the related [FOIA
requests, whichever is
later.

}6. 305~03 (U)FOIA Control Files. Files maintained (GRS-14-18)

for control purposes in responding to

requests, including registers and similar

records listing date, nature and purpose

of request, and name and address of

requestor.

a. Registers or listing. DESTROY |5 years after

date of|last entry.

b. Other files. DESTROY |5 years after

final aftion by the
Agency or after final
ajudication by cqurts,
whichever is later.

7. 305-04 (U)FOIA Reports Files. Recurring reports (GRS-14+19)

and one-time information requirements

relating to the Agency implementation of

the Freedom of Information Act, including

annual reports to the Congress. - .

a. Annual reports of departmental Offer tp NARS with related
or Agency level. Agency records aﬁproved

for permanent retention
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974

FOR OFEICIAL USE QALY

Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



38.

R OFFICIAL USE DHLY

Request for Records Disposition Authority—Continuation 408 NO. PAGE OF 1126
9.

7. 8. DESCRIPTION OF ITEM 10.

ITEM NO. (With Inclusive Dates or Retention Periods) SG%ELEO(?R ACTION TAKEN
in Agency records control
schedule or when 15 years
old, |whichevey is soomer.
PERMANENT

b. Other reports. DESTROY when 2 years old
or sgoner if no longer
needed for administrative
use.

305-05 (U)FOIA Administrative Files. Records DESTROY when 2 years old
relating to the general Agency or sgoner if fo longer
implementation of the FOIA, including needed for administrative
notices, memoranda, routine correspondence use.
and related records. (GR5714—20)

115-203 Four copies, Includirig original, to be submitted to the National Archilves STANDARD FORM 115-A

FOR OFFICIAL USE ORLY

GO 1973 O - 578-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101~11.4



Request for Records Disposition Authority—Continuation 408 No. PAGE OF 1;06
7. 8. DESCRIPTION OF ITEM > .
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\Jl\gI;LEO(-)R ACTIOIIOTAKEN
306 POLICY AND PLANNING FILES
These files accumulate as a result of the documentation of pational
policy developed and promulgated by external authorities. Also they inclyde
NSA/C8S policies and plans developed to provide guidance for futyre courses
of action.
9. 306-0[L (U)National Policy Files. OPI
These files are created from the process Close inactive file annually
of obtaining, formulating, and inter- Transfer to NGRC 2 years
preting policy, based on decisions of after closing
the Director, NSA/Chief, CSS. PE ENT
0. 306-0p (U)Requirements Files. Documents relating Transfer to NC(RC 1 year
to the determination of requirements for after closing
NSA/CSS facilities. PERMANENT
L. 306-0B (U)Planning Profiles. The profiles are OPI
developed in order to provide a ready DESTROY when superseded,
reference to the mission. obsolete or of no further
reference value,
All Others
DESTROY when superseded
or of no further
reference value, whichever
is soomer.
k2. 306-04 (U)Study Files. These files are created OPI
as a result of external and internal Clos¢ inactive file every
requirements. 2 years.
Transfer to NCRC 2 years
after closing}
PERMANENT
All Others
DESTROY when ¢f no further
reference valltie, or when
5 years old, whichever is
SOOner,
3. 306-05 (U)Documents Files. Supporting documents 0PI
and correspondence created in the conduct Retafin basic active agree-
of NSA/CSS business. ments in current file,
Transfer suppprting
documents to NCRC 1 year
after closingl
PERMANENT
All Dthers
115-203 Four coples, Includirig original, fo be submitted to the National Archived o 1 RO YgTRRBARDIFORME 18- 1d .

FIR GFIGAL USE ONLY

975 (1 - bTY=-387

Revised July 1974

Prescrnibed

by General Services

Administration
FPMR (41 CFR) 101-11.4



FOR QEFIGIAL USE ONLY

Request for Records Disposition Authority — Continuation , JO8 NO. PAGE OF igé
9,
ITEJ' NO. (With In:iugises %2::: IgNRanIJEr?A Periods) s’j'g;Lﬁo‘_’“ ACTIOIIO.TAKEN
. 306-06 (U)National Foreign Intelligence Board OPL
(NFIB) Files. These files are created Place superseded material
and maintained because of the membership in an inactive file.
of the Director, NSA/Chief, CSS on the PERMANENT
NFIB (formerly USIB) They include
documentation of NFIB issues and decisions. All (Qthers
Also they include documenting NSA/CSS DESTROY when of no further
actions taken by the Agency to implement reference valye, or when
the NFIB decisions. 5 yedqrs old, whichever is
sooner.,
15, 306-07 (U)Former United States Communications OPT
Security Board (USCSB) Files. These files Close inactivg file every
are created and maintained because of the 2 yedrs.
NSA/CSS assigned responsibility by the Trangfer to NGRC 1 year
National Security Council to act for the after closing,
Executive Agent of the U. S. Government PERMANENT
for most COMSEC matters. These files
include documentation of COMSEC policy All Qthers
issues, USCSB decisions, and NSA/CSS DESTROY when qf no further
actions taken to implement the decisions. reference valye or when
5 yeirs old, whichever is
sooner.,
6. 306-08 (U)Support Planning Files. OPL
These files are created in fulfilling Place nonconcyrrent
area planning requirements; they include material in an inactive
Support Planning, Redeployment Planning, file|land close annually.
Emergency Evacuation Planning, Reserve Transfer to NGRC 1 year
Reserve and Mobilization Planning, after closing,
Continuity of Operations Planning, Area
Planning; and Agency planning inputs to
external planning.
a. Externally Produced Plans. DESTROY when éuperseded or
obsolete.
b. Superseded Agency Plans. DESTROY when Tuperseded.
c. Implemented and Final Generation PERMANENT
Plans.
All Others
DESTROY when superseded or
of no further|reference
value, whichever is sooner.
7. 306-0p (U)Operations Planning Files. Special OPT
planning guidance documents, requirements Clos¢ inactive file every
files, and studies. 2 yeﬁrs.
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM SAMPQI:E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

Trangfer to NCRC 1 year
after closing
PERMANENT

All Others
DESTROY when of no further
reference value or when

5 years old, whichever

is sponer.

18, 306-1p (D Legislative/Congressional Affairs Files.
These files are created in the conduct of
relations with the Congress. Files include:
dealings with and provision of information
to Committees of Congress — most importantly
the House and Senate Intelligence Committees
and policy therefor; responses to Congress—
ionally originated (either direct or thru
GAO) inquiries; legislative actions affect-
ing/or of interest to NSA, and the history
thereof to include Committee reports and
hearings; and miscellaneous information on
the daily activiti=s of the Congress.

a. Files containing policy and PERMANENT
operational matters of interest to
Congressional Authorities.

b. Files containing Congressional DESTROY when 10 years old
correspondence and supporting or sponer if ¢of no further
documents relating to administrative, reference valtie.
personnel, and similar matters of
transitory interest.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
— atny QY 8 !Ef Revised July 1974
TR ?F‘i“;ﬁ ¥ “dSL ﬁﬁ . Prescribed by General Services
IR Y " Administration
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A GVFICIAL USE OKLY

Request for Records Disposition Authority— Continuation

JOB NO.

PAGE OF 106

16 Jip)

7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁggLEo?R ACTION TAKEN
307 PRIVACY ACT FILES
These files include records created in the course of the NSA/CSS implementation
and administration of the Privacy Act of 1974 (Public Law 93-579; 5 U. S. L. 552a).
Dispogqition instructions for records requested under the Privacy Act are included in
other |appropriate sections of these disposition instructions.
19. 307-01 (U)Privacy Act Requests Files. Files (GRS-{14-25)
created in response to requests from
individuals to gain access to their
records or to any information in the
records pertaining to them, as provided
for under 5 U. 8. C. 552a(d)(l). Files
contain request, copy of reply thereto,
and all related supporting documents,
which may include the official file
copy of records requested or copy
thereof.
a. Correspondence and supporting
documents (EXCLUDING the official
file copy of the records requested
if filed herein).
(1) Granting access to all the DESTROY 2 yearjs after
requested records. date [of reply.
(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay Agency reproduction fees,
(a) Requests not appealed. DESTROY 2 yearls after
date [of reply.
(b) Requests appealed. DESTROY as authorized
undey item 307-02.
(3) Denying access to all or part
of the records requested.
(2) Requests not appealed. DESTROY 5 yeans after
date jof reply.
(b) Requests appealed. DESTROY as authorized
undey item 307-02.
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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9.

ITEM NO. (With Inciusive Dates or Retention Periods) SR ACTION TAKEN
b. Official file copy of requested Dispgse of in|accordance
records. with |approved |Agency

dispgsition instructions

for the related records,

or with the rglated

Priv#cy act request,

whichever is iater.
307-0 (U)Privacy Act Amendment Case Files. (GRS+14-26)

Files relating to an individual's request

to amend a record pertaining to that

individual as provided for under

5U. S. C. 552a(d)(2); to the

individual's request for a review of the

Agency's refusal of the individual's

request to amend a record as provided

for under 552a(d) (3); and to any civil

action brought by the individual

against the Agency as provided under

5U. S. C. 522a(g).

a. Requests to amend agreed to by the Dispgse of injaccordance
Agency. Includes individual's with |the approved dis-
requests to amend and/or review posiftion instyuctions
refusal to amend, copies of for the related subject
the Agency's replies thereto, and individual's record or
related materials. 4 years after |the Agency's

agreement to amend,
whichever is later.

b. Requests to amend refused by Dispgse of in|accordance
the Agency. Includes individual's with|the approved dis~
requests to amend and to review position instructions
refusal to amend, copies of for the related subject
the Agency's replies thereto, state- individual's record;
ment of disagreement, the Agency 4 yegrs after |final
justification for refusal to amend determination|of the Agency;
a record, and related materials. or 3|years after final

adjudication By the courts,.
whichever is later.

c. Appealed requests to amend. Dispose of im|accordance
Includes all files created in with|the approved dis-
responding to appeals under the position instructions
Privacy Act for refusal by the for related suybject
Agency to amend a record. indiyidual's record or

' 3 years after|final
adjudication by the courts,
whichever is later.

115203 "Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sﬁl\gELEo?R ACTION TAKEN
51. 307-0 (U)Privacy Act Accounting of Disclosure Dispgse of in |accordance
l Files. Files maintained under the with |the apprqved dis-
provisions of 5 U. S. C. 552a(c) for an position instructions

52. 307-01

53. 307-05

accurate accounting of the date, nature,
and purpose of each disclosure of a record
to any person or to another agency,
including forms for showing the subject
individual's name, requestor's name

and address, purpose and date of dis-~
closure, and proof of subject individual's
consent when applicable.

(U)Privacy Act Control Files. Files

maintained for control purposes in respond-

ing to requests, including registers and
similar records listing date, nature of

request, and name and address of requestor.

a. Registers or listings.

b. Other files.,

(U)Privacy Act Reports Files. Recurring

reports and one-time information require-
ment relating to Agency implementation,
including annual reports to the Congress
of the United States, the Office of
Management and Budget, and the Report

on New Systems.

a. Annual reports at departmental
or Agency level,

b. Other reports.

(U)Privacy Act General Administrative Files. DESTAOY when 2

for the related subject

individual's A
5 years after
closuyre for wh
accountabiliti
whichever is 1
(GRS+

(GRS

DESTAOY 5 yearn

date

DESTH

final

Ageng

(GRS+

Offex

Ageng

permgnent rete

Agend
sched
old,
PERMA

DESTH

14-27)

14-28)

of last ¢

0Y 5 yeay
action b

14-29)

to NARS
ly records

'y records
lule or wH
whichever
\NENT

0Y when

)

y or fing
adjudication
whichever is ]

ecords, or
the dis-
ich the
was made,
ater,

s after
ntry.

s after

y the

1

y the courts,
ater.

with related
approved for

ntion in
control

en 15 years
is soomner.

years old.

54. 307-06 years old
Records relating to the general Agency or sgoner if no longer
implementation of the Privacy Act, including needed for administrative
notices, memoranda, routine correspondence use.
and related records. (GRS+14-30)

115-203 Four copies, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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9.
ITEM NO. (With Inciusive Dates or Retention Periods) S ACTION TAKEN
308 PROGRAM FILES
These files include documents relating to the management of resourced
required to accomplish the cryptologic missions. The records arg created
in the process of documenting the resources required over a severn-
year programming period, and are the basis for updating the DoD Hive
Year Defense Plan and Financial Program. These files are accumullated by
organjzations responsible for developing and executing programs gnd
budgets in their functional area. Also, feeder documents may acdumulate
in other organizations which have an interest or need for similar type
records.
5. 308-01 (U)Agency Consolidated Cryptologic 0PI
Program (CCP) Files. These files Closq and transfer
relate to the preparation, coordination, to NCRC at end
approval and issuance of the DoD of edch relatdd program
Five Year Defense Plan and Financial cyclg (5 or 7 |years as
Program, as submitted by the Director, applilcable).
NSA, to the Assistant Secretary of PERMANENT
Defense. Included are summary and
descriptive data sheets, program change ALL QTHERS
requests, manpower memorandums, minutes DESTROY 1 yeaA after the
of meetings of review committees, co- closd of the fliscal year
ordination actions, approvals, reclamas covered by the budget.
and related program documentation, (GRS-{5-4)
justification and review papers.
For non-~record material, see item 308-19.
6. 308-02 (U)Agency Consolidated Cryptologic OPI
Program Review Files. Record and Close and
reference copies of the published trangfer to NQRC at end
Agency Five Year Defense Plan and of edch relatgd program
Financial Program, including official page cycle (5 or 7 |years
changes and revisions thereto. as applicable).
This includes both Director approved PERMANENT
and DoD approved programs.
ALL QTHERS
DESTROY 1 yeany after the
close of the fliscal year
covered by the budget.
(GRS+5-4)
37. 308-03 (U)CCP Program Summary Files. OPT
These summaries identify all CCP Close annually.
resources (cost and manpower) by Trangfer to NQRC 2
Program Element, Cost Category, yearﬂ after closing.
Appropriations Title and Budget PERMANENT
Account Number, relating the resources
to the appropriate Five Year Defense ALL QTHERS
Plan. DESTROY 1 yeay after the
115-203 Four copies, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10
ITEM NO. (With Inclusive Dates or Retention Periods) SGBS;LEO(-)R ACTION TAKEN
closel of the fliscal year
coveried by the budget.
(GRS—5-4)
308-04 (U)CCP Machine Tabulation Files. Cost Same ps 308-03|.
Category, Program Element, Appropriation
Title, and Budget Account Number, show-
ing the official external mark-up of the
CCP, the Service Submission, the NSA
recommendation and results (if any) of
the staff review.
308-03 (U)CCP Position Summary Files. Indi- Same as 308-03j
cates subelement, type, Service, etec.
308-046 (U)CCP Problem Solution Sheet Files. Same s 308-03].
By Subelement. Provides Service position
and NSA recommendation concerning
changes from the approved level of effort.
308-07 (U)CCP Supfllement Description and Same ps 308-03|.
Measurement Files. Narrative re-
ference volume describing the subele~
ment objectives.
308-08 (U)CRP R&E Integrated Program Same fs 308-03|
Files. Highlights of projects and tasks,
Service and Element summaries, and RDT&E
project statements,
308-09 (U)CCP Procurement Summary Files. Same jas 308-03|
Summaries in detail, by Service.
308-1(0 (U)CCP Construction Summary Files. Same as 308-03|
Programmed construction for Services'
facilities.
308-11 (U)CCP Program Change Files. Service Same las 308.03|.
proposals with NSA comments and NSA
proposals for both mission programs.
308-17 (U)COMSEC Resources Program (CRP) 0PI
Summary Files. These summaries Close annually|.
identify all approved and proposed Transfer to NCRC 2
CRP resources by Department/Agency, years| after clpsing.
Program Element, and Functional PERMANENT
Aggregation, relating them to the
Five Year Defense Plan. ALL OTHERS
DESTROY 1 year| after the
115-203 Four coples, Including original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM ' 10.

ITEM NO. {With Inclusive Dates or Retention Periods) SﬁthLEOOIR ACTION TAKEN
close of the fiiscal year
covered by the budget.
(GRS+15-4)

308-13 (U)CEP Pricing Sheet Files. Price out Same |as 308-11%.
of Department/Agency proposed equipment
quantities and NSA recommended quantities.
(FILE DISCONTINUED)

308-14 (U)CEP Equipment Procurement Summary Files. Same|as 308-12.
Identifies prior approved, Department/
Agency proposed, and NSA recommended
equipment quantities and dollars by
Department/Agency, specific equipment,
communications systems and Functional
Aggregation., (FILE DISCONTINUED)

308-1p (U)CEP Change Proposals Files. Same (as 308-12.
Department/Agency proposals with NSA
comments and recommendations for Program
Element. (FILE DISCONTINUED)

308-16 (U)CEP Review Book Summary Files. Same [as 308-12.
Department/Agency proposals, NSA recommend-
ations, and Review Group analysis and
recommendations. (FILE DISCONTINUED)

308-17Y (U)CCP Projections. SCA manpower require- DESTROY 1 yean after close
ments, based on the five year cycle of the fiscal |year covered
program projections, as the result of by the budget.
recommendations and analysis of the (GRS-5-4)
submissions .

308-18 (U)Final Manning Documents Submitted to DoD. Close annually.
(FILE DISCONTINUED) Trangfer to NGRC 2 years

aftexr closing,
PERMANENT

308-19 (U)CCP Reference Papers Files. Copies of DESTROY 1 yea# after close
documents which duplicate record copies; of the fiscal |year covered
documents requiring no action; rough drafts by the budget|
notes, feeder reports, and similar working  (GRS{5-4)
papers accumulated in preparation of the
CCP.

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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ITEM NO. (With Inclusive Dates or Retention Periods) S/\\lhggLEoC-)R ACTION TAKEN
310 BUDGET FILES
These files accumulate in the process of formulating the NSA/CSS Five

Year Defense Program Budget and Financial Plan.

Included are prqgram and

budget documents relating to the Consolidated Cryptologic Activitjies/CRITICOM

Program (CCP), Consolidated COMSEC Equipment Program (CCEP) and Family Housing.

74. 310-01 (U)Program Formulation and Presentation OP1
Files. Documents relating to the prepar- Placd items in an inactive
ation, coordination, justification, and file [when nongqurrent.
recommendations submitted to the Director PERMANENT
for submission for approval
and issuance of the Five Year Defense ALL (THERS
Program. These programs serve as the DESTROY when 2 years old
basis for the development, by the Agency or sdoner if of no further
Program/Budget Staff, of the more detail- referience value.
ed program and budget guidance to the
operating elements. Included are
summary and description data sheets,
program change requests, manpower
memoranda, summary tables and
related papers. (Formerly "Program and
Budget Advisory Board (PBAB) Files')

75. 310-02 (U)Program and Budget Direction Files. DESTROY when 10 years old
Records accumulated in elements charged or sdoner if of no further
with primary responsibility for develop- referjence value.
ing and issuing budget. Included are
instructions, guidelines, directives
and correspondence relative to prepara-
tion of program documents in consonance
with objectives and budget considerations;
analysis, comments, reprogramming papers;
and the final program documents with
related annexes.

