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OVERVIEW OF CUTOFF CATEGORIES
 

The following provides an explanation of the cutoff categones referred to In this document 

The amount of time a record ISkept IScalled ItS retention penod A disposition rule ISthe definition of 
when a file begins ItS retention penod, what that retention penod ISbased on and the final disposition 

action for a record once ItS retention penod ISover DIsposition rules are made up of cutoff and 

disposition phases Cutoff (an event or date trigger) determines when a record enters its retention 

period. Final disposition ISwhat ISdone with the records once ItS retention penod ISover such as 

destruction by shredding, digitizing or transferring to another location 

When converting from a traditional retention schedule to a "Big Bucket" retention schedule the cutoff 
of a specific senes of records do not always apply to all the records senes types within the "Big Bucket" 
schedule In response, the following cutoff categones were fashioned Within the body of DCMA's 

records retention schedule several cutoff categones may be listed under a given record type, the 

records owner (or those with records management responsibilities) should determine which cutoff IS 

appropnate based on their understanding of how Information ISorganized within the project, activity or 
mission 

Category A)	 Cut off ISwhen record ISsuperseded or obsolete, applies to publications, 
Issuances or like documents 

Category B)	 Cut off ISwhen project or event ISended, or after final payment or final action, 
or after settlement of disputes/incidents, court order lifted or litigation 

concluded, whichever ISapplicable Applies to activities whose records are 

organized or grouped and maintained by a given task, job, assignment, 
agreement or situation and has clearly defined start and end dates 

Category C)	 Cut off ISwhen employee transfers, separates or retires from federal service or 
where applicable, an employee or dependent spouse's eligibility ISterminated 

or denied Applies to certain Human Resource records 

Category D)	 Cut off ISafter penod covered by account, certificate of settlement ISreceived, 
or when penod for claims for which DCMA has nght to collect ISended, or when 

DCMA determines collection ISno longer required or terminated, whichever IS 

later Applies to certain Accounting records In GRS 3, 6, 7and 8 

Category E)	 Cut off ISannually Applies to records whose retention tngger ISnot based on a 

significant event such as the release of a new Issuance, completed task, 
separation of personnel or settlement of dispute 
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170.00 Finance 

The Finance Schedule relates to overall financial management plans, accounting, 
disbursements, acqursrtrons, non-mission related contract administration, collection of 
appropnated and non-appropnated funds, records from auditing and cost accounting 

activities 

Note 1: This schedule supersedes certain items in GRS 3, 6, 7 and 8; refer to the 

crosswalk for GRS items superseded. 

Note 2: Refer to 400.03a for acquisition of goods and services through non-fmancial 
agreements or like transaction. 

Note 3: Some records related to Finance have extended retentions; refer to 400.04a -
Budget and Finance Inter-service Cross and Common Service Agreement. 

Note 4: Refer to 800.00 for financial records relating to Contract Admmistration 

Services performed by DCMA for other agencies. 

170.01 Routine Corporate Finance Records 

Records related to the following type activities 

Expenditure Accounting, refers to showing how funds, appropnated and non-
appropnated are spent after allotment by the Office of Management and Budget, and 

the	 sources and nature of any receipts 

Cost Accounting, refers to showmg accumulated data on the costs of agency operation, 
the direct and indirect costs of production, administration, and performance of agency's 

program function 

Accountable Officer's, Account refers to showmg or accounting for the availability and 

status of public funds which Includes the accounting officer, the disbursing officer and 

the certifying officer 

Contract AcqUISition Management, refers to DCMA's own acqursrtton/leasmg of goods 

and services and property Includes but ISnot limited to procurement through contracts 

and credit card (Refer to 170 02 for Acqursitron Case files) 

Includes 

a	 Records related to general planning and management of Finance Includes but 
not limited to program plans, studies and analysis, reports, including those 

produced from tracking/control mechanisms, and guidance letters 

b Documents relating to the accounting for appropnatrons allotments and the 

commitment, obligation and expenditure of allotted funds 
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c	 Files relating to transactions making specific funds allocated to a fiscal operating 

agency available for obligations to field installations 

d	 Journals Books of original entry maintained to record all financial transactions 

and to summanze accounting for posting to the general ledger and special 
Journals such as obligation Journals 

e	 General Ledgers (and supporting Subsidiary Ledgers) which contain the accounts 

necessary to reflect financial operations such as asset accounts, liability 

accounts maintained for the purpose of establishing In summary form the status 

of the accounts 

f	 Trial Balances 

g	 Financial Reports to Include status of allotments, advance reports of cumulative 

obligations, net expenditures, schedule of foreign payments and foreign 

receipts, status of advance payments to contractors, report of appropriate 

reimbursements 

h	 Integrated Command Accounting and Reporting documents received or 
required by directives or Similar guidance 

Fund Utilization Reports and Listings furnished by or to the HQ DCMA Office of 
Comptroller for use In HQ DCMA financial accounting reports and statements 

Account Classification Audit lists received each year from the Finance and 

Account Offices 

k	 Documents accumulated by the accountable disbursmg officer or agents In 

administration of funds, disbursement, reimbursement, collections and 

adjustments Includes but ISnot limited to, money accounts, vouchers, ledgers 

and registers covering all phases of the disbursement and accounting for 
obligations paid and the collection and crediting of funds due 

