


UNCLASSIFIED

The items in this schedule apply to records regardless of medium. Information covered by permanent
items may be converted to microform or to electronic format, including optical disk, without further NARA
approval. Permanent microform records will be created and maintained in accordance with the standards
for archival film contained in the Code of Federal Regulations. Permanent records maintained in an
electronic format (whether imaged or other records material) will be created and maintained in
accordance with the standards for electronic records contained in the Code of Federal Regulations and
will be transferred to the National Archives in a format that meets the standards for archival records in
effect at the time of transfer.

Unless otherwise specified, the transfer instructions for permanent series apply only to paper or hard
copy files. When NRO establishes an electronic recordkeeping system, NARA and NRO will develop
appropriate transfer instructions to cover the electronic records.

See attached for description of records that pertain to facilities, logistics, health, and safety records.
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Multi-Agency Records Schedule
Facilities, Logistics, & ESHW (M700)

Item Number | Item Description Disposition Source Document
NRO NGA NSA

FACILITIES DESIGN RECORDS AND BUILDING

M700-01-A TEMPORARY. 1501-1 1401-07-a
SPACE ASSIGNMENT PLANS - Drawings of Destroy when 2 years | (N1-525-95-1) 1402-09-a
structures and buildings. (Included are drawings of old or 2 years after (N1-537-01-02)
electrical and telephone, plumbing, heating, or air termination of 1501-2
condition systems.) Outline floor plans indicating assignment or lease
occupancy of a building. Also includes records relating | or when superseded | 1501-5-a
to the allocation, utilization, and release of building or obsolete. 1501-5-b
space under agency control, and related reports.

M700-01- BUILDING AND EQUIPMENT SERVICE FILES - TEMPORAR 1501-6 1403-03 368-03
Request for building and equipment maintenance Destroy 3 months RS 11-5) (GRS 11-5) {GRS 11-5)
service. after works is

performed or 403-07 a
requisition is (N1- -02)
canceled.

(GRS 11-5) \
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M700-03 [ SHIPPING AND TRANSPORTATION

8 m&&« : 1A & = .*“‘ e S o - X \ o
M700-03-B RANSPORTATION REPORTS AND OTHER TEMPORARY. 1215-03-a
SHIPPING FILES - Reports, itineraries, files Destroy 3 years after | 4034 (N1-537-01-01)
documenting irregularities, damaged shipments, completion of (N1-525-95-1)
invoices, and other shipping files. Includes cargo investigation or no 1215-10-a
summaries and other tracking records. longer needed for (GRS 1.1, item
business use, 010)

whichever is later.

M700-03-D POST OFFICE AND PRIVATE MAIL COMPANY TEMPORARY. 504-9-a 1102-02 360-05
RECORDS - Post office and private mail company Destroy when 1 year | (GRS 12-5-a) (GRS 12-6g) (GRS12-5-3, b, ¢)
forms and supporting papers, exclusive of records old.
held by the United States Postal Service. Files 504-9-b 1102-06
included registered, certified , insured and overnight (GRS 12-5-b) (GRS 12-5-a)
delivery items; Registered and certified of declared
value of mail Reports of improper treatment of mail;
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M700-03-F

M700-04-A

receipt and routing of mail delivered by private
delivery companies; Statistical reports of postage and
fees for special deliveries; report of stamp usage;
volume of mail handled; valuable remitted to the
Agency via mail’ Official government and messenger
service; general correspondence directives, guides
regarding administrative of mail room operations;
records relating to mail delivery to individual (i.e.
locator cards.)

SUPPLY MANAGEMENT AND RECORDS OF
MATERIAL OR EQUIPMENT IN LONG TERM
STORAGE - Stockroom copy of requisitions for supply
and equipment of current equipment. To include forms
which list equipment turned in and stored in the
warehouse system, accountable property accounting
returns and reports with related work papers, invoices
or equivalent papers used of non-expendable property
accounting purposed. Also include records
documenting the transfer of property accountability
from one accountable officer to another.

RS,

SAFETY ADM INSTRATIVE FILES AND
INSPECTIONS - Data regarding the safety program,
such as program reviews, inspections, policies,
procedures, surveys, working group, training and
promotion of this program.

TEMPORARY.
Destroy when 3 years
old or when
requisition has been
cancelled or
completed, whichever
is later.

TEMPORARY.
Destroy when 5 years
old or when
superseded or
obsolete.

402-2-a
(GRS 3-9-a)
402-3-a

(GRS 3-8-a)

402-4
402-5
(N1-525-95-1)

1204-01-a
(N1-537-01-01)

1204-02-a
(GRS 3-8-a)

1204-07
(GRS 3-9-a)

1204-08-a
1204-09-a
(N1-537-01-01)

367-04
(N1-457-07-001)
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HAZARD AND ABATEMENT FILES - Reports, logs,
and related data on hazard and abatement.

FIRE PREVENTION SURVEYS, INSPECTION,
REPORTS AND INCIDENT FILES - Information on
fire prevention inspection, surveys, assisted visits,
reports, investigations and related data pertaining to
fire incidents.

TEMPORARY.
Destroy 3 years after

date of abatement.

TEMPORARY.
Destroy 15 years
after date of
inspection or closure
of investigation of
incident, whichever is

If informéton is summarized on statistical reort

—

later.

TEMPORARY.
Destroy 3 months

last entry.

(GRS 1-20-a)

1204-a
(GRS 1-20-a)

901-02-a
(GRS 1-20-a)

336-07-A
(GRS 1-20-a)

\_
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“M700-05-D

M700-05-F

|nd|vudual employee’s meducal hlstory, physical
condition, and visit to Government health facilities for

)GENERAL EXPOSURE INFORMATION - Industrial

hygiene evaluations containing general exposure
information. This information is generally gathered
from surveys or field assistance visits.

ENVIRONMENTAL PROTECTION PROGRAM AND
AUDIT/EVALUATION FILES - Files over sub-
programs related to specific environmental media,
sources of pollution, and/or regulatory oversight no
covered elsewhere. Examples are air, hazardous
waste, community right-to-know, erosion and
sediment control, noise, underground storage tanks,
water and cultural and naturat resources. Included
are audits, evaluations, reports, investigations,
National Environmental Policy Act (NEPA) Mandated

“TEMPORARY-

Destroy 50 years
after date of finding

TEMPORARY.
Destroy when 5 years
old or when
superseded, obsolete
or no longer needed,
whichever is later.

901-06 a
(GRS 1-19)
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documents and other related records.
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Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3)
with the corresponding statute 10 U.S.C. 424, which protects from disclosure the
"organization or any function of, and certain information pertaining to, employees of the
National Reconnaissance Office ." You will need to submit a Freedom of Information Act
(FOIA) request to the Office of the General Counsel for the withheld information.

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