76. 310-0] (U)Congressional Budget Justification OP1 _
Files. Records accumulated by Agency Place noncurrent material
Program/Budget Staff and elements in an inactive file.
responsible for presenting the justi- PERMANENT
fication or testimony in defending
Agency budget estimates before ALL QTHERS
Congressional Committees. Included DESTROY when 2 years old
are copies of opening statements, docu- or sdoner if df no further
ments reflecting questions and answers reference value.
thereto, coordinating actions, minutes
of Congressional hearings and related
papers.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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77. 310-0) (U)NSA Five Year Defense Program Files. OPI
Records reflecting the program and budget Place in |[inactive [file after
decisions pertaining to the anproved comnletiqn. Transfler to NCRC
allocations by appropriations and 2 years gfter closing.
authorizations and related files. PERMANFNT.
ALL OTHERS
DFSTROY when 2 yedrs old or
sooner iff of no further
reference value.
78. 310-0% (U)NSA Five Year Program Summary Data OPI
Files.  Records reflecting data changes  Place in|inactive |file after
to the NSA Five Year Structure Plan by completign., Transﬂer +o NCRC
fiscal year. 2 years dfter cloging.
PERMANENT.
79. 310-04 (U)Budget Fstimate Files. Records accumu- OPI
Tated by the Agency Program and Budget ~ DESTROY [when supérseded or
Staff in the preparation,of the NSA budget, when 10|years old or sooner
minutes of internal budget review meetings, if of ng further |reference
and consolidated budget estimates submitted value.
to the Director. These files include the
Seven Year Program records, the current year,
the Budget Year,and Program Years #l thru #5.
80. 310-0 (U)Interim Funding Program Files. Records OPI
used o authorigze operating elements to  Close at|end of efch fiscal
incur obligations necessary to nermit year, DESTROY when 10 years
operations while Congress and OMB complete old or sgoner if df no further
anpropriation and apportionment of funds reference value.
for the new fiscal year. Included are
funding authorizations and justification AIL OTHERS
documents directly related to the approved hen 2 yeirs old or
financial plans. sooner if of no firther
referencf value,
81. 310-0# (U)Financial Plan Files. Records OPI
reflecting in detail the actual arpli=- “Close at|end of each fiscal
cation of the arproved budget, budget year.
execution in terms of its appropriations DESTROY Yhen 10 ye¢ars old or
and apportionments on a fiscal basis as sooner il of no further
anplied to OM, Procurement, RDI/E, reference value.
Construction, Stock Funds, Family Housing
and other appropriated dollar resources.
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
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9,
7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. {With Inclusive Dates or Retention Periods) Sl‘\jhggLEo(-)R ACTION TAKEN
310-0¢ (U)Program and Budget Input Files.

These files consist of data submitted DESTROY 1 yeay after close

by Key Components for review and con~ of the fiscal [year covered

solidation into the total NSA Budget by tHe budget.

files and the preparation of (GRS-5-4)

summaries as may be desired by Agency

top management.

310-1( (U)Advanced Program Support. DESTROY when 15 years old.
310-11 (U)Manpower Budget Formulation Files.
Manpower requirements documents created
in the formulation and submission of
manpower portions of the NSA Budget.
a. Personnel Services Budget Support DESTROY 1 year| after close
Papers. Data generated in the formu~ of the fiscal [year covered
lation of civilian and military by the budget.
budget submissions. (GRS-{5-4)

b. CCP Manpower Cost Submissions. DESTROY 1 year] after close
Files created in the of the fiscal [year covered
program cycle including the by the budget.
annual fiscal year updated in- (GRS-5-4)
formation by appropriations.

310-12 (U)Personnel /Manpower Statistical Budget

Reports. These files consist of ADP

machine runs which are produced in order

to provide source data for evaluation

and forecasting purposes.

a. Consolidated Report (FY) DESTROY 1 year] after close
of the fiscal [year covered
by the budget.

(GRS—5-4)
b. Recurring Reports (civilian/ DESTROY 1 year after close
military). of the fiscal [year covered
by thHe budget.
(GRS5-4)
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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312 EXTERNAL SUPPORT FILES
These records document the coordination of external support jrequirements,

submigsion of support requirements to supporting agencies and departments,

justifications and internal NSA/CSS coordination of NSA/CSS staff actions |with

respe¢t to external support requirements, and the establishment 9f policies

governing family housing.

}6. 312-01 (U)External Support Requirements. Place items in an inactive
Support requirements and agreements file |when nondqurrent.
with related background papers out-
lining support to be furnished by DESTﬂOY when 10 years old
military departments and other Federal or sqoner if gf no further
agencies to NSA world-wide. reference valye.
Requirements are projected on the
five-year budget cycle and are updated
annually.
i7. 312-02 (U)NSA Family Housing. DESTROY when 10 years old
Papers relating to the acquisition and or sgoner if gf no further
management of housing units for Agency reference value.
employees.
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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314 MANPOWER MANAGEMENT FILES
These files result from the development and execution of Agency manpower
management programs, Included are records which reflect manpower allocations,
utilizations and studies resulting from occupational and personnel research to
assurje proper utilization and placement of personnel.

18. 314-00 (U)Manpower Procedures and Instructions 0PI
Files. Documents governing the develop- DESTROY when 5 years old
ment of plans and procedures for or sponer if of no further
management of Agency manpower resources, reference valye.
including criteria and guidelines (GRS+1-3b)
for forecasting, allocating, appraising,
and reporting on manpower utilization. ALL OTHERS

DESTROY when superseded.
i9. 314-0p (U)Manpower Resources Authorization DESTROY when 5 years old
Documents (RADS). Authorizations of or sponer if of no further
civilian and military personnel to reference valuye.
specific internal NSA organizations (GRS+1-3b)
(Formerly "Manpower Voucher Files'").

0. 314-08 (U)Manpower Standards and Measurement
Files. Projects or studies resulting
from surveys or other manpower evaluation
efforts which show manpower requirements
and utilization in NSA. May include
personnel inventories, reports, justi-
fications, and comparisons of NSA
manning requirements with other Federal
Agencies.

a. Final Reports. PERMANENT
b. Supporting Documentation. DESTROY when 3 years old.
(GRS+1-3b)

)1. 314-04 (U)Manpower Overtime Usage Report. Files DESTROY when 5 years old
reflecting the hourly increments of over- or sooner if of no further
time used by the Agency on a quarterly- reference value.
cunulative basis. (GRS+1-3b)

)2, 314-0b (U)Manpower Identification by Category. OPL
Files reflecting the assigned Agency DESTROY when 3 years old
work force by category, i.e. regular, or sooner if of no further
part-time, intermittent, LWOP, COOPS, reference valye.

Youth Opportunity, Program, and (GRST1-3b)
summer employment.
ALL OQTHERS
DESTROY when superseded.
115-203 Four coples, includirig original, to be submitted to the Nationa! Archives STANDARD FORM 115-A
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93. 314-0 (U)Manpower Accounting System Reports. DESTROY when 5 years old
Files in man-month equivalents showing or sdoner if of no further
the hours worked by civilian and military referjence value.
employees against a given objective within  (GRS-1l-3b)
an organization.
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 19674 | Senvi
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TEM’ NO. (With inciusive Bates o Retention. Periods) s‘f,“g‘;Lﬁo‘_’“ ACTION TAKEN
316 MANAGEMENT IMPROVEMENT AND ECONOMIC ANALYSIS FILES
These files accumulate from analyzing Agency procedures to evaluate effectiveness
of respurces utilization, and install better, more economical, or |more efficient methods
to accomplish objectives.

M. 316-01 (U)Management Improvement Project 0PI
Files. Formal surveys or studies Place|in inactyve
of Agency procedures, work methods, file after completion.
or problems. These document the Transfer to NCRC 2
request and authorization for survey, years |after clgsing.
findings, conclusions, recommendations, PERMANENT
and final survey report.

ALL OTHERS

DESTRQY when 5 |years old
or sogner if of no further
reference value.

)5. 316-02 (U)Management Improvement Projects DESTROY 6 months after
Background Files. Correspondence final}action on project
and documents used as background report or 3 years after
material in developing and com- completion of Feport if
pleting management improvement no final action is taken.
projects. These include analyses, (GRS-16-10)
notes, drafts, interim reports, and
other data used but not included in
the official project files.

6. 316-03 (U)Cost_Reduction and Production OPT
Improvement Reports. Program Place|in an Inactive file
evaluations, quarterly and annual when noncurrent.
improvement reports and highlights, TransEer to NCRC 1
cost reduction reports, and related year after closing.
papers documenting Agency implementa- DESTROY when 2( years old.
tion of Federal and DoD cost reduction
and production improvement programs. ALL OTHERS

DESTROY when 5]years old
or sopner if of no further
reference value.

7. 316-04 (U)Management Statistics Files. Close|annually
Reports, tabulations, charts, and Transfer to NCRC 1 year
other papers on cost research, created after|closing.
or received from other sources, and DESTROY when 5|years old.
used as medium for measuring results
of administrative and operational
activities.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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9.
ITEM NO. (With Inciusivs Dates or Retontion. Periods) SAMPLE DR ACTION TAKEN

18. 316-0] (U)Work Simplification Proposal DESTROY when 20 years old.
Files. Records related to the analysis
of specific work procedures to simplify
and improve them. Documents include
proposals for improvement, flow process
charts, work counts, motion economy
studies, actions taken on proposals,
and other related papers.

9. 316-0¢ (U)Systems Analysis and Economic OPT
Studies Files. Project-oriented files Placd in an inactive file
concerning systems, economic, and 2 years after |completion.
management analysis studies, including Trangfer to NCRC 2
the design and evaluation of systems yeardq after cliosing.
for the management of NSA and military DESTROY after 20 years old.
department resources; economic analysis
of resource proposals; and studies of ALL QTHERS
resources management problems. DESTROY when 5 years old

or sdoner if of no further
reference value.

00. 316-07 (U)Systems Analysis and Economic DESTROY 5 yearns after
Studies Background Files. Correspondence complletion of [project or
and documents used as background material on itls discontiinuance,
in developing and completing systems whichever is sooner.
analysis and economic studies. These
include analyses, notes, drafts, interim
reports, and other data used but not
included in the official project files.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115~A

Revised July 1974
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Request for Records Disposition Authority— Continuation l J0B NO. PSGE OFJ%]'Oé
9,
7. . DESCRIPTION OF ITEM 10.
ITEM NO. (With Inca:lusise Da:es or Retention Periods) Sl‘\,hggLEOC.)R ACTION TAKEN
318 RECORDS MANAGEMENT FILES
These files include the documentation of the management of |forms,
reports, records and filing equipment. Because of the Agency ngtwork of
Records Management Monitors, these files may be found in all Aggncy elements.

01. 318-01 (U)Records Management Files. DESTROY when 6 years old.
Reports, correspondence, authoriza- (GR§-16-11)
tions, techniques and related records
concerning the development and improve~
ment of the management of records in
the Agency. Includes the management
of files, forms, correspondence, mail,
reports, microfilm, automatic data
processing, vital records, and related
records not covered elsewhere in this
schedule.

02. 318-02 (U)Forms Management Case Files.

a, Forms created by NSA/CSS with related ©Plade in an ipnactive file
instructions and documentation which when form is |cancelled.
relate to or describe the Agency's Cloge inactivle file every
primary missions and functions. 2 ydars, and |[transfer to

NCR{Q. TESTRCY 5 years afte
' f/ related form is
discontinued,superseded,or ¢anceled.(CRS 15/L)

b. Forms created by NSA/CSS with re- DESTROY when {5 years old o1
lated instructions and documentations sooner if of mo further
which relate to administrative refgrence vallue.
support functions.

C. Working papers, background materials DESTROY when |related form
requisitions, specifications, process~ i1is discontinued, supersedec
ing data and control records. or dancelled.

(GRS-16-4b)

03. 318-03 (U)Forms Functional Files. NSA forms DESTROY when |[cancelled
arranged by functional classification, or superseded.
used to assist in forms management.

04. 318—?4 (U)Reports Management Case Files. Files DESTROY 2 yejrs after
maintained on internal and external Agency the report ig discontinued.
report requirements including each report (GRS-16-8)
created, cancelled or superseded.

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
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9.
TEM NO. (With Inciusive Datos or Retontion | Periods) SAMPLE OR ACTION TAKEN
05. 318-05 (U)Retired Records Identification Files. DESTROY when nelated record:

"Retired Records Identification' showing are destroyed, or when no

records retired to the NSA/CSS Records longer needed |for admini-

Center; includes such records as Forms 02295 strative or reference

and 02295A (Retired Records Listing), Form purposes.

H3429 (Records Charge Out) and other (GRS-+16-3a)

documentation relating to records retire-

ment, such as extra copies, routine

correspondence and memos, and working

papers and background material.

06. 318-06 (U)Records Disposition Authorities.

a. Authorizations or approved instruc- DESTROY when related
tions for disposition of Agency records are destroyed, or
records, including documents relat- when {no 1onge§ needed for
ing to U.S. ARCHIVIST'S authorization admipistrative or reference
to destroy records, such as STANDARD purposes.

FORM 115, "Request for Records Dis- (GRS+16-3a)
position Authority," routine corres-

pondence, working papers, background

materials, and schedules.

b. Includes records schedules prepared PERMANENT
for in-house use which provide more Trangfer to NARS when
descriptive detail of the records national security
authorized for disposal by the restrictions do not preclud¢
Archivist of the United States on their use for |historical
SF-115s. research.

L07. 318-0y (U)File Maintenance Files. Documents DESTROY when ¢ years old.
created in the standardization and (GRS+16-11)

control of the use of filing systems,

procedures, equipment, supplies, and

space. Included are indices, listings,

or inventories.

Lo8.  318-08 (U)Records Holding Files. Statistical DESTROY when 3 years old.
reports of agency records holdings re- (GRS+16-6)

quired by the General Services

Administration, including feeder reports

from all offices and data on the volume

of records disposed of by destruction

or transfer.

115-203 Four coples, includirig original, to be submitted to the Nationa! Archives STANDARD FORM 115-A
Revised July 1974
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7. 8. DESCRIPTION OF ITEM 3.
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\JthLEOC.)R ACTIOglo.TAKEN
320 ORGANIZATION MANAGEMENT FILES
These files document the official establishment or disestablishment
of NSA/CSS organizations and functional alignments. Included ar
descriptions of organizational missions, functions, titles, charts,
codes| staff studies, and official Agency organization manuals and
suppléments,

-09.  320-01 (U)Official NSA/CSS Organization Files. Trangfer to NGRC when 3
Official organization charts, narrative yearg old.
histories, and related records which PERMANENT
document the organization and functions (GRS+16-13)
of the NSA/CSS. The Record Copy.

Jd0.  320-02 (U)Related Organization Files. DESTROY when 10 years old
Staff studies, supporting data or when superseded or
and recommendations, machine codes, obsolete, whichever
correspondence on organization matters, is sponer.
extra copies of the Record Copy (see (GRSt+16-13)
320~01), non-approved organizational '
proposals.

115-203

Four coples, Includirig original, to be submitted to the National Archives

FOR OFFICHAL UGE-ORLY

STANDARD FORM 115-A
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33 XX
9
7. 8. DESCRIPTION OF ITEM : 10,
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\jhOAgLEOQR ACTION TAKEN
322 COMMITTEE MANAGEMENT FILES

These files relate to the operation of committees and the apgplication of

contrgpls over their establishment, use and dissolution. The tern "committee"

appli¢és to any committee, council, board, panel, commission, confierence, tlask force,

and any other group having a collective responsibility which is f

inclu

ormally gstablished;
ed are continuing committees or ad hoc committees which fugction in

accordance

with ¢committee management procedures as described in NSA/CSS Regylation 112-9.
L11. 322-01 (U)Committee Management Files.
Documentation of committee establish~
ment and regulation in NSA. Includes
proposals, approvals, and disapprovals
to establish committees; charters, terms
of reference, and comments on them; dir-
ectives establishing, changing, continuing,
or dissolving committees; documents approving
appointing, and relieving committee members;
briefing materials and committee registers.
a. Records relating to establishment,
organization, membership and
policy.
(1) Interagency, advisory or Close annually.
international committees. RGN SA /CSS
Archives holding area 2 osing,
(2) Internal committees. Disposition FXXAXIKEEr
is the same X CHRXKELEL
as 322-01 a(l). XXX
b. Records created by committees.
(1) Agenda, minutes, final
reports, and related records
documenting the accomplish-
ments of official boards and
committees,
(a) Records of the sponsor Place noncurrent material
or Secretariat. in i%active file.
Transfer to NCRC 1 year
after inactivgtion.
PERMANENT
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM >
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\jlgELEo(.)R ACTIOllo.TAKEN
(b) All other copies. DESTRDY when 3| years old

or when no longer needed
for reference.
(GRS~{L6-12b(1){(b))

(2) All other committee records. DESTROY when 3| years old
or when no longer needed

for reference.
(GRS~16~12b(2))

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
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9.
ITEM NO. (With Inclusive Dates or Retention Periods) A LE DR ACTION TAKEN
324 AUTOMATIC DATA PROCESSING RECORDS FILES
(U) These files include hardcopy and machine-readable recorids created by data
proceéssing operations using Automatic Data Processing (ADP) devijces. Records
created document systems planning, research, and development using ADP techniques
and g¢quipment in support of operational, management and adminisyrative functions
Agengy-wide. The records include technical assistance provided [in determtning
the feasibility of initial ADP applications and subsequent system revisions.
Related activities are the formulation of policies and guidelings for ADP| data,
and the collection, control, distribution and post-audit of the jprocessed data.
(U) General Records Schedule No. 20, is appended to this schedule.
Use the decision table instructions provided in GRS-20 as a guide and supplement
to Sghedule 324. If similar machine-readable records are described in both
Schedule 324 and GRS-20, the disposition instruction given in Sghedule 32# shall
take [precedence and should be followed.
File|No. Title Dispositiion
112.  324-01 (U)Data Processing Instruction/Policy Files. PERMANENT
Documents refating to the preparation,
review, issuance, and interpretation of
directives, regulations and circulars
concerning the establishment of procedures
and criteria for the application of ADP
systems to the Agency operations.
113. 324-02 (U)Data Base Management Files. Corres- OPI
pondence between consumers and management DESTROY 1 year after
maintained to record approved ADP jobs, inadgtivation jof the job.
job numbers, requesting office, job
description, date received, and date due. Al11 |0thers
Also included are documents reflecting DESTROY when {1 year old
available machine time, job requirements, or df no further reference
priorities, and time-phasing information valye.
on individual approved jobs.
114. 324-03 (U)Systems Operational Procedures Files. PERMANENT
Final documents containing detailed
operations procedures for implementing
a specific data system, including policies,
instructions, details of computer
technique, logic charts, input/output
flow data, etc.

115-203

STANDARD FORM 115-A

Four copies, Inc}l:l_:zl)ﬁkorlglnal, to be submitted to the National Archives
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9.
ITEI\: ’ NO. (With Ingiu[s)isg %':lz:It?rNF!((s)t:nltTiEr?4 Periods) sﬁggLEé}R ACTIO:IO-TAKEN
File [No. Title Disposition

115. 324-04 (U)Administrative Source Data for ADP DESTROY when pno further
Reports. Documents used 1n converting or reference value.
processing data from data dictionaries (GRS 20 Part [III Items
detailing organizational and payroill 6 &[7)
data.

116. 324-05 (U)Utility Card Deck Program Instruction DESTROY after| receipt and
Files. Cards furnished by computer succgessful use of a new
manufacturers (system subroutines) and deck| of cards| from the
used to assist in operational adminis- manyfacturer,| or 1 year
trative functions and supplemental after discontinuance of
programs written by user/programmers. the [program oL system.

117. 324-06 (U)Jdob Stock, Job Control Card Deck. DESTROY indijviidual cards
Cards used to activate program processing or sets of cards when
modules necessary for processing data. replaced by new cards.

118. 324-07 (U)ADP Source Data Cards. Punched cards DESTROY cards| after 1 to
containing data abstracted from source 12 months, depending on
documents and used for conversion to Congumer requirements.
magnetic tape/disk. These are retained
by ADP operational elements as backup to
output 1istings and reports.

119. 324-08 (U)ADP Program Control Cards. Punched DESTROY indiv{idual cards
cards, containing data for program control after replacement by new
generated by the user, which relate to a ones.
specific machine run or cycle. DESTROY the control deck

1 ygar after |program has
been removed [from system.

120. 324-09 (U)Source Documents. A document from Return to consumer upon
which basic data is extracted. request, otherwise DESTROY

documents retained in the
ADP [operational area 30
days after receipt.

121. 324-10 (U)Working Data Files. Magnetic tapes used DEGAUSS after| Master file
tfor the temporary storage of data during has |been provien satos-
intermediate processing through the system facfiory. Return tape to
which manipulates, sorts and/or moves data supply for reuse or dis-
through these systems as required to support posdl.
updating. This data is converted from
source documents or derived from master
data files or actjvity data files.

11§

Four copies, inciudirig original, to be submitted to the National Archives
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rrsnz' NO. ; (With Ints:iugisg %2{:: IgNnanlthry Periods) S'},’g?ﬁo‘_"‘ ACTIOgIo.TAKEN
File |No. Title Dispositiion

122. 324-11 (U)Transaction/Activity Data Files. DISPOSE of in| accordance
Magnetic tapes containing output data with instructiions for
extracted from the system that provides each appropriate cycle
an audit trail of changes successfully of the master| file.
processed against the master file. Return tape tp supply for
(GRS 20 Part II Item 14) disposition.

123. 324-12 (U)Transactions Files. Magnetic tapes DEGAUSS after{ 3 or more
containing detailed status and/or summary updated cycles or fol-
data from cumulative transaction items. lowing satisfapction of
They are for a particular file having a ADP operational needs
retention period based on special ADP and/jor customer require-
operations, accounting audit, and other ments. '
comparable fields, or user requirements. (GRS| 20 Part [II Item 4)

124. 324-13 (U)Program Files. Magnetic tapes contain-  DEGAUSS the tape after
ing contractors-supplied or users-prepared the program has been
program instructions which cause the removed from Fhe system
computer to execute logical data processing or the system itself be-
functions. comegs obsolete.

(No [tape data| will be
destroyed pripr to
disposition of the related
output tapes.|)

125. 324-14 (U)Magnetic Disk Storage. The magnetic DEGAUSS the disk when
disk 1s used to store utility programs, the [program 1ils cancelled.
object programs, or used for sorts or
other processing functions in problem
solving.

126. 324-15 (U)ADPS Reports Control Case Folders. DESTROY when 5 years old.
Correspondence between consumers and
management on request for report, report
format, number of copies, distribution,
classification, and any other infor-
mation pertaining to the case files.

127. 324-16 (U)Mechanized Report Control Symbol (RCS) DESTROY when [super-
Reports Listing. A document that 11sts seded.
the RCS number, title of report, OPI, due
out date, distribution, and date of origin.

a. Related Working Tapes DEGAUSS when [report is
updgted.
(GRY 20 Part [II Item 4)
115-203 Four copies, includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A
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ITEM NO. (With Inciusive Dates or Retention Periods) A LR ACTION TAKEN
File[No. Title Oisposition
128. 324-17 (U)ADP Systems Development Projects. DESTROY 10 years after
Studies conducted to develop ADP systems datg of last |action.
and procedures for programming use in
developing input for computers.
128a. 324-18 (U)ADP Acquisition Case File.
Documents associated with the
acquisition of ADP resources (equip-
ment, software and maintenance
services). The file may include
but is no Timited to the following
documentation: System Specifica-
tion and Evaluation Package (SSEP),
Key Component Executive Brief
(KCEB), Senior ADP Policy Official
(SADPPQ) Staff Technical Memorandum,
cost/benefit analysis, Purchase
Request, Review Memorandum, Alter-
nate SADPPO Certification, D/DIR's
written approval, and other
documentation supporting the acquisi-
tion. (Reference NSA/CSS Regulation
No. 110-2.)
a. Acquisition Requiring SADPPO Maintain as durrent
Approval. file for 5 years,
then retire to NCRC.
PERNMANENT
b. Acquisition Not Requiring
SADPPO Approval. Maintain as dqurrent
file for 5 yegars,
then retire o NCRC
and [retain fqr addi-
tional 10 years, then
DESTROY .
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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9.
ITEh;I’ 'NO. (With .nﬂiu‘iﬁf‘éﬁ'xil'c?r"ngin'ﬁfr?" Periods) S’j“ggLE,o‘_’“ ACTIOLO-TAKEN
326 FINANCE AND ACCOUNTING FILES
These files contain the official finance and accounting recdrds of the
NSA/C8S for its appropriated funds. Included are accounting polilcies, regulationms,
procedures, fiscal status reports, debit and credit vouchers, alllotment ledgers,
payroll records, Plant Equipment Accounting Records (PEAS) and related financial
documentation concerning the accounting for government-owned facillities and
equipment and appropriated funds. Pursuant to Public Law 93-604,| "General
Accounting Office Act of 1974," Site Audit Records (those officidl records| which
may be audited by GAO, and could be involved in determinations rdlating to| claims
againgt the government) created prior to 1 July 1975 will be DESTROYED 10 [years
and 3 months after date of their creation; all such records creatied on or after
1 July 1975 will be DESTROYED 6 years and 3 months after the date of their]
creation. Excluded from this disposition direction are gross/net] payroll |’
documentation records for civilian employees. This unclassified [documentation
will Be forwarded to the National Personnel Records Center, St. Louis, Mo.
pursugnt to regulation where it will be retained for 56 years. Specific
dispogition directions hereinafter listed are in consonance with |this lawand
related implementing regulations. The disposition instructions of this filles
serieg was approved by the U. S. General Accounting Office by letiter dated
23 January 1980.
129. 326-01 (U)NSA/CSS Finance and Accounting Policy 0PI
Files. Policy and procedures papers, Transifer to NCRC when 5
regulations, and authorization papers years| old.
governing Agency-wide fiscal management PERMAINENT
in accordance with statutory require-
ments and OMB & DoD directives. Their ALL OTHERS
retention is necessary to provide a
basis of documents related to other to Filscal Year
categories of files. (July 1, 1975):
DES Y 10 years4 3 months
after] period overed by
account.
b. Reebrds crleated after
Fé;gjl Year 1975 (June 30,
®x DESTROY 6 years,
3 months after] period
coverled by account.
(GRS-6-1a)
L30. 326-04 (U)Accounting Administrative Files.
Correspondence, reports and data relating
to voucher preparation, administrative
audit, and other accounting and dis-
bursing operations.
a. Files used for workload and DESTROY when 2 years old.
personnel management purposes. (GRS-6-5a)
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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ITEM O, (With Inciusive Dates of Retention Periods) S’j“gggfﬁo‘?“ ACTION TAKEN
b. All others. DESTROY when 3} years old.
(GRS+6-5Db)
L31. 326-0] (U)Accounting Reference Paper Files. DESTROY 3 years after the

L32.  326-04

.33. 326-05

These papers consist of copies of documents
which duplicate the record or fiscal copies
filed elsewhere in Accounting; documents
which require no action; rough drafts
notes, feeder reports, and similar working
papers accumulated in preparation

of correspondence, studies, or other
documents but exclusive of formal
recommendations, coordination actions, or
papers which contributed to or resulted
from preparation of the document; and cards,
listings, indexes, and related papers used
for controlling work.

(U)Control Files. These files result from

analyzing and controlling all accounting
documents requiring posting to the general
ledger and subsidiary ledgers of the Agency
to include general accounts ledgers, show-
ing debit and-credit entries, and reflect-
ing expenditures in summary.

(U)Installation Accounts Files. These files

contain copies of documents and reports
relating to the administrative control of
Agency funds and financial inventory
accounting records. They include such
documents and reports as:

a. COMSEC Reports/PEAS Report/
Reconciliation. COMSEC/PEAS Equip-
ment Reconciliation Worksheets and
Reports; Miscellaneous Plant Equip-
ment Source Documents and ADP list-
ings, e.g., DD 1150, DD 1149, DD 250,
RCS 45007, etc.

b. Non-Stock Fund MILSTRIP Requisitions.
Report of Survey Files; Receiving
Reports (DD 1348), and obligating
documents.

@—-—FRacords.cl

DESTROY when 13

period of the
(GRS16-1b)

account.

DESTROY 10 yegrs after
the ¢lose of the fiscal

year [involved.
(GRS+7-2)

to Fiscal Yearn

(July 1, 1975);
DESTH

after perio
account.

b. RecOrds cy
1 Year 19
DESTR(
3 months aftej
covered by acd
(GRS+6-1a)

(GRS+8-7)

1976

0Y 10 yeargs 3 months

overed by

eated after
75 (June 30,
Y 6 years,

+ period
tount,

years old.

115-203
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ITEh:1,.N0. (With ln:iuls)iss %g:::lgNRgznlt{oEry Periods) S/‘\JNOIIELEO(.)R ACTIO:JO.TAKEN
133. 326-05 c. Financial Inventory Accounting DESTROY 3 years after the
* Documents. Shipping documents period of the @account.
inventory adjustment documents, (GRS-6-1b)
disposals documents, turn~ins; issues;
disposals, receiving documents; other
documentation reflecting financial
inventory accounting transactions.
d. Installations Accounts.
Miscellaneous accounting documents,
journal vouchers, transfer of
adjustments vouchers (SF 1097); stock % 3 months
fund vouchers, bills of lading, advice overed by
of obligation authorities, purchase account,
requests, job order contracts b. }£ords crepated after
(Army, Navy, Air Force), purchase i Year 1975 (June 30,
orders, reimbursable orders received DESTROY 6 years
(classified and nonclassified), rental 3 months after| period
contracts, miscellaneous contracts, covered by accpunt.
and MIPR's. (GRS-p-1a)
e. Fiscal Disbursing and Collection bfilm and imme
Vouchers. Y hard copy.
to Fiscal Year| 1976
(July| 1, 1975)¢
DESTRDY 10 yearss” 3 months
after| perio bvered by
account,
b. Reedrds created after
Figeal Year 1975 (June 30,
. DESTROY 6 years,
3 months after|period
coverpd by account.
(GRS-p~1a)
L34. 326-06 (U)Stock Fund Files. These files result
from the consolidated management, financing,
control, and accounting for the procurement
and inventorying of those items of materials,
supplies, and equipment, the costs of which
are chargeable when issued for use, to a
number of consuming activities.
A 8L0 4,‘&_;5;:»:-6’--:‘_ :)
A/ / :‘7%«‘&4" J?iuLbl’L&"fL? S ////// {él
/ DD DM/ ’ Ji‘i ///// o A
// /// PPALOME f\ Jﬁku*'=4gﬁ'= 'ﬁ // / 7 /? /
ot el
//////// [/ B S/ (s i nd Idispositilon)
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



FOR OFFICIAL USE ONLY.

Request for Records Disposition Authority—Continuation JOB NO. PAGE &22
9.
ITEM NO. (With Incusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN
File|No. Title Dispositiion
134. 326-06 (U)Stock Fund Files. (continued)
a. Stock Fund Ledgers and Reports. DESTROY |10 years jafter
the DD-COMP (A) 1033 (annual) the cloge of the [fiscal
DD-COMP (M) 1302 (monthly) year invplved.
DD-COMP (SA) 1303 (semi-annual) (GRS-7-2))
with reimbursable issues (statement
No. 6).
b. Stock Fund Reference Files. DESTROY] when 3 years old,
Spot inventories {RCS 40025); stock no
fund compare trail balance (RCS 51035); e value.
monetary value of property accounting
transactions (RCS 40031).
c. Stock Fund Documents. MIPR's; ship- -
ping documents; inventory adjustment ;:2? 1976
reports; disposal documents; returns
on material; turn-ins; equipment; 5.3
milstrip requisitions, receipt iod
documents, interfund vouchers; and nt.
miscellaneous reference papers. ted after
(June
S Dafey ROY 6
years, 3 months jafter
period [covered by ac-
count. |(GRS-6-1a])
135. 326-07 (U)Analysis and Reconciliation Files. These
fiTes verify and substantiate the accounting
data developed by other finance and accounting
units.
a. Miscellaneous Accounting Documents. Record |on microffilm and
General Journal vouchers; Transfer of immediately DESTROY
Adjustment vouchers (SF 1907 etc.). hardcopy .
ar——Rocords—Crea)
to Fisdal Year 1976
(July 1}, 1975)
DESTROY| 10 yearsy 3
months icovered after
period b .
b. Reebrds created after
Fi:f?1 Year 1975 (June
+ DESTROY 6
years, {3 months after
period [covered by ac-
count. |(GRS-6-1al)
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL USE ONLY:

GPO : 1875 O - 579-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



FOR OFFICIAL USE ONLY

Request for Records Disposition Authority—Continuation JOB NO. PAGE dfgg
9.
ITEM N, (With Inciusive Dates or Retention Periods) SAMPLE OR | \GTiON TAKEN
File [No. Title Dispositjion
135. 326-07 (U)Analysis and Reconciliation Files.
(continued)
b. Adjustment Voucher Log Books.
3 months
ted after
(June 30,
6 years,
c. General Ledger Trial Balance
3 months
account.
b. Regdrds cregted after
F1§§?1 Year 1978 (June 30,
+| DESTROY [6 years,
3 months after period
covered by accouynt.
(GRS-6+1a)
d. Subsidiary Ledgers (Master Copies). Record|on microfiche, then
(1) Consolidated Transaction DESTROY originals.
Register (RCS 51080); Status of DESTROY film when 10 years
Subsidiary Legers (RCS 51051/2.) old.
(2) Magnetic Tape #F40LO03 DEGAUSS$ when 30 |days
and #F40L08 old for reuse.
(GRS 20 Part II|Item 3)
115-203 Four coples, includirig orlginal, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974

FORQOFEICIALISE ONLY

Prescribed b

y General Services

Administration
FPMR (41 CFR) 101-11.4



)R OFEICIAL USE ONLY.

Request for Records Dispositioﬁ Authority —Continuation JOB NO. PAGE OF 122
9,
ITEI\-A’- NO. T with In:iugi\E/g %2:2: '8"n8§nﬂfr?" Periods) S{‘,“g';Lﬁo‘_’“ ACTIO?\IO.TAKEN
File |No. Title Dispositfion
135. 326-0Q7 (U)Analysis and Reconciliation Files.
(continued)
e. Other Ledgers and Journals (Master Record pn microfjiche and
Copies). immediately DESTROY
inancial Plan Details
(RCS 51492); Financial Plan
Summary (RCS 51495); D76
7 3
iod
nt.
ted after
(June 30,
DESTROY p years,
after period
covered| by account.
(GRS-6-l1a)
(2) Magnetic Tape #F40L05 and DEGAUSS| when 30 days
#F40L06 . old for{ reuse.
(GRS 20| Part II [tem 3)
f. Daily Transaction Registers DESTROY| monthly @after
(RCS 51033). receipt| of the Cpnsolidated
Transacitions Regfister.
(RCS 51080)
g. Automatic Data Processing Reports Record jon microffiche and
(Master Copies). immediately DESTROY hard-
copy.
—a~—-PRecprds_crea
(1) Orders Received Reports to Fiscal Year 1976
IRRCS 51112/3/5; Cost and Assets (July 1
Reports Status of Foreign DESTROY| 3 months
Military Assistance Transactions after period<Overed by
(RCS 51160), Abject Class Reports account
(RCS 51091/s), Fiscal Liquida- b. R
tion (RCS 51061, Fiscal Summary Fi;gfi Year 1975| (June 30,
(RCS 51062), Fiscal Case Detail :
(RCS 5103), Bi-Weekly Payroll 3 months after p
(RCS 21032). covered| by account.
(GRS-6-1a)
(2) Magnetic Tape #F40L04, DEGAUSS| when 30 (days
#F40L02, #F40L12/F40L13, old for| reuse.
#F40L09, and #F40L10. (GRS 20f Part II [Item 3)
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL USE ONLY

GPO : 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration
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FOR OrFICIAL USE ONLY.

Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 122
9,
TEM NO. With Inciusive Bates or Retontion | Periods) SAMPLE OR ACTION TAKEN
File [No. Title Disposition
135. 326-Q7 (U)Analysis and Reconciliation Files. (con't)
h. General Ledger. DESTROY| 10 years| after
General Tedgers, accounting records . the clojse of the| fiscal
and supporting adjustment vouchers. year inyolved.
(GRS-7-2)
136. 326-Q8 NOT USED.
137. 326-0Q9 (U)Command Accounts and Reports Files.
These files contain papers on the status
of funds, statements and financial reports
for all funds which are accounted for by
the Agency.
a. Fund Allotment and Allocation Files. DESTROY| 10 years| after the
Object classifications, allotment and . close gf the fisical year
sub-allotment status and Funding involved.
schedules, and allocation advices. (GRS-7-3)
115-203 Four coples, Includirig original, to be submitted to the National Archives

EOR OFFICIAL USE ONLY.

GPrO - 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



FOR OFFICIAL LISE ONLY.

Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 122
9,
ITEM NO. (With Inciusive Dates or Retention Periods) SAMPLE OR | \GTION TAKEN
File [No. Title Disposition
137. 326-09 (U)Commands Accounts and Reports Files.

{con™t)

b. Financial Reports Files. Copies DESTROY| 10 years| after the
of reports to DoD or other external close of the fiscal year
accounting offices on status of involved.
allotments, expenditure, disburse- (GRS-7-3)
ments, or reimbursements, etc.

DELMAR-RCS CSCFA 302 Report.

c. Reports Submitted to NSA by External DESTROY] 10 years| after the
Accounting Offices. For incorporation close of the fiscal year
into miscelTaneous DoD and Treasury involved.
reports. (GRS-743)

d. Report of Transactions for/by Others -a.——Records crea
Transfer Vouchers. to Fisdal Year 10976

(July 1|, 1975):

DESTROY 10 yearsy” 3 months

after period<oviered by

account.

b. Reefrds created after

Fi Year 1975 (June 30,
» | DESTROY 6 years,

3 months after period

covered by account.

(GRS-6-1a)

e. General Journal Vouchers Ledger. DESTROY 10 yearg after the

(NO LONGER USED.) close df the fiscal year
involved.
(GRS-742)
138. 326-10 (U)Military Assistance Program Files. Files

reTating to the financial activities of

the Foreign Military Sales Program to

include grant aid to countries by MAP.

Files contain original DD Form 1513

"0ffer and Acceptance," correspondence

pertaining to foreign sales, and copies of

related fiscal documents pertaining to

sales and grant aid.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974

FOR OFFICIAL USE ONLY

Prescribed by General Services
Administration

FPMR (41 C
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FOR OFFICIAL USE ONLY

Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 12?
7. 9,
ITEM NO. (With Incs:iuls?iivslgg::::srIt?rr“m(a)tznItToErlmVI Periods) sﬁ%gLﬁoc_’R ACTIO;“JO.TAKEN
File No. Title Dispositiion
138. 326-10 (U)Military Assistance Program Files.
(continued)
a. Documents Relating to Legal Establish- a.—Records creal
ment, Policies, Procedures, Management to Fiscal Year 1976
and Evaluation of FMS and Govern- (July 1|, 1975):
ment A1id Cases. DESTROY| 10 yearsg”3 months
i ered by
ted after
Year 1975 (June 30,
| DESTROY |6 years,
3 months after meriod
covered by account.
(GRS-61a)
b. Correspondence Relating to Routine DESTROY when 2 years old.
Observations and Daily Activities in (GRS-3417b)
Administering the FMS and Grant
A1d Cases.
139. 326-]1 (U)Commercial Accounts. Fiscal copies of
contracts, small purchases, charge accounts,
and Military Interdepartmental Purchase
Requests (MIPR's) maintained to document
disbursement actions.
a. Transactions of $10,000 or less. DESTROY 3 years |after
TncTudes all construction contracts final payment.
under $2,000 dated prior to 25 July (GRS-3+4a(2))
1974 and other transactions of
$2,500 or less dated prior to
26 July 1974.
b. Transactions of more than $10,000. DESTROY 6 years|and 3 months
IncTudes all construction contracts after final payment.
exceeding $2,000 dated prior to (GRS-314a(1))
26 July 1974.
¢c. Transactions of more than $2,500 DESTROY 6 years|after
dated prior to 26 July 19/4. final payment.
(GRp-3-4a(3)
115-203 Four coples, includirig original, to be submitted to the National Archives

FOR OFFICIAL USE ONLY

GPO : 1975 O - 579-387

STANDARD FORM 115-A

Revised July

1974

Prescribed by General Services
Administration
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IR OFFICIAL USE ONLY

Request for Records Disposition Authority—Continuation JOB NO. PAGE OF 106
48
7. 8. DESCRIPTION OF ITEM >
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\JlggLEo(.)R ACTIO;JOITAKEN
File [No. Title Dispositfion

140. 326-12 (U)Bi11 Register Cards. Cards indicating -a~—Records crea
payee's name, amount paid, voucher number, to Fisc@l Year 1
and date paid. Reflect all payments on (July 1|, 1975):
contracts and small purchases. DESTROY| 10 yearsy”3 months
after i ered by
account]
b. Reefrds created after

Year 1975 (June 30,
~ | DESTROY b years,

3 months after period

covered by account.

(GRS-6-1a)

141. 326-13 (U)Imprest Fund Files. Files pertaining to -a-—Reg
Tnspection of funds in the hands of Imprest to Fisc
Fund Cashiers; correspondence pertaining to (July 1

overseas Imprest Funds and traveling DESTROY 7 3 months
Imprest Fund Cashiers. after ered by
account.
b. ords cregted after

Fiscal [Year 1979 (June 30,
+ | DESTROY |6 years,

3 months after period

covered by account.

(GRS-641a)

142. 326-14 (U)Money Account Files. Documents which 3
show the receipt and disbursement of funds to Fisgal Year 1
and consist of original cash blotters, (quly
money folders, and Schedule of Checks 73 months
Drawn. overed by

gted after
(June 30,
6 years,
#eriod
by account.
(GRS-611a)

143. 326-[15 (U)Cash Blotter Files. Monthly summary DESTROY when 3 years old or
records of disbursement tranactions main- sooner|if of no|further
tained for reference use. reference value}

115-203 Four copies, includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A

Revised July 1974

FOR OFFIC IALUSE.Q NLY P amimtraion 1+ oo e

FPMR (41 CFR) 101-11.4



FOR OFFICIAL USE ONLY.

Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 125
9
7. 9.
ITEM NO. (With Inciusive Dates or Retention Periods) SAMELE R ACTION TAKEN
File |No. Title Dispositiion
144. 326-16 (U)Individual Accounts Files. Includes Close hnua11y.
individual pay and leave records which Transfer to Natilonal Pers-
show earnings, service, deductions, ad- onnel Records Center (NPRC),
justments, and leave accrued and taken St. Loyis, MO, 3| years
during a calendar year, for each civilian after dudit.
employee. Microfilm cards |of
separatied employees;
DESTROY after 1Q years.
145. 326-17 (U)Time and Attendance Cards. Cards (NSA  Microf{lm cards each pay
Form B-309T) indicating regular and over- period [and DESTROY hard
time work and hours chargeable to annual copy cards aften verifi-
and sick leave for each employee. cation |of microfiilm in
accordance with [FPMR
101.1145; DESTRQY microfilm
copies |after GAQ audit or
when 3 |years old, whichever
is sooner.
(NC1-487-78-2, dtd 11 Nov
77; GR$-2-3; GAQ ruling
dtd 6 Aug 74)
146. 326-]8 (U)Applications for Leave. Leave
applications, leave records and subsidiary
work papers, including time and attendance
reports.
a. If the time card has been initialed DESTROY at the end of the
by the employee. applicable pay period.
(GRS-218a)
b. If the time card has not been DESTROY after GAO audit or
initialed by the employee. when 3|years old, whichever
is sooper.
(GRS-2+8a)
¢c. Other copies. DESTROY 3 months after the
end of|the period covered.
(GRS-2+9b)
147. 326-(19 (U)Records of Military Leave. These files DESTROY after GAO audit
show Teave used by employees in Organized or when 3 years|old, which-
Reserves, with attached certificates of ever i§ sooner.
attendance. (GRS-2+8b)
115-203 Four copies, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL USE ONLY!
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Revised July 1974
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Administration
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“OR OFFICIAL USE ONLY.

Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 128
9,
ITEM NO. (With Inciusive Dates or Retention Periods) SAMPLE OR | 110N TAKEN
File |No. Title Disposition
148. 326-20 (U)Payroll Control Files. Papers such as DESTROY| after GAD audit

payroll variation transcripts, notifications or when 3 years pld, which-
of personnel actions, federal and state tax ever is| sooner.
changes, applications for or cancellations (GRS-2-14)

of savings bonds, requests for checks to be
mailed, and Public Law 89-516 Tax Letters
(payments for Federal taxes withheld as
moving expenses).

149. 326-21 (U)Payroll Control Registers. Machine DESTROY| after GAQ audit or
runs refTecting alTl pertinent information when 3 lyears old, which-
affecting individual pay. ever 1is sooner.

(GRS-2414)
a. Related working tapes DEGAUSY after 30 days &
reissue.

(GRS 20 Part I Iitem 31)

150. 326-22 (U)Payroll Health Registers. Machine runs DESTROY after G
reflecting all pertinent information audit dr when 3 years old,
affecting health benefit plans of civilian whichever is sogner.
employees. (GRS-2-14)
a. Related working tapes DEGAUSY after 30| days &
reissu

(GRS 20 Part I Item 31)

151. 326-23 (U)Payroll Allotment Registers. Machines DESTROY after GAO audit
runs refTecting alT pertinent information or when 3 years jpld,
affecting allotments. whichever, is sooner.
(GRS-2-14)

a. Related working tapes DEGAUSY after 30 days &
reissue.
(GRS 20 Part I Iitem 31)

152. 326-24 (U)U. S. Savings Bond Issuance Schedules. DESTROY after GAO audit
Copies of savings bond 1ssuance schedules or when 5 years jold, which-
and comparable documents. ever ig sooner.

153. 326-25 (U)Individual Retirement Records. Transfgr to Offilce of
Individual retirement records reflecting Personrel Management,
amounts deducted from pay of each employee Bureau |[of Retirement,
subject to the Retirement Act, and for Occupational Health and
deposit to the OPM Retirement and Insurance, Washington, D. C.
and Disability Fund. 30 days after segparation.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

FOR OFEICIAL USE ONLY rramston



FOROFFICIAL USE ONLY

Request for Records Disposition Authority— Continuation I JOB NO. PAGE OF 1021
7. 9.
ITEM NO. (With Inclusive Dates o Retention Periods) AT ACTION TAKEN
File |No. Title Dispositipn

154, 326-26 (U)Requests for Authorization and DESTROY| when 3 ypars old.
Discontinuance of Authorizations. Reflect (GRS-2-]17b)
subsistence and quarters for employees
overseas.

155. 326-247 (U)Requests for Separation and Wage Earn- DESTROY| after GAD audit or
ings Information. These records are used when 3 years old, whichever
to certify wages earned and other separation is sooner.
information to State Unemployment Officers. (GRS-2-16a)

156. 326-28 (U)Agency Copy of Employee's Income Tax DESTROY| when 4 years old.
WithheTd. (GRS-218b)

115-203

Four coples, Includirig original, to be submitted to the Nationai Archives

FOR OFFICIPLUSE ONLY

GPO - 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation ‘ JOB NO. SPQGE OFgo
9.
7. . DESCRIPTION OF ITEM 10.
ITEM NO. {With Inglusive Dates or Retention Periods) Sl‘\’hggLﬁO(.JR ACTION TAKEN
57. 326-29 (U)Memorandum Copies of Payroll Vouchers. DESTRPY after BAO audit
Consist of listings and related certifi- or when 3 yearp old, which-
cation sheets. ever [Ls sooner)
(GRS-2-14)
58. 326-30 (U)Register of Individual Traveler's Place| card in finactive
Records. A card file reflecting all TDY file when emplpyee
and PCS travel payments made to military separptes from| the Agency.
and civilian employees. DESTRPY 6 yearg after
separption.
59. 326-31 (U)PCS & TDY Travel Commitment and
Obligation Documents. Contains funding
documentation for civilian and military
personnel on PCS or TDY travel for Agency
business, and travel for pre-employment
personnel visiting NSA for interviews.
a. Permanent Change of Statiom (PCS). DESTRPY when 3| years old.
(GRS-p-3a)
b. Temporary Duty (TDY) and Pre-Employ DESTRPY when 3|years old.
ment Travel. (GRS-pP-3a)
60. 326-32 (U)Transportation Transactions Files.
Copies of transportation vouchers and
correspondence reflecting Agency PCS and
TDY travel and movement of household
goods.
a. International Shipments of Goods. DESTRPY 6 years after the
period of the account.
(FPMR| B-81, dtd 25 Aug 78)
b. Schedules of Valuagbles Shipped. DESTROY when 3| years old.
CONUS shipments, correspondence, memos (GRS-P-2)
reports relating to shipments, includ-
ing lost or damaged shipments.
l6l. 326-51 (Internal Review and Audit Files-
See Records Category #328)
l62. 326-53 (Internal Review and Audit Files-
See Records Category #328)
l63. 326-53 (Internal Review and Audit Files-
See Records Category #328)
115-203 Four coples, Includirig original, to be submitted to the Nationatl Archives STANDARD FORM 115-A

Revised July 1974

Prescribed

by General Services

Administration
FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation

IJos NO.

PAGE OF 100
83 WX

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

L64.

L65.

L66.

L67.

L68.

T
activi
Agenc
Fund

this f

dated

327-0]

327-02

327-03

327-04

327-05

employees.

nd of the NSA/CSS Civilian Welfare Fund.
iles series was approved by the U. S. General Accounting Of

327 NONAPPROPRIATED FUND FILES

hese files result from conducting Morale, Welfare, and Recr
ties designed to contribute to the comfort, well being and

Primarily they include the records of the NSA/
The disposition i

23 January 1980.

(U)Restaurant Fund and Civilian Welfare

Fund Management Files. Records reflecting

the formulation, directions, development,
and supervision of nonappropriated fund
activities., Included are basic authority
directives, planning, and procedural
development data, legal opinions and
interpretations; and council charters.

(U)Restaurant Fund and Civilian Welfare

Fund Operations Files. Records reflecting

the operating guidance and management of
fund operations. Included are minutes of
council meetings, memoranda and similar
papers.

(U)Restaurant Fund and Civilian Welfare

Fund Employee Time and Attendance Cards.

Original record of employee's payroll
time and attendance, as well as use of
annual, sick, and other leave used.

(U)Restaurant Fund and Civilian Welfare

Fund Employee Payroll Records and Tax

Records.

Records include amounts and
dates of wage payments, names, addresses,
social security number and occupations

of employees, dates of employment, copies
of withholding allowance certificates,
dates and amounts of tax deposits and
copies of returns filed.

(U)Restaurant Fund Financial Files.

Records which reflect the receipt

and use of funds derived from revenue
producing activities. Included are
audit reports, budget, financial
statements, ledgers, journals, receipt
and disbursement vouchers, sales records,
inventory records, and related substanti-
ating documents.

DESTR

Close
DESTR,

DESTR
when

Close
DESTR

recreatio
CSS Restal
nstructio
fice by 1

DY when s

annually
DY when 1

DY after
3 years o

annually
DY when 4

DESTR
after

EEOGE—

DY 6 year
the peri

eation (MWR)

n of

urant
ns of
etter

uperseded.

D years old.

audit or
1d.

years old.

od of the
pated after

5, 3 months
pd of the

115-203

Four coples, includirig original, to be submitted to the National Archiva@COUNt .STANDARD FORM 115-A
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Request for Records Disposition Authority— Continuation J0B NO. PAGE OF 10
oL XXX
9.
ITEJ' NO. (With Ingiugiss %212: IgNnganJEry Periods) S‘},“ggLﬁo‘?R Acno:Ju'TAKEN
’9. 327-06 (U)Concessionaire Agreement Records.

Copies of contract bids, current agree-

ments, insurance certificates, financial months.

statements, correspondence, and related or

documents relative to the operations of oncession-

concessions. (Cafeteria, vending machines

drug store, and barber shop). ed after
B months
or
pncession-

0. 327-07 (U)Civilian Welfare Fund Financial Fund

Files. Records which reflect the receipt

of and use of funds to defray expenses months

incurred in providing athletic, recre- Bf the

ational, and other welfare services or

or facilities. Included are audit reports, ed after

budgets, financial statements, ledgers, So—Jirre~d-J

journals, receipt and disbursement DESTROY b years, B months

vouchers, sales records, inventory after the period pf the

records, and related substantiating account.

documents.

115-203 Four copies, Includirig original, to be submitted to the National Archives

FOR OFFICIAL USE-G1Y

STANDARD FORM 115-A

Revised July 1974
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Administration
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Request for Records Disposition Authority— Continuation JOB NO. ¢ B,GE oF 100
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10,
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

328 INTERNAL REVIEW AND AUDIT FILES

(Formerly 326-51; 326-52; 326-53)

These files include records of reviews and audits of Agency |[operational
manag@ment and finance and accounting practices. Also, they document Agency
folloy-up actions taken in response to the General Accounting Offiice (GAO)
and Defense Audit Service (DAS) audits; actions taken with respeqt to the
specific recommendations in the various audit reports; and the rgport of

FOR OFFIGAAL USE. ORLY

audit$ performed on Agency nonappropriated fund accounts. The disposition
instryctions of this files series was approved by the U. S. General Accourting
Office by letter dated 23 January 1980.
J1. 328-01 (U)Management Audit Files. Papers 83X
documenting the review, recommendations, to Fiscal Year
actions taken, and the results in connect- (July 1, 1975):
ion with reviews of Agency operational DESTROY 10 yedrs# 3 months
and resource management practices, aften periodfovered by
relative to DAS and GAO audits. accoy;:‘t;‘.’,/g/f
b. Betords cyeated after
Figfdl Year 1975 (June 30,
s DESTRQY 6 years,
3 months aften period
covered by acdount.
(GRS+6~-1a)
72, 328-02 (U)Financial Audit Files (Appropriated
Funds). These are Agency copies of GAO to Fiscal Yean 1976
or DAS audit certifications or final audit  (July 1, 1975):
reports indicating proof of on-site audit DEST%DY 10 yedrs4 3 months
and clearance of specific accounts. In- after periodfovered by
cluded are audits of individual contracts, accoynt.
contracting activities, or the management b. BRegebrds created after
aspects of the organization. Figedl Year 1975 (June 30,
.: DESTR(QY 6 years,
3 months afteﬂ period
coverred by acqount.
(GRS-16-1a)
J73. 328-03 (U)Audits of Nonappropriate Funds. Fiscal aeBHecords—cl
year audits of each specific nonappro- to Fiscal Yearn
priated account. Included are audit (July 1, 1975)
reports and related back-up papers. DESTROY 10 yed
aftexr period
account.
b. rds created after
i 1 Year 1975 (June 30,
- DESTRQY 6 years,
3 months after period
covered by acgount.
(GRS+6-1a)
115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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9
7. 8. DESCRIPTION OF ITEM : .
ITEM NO. (With Inclusive Dates or Retention Periods) sﬁlggl'ﬁo(_m ACTIOI1\JOTAKEN
74, 328-01 (U)Input to Audit Responses. Responses to DESTROY 3 years after
draft and final GAO and DAS reports of issudnce of fimal Agency
audit on Agency fiscal and operational commgnts.,
management activities. Includes comments (GRS+6-5b)
from subordinate organizations from (GRS~6-1b)

which the Director's position was
formulated, and related working papers and
supporting documentation.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

E?—J}ﬁ’ @ﬁgﬁﬁﬁl ESE ﬂ?‘,-“.y g?::«:i?b:glu sg::neral Services

Administration

GPO : 1975 O - 579387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation

JOB NO, PAGE OF 100
9

7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

330 CIVILIAN PERSONNEL FILES

These files result from the administration of the personnel program
for the Agency civilian workforce which includes: personnel servficing tasks;
administration of salary and wage programs; job analysis and evaluations; position
auditg; periodic wage surveys; recruitment, hiring and placement; and impllementation
of employment service.

175. 330-0} (U)Notifications of Personnel Actions.
Documents covering personnel actions
such as position changes, promotions,
pay changes, or separations.

a. Official File Copy. Incorporate in| individual's
officiial file.
(See |330-07)

b. Other Non-Record Copies. DEST%OY when 1| year old.
(GRS-1-14b)
176. 330-07 (U)Personnel Requests/Approval for Change DESTROY 2 years after
in Tour of Duty/Hours. Files relating audit| except where need-
to the approved notifications with back- ed to| support continuing
up data of the circumstances warranting authorization,| in which
the change in tours of duty or hours of case DESTROY op
duty. separFtion.
177. 330-03 (U)Service Record Cards. Forms SF 7 and
similar forms. (No longer maintained.)
a, Cards for Employees Separated or Tranéﬁer to National
Transferred On or Before December 31, Persomnel Records Center
1947. (CPR)| St. Louils, Missouri.

DESTROY 60 years after
earlilest persopnel action

date.

b. Cards for Employees Separated DESTROY 3 years after
or Transferred On or After sepafation or [transfer
January 1, 1948. of loyee.

(GRS-1-2)

178. 330-04 (U)Military Reserve Program Files. DESTROY when 5| years old
Background information used to respond or sooner if of no further
to requests from the Military Services referjence valup.
concerning individual availability for
activation.

115-203 Four coples, includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A

Revised July 1974

FOR GEEICIAL USE QKLY

GO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation | 108 NO.
08 ¥x
9.
ITEh.A’. NO. (With |ngiu2is§ %‘:{z:lgNRanlthr?A Periods) s’%SLﬁo(_m ACTlO;lo.TAKEN

179. 330-05 (U)Case Files of an Individual's DESTROY 1 year after
Deferment from Military Service. Back- deferment actilon.
ground information and Agency responses
to individual requests for deferment.

(This file now inactive)

180. 330-0¢ (U)Military Reserve and Retired Question~ DESTROY upon separation
naires. Filed by name of individual of the individupal from
and NSA organization. Contains infor- the Agency or the
mation on individual reserve status and Reserive Program.
Military Retired Questionnaire Form P 50 B.

181. 330-07 (U)Official Personnel Files of Civilian
Personnel. Case files documenting
civilian employment under rules and
regulations of the Office of Personnel
Management (formerly the CSC). Maintained
in accordance with the Federal Personnel
Manual.

a, Civilian Employees Transferring Transfer individual folder
to another Govermnment Agency. to gajining Agepcy.

.b. Separated Civilian Employees. Place| individual folder
Maintained on the right side of the in an| inactive| file upon
official personmnel folder. separation. Tyransfer

folder to Natipnal
Personnel Records Center,
St. Lpuis, 30 days after
separation.

(GRS-[L-1b (2))

c. Temporary Civilian Personnel Records. DESTRPY upon separation
Maintained on left side of official or transfer of|employee,
personnel folder. or when 1 year|old,

whichever is s¢oner.
(GRS-1-10)

182. 330-08 (U)Personnel Procedures Files. Corre- Place|noncurrent items
spondence with DOD, OPM, and Services in an|dinactive|file.
on delegations of authority and pro- Close|and trangfer
cedures basic to formulation of NSA/CSS inactive file to NCRC
personnel management. every|5 years.

PERMANENT,
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO.
59 WX
9,
ITEM NO. (With Inclusive Dates or Retontion Periods) SR ACTION TAKEN
183. 330-09 (U)Statements of Employment and Financial DESTRAY 2 yeard after
Interest, and Related Papers. These state-~ employee leaves a position
ments of employment and financial interest  in which a statement is
are required of certain classes of Federal requiged; 2 yedrs
employees. They are necessary to meet after |the emplqgyee leaves
administrative needs if questions of con- the agency, or |2 years
flict of interest arise. after |cancellatiion of the
requirement foxy a particu-
lar pgsition, whichever is
sooney .
(GRS~-1-25)
184. 330-10 (U)Statements of Employment and Close |file upon separation.
Financial Interest, and Related Papers Place|in confidential
on Consultants and Experts Employed on files |of NCRC (NSA Registry
an Intermittent Basis. These statements of Experts and |Consultants).
of employment and financial interest are DESTRQY 5 years
required of certain classes of employees. after (closing.
They are necessary to meet administrative
needs if questions of conflict of interest
arise.
185. 330-11 (U)Agency Promotion Review Board Files. Close |every 3 years.
These files contain supporting documenta- Transfifer to NCRC 2
tion from the Agency Key Components and years (after clgsing.
and Field Activities for recommendations DESTRQY when 7 |years old or
made by Agency Promotion Review Boards to sooney if of ng further
the Director, and Deputy Director. Included refergnce value.
are Key Component nominations, supporting
narrative and statistical data and pro-
motion recommendation packages.
186. 330-12 (U)Individual Agency Promotion Review Board DESTR&Y individual's case
Folders. Promotion case files of all file 2 years after
NSA/CSS employees, GG-12 and above. separgtion of employee
from ;SA/CSS.
187. 330-13 (U)Personnel Information Folders.
Maintained in NSA administrative areas
where individual is assigned.
a, Employees Transferred Within NSA/CSS. Transfer to gaining
elemeﬂt.
b. Employees Separated from NSA/CSS. DESTROY on sepdration.
(GRS-1-6)
115-203 Four coples, includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A

FOR OFFICEAL USE ORIV

G 1975 O - 05 1-387

Revised July 1974
Prescribed by General Services

Administr

ation

FPMR (41 CFR) 101-11.4



FOR OFFIGIAL USE ORLY

Request for Records Disposition Authority — Continuation J0B NO. 'Z‘SE OFX;;)O
7. 8. DESCRIPTION OF ITEM > )
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\jl\(l)lgLﬁo(-)R ACTIO1N°TAKEN
.88. 330-14 (U)Professional Qualifications Records Close| upon completion of
(PQR). Files documenting the career an inﬁividual' certifi-
panels' certification of personnel as cation. Placel in an
professionals in the various career inactiive file,| or return
fields. (See File No. 330-32.) to the individual.
DESTROY 2 years after
date |of last aetivity in
file.
.89.  330-15 Interview and Evaluation Cards for DESTROY when 2 years old.
Separated NSA Emplovyees.
190. 330-16 (U)Competitive Selection Files. Records

containing position advertisements

applications and associated qualifications

data.

a. Civilian positions. DESTROY 1 year] after

advertisement |closure date.

b. Military positions. DESTROY 10 yedrs after

adve tisementTclosure date.
L91.  330-17 (U)Personnel Research Files. Staff studies Closq inactive file every
and projects reflecting applied research 2 yedrs.

in personnel areas, including area Trangfer to NQRC 2 years

personnel surveys, test research, after closing.

occupational research, and concepts PERMANENT

of career development.

L92. 330—1T (U)Incentive Awards Files

a. Minutes and reports reflecting Close files annually.
actions taken by the Incentive Trangfer to NQRC 1 year
Awards Board and committees. after closing,

DESTROY when 3 years old.
(GRS+1-13)

b. Case files documenting actions Close files annually.
taken in evaluating, approving Trangfer to NCRC 1 year
or disapproving suggestions and after closing:
other types of incentive awards DESTROY when 3 years old.
recommendations. (GRS+1-13)

c. Awards, decorations, and commenda- DESTROY 2 years after
tion files, excluding copies files approved or dilsapproved.
in Official Personnel folder. (GRS+1-12a)

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFCIAL.USE. QNLY

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation 108 NO. F:_TE oF ﬁxé
9.
3 8. DESCRIPTION OF ITEM 10,
lTEl; NO. (With Inclusive Dates or Retention Periods) Sl}jhcﬂ)gLﬁo9R ACTION TAKEN

193. 330-19 (U)Job/Position Descriptions. Record copy OPI
of statements, prepared and certi- Place{in an inactive
fied as accurate by the responsible file when position re-
supervisor and job classification of- written or abolished.
ficial, which set forth officially DESTROY 5 years after
the current duties and responsibilities position is ab¢lished
assigned to an established position/job or description|superseded.
and qualifications required to perform (GRS-1-7b(1))
them.

194. 330-20 (U)Area Personnel Surveys.

(Now included in File #330-17 -
"Personnel Research Files.')

195. 330-21 (U)Job/Position Audits and Studies. Place|in an inactive file
These files consist of background upon ilncorporation into
correspondence accumulated during the job/position descrip-
the annual review of all Agency jobs, tion. |Close and Transfer
individual desk audits, group audits, inactive file to NCRC every
or supervisory job analyst reviews, 2 years.
used to develop on official job/ DESTR(OY when 3 |years old
position description. or 2 years after regular

inspe¢tion, whichever is
sooner.
(GRS-1-7¢c(1))

196. 330-22 (U)College and Field Recruitment Files.

a. Recruiter's Interview Records. DESTR(QY when 1 |year old.
b. Interviewer's Worksheets. DESTROY when placed on
personnel data |processing
system. Degauss when
5 years old.

197. 330-23 (U)College Recruitment and Public Relations DESTRQY when 5 |years old
Reports. Files accumulated during surveys or sodner if of no further
on college participation in NSA's public reference value.
relations programs and student recruit-
ment. Includes participating and non-
participating schools.

L98.  330-24 (U)Engineering Cooperative Recruitment
Files. Includes studies and individual
papers on applications.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL: USE- gxry

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11.4
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7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁlggLEo(.)R ACTION TAKEN
198. 330-2% a. Evaluations. Maintgzin in current files

until|the co-oq graduates
from school. If hired see
330-24b; non-hilred see

330-28.
b. Individual Papers of Hired Incorporate in|individual's
Applicants. Official Persoﬁnel Folder.

(See 330-07)

199. 330-25 (U)Applicant Interviews. These are
files not included in the applicant's
case folders.

a. Interview Sheets of Hired Applicants. Incorporate in|individ-
ual's|0fficial [Personnel

Folder.
b. Interview Sheets of Non-Hired DESTROY when 45 days old
Applicants. from date of last action.

(SF-115, NC1-457-80-1,
dtd 1|Nov 79)

200. 330-26 (U)Testing Records. Answer sheets to Transfer to NCRC 6
CQB, language tests, and proficiency months after test.
tests. DESTROY when 10 years old

or so¢ner, if o¢of no
further referemce value.

201. 330-27 (U)Hired Applicant Case Files. Corre- Incorporate in|individ-
spondence and supplementary related ual's|Official |Personnel
documents for appointed applicants. Folder. (See 330-07)

202. 330-28 (U)Non-Hired Applicant Case Files. DESTROY when 45 days old
Documents and materials for those appli- from date of last action.
cants not selected for an Agency appoint- (SF-115, NC1—4%7—80-1,
ment because of their qualifications, dtd 1|Nov 79)

and for those who decline or will not
be available for appointment. Included
are recruiters' interview records, work-—
sheets, applications for employment,
test results, correspondence and sup-
plementary related documents.

203. 330-29 Not used.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services

FOR OFEICIAL USE-ONLY Fou 47 PP 101-11.4
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. s . s . JOB NO.
Request for Records Disposition Authority—Continuation \ 63 TBE
9,
ITEI\:. NO. (With Ingiuls)isg %2{: I(())rNRStEnItTEr?A Periods) Sl‘\jlgl;LEo(.JR ACTIO?\IOITAKEN

204. 330-30 (U)Non-Hired Applicant Case Files - Special DESTRQY when 1|year old.
Interest. Correspondence and supplementary Those|[files in|which there
related documents on applicants resulting was sjignificant Congressio-
from Congressional inquiries or other nal interest may be held
special referrals for individuals who until |5 years ¢0ld from
were not hired. date ¢f last dgcument.

205. 330-31 (U)Personnel Strength Report Files.

Documents reflecting Agency activity Close{annually|
strength report on the official assign- Transfer to NCRC 1 year
ment of civilian and military personnel after closing.

by organzatiomns, PERMANENT

206. 330-32 (U)Career Panel Executive Professional Close |upon comJletion of
Qualification Records. Case files individual's certification.
held by the Career Panels on those Place|in an ingctive file,
individuals seeking certification as or refurn to individual.
professionals in a particular career DESTROY 2 yearg after
field. (See 330-14) date 9f last aqtivity.

207. 330-33 (U)Suitability Information Files. DESTRQY 7 years after
Case files of disciplinary and adverse separagtion from the Agency.
actions and other documents or corre-~ (NC1-457-78-1, |dtd 7 Nowv 77)
spondence or other sensitive information
relating to Agency employment not in-
cluded in Official Personnel Folder.

208. 330-34 (U)NSA/CSS Grievance Files. Official DESTRQY 3 years after
record of grievance proceedings, except case 1s closed,

EEO complaints, and all related documents. (GRS~1-31a)

209. 330-35 (U)Congressional Correspondence Files. DESTRQY when 1( years old,
Correspondence relating to inquiries or sogner if off no further
concerning personnel matters. reference valug.

210. 330-36 (U)Worker's Compensation Records. Place |original [copies in
Records which reflect employees' claim employee's Official Persomme!
for job-related injuries or illnesses Foldex, when cgse is closed
submitted to the Dept. of Labor, Office by OWGP. (330407 applies)
of Worker's Compensation Programs (OWCP). DESTROY duplicdted case

file 3 years after case
is clgsed.
(GRS-1-32)

211. 330-37 (U)Restoration of Forfeited Annual DESTROY when 3 |years old,
Leave. Documentation pertaining or hold until pestored
to the official restoration of annual leave. leave |has been |used, or, in

case ¢of separation, payment
is red¢eived as |part of lump
§ggel'axg settlement.

115-203 Four coples, Includirig original, to be submitted to the National Archives ~ - ~ STANDARD FORM 115-A

FOR OFCIGIRL-USE-GRLY

Revised July 1974

Prescribed

by General Services

Administration
FPMR (41 CFR) 101-11.4



*iR OFTIGIAL USE ORLY

PAGE OF 195

Request for Records Disposition Authority—Continuation JOB NO.
6L PFE
9
7. 8. DESCRIPTION OF ITEM ’ 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SG%SLEO(_)R ACTION TAKEN

212. 330-38 (U)Individual Career Panel Files. Close| completedl files
Records which contain minutes, appoint- annually.
ment of individuals to panels, profess— Transfer to NCRC.
ionalization material, criteria and DESTROY when 10 years old
qualification standards and general ot sopner if of no further
correspondence relating to panel policy reference value.
and procedures.

213. 330-39 (U)Field Administrative Files. Records DESTRPY 1 year|after
relating to selection assignment and tour individual rettirns to NSA
of duty of NSA/CSS personnel assigned to HQ in|permanent change of
NSA field operations. statipn status|

214. 330-40 (U)Employee Record Cards. Employee DESTROY on separation or
record cards used for informational transfer of employee.
purposes outside personnel offices (GRS-1-6)

(such as SF 7-B).
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR Or¢lGaL USE ORLY

GP® - 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration
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Request for Records Disposition Authority— Continuation JOB NO. 'ZEE °Fm
9.
7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. {With Inclusive Dates or Retention Periods) sﬁg;LEOQR ACTION TAKEN
332 MILITARY PERSONNEL FILES
These files contain personnel records and service records majfintained
for mifllitary personnel during their period of assigmment to duty at
NSA/CSS in accordance with parent service requirements.
215. 332-01 NOT USED.
216. 332-02 (U)Element Personnel Record Files.
Informal convenience files on military
personnel assigned to NSA, maintained
at organizational level throughout the
Agency.
a. Personnel Transferred Forward to gaihing NSA/CSS
within the NSA/CSS. element.
b. Personnel Transferred DESTROY upon transfer or
outside the NSA/CSS. separation.

217. 332-03 (U)Agency Personnel Records Files. Place|individual's folder
Files on each military person assigned in an|inactive|file upon
to NSA, and maintained in the Agency relief from active duty
Military Personnel Office as a central with NSA/CSS.
information file. DESTROY after 1 year.

218. 332~04 (UMilitary Awards, Decorations, and Close| annually|l Transfer
Commendation Files. Files of awards made to NCRC 2 yearg after
while individual is on active duty with closing.

NSA/CSS and maintained in the Agency DESTRDY 5 years after
Awards Office as a central file. transfer.
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFIGIAL.USE.GaLY

Revised July 1974

Prescribed

by General Services

Administration
FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority—Continuation JOB NO. PAGE OF 100
66 YBK
ITEM: NO. (With Inciusive Gates or Retention Periods) S’f,“g;g".ﬁo‘?n ACTION TAKEN
334 EQUAL EMPLOYMENT OPPORTUNITY FILES
These records are created as a result of Agency compliance with Federal Government

policy guaranteeing equal employment opportunity to all persons employed by the Agency
without regard to race, color, religion, sex, or natiomal origin| in accordance with
Executive Order 11246, Office of Personnel Management Regulationg, and DoD Directives
and Ipstructions. Also included are records reflecting the Fair|Housing Enforcement
Program of the Agency in accordance with Public Law 90-284 and the Department of
DefenEe as contained in DoD Instruction 1338.12,
219. 334-01 (U)Equal Employment Opportunity External DESTROY when 3 years old,
Directives and Instructions. Executive or when superseded or
Orders, DoD Instructions and Directives, obsollete, whi¢hever is
Office of Personnel Management Documents, applicable.
and like material on policies, procedures, (GRST1-26g)
and direction of the Federal Government
Fair Housing and Equal Employment
Opportunity Program.
220. 334-0p (U)Equal Employment Opportunity Internal Place in an ipactive file
(NSA) Directives and Instructions. on syipersession or obso-
Documents issued by Director and Chief, lescence.
EEO, on policies, procedures, guidelines Transfer to NCRC one
in carrying out Agency EEO and Fair year|after inactivation.
Housing Program. PERMANENT,
221. 334-08 (U)Equal Employment Opportunity Reporting
Files. Documents accumulated as a result
of reporting to higher authority on
activities and conditions related to equal
employment and fair housing. Included
are statistical and narrative reports,
summaries, consolidations, and related
papers.
a. Statistical E.E.O0. reports to DESTROY when 4 years
Office of Personnel Management and/or old.
DoD (monthly)
b. Semi-annual E.E.0. report to DESTROY when 4 years
DoD. old.
222.  334-04 (U)Equal Employment Opportunity Complaint
Cases. Documents reflecting complaints of
personnel concerning equal employment
opportunity. Included are complaints,
transmittal letters, investigations, and
summaries; finding-of-fact statements,
final disposition of reports, acceptance
statements, withdrawal notices, and similar paper%.
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A

FOR GFEIGAL USE. QRLY

Revised July 1974
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Administration
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Request for Records Disposition Authority — Continuation JOB NO.
q p y 67 per &l
9.
. 8. DESCRIPTION OF ITEM 10.
ITEI\.AI NO. (With Inclusive Dates or Retention Periods) Sﬁ%ELEOC.)R ACTION TAKEN

222, 334—0ﬂ (U)Equal Employment Opportunity Complaint
Cases. (Continued)

a. Cases resolved within the Agency. DESTROY 4 years after
resolution of [case.
(GRS-1-26a (1))

b. Cases resolved by the Office of Files| are contirolled by

Personnel Management in a U.S. Court the Office of |Personnel

Management recprds
schedule.
(GRS-1-26a (2))

223. 334-04§ (U)Fair Housing Compliant Cases. Included
in 334-04 .

224 334—04 (U)Employment Statistics Files. Employment DESTROY when 5| years
statistics relating to race and sexj; parti- old.
cularly for minorities and women. (GRS—1~-26£)

225. 334-07 (U)E.E.0. Special Programs. Includes DESTRPY 3 yearps after
reports of counseling interviews; termipation of| individual
analysis and related records of special case pounseling.

Agency or DoD Programs, i.e., Federal (GRS-[L-27)
Womens Program, Spanish-speaking Programs,
Youth Opportunity Programs and Handicapped
Programs,
226. 334-08 (U)E.E.0. Affirmative Action Plans(AAP)
a., Agency copy of consolidated AAP(s) DESTRPY 5 yearg from
date pf plan.
b. Agency feeder plan to consolidated DESTRDY 5 years from
AAP(s) date bf feeder plan, or
when administrative
purpogses have been served,
whichpver is sponer.
(GRS-1-26h (1)|and (2))
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FoR OFFIGAL USE ORLY
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68  XBX
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. {With Inclusive Dates or Retention Periods) Sl\\,hggLﬁoC'JR ACTION TAKEN

336 MEDICAL FILES

These files reflect the activities of the NSA/CSS Medical Center in providing
general management and supervision of the medical service program.

227. 336-01 (U)Medical Case Files. Basic medical exam-
ination certificates, dispensary notes,
miscellaneous medical correspondence of
NSA/CSS civilian and military employees.

a. Civilian Case Files.
(1) Medical Certificates (SF Combine with Official
78 or equivalent): Personnel folder upon
Pertains only to appointment, empl&yee separation from
reassigmment to another job as NSA.
a result of medical examination, (GRS+1-1b(2))

and disability retirement, and
other papers and forms relating
to these certificates.

(2) Medical Certificates (SF 78
or Equivalent):

Other than those documents listed in Place in an inactive file

item (1) above; includes miscellaneous separatig

medical records, correspondence, dis-

pensary notes, and similar records

and papers.

b. Military Case Files.

228. 336-02 (U)Clinical Psychology Case Files. Name X
folders containing documents accumulated pments%vceatoom
as a result of applicant processing; treatment.
includes psychological evaluations and
other related documents pertaining to
individuals.
a. NSA Employee Cases. active file
upon|{separati¢n of employee.
Clos file annually
RC 1 year
after closing
DESTROY 2 years after
trangfer.
(SF-]115, NC1-457-80-1,
dtd 1 Nov 79)
115-203 Four copies, lnclu&lrig original, to be submitted to the National Archives STANDARD FORM 115-A
* 7/16/2014: Pen and Ink change made to schedule H}R ﬁﬂ:ﬂgml HSE um.? g?;;i??b::l%;g:neral Services
item 336-01b pursuant to emails between agency and QIO+ 1938 G = 57838 F;ﬁg"&f‘g}‘;ﬁﬂm_“ 4

NARA dated April 8, 2014 (included in dossier).

INSERT - Pen and Ink Change 7/16/2014
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 100
68 _ XBX
9.
sz' NO. (With lngiulsjisgggl:: |3Nng§ng§r:m Periods) Sﬁ“{;;"ﬁo?n ACTIO;lo.TAKEN
336 MEDICAL FILES
%hese files reflect the activities of the NSA/CSS Medical Center in providing
general management and supervision of the medical service program.
227. 336-01 (U)Medical Case Files. Basic medical exam-
ination certificates, dispensary notes,
miscellaneous medical correspondence of
NSA/CSS civilian and military employees.
a. Civilian Case Files.
(1) Medical Certificates (SF Combine with Qfficial
78 or equivalent): Persgnnel folder upon
Pertains only to appointment, employee separation from
reassignment to another job as NSA.
a result of medical examination, (GRS+1-1b(2))
and disability retirement, and
other papers and forms relating
to these certificates.
(2) Medical Certificates (SF 78
or Equivalent):
Other than those documents listed in Place in an inactive file
item (1) above; includes miscellaneous wupon|separation
medical records, correspondence, dis-  from|NSA.
pensary notes, and similar records Transfer to NCRC in 45 days
and papers. or soomner.
DESTROY 6 yeaxs after
separation from NSA.
b, Military Case Files. Transfer to parent service
upon|separation from NSA.
228. 336-00 (U)Clinical Psychology Case Files. Name
folders containing documents accumulated
as a result of applicant processing;
includes psychological evaluations and
other related documents pertaining to
individuals.
a. NSA Employee Cases. Place in an inactive file
upon| separation of employee
Close¢ inactive file annuall
Transfer to NCRC 1 year
after closing
DESTROY 2 years after
transfer.
(SF-115, NC1-457-80-1,
dtd 1 Nov 79)
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFIGIAL USE ORLY

GPO : 1975 O - 579-387

Revised July 1974
Prescribed by General Services
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Request for Records Disposition Authority— Continuation JOB NO. ggee OFXJK';O
9,
7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SI‘\IBAELEOCI)R ACTION TAKEN
28, 336-02 Clinical Psychology Case Files.

(Continued)

b. Non-Hired Applicant Cases. DESTR(OY when 4} days old
from date of last action.
(SF-115, NC1-457-80-1,
dtd 1|Nov 79)

c. Hired Applicant Case File Transfer to NSA Employee
Case File.

(SF-115, NC1-457-80-1,
dtd 1|Nov 79)
229. 336-03 (U)X-Ray Film Case Files. X-rays of NSA

employees and applicants, with related

correspondence. Identified by accompanying

X-ray logs.

a. Film Cases. Place|in an inactive file.
upon Leparatio from Agency.
Close|inactive|file annually
Transfer to MCRC 1 year
after|closing.

DESTRQY 5 years after
transfer.

b. X-ray Logs. DESTROY when filles
to which they relate are
destroyed or in 6 years,
whichever is sﬂoner.
(GRS-1-21)

230. 336-04 (U)Medical Case Files - Non—-NSA

Employees. Includes dispensary notes

and medical correspondence.

a. Support Services Personnel. Place|in an inactive file

Includes files on personnel working upon separation from NSA.
in the Credit Union, drug store, etec. Transfer to NCRC 45 days
or sooner.
DESTROY 6 years after
separation.

b. Cafeteria Caterer and GSA personnel. Transfer to appropriate
parent organization upon
separation fro$ NSA.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

Administr

ation

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority—Continuation

JOB NO. PAGE OF 100
70 XX
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. {With Inclusive Dates or Retention Periods) S/‘\jl\gELEo(j)R ACTION TAKEN
File Nol Title Disposition
23X. 336-04 (U)Medical Case Files — Non-NSA Employees

(con't)

c. Resident-official liaison personnel Review|annually]| Transfer
of other Federal Agencies to NCR¢ 1 year gfter last
and contractor personnel. entry. | DESTROY |6 years

after separation.
(GRS-1421)
115-203

Four coples, including original, to be submitted to the National Archives

FOR OFFICIAL SE DSLY

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 100
L yox
9,
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\JI\gFB’LEOC-)R ACTION TAKEN
340 PHYSICAL SECURITY FILES
Thgse files accumulate for the implementation of physical security and
standards to protect installations and to ensure proper restrictions of access,
to sensitive documents and locations.
File NodJ Title Dilsposition
232.340-01 (U)Security Policy and Direction Files. OPT
Correspondence and other types of documents Review jannually.
including directives from higher authority, Transfer those sFlected for
reflecting policy and direction of security closing to RCRC [l year after
services. closing|.
PERMANENT :
(GRC-18-1)
ALL OTHERS
Review annually.
Transfer those splected for
closingl to NCRC [l year after
closing|.
DESTROY| when 6 years old.
233.340--02 (U)Security Violation Reports. Consolidate with| Personnel
Documents or reports on alleged security Security File.
violations or practices dangerous to (See 342-01)
security, such as unattended open safes,
improper handling or unauthorized
divulgence of classified information.
234,340-03 (U)Counterintelligence Files. Documents Close apnually.
resulting from the investigation of Consolidate with| Personnel
activities which might be detrimental to Security File.
NSA, and for similar investigations on (See 342-01)
personnel affiliated with the Agency,
such as employees, contractor personnel,
and visitors.
235.340-04 (U)Classification Advisory Committee Files. See 343| series.
236.340-05 (U)Security Classification Assignment See 343| series.
Files.
237.340-06 (U)NSA/CSS Cryptologic Activities, Surveys
and Inspection Files. Periodic or one
time surveys conducted primarily by
security personnel. Purpose is to deter-
mine adequacy of security measures in all
Agency installations to safeguard infor-
mation and facilities against sabotage
irad antr
115-203 Four coples:'fﬁcllrtffn%ﬁo'flg'lnaI, to be submitted to the Natlonal Archives STANDARD FORM 115-A

FOR OFFICIAL.-USE-BRLY

Revised July 1974

Prescribed

by General Services

Administration
FPMR (41 CFR) 101-114
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Request for Records Disposition Authority—Continuation Jo8 No. P,';;E oF 30
9,
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sl\\‘hc:;;LEOOR ACTION TAKEN
File No.| Title Dipposition
237.340-06 (U)NSA/CSS Cryptologic Activities, Surveys
and Ingpection Files. (con't)
a. Cryptologic Activities Files. Close apnually.
Routine surveys, studies and reports Transfefr to NCRC| 3 years
of various NSA/CSS facilities. after cllosing
DESTROY| when 10 years old.
b. Special Project Files. Close apnually.
One-time inspections or surveys made Transfefr to NCRC| 3 years
of a facility because of an immediate after cllosing.
security need or incident, or apparent DESTROY|when 10 years old.
deficiency.

238, NOT USED.

239.340-07 (U)Accident Investigation Files. Reports Place in an inactive file
of investigations, resulting from fires, upon coppletion of investi-
explosions, or accidents which involve gation.
security aspects. DESTROY| when 2 years old.

(GRS-18{12)

240.340-08 (U)Classified Material Access Files. DESTROY| when superseded
(FILE NOW INACTIVE) by a ney list.

241.340-09 (U)Xey Accountability Records. Documents DESTROY| 3 years pfter
relating to issue, return, and account- turn-in| of key.
ability of keys to security areas. (GRS-18+17)

242 340-10 (U)Safe Combination and Access Files. DESTROY| individual item
"Safe Combination Record" and "Classified when superseded by new
Container Combination" forms showing combinaftion or when
personnel authorized to use combination, container (or safe) is
serial number and location of container, turned [in.
the current combination, and date of next (GRS-18¢8)
combination change.

43. 340-11 (U)Safe (or Container) Records. Forms DESTROY| after removal
placed on combination safes or containers from container, pxcept
containing classified information to forms ipvolved in an
control entry. investigation, which will

be retalined untij com-
pletion| of the investigation.
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL USE ONLY

Gy 1975 ) - HTu-387

Revised July 1974

Prescribed by General Services
Adminsstration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 1(7)2
9.
ITEM NO. (With Inciusive Dates or Retention Periods) AR ACTION TAKEN
File [No. Title Disposition
244, 340-12 (U)Agency-Wide Top Secret "Document See 343 series.
ControT Cards.”™ (Item 261)
245, 340-13 (U)Agency-Wide Periodic Top Secret See 343 series.
Tnventory Runs. (Item 262)
246. 340-14 (U)Element Top Secret Control Records. See 343 series.
(Item 263)

247. 340-15 (U)Security Compromise Files Reports Transfer to NCRC| 3 years
of compromises, violations, or unsecure after dlosing.
practices, with analyses of same. DESTROY when 10 |years old.

248. 340-16 (U)Contract Facilities Security Case 0PI
Files. Case files on private facilities PTace individuall case in
performing work on classified contracts. an inadtive file upon
These files originate to protect NSA termingtion of dontract.
classified information and equipment DESTROY 10 years after
in possession of contractors, consultants termingtion of dontract.
and advisors; and contain all documents
related to the maintenance of security at  All Others
the contractor facility. DESTROY upon termination of

contragt or caseq.

249. 340-17 Not Used.

250. 340-18 (U)Industrial Clearance Files. Case Place gase in ar inactive
fiTes reflecting granting, denying, or file uﬁon termination.
revoking industrial security clearances. DESTROY 10 yearg after
Include such papers as: security termination of gontract.
requirements check lists, contract
security surveys, and personnel security
questionnaires.

115-203 Four coples, Includirig original, to be submitted to the National Archives

FOR OFFICIAL USE ONLY

GPO : 1975 O - 579=

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation

JOB NO.

PAGE OF 100
h X

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

File Noj

251. 340-19

Title

(U)Protection of NSA/DoD Functions and
Property. Consists of investigative case
files or information acquired about
activities threatening defense military/
civilian personnel, defense activities and
installations, including vessels, aircraft,
communications equipment, and supplies.

a. Non-DoD Affiliated Organizations/
Individuals not posing continuing
threats.

b. Non-DoD Affiliated Organizations/
Individuals posing continuing threats,
such as demonstrated hostile acti-
vities in which an actual example of
violent or criminal hostility has been
carried out within the previous year;
threatened hostile activities which
during the previous year explicitly
threatened DoD functions; and dissident
activities, which during the previous
year have counselled or published
information, actively encouraging
violation of the law.

c. Special Investigations/Operations.

d. Routine Investigations.

e. One Time Request for Admittance to
Installations (Speakers, band, drill
team, etc,)

£. Requests for DoD Personnel to Attend
or Officiate at Meetings, Ceremonies,
etc., as Representatives of DoD.

g. Investigations Pending on Date of
Annual Verification.

Disposition

DESTROY when 90

Review|annually
DESTRO¥ when of
reference value

PERMANENT

DESTROY 1 year 4
servicT is disco

DESTROY 90 days
DESTROY 90 days

DESTROY 1 year 4
investigation isg

days old.

no further

fter
ntinued.

after event.

after event.

fter
completed.

115-203

Four copies, includirig original, to be submitted to the National Archlves

LY 9!’
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Revised July 1974
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Request for Records Disposition Authority— Continuation JOB NO. P%;E oF 100
XX
7. 8. DESCRIPTION OF ITEM > 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sﬁhgl;Lﬁo?R ACTION TAKEN

342 PERSONNEL SECURITY FILES

Thesk files accumulate from actions to ensure that all persons requiring
access tol| classified information or Agency spaces meet Agency personnpel securlty
standards, These files include copies of investigative reports, polygraph interview
reports, prientation/indoctrination/debriefing oaths, and related matters.

File No. Title Disposition
342-01 (U)Personnel Security Files. Files on all
252, individuals employed, seeking employment,

or whose relationship with the Agency
requires security investigations, clear-
ance processing, indoctrination, or
orientation. Includes investigations,
clearance status, reinvestigatioms,
Indoctrination and Debriefing Oaths,
Military Check-In and Check-Out Forms,
Official Courier Briefing Forms,
Unofficial Foreign Travel Request Forms,
Certification Upon Indoctrination for
Access to Critical Nuclear Weapon Design
Information Forms, and other security
related memorandums or correspondence. \

a. Persons Affiliated with NSA/CSS. Close uppn separation or
terminatfion of individual.
DESTROY years after
separatipn or upon expiration
of Hazardous Actiyity Group,
whichever is later.
(SF-115,| NC1-457-80-1,

dtd 1 Noyw 79)
b. Non-Hired Applicants or Non- DESTROY 5 days after
Affiliated Individuals. date of [Last actipn.

(SF-115,| NC1-457-80-1,
dtd 1 Noyw 79)

C. Investigations Which Result in Adverse DESTROY [25 years pfter date
Actions. of last [action. [Those

files determined |to be of
possiblel historicial value
and those of widespread
public dr Congresjsional
interest] may be offered
to NARS,
(SF-115, NC1-457-80-1,
dtd 1 Nav 79)

115-203 Four copies, includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A
Revised July 1974

R OFFICIAL,ISE DY
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' 4
page oF 100

Request for Records Disposition Authority— Continuation JOB NO.
76 XXX
9,
(TEM NO. (With Inciusivs Datos or Retention Periods) SAMPLE OR | 11N TAKEN
d. Major Investigations of Espionage, PERMANENT
Sabotage or of a Counterintelligence/ (SF-115, NC1-457-80-1,
Security Nature. ' dtd 1 Ngv 79)
253.
342-02 (U)Investigative and Polygraph Files.
Investigators' and examiners' data and
question sheets, notes, polygraph detector
charts, examination reports, and related
records resulting from investigations and
polygraph examinations.
a. Record Copy. Retain in Personrel Security
File (342~01). Destruction
concurrgnt with Hersonnel
Security File.
b. M5 Carbon Copy. DESTROY |45 days dfter case
is closed in M5,
c. Tapes. DESTROY |45 days after case
is clos?d in M5.
d. Notes and Related Papers. DESTROY (45 days gfter case
is closed in M5.
e. Case Control Cards. DESTROY |6 months |after case
is closed in M5.
254,

342-03 (U)Visitor Passes. '"Visit Requests and DESTROY |when 5 years old, ot
Receipts" giving names, addresses, security when of |[no further reference
status, and nature of business of individ- value, %hichever is sooner.
uals visiting NSA.

255.
342-04 NOT USED.
256.

342-05 (U) Indoctrination Files. Rosters of Same difposition as item
individuals indoctrinated and/or cleared 342-01.
for access to special classified material.

115-203 Four copies, Includlirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFACIAL GSE, ORLY

Revised July 1974
Prescribed by General Services
Administration
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Request for Records Disposition Authority—Continuation JOB NO. ,;;GE OF ]x-%b
9.
ITEM NO. With Inciusive Bates or Retontion Periods) AL ACTION TAKEN
257.
342-06 (U)Security Policy and Direction Files. OPI
Correspondence and other types of Review gnnually.
documents including directives from higher Transfex those sglected for
authority, reflecting policy and direction closing|to NCRC 1 year after
of security services. closing.
PERMANENT
(GRC-18-1)
All Others
Review gnnually.
Transfexr those sglected for
closing [to NCRC 1 year after
closing
DESTROY |[when 6 years old.
258.
342-07 (U)Personnel Security Clearance Status DESTROY |when supgrseded
Files. Lists or roosters showing the or obsolete.
current security clearance status of (GRS-18-24)
individuals.
115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

o v Prescribed by General Services
FOR OFFICIAL USE ORLY aminsaten 7
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Request for Records Disposition Authority—Continuation 108 NO. PAGE OF 1(7)2
9.
ITEM N, (With Inciusive Dates of Retention Periods) S ACTION TAKEN
343 CLASSIFICATION AND DOCUMENT CONTROL FILES
These files accumulate as a result of insuring protection of informagtion
from |unauthorized disclosure, classification/declassification acftions
and implementation of security procedures to adequately protect material
by prnoper classification and to ensure authorized access to these materialls.
File [No. Title Dispositfion
259. 343-Q1 (U)Information Security Program Committee PERMANENT
FiTes. Proceedings and related adminis-
trative records of NSA/CSS classification
advisory panels, committees, or boards
charged with responsibility for solution
of classification problems and control
of information.
260. 343-Q02 (U)Security Classification Guidance Files. DESTROY| when superseded.
Guides and appropriate back-up i1nfor-
mation used to determine the security
classification/declassification or down-
grading and review of classified documents.
261. 343-03 (U)Agency Top Secret Document Control Cards.
These cards serve as the means to account
for the receipt, transfer, downgrading,
declassification, decontrol or destruction
of controlled documents. They also provide
input for the machine inventory printouts
in Series 343-04 (Item 262).
a. Inactive Cards in Element Top Secret Send tg Agency Top Secret
Secret Control Offices. Control Officer [upon
completiion of semi-annual
inventary.
b. Inactive Cards Received by Agency DESTROY upon redeipt and
Top Secret Control Officer. review [of semi-annual
inventgry printguts.
c. Master Cards. Maintained by Agency
Top Secret Control Officer.
(1) Register and Description Cards. DESTROY when 30 [days old.
(2) Deletion Cards. DESTROY when 10 |years old.

115-203

Four coples, includirig original, to be submitted to the National Archives

EOR OFEIGIAL USE ONLY.

STANDARD

FORM 115-A
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Request for Records Disposition Authority— Continuation ’ JOB NO. PAGE OF 1(7)8
7. 9.
ITEM NO. (With Inciusive Dates or Ristontion I Periods) A ACTION TAKEN
File [No. Title Dispositfion
262. 343-04 (U)Agency Top Secret Inventory Printouts.
(RCS 46254) These printouts consist
of input from the Document Control
Cards. Two copies of the inventory
are sent to each element Top
Secret Control Officer/contractors/
consultants.
a. Certified Copies. Send to element Return [to Agency| Top Secret
Top Secret control Officer/contractor/ Control| Officer upon
consultant. completiion of inyentory
check.
b. Element/Contractor/Consultant Working DESTROY upon receipt
Copy . of curnent invenftory.
c. Agency Top Secret Officer's Master DESTROY when 3 months old.
Tisting of Active Controlled Documents.
{RCS 46253)
d. Agency Top Secret Control Officer's DESTROY when 1 ﬁear old.
Historical Listing of Decontrolled
Documents. (RCS 46255)
e. Related Working Tapes DEGAUSY after 3Q days for
reuse.
(GRS 2Q Part I Item 31)
263. 343-05 (U)Element Top Secret Control Records. Place record in|inactive
These are controlled by Element Top Secret file upon downgrnading,
Control Officers, and consist of cards, destru¢tion or transfer
listings, etc. covering material internal of related items.
to NSA/CSS. Documents which require 1imited DESTROY when 1 year old.
distribution outside NSA/CSS will be assigned
to the Agency-wide Control System.
264. 343-06 (U)Document Control File Maintenance. DESTROY when 1 year old.
(RCS 46251)
265. 343-07 (U)Document Control Transaction Summary. DESTROY when superseded.
(RCS 46252)
266. 343-D8 (U)Document Control Source Material Report. DESTROY when superseded.
(RCS 46256)

115-203

Four coples, includirig original, to be submitted to the National Archives

FOR OFFICIAL.USE ONLY

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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Request for Records Disposition Authority—Continuation JOB NO. 80 Iz
9.

7. 8. DESCRIPTION OF ITEM 10.

ITEM NO. {With Inclusive Dates or Retention Periods) Sl},’gg"ﬁo(_m ACTION TAKEN
350 TRAINING MANAGEMENT FILES
fhese records reflect planning and direction of a program fqr developing

and maintaining general and specialized skills of Agency and service persdnnel

in order to ensure the effectiveness of the NSA effort. Included are recdrds

accumylated in conduct of instruction by Agency personnel as Wel{ as attendance

at educational institutions and seminars.

267. 350-01 (U)Training Coordination Files. Corres- Close every 4 |years,
pondence, planning documents, and other trangfer to NQRC 2 years
papers relative to the inception, develop- aften closing.
ment, and supervision of special training DESTROY when 10 years old.
programs and courses of instruction in
support of Agency operational requirements.

May include liaison with other government
agencies and non-government institutions.

268. 350-02 (U)Course Planning Projects. Case folders Closg every 4 |years,
containing papers covering training in trangfer to NQRC 2 years
specialized skills. aften closing.

DESTROY when %0 years old.

269. 350-03% (U)Course Documentation. Formal sets of Trangfer to NCQRC upon
outlines, lessons, exercises, and related discqntinuatiqn of course.
reference material covering courses DESTROY when 10 years old.
conducted by training imstructors,

Evaluation data - questionnaires, grades,
etc.

270. 350-04 (U)Instructor's Materials. Notes, lesson DESTROY items |when of mno
plans, outlines, and other data developed further use tg instructor.
and used by individual instructors in
conducting courses.

271. 350-0% (U)Training Aids. These files are generated
for the conduct of training courses, and
consist of a large variety of data, some
of long-range and much of tramsitory value.

a. Agency Training Manuals, Compilatiomns, OPI
and Handbooks such as language Trangfer to NCRC when
glossaries, cryptanalytic manuals, supexrseded by |a new
equipment maintenance handbooks, etc., edition.
developed for NSA training courses. (GRS |1-30a. (1))
PE ENT
b. Background Papers generated in DESTROY when ¢f no further
producing manuals and handbooks. value in issuing new
editions or related
publications.
115-203 Four copies, Includlrig original, to be submitted to the National Archlves STANDARD FORM 115-A

FOR OFFIGIAL USE GRiY
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Request for Records Disposition Authority — Continuation ‘ 108 NO. P%T oF ;20
9. 0.
ITEI\;I’.NO. (With Ingqui\E/g%F;::: |3Nng:n|t1i'§r:w Periods) S’},“ggLﬁo‘_’” ACTIO;I TAKEN
271. 350-0% c. Training Course Handouts. Student DESTROY when superseded
* handouts, course outlines, syllabi, or obsolete for training
bibliographies, workshop materials, purpoIes.
and similar data used in conduct
of specific training courses.

d. Audit Training Aids. Foreign DESTROY or degduss when
language recordings, audio tapes, of no|further c¢urrent
magnetic tapes, and practice traffic training value
used by students in connection with
training courses, such as radio/
telephone.

272. 350-06 (U)Employee Training Records. Records of

individual training and experience.

a. Student "Training Registration and Microfilm original source
Record" or equivalent forms showing document.
grades and related data on each DESTROY origindl.
student taking an Agency-sponsored DESTROY microfilm 60 years
course; maintained in the National after |date of garliest
Cryptologic School. record.

b. Supplementary Student/Employee DESTRQY when individual
Training Records. Card files or separgtes from [NSA/CSS.
folders on individual employees, Earlier destruqtion is
maintained in operations offices authonized.
or on-spot training areas showing
education, qualifications, and exper-
ience. (These are unofficial files
and may contain information dupli-
cated in individual personnel files
and/or official Student "Training
Registration and Record" files.

See "a" preceding item.)
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

FOR OFFIGIAL USE ORLY o 51114
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Request for Records Disposition Authority—Continuation J0B NO 82 1w
a.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN

JOB NO.

T
of all
all ou
extern
the Ag

273. 360-01

274. 360-02

275. 360-03

276. 360-04

277. 360-05

360 MATL MANAGEMENT FILES

ency Top Secret Control System.

(U)Transmittal Receipt Files. Classified/

Nonclassified transmittal and receipts, or
similar logs, receipt cards, oxr forms
showing receipt of incoming mail or
dispatch of outgoing mail.

a, Incoming.
b. Outgoing.

(U)Correspondence Logs. Records of
incoming messages, correspondence, and
documents showing subject, classification,
date received or dispatched, and
subsequent routing.

a. Element Logs.
b. Agency Logs.

(U)Suspense Files (Agency Route Slips).

Copies of correspondence maintained
chronologically as a record of incomplete/
complete actions and to assure meeting
deadlines; includes both back-up corres-
pondence and official route slips.

NOTE: NSA/CSS Archivist and Historian
will review before material is destroyed.

(U)Message Files (SMIs/SMOs). See
Telegraph Operations Files Series #372-15.

(U)Cross Reference/Index Files.

Included in #360-01, above.

hese files reflect the receipt, control, routing and internhl delive:
incoming Agency mail; repository for Agency regulations; d
tgoing Agency mail; and distribution of special documents r
al sources (DoD-Army-Navy, etc.); providing courier service

DESTR(

DESTROY when 3

DESTROY when 2

PERMANENT

DESTROY when 5

bceived £
t and opel

DY when 3

Lspatch of

4

rom
rating

years old.

years old.

years old.

years old.

115-203

Four coples, includirig original, to be submitted to the National Archives
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Request for Records Disposition Authority—Continuation 0B NO. PAGE OF 100
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9.
7. . DESCRIPTION OF ITEM 10,
ITEM NO. (With lnta:lusive Da:es or Retention Periods) Sl‘\jlg;Lﬁ(fR ACTION TAKEN
361 TRAVEL AND TRANSPORTATION FILES
These files include administrative office documentation relating to

temporpry duty travel and permanent change of station travel of civilian

and miflitary personnel officially assigned to this Agency. (Also|see

records series #301.)

278. 361-01 (U)Passenger Transportation Files. Close|annually
Memoranda from Agency elements requesting
administrative airlift, Fort George G. Retire to NCRC!

Meade Forms (FGGM 110) requesting Army

aviation support, forms (unnumbered) DESTRQY when 3|years old.
requesting aviation support from Andrews (GRS-9-3a)

AFB, and all supporting papers.

279. 361-02 (U)Travel Administrative Office Files Close|annually
Travel orders and all supporting papers
documenting official travel by officers, Retire to NCRC
employees, dependents, or others author-
ized by law to travel. DESTRQY when 3|years old.

(GRS—P—4a)

280. 361-03 (U)General Travel and Transportation Files. DESTROY when 2|years old.
Correspondence, forms, and related records (GRS-9-5a)
pertaining to Agency travel and trans-
portation functions, not covered elsewhere
in this schedule.

281. 361-04 (U)Passports., Official U. S. passports Return to State Department
obtained by the Agency for official when o longer|required
employee duty travel. or no|longer valid.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

T
proced
and maj

concer
This r

362 PUBLICATION, PRINTING AND REPRODUCTION FILES

Intenance of official Agency publications.

ese files include documents which establish management policies and
res and control actions for the preparation, coordination, |issuance,
These apply to necords

ed with printing, reproduction, binding, and print plant equipment.
cords series also includes the publications of other govermment agencies

receivg

282. 362-01

283. 362-02

284. 362-03

d and used as reference and operational support material by NSA/CSS
elements.,

(U)Publications Management Instruction

Files.

NSA/CSS documents relating to the
preparation, review, issue, and interpreta-
tion of JCP (Joint Committee on Printing)
and related directives concerning regulatory
instructions governing preparation, repro-
duction, and distribution of NSA/CSS
publications., Included are studies,
supporting documentation on proposed NSA/CSS
directives, copies of the published
directives, and communications relating to
them. '

a. Approved Policies and Directives.

b. Supporting Documentation.

(U)Printing Equipment Control Files.

Documents reflecting authority to issue,
purchase, rent, exchange, transfer, or
dispose of printing, binding, and

related equipment. This includes requests
for Congressional (JCP) approval and
justification for equipment.

(U)Printing Report Files. Documents that

provide detailed information on NSA/CSS
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 Committee on
Printing.

PERMANENT
DESTRQY when 10
DESTRQY 3 years
dispogal of eqy

3 yeays after d
of acquisition

DESTRQY when 5

years old.

after
ipment, or
isapproval
request.

years old.

115-203

Four coples, includirig original, to be submitted to the Nationa! Archives
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ITEI\:. NO. (With |ngiugis§%§{:: |3Nng:ng§:n Periods) s’%';"ﬁo?n ACTION TAKEN

285. 362-04 (U)Master Files of Agency Publications.
ae Directives, regulations, circulars, in an indctive file

manuals, or other types of publi- uperseded or rescinded
cations including internal organi- ose annudlly.

zational publications, created and er to NCRC 1 year
maintained for administration and closing.
implementation of the prime mission ENT

and function programs of the Agency.

b. Periodic and aperiodic publications DESTR(0OY when 1 |year old,
for purposes of employee notification n no longer needed,
of social, educational, and employee- ver is sqoner.
sponsored activities; clarifications
and announcements of matters of
general employee interest; and pub-
lications issued for the purposes
of employee morale.

286. 362-05 (U)Reference Publications Files. Copies DESTR?Y when syperseded or
of publications issued by any element of rescinded (unlgss orginator
the Agency (exclusive of the issuing requires otherwise).
organization) publications of U. S. Govern-
ment agencies, and publications of non-
governmental organizations, maintained in
organized collections for reference
purposes.

'87. 36206 (U)Publications Background Files. Place |in an indctive file
Documents relating to preparation, when related publication
coordination, and issuance of Agency is superseded dr rescinded
and organization publications and and tnansfer tq NCRC.
supplements. DESTRQY 5 yeard after

transfer.

:88. 362-07 (U)Reproduction Services Requisition. OP1
Print plant records related to the plan- Close |at end off each
ning and execution of printing, binding, quarter.
duplication, and distribution jobs. Transfler to NCRC 3 months

after (closing.

DESTRQY when 3 [years old.
All Others

DESTRQY upon chpletion of
reproduction adtion.

88a. 362-08 (U)Bulletins. Announcements, notices, DESTRQY when superseded,
temporary Instructions, or temporary rescinded, obsglete, or
director material of no permanent ref- when 1o longer jneeded,
erence value, such as local or field whichever is applicable.
daily or weekly bulletins.

115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A
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364 EQUIPMENT AND SUPPLY PROCUREMENT FILES
These files relate to contracting for equipment, supplies and serviceg required
to perfform the various functions and missions of the Agency. While these files
are crpated in elements primarily engaged in contracting function$, selected
series| or segments may be created in other offices and maintained|as part o¢f
office| management or administrative files. Records of the Marylapd Procur¢ment
Office| (14) are maintained in accordance with Defense Acquisition|Regulatign
(s2-501).

289. 364-01 (U)Purchase Requests and Orders. These files
reflect the procurement of equipments,
materials or supplies.

a, Purchase Requests with Ledgers. Main-
tained by element accountable for
committing funds.
(1) Purchase Request. DESTRDY when 1l|year old.
(2) Ledgers. DESTROY 6 years and
3 months after|final
payment.
(GRS—-B-4a)
b. Purchase Requests Held in Request- Close| annually}
ing Office. DESTROY when 3|years old,
excepf orders for expendable
items| which may be destroyec
6 months after|receipt of
materjial.

290. 364-02 (U)Official Contract Files. Copies of Record Copy:
contracts for supplies, equipments, DESTRQPY 6 years 3 months
material, and services., Includes are after| £final payment.
applications for contract financing, (ASPR{+-Supp 2: para S2-501(b)
audit reports, coordination documents, (GRS—-B-4a)
and data with respect to negotiation, NOTE:| Originalls are the
approvals, disapprovals, and similar property of L4|, which is
documents. respopnsible for their

dispogition pursuant to the
ASPRs| (DARs).

291. 364-03 (U)Bidders Selection Files. Lists of DESTRPY when 6| years 3 montl
recommended bidders for contracts on or when superspded, whichew«
equipment, repair parts, and related items. is sopmer.

115-203 Four coples, inctudirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL.ISE LY

Revised July 1974

Prescribed
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ITEM NO. {With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

365 CATALOGING AND STANDARDIZATION FILES

THese files result from the compilation, maintenance, and digtribution
of a catalog of items in the NSA/CSS Supply System.

292. 365-01 (U)Federal Supply Class (FSC) Standard- DESTRQY when 5 [years old.
ization Files. Correspondence relative
to standardization of NSA/CSS supply items.

293. 365-02 (U)Accelerated Ttem Reduction (AIR) Program DESTRQY when 2 lyears old.
Correspondence.

294. 365-03 (U)I1tem Identification Files. These files DESTRQY individual item file
are essential reference sources used to when superseded by a new
identify equipments, standardize nomen- description or |cancelled
clatures, and to compile supply catalogs. because of discontinuance
They include sets of card files which are of equipment.

kept current by the using organization
and are arranged by Federal Item Identi-
fication Number (FIIN), NSA/CSS Catalog
Class, Federal Supply Class (FSC),
manufacturer, nomenclature, or other
logical pattern for division.

115-203 Four coples, Includirig original, to be submitted to the Natlonal Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
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ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

366 PROPERTY RECORD FILES

Txese files include documents relating to the requirements fqr accountiing

for property of the U. S. Government.

295. 366-01 (U)NSA/CSS Property Record Files. Close |annually.
Consists of voucher registers, receiving DESTRQY 1 year |after
vouchers, issuing vouchers, loan wvouchers, physigal inventiory
inventory adjustment reports, reports of recondiliation [or a
survey, inventory count cards., Defenge Audit Service

(DAS) |audit, whichever
occursg earlier.

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
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7. 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (With Inclusive Dates or Retention Periods) sﬁggLEOQR ACTION TAKEN
367 DISTRIBUTION, DISPOSAL, AND STORAGE OF MATERIAL FILES
These files include records of the administration of packaging, crating, and
routing functions, and documentation resulting from the preparatipn of supplies,
material, and equipment for delivery. Also included is the documentation Lreated
in the| preparation of obsolete and non-serviceable material for salvage or
dispospl, inspection, storage, and inventorying of supplies, and fin internal
supply| servicing.
296. 367-01 (U)Shipping Files. Copies of "Requisition Close|annually}
and Invoice/Shipping Document,” "Shipping DESTRDY 3 years after audit.
Request," or similar documents covering
shipment of equipment.,
297. 367-02 (U)Disposal Files. Documents such as 0PI
action copies of "Requisition and Invoice/ Close| annually|
Shipping Document,'" disposal card files, or DESTRbY when 3|years old.
turn~in slips showing materials and equip-
ment turned in as excess. All Others
DESTROY annually.
298. 367-03 (U)Inspection Files. Reports on the Close|annually
condition of material, equipments, or DESTRQY when 3|years old.
supplies received, including copies of
"Report of Damaged or Improper Shipment"
which give the reason for rejection of
any items.
299. 367-04 (U)Tally-in Sheets. Forms which list Close|annually
equipment turned in and stored in the DESTRQY when 2|years old.
warehouse system.
300. 367-05 (U)Document Control Tags. Used to show Close|annually
issuance of expendable items from the DESTROY when 2|years old.
warehouse or from bulk storage.
301. 367-06 (U)Stock Locator Cards. Cards include DESTRQY when syperseded.
data on the quantities and storage
location of stock items.
302. 367-07 (U) Inventory Count Cards, Preliminary DESTROY when all essential
Inventory Adjustment Registers, and data 1s incorporated into
"Spot" Inventory Records. These records the final inventory state-
are generated through the conduct of ment.
periodic inventories.
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sﬁl\ggLEo(?R ACTION TAKEN

303. 367-08 (U)Records of Material in Long-Term Placel in an inpctive file
Offsite Storage. These records are used when [related item withdrawn.
in daily storage operations and for yearly DESTRPY inactiye file
review and inventory purposes. They 1 year after aupdit.
include records of withdrawals.

304. 367-09 (U)Storeroom Requisitions. '"Requisitions OPI
and Invoice/Shipping" forms used to verify DESTRPY 1 year| after
materials issued or received. receipt of related material.

All Others
DESTROY 6 months after
receipt of relpted material.

305. 367-10 (U)Stockroom Locator Files. ADP card DESTRDY indivifiual card
files which account for administrative when supersedeg.
expendable items held in supply stockrooms.

306. 367-11 (U) Stockroom Transaction Register and Close| annuallyl.

Daily Statistical Reports. Reflect DESTRPY 6 months after
issuances and refusals from stockrooms. closipg.

307. 367-12 (U)Forms Supply Files. Consist of "Forms Place| in an inpctive file
Actions Request/Notification" indicating upon receipt of cancellation
all Agency and non-Agency forms stocked notice.
in the forms supply system. DESTRPY 1 year| after

cancelllation.
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A —
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7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) s/‘xjnggLsoc.m ACTION TAKEN
368 FACILITIES FILES
These records accumulate for construction, installation, maintenance,

and operation of NSA/CSS facilities, to include servicing and repair of

equipment.

308. 368-01 {U)Space Allocation Files. Plans, drawings, DESTROY 2 years after
specifications and related papers showing termination of|space
building and plant spaces assigned to and assignment, or|when
plant spaces assigned to and occupied by lease|is canceled, or
Agency elements. when plans are|superseded

or obsolete.
(GRS-11-2a)

309. 368-02 (U)Facilities Studies and Projects. New DESTROY 3 years after
site and plant layouts or remodeling of completion of project.
present plants for accommodation of
technical equipment. May include briefing
material.

310. 368-03 (U)Facility Maintenance Call Orders. Forms DESTROY 3 months after
used for accomplishment of individual work performed|or
remodeling, construction, or repair jobs. requigsition capceled.

311. 368-04 (U)Office Equipment Repairs. Card files
consisting of records showing all over- Inactive
hauls and repairs to office machines, ted equip-
furniture and locks. in as

years old.
hen related
equipment is tyirned in.

312. 368-05 (U)Equipment Maintenance Contract Ledgers. DESTROY 3 years after
These ledgers show contract, allotment and closing.
expenditures for servicing equipment on a
contract basis. )

313. 368-06 (U)Directories of NSA/CSS Fire Wardems. DESTRDY when sfiperseded.
Card files of NSA/CSS personnel assigned
as Fire Wardens in Agency installations.

115-203 Four coples, includirig original, to be submitted to the Nationat Archives STANDARD FORM 115-A

FOR OFFIGIALUSE .01y
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Prescribed
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7. 8. DESCRIPTION OF ITEM 3. .
ITEM NO. (With Inclusive Dates or Retention Periods) SI‘\jlggLEoC.)R ACTIO;IOTAKEN

314. 368-07 (U)Accident and Fire Reports. Reports of DESTROY 3 years after
accidents, fires and property damages last Pction in file.
resulting therefrom, which occur within
Agency jurisdiction and are reported to the
NSA/CSS Safety Officer. (Excludes
automobile accidents or fires involving
security matters.)

315. 368-08§ (U)Facility Correction or Alteration Files. Hold until work is
Records pertaining to the correction or complieted, then transfer
alteration of facilities required due to to NCRC and DESTROY when
environmental health hazards. 20 y#ars old.

115-203 Four coples, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
l;evisequ:I)L 19G74 s
n %038 - _“_‘._9!3 rescrl. 8 y eneral Services
FB‘:‘ ﬁﬁi&ﬂ%ﬁﬁ;vumi’ FP‘I\\;Ijgl I(gys%%t;ic;n101—11.4
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7. 8. DESCRIPTION OF ITEM 3
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁggLEo(.)R ACTI01N0:TAKEN
369 DESIGN AND CONSTRUCTION DRAWINGS AND RELATED FILES
These files include drawings, specifications, and related rec¢ords invglving
buildings and facilities erected or modified to meet operatiomal gnd support

requirements of this Agency. (GRS-22 relates.)
316. 369-01 (U)Contract Drawings. Original working PERMANENT
drawings on which contract negotiations
are based, Transfer to responsible
department or %gency
activity when building
is transferred
317. 369-02 (U)Standard Drawings. Final drawings for PERMANENT
standard details and other documents
created in their preparation. Transfer to responsible
department or %gency
activity when building
is transferred
318. 369-03 (U)Project Specifications. Guides for PERMANENT
individual construction projects which
outline material requirements and explain Transfer to re}ponsible
materials and manufactured items depicted department or agency
on related drawings. activity when building
is transferred
319. 369-04 (U)NSA/CSS Structures Contruction Files.
Files selected for architectural signifi-
cance:
a. Final Working Drawings; "As Built" PERMANENT
Drawings; Standard Drawings; and
Specifications and Related Records. Transfer to regponsible
deparfgment or agency
activity when building
is trpnsferred|
b. Shop Drawings and Repair and DESTRDY when spperseded.
Alteration Drawings.
c. Files, Including Any of the Above, PERMANENT
Which Were Submitted to DoD or
Congress for Approval of Construction Transfer to repponsible
Projects. deparjtment or pgency
activiity when puilding
is trjansferred|
115-203 Four coples, includirig original, to be submitted to the National Archives

FUR GEEFIG BF BRiY

STANDARD FORM 115-A

Revised July

1974

Prescribed by General Services
Administration
FPMR (41 CFR) 101-11.4



__ PR OFFIGHAL USE LS

yl
Request for Records Disposition Authority—Continuation JOB NO. ;\EE OF ;30
9
7. 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (With Inclusive Dates or Retention Periods) STA;LE‘O‘_}R ACTION TAKEN

370 CRITICAL INTELLIGENCE COMMUNICATIONS
SYSTEM (CRITICOMM) FILES

(U) These records accumulate from the operation of the NSA/(SS electrnic
message traffic and cryptographic facility. They include documents showing
coordination with communications authorities in the development gf electronic
communications systems; establishment of reporting systems which will provjide
operational data on the CRITICOMM system; programs for testing the responsiiveness
of the CRITICOMM system to the secure transmission of critical intelligencle;

and electro-mechanical drawings and schematics which support the [system.

320. 370-01 (U) Telecommunications Planning Files. Place in inactiive file when
A subject file of correspondence, memo- action is completed.
randa for the record, and formal documents Closg inactive file every
on the systems reflecting liaison with 2 yedrs and tryansfer to
the Service Cryptologic Elements, other NCRC.
government agencies, and commercial PERMANENT

activities in current and future planning
for the Cryptologic Community.

321. 370-02 (U)Special Projects Files. Correspondence, PlacH completﬁd pProjects in
layouts, schematics, and related papers inactive file.
received or developed in the fulfillment Closg inactivd file every
of cryptologic community telecommunications 2 yedrs and tnansfer to
requirements, NCRC.
PERMANENT
322. 370-01 5& (U)CRITICOMM Engineering Projects. Placd completed projects
(3:}0_\q) Projects reflecting development, installa- in an inactive file and
tion, maintenance, and improvements in trandfer to NCRC 5 years
electronic communications. aften inactiv tlon.
PERMANENT -T‘-rq}g‘(gr NSA/
N en O
323. 370-04 (U)Original and Microfilmed Electro-— css A\rb‘l\v: (Nh\ce _ﬁ;
Mechanical Drawings and Schematics. \1ea(i old - \ranser
These files consist of the original draw- NARA wWhen 1S \{Zﬂff
ings and schematics originated by tele- D\A ]

communications engineering staff of
NSA/CSS in support of the CRITICOMM
System. Also included are the filmed
aperture cards of the original drawing
with supporting source deck cards
arranged by drawing number sequence.

. Original Drawings. After microfilming, place
hardgopy in inactive file.

>+ ‘{\&‘1 QoS S@k Trangfer hardgqopy to NCRC

when (of no furnther reference
Se Cloc,umfbr} ehon A‘V"e“ value.
4l31201sS - ENT

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

. Revised July 1974
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TEM NO. (With Inciusive Dates or Retention’ Periods) AL ACTION TAKEN
323, 370-0L b. Aperture Cards. DESTROY when % years old or
of nq further |reference valu
324, 370-0% (U)Copies of Electro-Mechanical Drawings DESTHOY when modification is
and Schematics. Used by engineers and made |in masten drawing/
contractors in the fabrication and schenmatic or when of no
modification of CRITICOMM equipment, further refergnce value.
whicHever is dooner.
325. 370-06 (U)CRITICOMM Traffic Control Files. Closl annually.
Control Instructions, Daily Status Logs, DESTROY when 3 years old.
Traffic Backlog Sheets, additional circuit
support logs and circuit seizure logs.
Messages, reports and status logs deal-
ing with the control of traffic through-
out the CRITICOMM network to assure
orderly and rapid flow.
326. 370-07 (U)CRITICOMM Control Report Files. DESTROY when 30 days old.
Reports from the CRITICOMM reporting
stations dealing with various circuit
and traffic situations.
327. 370-08 (U)CRITICOMM Circuit Support Files. Close annually.
Defense Communications Agency, Washington DESTﬁOY when 3 years old.
logs and Western-Hemisphere logs dealing
with the restoration of high priority
CRITICOMM circuits.
328. 370—0& (U)CRITICOMM/DCA-Washington Coordination DESTROY when 30 days old.
Files. A file containing coordination
talk between both controls dealing with
CRITICOMM circuit difficulties.
329. 370-10 (U)CRITICOMM Advisory Files. CRITICOMM Closi annually.
Situation reports, Abnormal Condition DESTROY when 3 years old.
reports submitted to the Service Crypto-
logic Elements and Complete Outage reports.
Situation reports generated by CRITILCOMM-
CONTROL dealing with various statistics
and abnormal conditions that affect the
CRITICOMM network.
330. 370-11 ;*. (U)Station Background Information, Placé in an inactive file
C3%-2l) Commercial System and Trunk Changes. These when|station deactivated or
are station folders containing data on each systém eliminated.
reporting station's communications back- Trangsfer to NCRC 1 year
ground, trunk changes and commercial after inactivation. )
systems, PERMANENT ik
Trqns\ter b NSA /CsS Archawes when 30 Neas o\d- Translor 4o NARA hen IS Nears o\ .
Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
J‘os- };eViseS’bJ‘éI¥)1gG74n ral Servic
5"0"\( FEIEIAL USE unrY rgseried by General Sorvces
“C""‘e""h"("o“ de FGR ﬂ i, B Y baser FPMR (41 CFR) 101-11.4
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7. 8. DESCRIPTION OF ITEM ’ 10,
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\JthLEO(.)R ACTION TAKEN

331. 370-12 (U)Defense Communications Agency and DESTR(GY when 5 |years old
Special Intelligence Network Summary Files. or wheén of no further
Summary information used for reference reference value, whichever
purposes. is soo¢ner.

332. 370-13 (U)Valid Critic Files. Reports, messages, Close|annually|and transfer
statistics, correspondence, etc., of both to NCRC 1 year |after closing
on-line and off-line transmissions relating DESTROY when 7|years old.
to the handling of wvalid Critical
Communications Messages (CRITIC).

333. 370-14 (U)Exercise CRITIC Files. Reports, mess- Close |annually |and transfer
ages, statistics, correspondence, etc., to NCRC 1 year |after closing
of both on-line and off-line transmissions DESTRQY when 7 |years old.
relating to the handling of exercise
Critical Communications Messages.

334. 370-15 (U)CRITIC Collaborator Files. Reports, Close|annually [and transfer
messages, statistics, correspondence, etc., to NCRC 1 year|after closing
concerning participation by other than DESTROY when 7 |years old.
Critical Communications Stations in the
Critical Intelligence Program.

135.  370-16 (U)Reference Publications. JANAP's, ACP's DESTROY 2 years after the
directives, publications, regulations and publication is|revised or
etc., governing the operations of communi- cancelled.
cations operations, stations and systems.

Fixed stations call signs distribution lists.

336.  370-17 (U)Problem and Error Files. Correspondence Close|when stations are
and messages relating to station problems, deactlvated or|systems
systems errors, routing indicator and etc., eliminated.
relating to problems and errors encountered Transfer to NCRC 2 years
in the operations of communications
facilities and systems. years old.

years old.
further

i37.  370-18 (U)Equipment Files. Correspondence and Close|when equipment is
message inquiries relating to communications obsolete or removed from
center processing equipment, BIX, computers, the station.
by-pass equipment and related station DESTROY 2 years after
operational equipment. closing.

115-203 Four coples, Includirig orlginal, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10, ‘
ITEM NO. (With Inclusive Dates or Retention Periods) s%gl.ﬁogn ACTION TAKEN
338. 370-19 (U) Communications System Projects. OPI
Documented information relating to SPINT- Closg¢ when prqject is
COMM, DSSCS, IDDF, AUTODIN, AUTOSEVOCOMM, completed and |transfer to
STRAWHAT and similar electronic communi- NCRC.
cations systems. PERMANENT
All Qthers
DESTHOY when 3 years old
or off no furtler reference
value, whichever is sooner.
339. 370-20 )>F (U)Organizations and Systems Communi- Closg annually and transfer
(3%715 cations Files. Messages and correspondence to NGRC 3 yeans after
relating to associations with the White- closing. S
house, special units, JCS, CIA, DEFSMAC, PERMANENT 6[:"—0"‘)
NCS and similar associations.
340. 370-21 (U)Communications Operations Instructions OPI
(COI). Publications and correspondence Closg when superseded and
and suggestions relating to COI's 101, 102, trangdfer to NQRC 5 years
103, 104, 105. aften closing.
PERMANENT
All Qthers
DESTROY when 5§ years old or
when |0of no further referenc
valug, whichever is sooner.
341.  370-27 (U)ALl CRITICOMM Files. Messages and Close when superseded and
C?H'b _g_(,) background information relating to all trangfer to NQRC 2 years
critical communications instructions. aftern closing.
PERMANENT ¥ St el ol
342.  370-21 (U)Special Project Circuit Files. Special DESTROY when 2 years old.
Project Circuit cards and total circuit
support cards used to determine the
utilization of the special on-call OPSCOMM
circuits for various NSA elements.
343, 370-24 (U)Daily Operational Files. Daily record DESTROY when 2 years old.
of events maintained by the controllers of
each watch to provide continuous infor-
mation of all situations. ‘A
sk Transler +o NSA/CS"g Acchives Whee 30 Nears o\d. Transfer +o |NAR
when JS eors o\d.
tlan | g018 Do O— —
Jee do(ulufvl+;oﬂ
dofed |r1]2015 -
115-203 Four copies, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) sﬁg;LEo(_)R ACTION TAKEN

344, 370-25 (U)Command Center Alert Files. A file kept DESTRPY when 1 year old.
on all alerts affecting the world-wide
network.

345. 370-26 (U)CRITICOMM Station Files. Monthly volume DESTRPY when 1| year old.
reports from each station having CRITICOMM
circuits.

346. 370-27 (U)CRITICOMM Circuit Backup Files. Work- DESTROY 3 months after
sheets and related papers developed from information is| incorporated
analysis of monthly volume reports which are in the monthly| CRITICOMM
used to produce the Monthly CRITICOMM Operational Summary and
Operational Summary and Directory. Direcftory.

347. 370-28 e (U)Master File of Monthly CRITICOMM OPI

(3:h,13hA) Operational Summaries and Directories. Close| annually| and transfer
- to NCRC 2 yearp after
TMV\S"C(’( +o USAICSS A'fChw"&'_" closipg. F
when 20 N ears o\d - Tfamﬁf‘ * PERMANENT
4o NARA when IS years o ld.
All Others
DESTRPY when 5| years old
or when of no further
reference value, whichever
is sopmer.

348. 370-29 (U)CRITICOMM Circuitry Files. Folders DESTROY 6 months after
arranged numerically and alpha-numerically circufit is deaptivated.
by circuit number which show the information
data of each CRITICOMM circuit (routing,
restoration priority, cryptographic
equipment, etc.).

349. 370-30 (U)Board and Committee Files. Related Transffer to NCRC when
matters pertaining to attendance and 2 years old.
projects of committees and boards such as PERMANENT
the ad-hoc committee and Military Communi-
cations and Electronics Board (MCEB) and etc.

350. 370-~31 (U)CRITICOMM Equipment Procurement Files. Placel in an inEctive file
Technical data, duplicates of official when [@ll contrjctual
contracts, correspondence, memoranda for actions have been completed.
the record, and other pertinent information Close inactivel file annually
relating to actions taken during the and transfer tp NCRC 1 year

\ procurement of major CRITICOMM equipments. after| closing.
* L' g_ol [3_0‘5‘.5&@\ DESTROY 6 yearjs after
Y QA final payment lon related
5' et doco Mehﬁ%bﬂ da+ contract.
4\!31510‘:5‘ (ASPR Supp 2: ppara S2-504)
115-203 Four coples, includirig original, to be submitted to the National Archlves STANDARD FORM 115-A
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF 183
7. 9.
ITEM NO. (With Inclusive Dates or Retention Periods| SAMELER ACTION TAKEN
372 TELECOMMUNICATIONS SERVICE FILES
(U) These records reflect the operation of NSA/CSS Te1ecommun1cationL
Operdtions, which includes: transmission and physical and cryptographic
securtity of Agency communications, controlling and coordinating jassignment
of Deélivery Distribution Indicators and instructional material rlequired
for %e1ecommunications within NSA/CSS and other governmental agencies. They
refléct: the receipt, control, processing and transmission of Jutgoing
staff messages; the receipt, control routing, reproduction and disseminatiion
of incoming staff messages; operation of the Automatic Message Processing
System (AMPS); formulation of message policy, publication of the NSA/CSS
Message Manual and related communications management documents.
File|No. Title Dispositiion
351. 372-01 (U)Telecommunications Center General Infor- DESTROY individqa] item
mation Files. Operating guidelines for when incorporated in
handTing communications problems or taking appropriate gengral
action on abnormal situations which arise operating procedures.
that are not specifically covered in
existing communications operating procedures.
352. 372-02 (U)Delivery Distribution Indicator (DDI) DESTROY individyal items
Torrespondence Files. Memoranda and or DDI|s when syperseded.
messages showing currently assigned DDI's.
Maintained alphabetically by DDI.
353. 372-p3 (U)Master Routing Information Files. All DESTROY individgal item
DSSCS Address Groups (DAGs) and Spot when stiperseded
Routing distribution data, with related
work aids.
354, 372-P4 (U)Communications Publications. Registered DESTROY individjal
and non-registered pubTications of the publications when
Army, Navy, and Air Force, maintained for superseded or cancelled.
operation of the Communications Center.
355. 372-p5 (U)Accounting and Reports Files. Close 5nnua11y.
Reports and other papers reflecting the DESTROY when 3 years old.
control of Account #880645.
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

FOR OFFICIAL USE oNLY
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JOB NO.

Pace oF 106
100

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

JOB NO.

10.
ACTION TAKEN

File

356. 372-0

357. 372-0

358. 372-0

359. 372-0

360. 372-1

o..

[*)]

Title

(U)Telecommunications Center Operations
and Special Purpose Procedures. Papers
refTecting teTeconference support, circuit
information, planning for CommCenter
expansion, and new equipments. Includes
background material developed for
publication of CommCenter operations
procedures and related memoranda.

(U)Statistics Data Files. Data for the
TCRITICOMM Operational Summary, " traffic
engineering reports, studies for improve-
ment of the system, communications plan-
ning and validating requirements for
allocated channels, volume of messages
and circuit availability data within

the NSA/CSS Telecommunications Center.

(U)Customer Service Work Files. Paper
records related to secure transmission
receipt and delivery of electrical mess-
ages. Includes page copies of communi-
cations service and official messages
necessary in satisfying complaints arising
from non-delivery or delayed delivery

of electrical traffic, plus any necessary
back-up data.

(U)Computer Listing of all NSA/CSS Messages

Originated and Received.
maintained for retrieval purposes and for
proof of transmission. (See Series 372-12
for disposition of related tapes.)

(U)Telecommunications Center Technical
Files. Correspondence, memoranda,
operational summaries, training material,
and other data reflecting the handling,
processing, distribution, and control

of traffic.

These Tistings are

DESTROY

Disposition

1 year a#ter date

incorporated in final
operational memorandum or

procedure.

DESTROY

when essential data

is incorporated in the
"CRITICOMM Operational
or when of no

Summary
further

DESTROY

DESTROY

Close apnually.
when 2 years old.

DESTROY

-

reference value.

when 6 months old.

when 30 days old.

115-203

Four coples, Includirig original, to be submitted to the Natlonal Archives
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Request for Records Disposition Authority—Continuation [ 408 No. PAGE OF ig?
7. 9.
ITEM NO. (With .ngiugif,f%';lsl"?r'“ngﬁnﬂfﬁ” Periods) s"%ELEO‘_m ACTION TAKEN
File No. Title Dispositjion

361. 372-111 (U)Transmittal Logs. These include the DESTROY| when 60 days old.
the Message control Logs which provide a
record of all incoming and outgoing mess-
ages handled by the CommCenter and the
Send and Receive Channel Logs showing
all outgoing and incoming transmissions
handled. They are maintained to provide
continuity in send and receive numbers.

362. 372-12 (U)Magnetic Tapes of Incoming/Outgoing DEGAUSS or DESTRPY when
Messages. Magnetic tapes which include 30 days old.
texts of all incoming/outgoing messages. (GRS 20 Part I Iftem 29)

363. 372-13 (U)ALDSSCS Files. Messages relating to DESTROY| when procedures
communications operating procedures and are cancelled, or super-
changes within the CRITICOMM system. seded.

364. 372-14 (U)Telecommunications Center Operational DESTROY when 30 ([days old.
Tircuit FiTes. Copies of all incoming
messages relating to operational
procedures. Used for reference purposes
by CommCenter personnel only.

365. 372-15 (U)Message Files (SMIs/SMOs). Paper copies
of incoming and outgoing staff messages,
maintained in numerical or subject order.

(Formerly #360-04)

a. OPI of the Message Same disposal instructions
as for|the infopmation in
the megsage.

b. Message Control

(1) Incoming staff messages. DESTROY when 30 [days old.
(2) AMPS formatted outgoing staff DESTROY hardcopy when
messages. 2 months old.
(3) Magnetic tape that contains DEGAUS$ when 30 |days old
staff messages data. & reuse.
(GRS 20 Part I Item 29)
(4) Manually processed outgoing DESTROY when 2 months old.
staff messages.

366. 372-16 (U)Telephone Number Assignment Files. DESTROY when superseded or
These are card files of each individual of no further reference
assigned a telephone number within the value,

Agency. (Formerly #376-11)

115-203

Four coples, Includirig original, to be submitted to the National Archives

FOR QEFICIPLUSE ONLY

STANDARD
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Revised July 1974
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1. 9.
ITEM NO. (With Inciusive Dates or Retention Periods) g ACTION TAKEN
367. 372-17 (U)NSA/CSS Telephone Directory. 0PI
A directory of all NSA/CSS employees Retain pne master set as
listing both his/her secure and outside a PERMANENT recoprd.
telephone numbers, building to which
assigned, and organizational designator. A11 Others
(Formerly #376-12) DESTROY[ when supgerseded, or
upon receipt of {a new
edition.
368. 372-18 (U)Telephone Locator Files. Mechanized DESTROY when superseded.
Tistings of all personnel assigned to the
greater Ft. Meade NSA/CSS complex and their
organizational designators and secure and
outside telephone numbers. Includes data
used in preparing the NSA/CSS Telephone
Directory. (Formerly #376-13)
115-203

Four copies, Includirig original, to be submitted to the National Archives

FOR OFFICIAL USE gLy
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7. 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\jlggLﬁo(-)R ACTION TAKEN

374 TELECOMMUNICATIONS/CIPHONY MAINTENANCE FILES

() These records reflect the installation, modification, and technical
support of telegraphic related equipment for NSA/CSS Communications Center
and certain non-NSA elements. Includes records of maintenance of|inside-plant
circuitry, improved installation and maintenance standards and te¢hniques,
evaluation of new telegraphic systems, and the preparation and reyision of
instruptional publications on telegraphy equipment, including CRITICOMM

system| equipment, and documents relating to the management and operation of the
NSA/CSB telephone systems.

369. 374-01 (U)Installation Request Files. Requirements DESTRQY 1 year|after action
and requests of NSA, SCAs, CRITICOMM completed.
stations, collaborating agencies and other

government agencies for telegraph facilities.

370. 374-02 (U)Equipment Files. Technical specifica- DESTRPY when e@uipment is
tions and correspondence dealing with no lonpger mainEained.
particular equipments maintained by the
Telegraph Maintenance Activity.

371. 374-03 (U)Maintenance Support Files. Requests DESTROY when apreement is
and agreements for telegraph maintenance. termipated or requests are
satisfied.
372. 374-04 (U)Machine Reports of Equipment Maintenance.

Monthly and aperiodic machine runs reflect-
ing maintenance performed on all equipments.

a. Monthly Runs. DESTRPY when 1| year old.

b. All Other Runs. DESTRDY when 6| months old
or when of no further
reference valug, whichever
is sopner.

373. 374-05 (U)Ciphony Equipment Replacement Files. PERMANENT
Folders containing information on current
ciphony equipment, technology, costs,
replacement programs, budget estimates,
and related policies. (Formerly #376-01)

374. 374-06 (U)Telephone Service Request Files. DESTROY when 2| years old.
Requests from NSA/CSS organizations for
change of telephone service or for new
service. (Formerly #376-02)

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
pErrag - _— Revised July 1974
Ny M 5 Prescribed by General Services
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ITEM NO. (With Ingluls)ise D':{es or RetzntTi-oEn Periods) SﬁhodgLEo(?H ACTIO;IOTAKEN

375. 374-07 (U)Cable Plant Drawings. Drawings of DESTROY when gssociated
telephone cable layouts within NSA/CSS cablj is removed from
buildings and consumer areas in other operdtion or is modified.
governmental spaces, special purpose
cable runs, etc. (Formerly #376-03)

376. 374-08 (U)Telephone Work Orders. (NSA/CSS DESTROY 2 yeans after
Form 5239). Instructions showing the installation work is
telephone installation work to be performed. completed.

(Formerly #376-04)
377. 374-09 (U)Toll Call Statements from Telephone DESTROY when 2 years old.

378. 374-1?

Companies. Statements of toll call charges
incurred by the Agency, and received from
various telephone companies. (Formerly
#376-05)

(U)LoqgﬁDistance Telephone Call Records
(Machine Reports). A listing compiled by

NSA/CSS of all long distance telephone
calls made by elements within NSA/CSS.
These statements are certified by an
authority within each NSA/CSS element
as an appropriate change to the govern—
ment, and then returned to DDT.
(Formerly #376-06)

DESTH

l0Y when 1 year old.

379. 374-11 (U)Telephone Trouble Reports. Records of DESTROY when # months old.
technical problems with the NSA/CSS
telephone systems. (Formerly #376-07)

380. 374-12 (U)Telephone Equipment Drawings. Drawings DESTROY individual
used for the installation of telephone drawings when |[subject
equipment and maintenance of the NSA/CSS equipment is no longer
telephone systems. (Formerly #376-08) in use.

381l. 374-13 (U)Bell Systems Practices. Technical DESTROY when superseded.
documents published by Bell System for
maintenance of equipment maintained by
Western Electric. (Formerly #376-09)

382. 374-14 (U)Line Records Cards. Records of all DESTROY when related
telephone numbers installed within the telephone is temoved or
NSA/CSS, cable repairs, room number, location changed.
organization, etc. (Formerly #376-10)

115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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ITEIV1I NO. (With Inglugi\EIE%E{:: Icc))rNRg:nltToEn Periods) SGgSLEO(_)R ACTION TAKEN
376 TELEPHONE FILES
The following files series were transferred to or consolidated with
othery files series as previously shown in the Administrative & qanagement
Records Disposition Schedule, dated 21 May 1971.
383. 376-(01 Ciphony Equipment Replacement Files.
See files series #374-05.
384. 376-02 Telephone Service Request Files.
See files series #374-06.
385. 376-03 Cable Plant Drawings.
See files series #374-07.
386. 376-04 Telephone Work Orders.
See files series #374-08.
187. 376-Q5 Toll Call Statements from Telephone Company.
See files series #374-09.
188. 376-06 Long Distance Telephone Call Records (Machine Runis).
See files series #374-10.
89, 376-07 Telephone Trouble Reports.
See files series #374~11.
90. 376-08 Telephone Equipment Drawings.
See files series #374-12.
91. 376~09 Bell System Practices.
See files series #374-13.
92. 376-10 Line Records Cards.
See files series #374-14.
93. 376-11 Telephone Number Assignment Files.
See files series #372-16.
9. 376-12 NSA Telephone Directories.
See files series #372-17.
25. 376-13 Telephone Locator Files.
See files series #372-18.
115-203 Four cgfles, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A
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7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. (With Inclusive Dates or Retention Periods) Sl‘\JhggLﬁo(?R ACTION TAKEN
This SF-115 records disposition request supersedes Job Numbers as fol

NN-3344 approved 29 August 1960
NN-3484 approved 14 June 1961
NN-163-118 approved 26 March 1963
NN-164~24 approved 24 September 1963
NN~UN-76-1 approved 7 October 1975
NCI-457-78-1 approved 10 November 1977
NCI-457~78~2 approved 11 November 1977
NCI-457-80-1 approved 1 November 1979

lows:

115-203

Four copies, Includirig original, to be submitted to the National Archives
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Redactions have been made to this report pursuant to 5 U.S.C. 552(b)(3) with the
corresponding statute 50 USC § 3605 (Previously 50 U.S.C. 402, noting National Security Agency
Act of 1959) , which protects from disclosure “information pertaining to the functions or
organization of NSA and certain information pertaining to NSA employees.” You will need to
submit a Freedom of Information Act (FOIA) request to the Office of the General Counsel for
the withheld information. Information on how to file a FOIA may be found here:

http://www.archives.gov/foia/
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