Document related to the resolution of Issues and dissemination of information 

mvolvmg financial transactions In DCMA accounting and finances system and 

including the Defense Finance and Accounting System Includes but ISnot 
limited to individual authonzed allotment files, Withholding tax exemptions 

certificates, copies of contracts, commitment documents, travel claims, MIlitary 

purchase requests, and payroll transaction registers 

m	 Contract, reqursrtron, purchase order, and lease records, including 

correspondence and related papers pertaining to award, administration, 
receipt, inspection and payment (other than real property files or Acquisition 

Case files - Refer to 170.03 for Real Property acquisitions; Refer to 170.02 for 
Acquisition Case files.) 

17001a	 Office of primary responsibility for retaining offrcral record (record serves as the legal 
copy) This Includes any records maintained on a DCMA website 

DISPOSITION	 Temporary Destroy/delete no less than 6 years and 3 months, and no 

more than 15 years after applicable cut off 

Category B)	 Cut off ISwhen project or event ISended, or final payment or final 
action, or after settlement of disputes/incidents, court order lifted or 
litigation concluded, whichever ISlater Applies to activities whose 
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records are organized or grouped and maintained by a given task, Job, 
assignment, agreement	 or situation and has clearly defined start and 

end dates 

Category D)	 Cut off ISafter penod covered by account, certificate of settlement IS 

received, or when claims for which agency has nght to collect ISended, 
or determines collection ISno longer required or terminated, whichever 
IS later Applies to certain Accounting records In GRS3, 6, 7and 8 

Category E)	 Cut off ISannually Applies to records whose retention tngger ISnot 
based on a Significant event such as the release of a new Issuance, 
completed task, separation of personnel or settlement of dispute 

DISPOSTION NOTE 1:	 DCMA (after NARA's approval of this schedule) can approve a 

retention period within the 6 years and 3 months - 15 year 
range 

17001b Other offices' records This Includes any records maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for busmess 

170.02	 AcquiSitions/Procurements Case Files 

Note 1: Refer to 170.03 for Real Property acquisitions 

Note 2: Refer to 400.03a for acquisition of goods and services through non-financial 
agreements or like transaction. 

Note 3: Refer to SOO.02b for electronic records maintained in MOCAS; electronic 

database for open mission and non-mission related contract data. 

Relates to acquismon/ procurement / lease case flies of goods and services and property 

(excluding real property) by DCMA through transfer of funds to sustain DCMA 

operations to Include sohcrted and unsohcited bids and proposal files Includes but ISnot 
limited to acquisrtrons by contract or credit card Refer to 170 04a for cancelled pre-
award solrcitatrons 

17002a Office of pnmary responsibility for retaining official record (record serves as the legal 

® copy) This Includes any records maintained on a DCMA websrte 

DISPOSITION	 Temporary Destroy/delete no less than 6 years and 3 months, and no 

more than 30 years after completion of the contract, or final payment 
or termination of the program effort, or settlement of 
disputes/incidents, whichever ISlater 
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DISPOSTION NOTE 1:	 DCMA (after NARA's approval of this schedule) can approve a 

retention period withm the 6 years and 3 months -30 year 
range 

17002b	 Copies of offrcral records kept In other DCMA offices This Includes any records 

maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for business 

Real Property Acquisitions 

Note 1: Refer to 160.01 for disposal of property, building and housing facilities. 

ecords relating to property acquired prior to January 1, 1921, are not covered 

by ls item and must be scheduled with a separate SF115. 

the acquismon of real property (by purchase, condemnation, 
donation, or exchange), ex mg records relating to property acquired prior to January 

1,1921 
Records maintained by office of prim
 

maintained on a DCMA website
 

DISPOSITION ndrtional sale or release by the 

Government of conditions, restrictions, mo ages or other liens 

DISPOSITION NOTE 1:	 Transfer the Abstract or Certificate of Title t 
unconditional sale or release by the Government 
conditions, restrictions, mortgages, or other liens. 

170.04a	 Cancelled Pre-Award Solicitations 

17004a1	 Refers to formal solicitations of offers to provide products or services (e g lnvrtatrons 

for Bids, Requests for Proposals, Requests for Quotations) which were cancelled prior to 

award of contract The file Includes pre-solicitation documentation on the requirements, 
any offers that were opened prior to the cancellation, documentation on any 

Government action up to the time of cancellation, and evidence of the cancellation 

Office of primary responsibility for retaining offrcral record (record serves as the legal 
copy) Thrs Includes any records maintained on a DCMA website 

DISPOSITION	 Temporary Destroy/delete 6 years and 3 months after cancellation 
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@ 17004a2 Copies of official records kept In other DCMA offices This Includes any records 

maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for busmess 

170.04b	 Unopened Bids 

Office of primary responsibility for retaining official record (record serves as the legal 
copy s any records maintained on a DCMA website 

GRS 3/5c{Z) 
DISPOSITION 

(J) 17004b2 Copies of offrcial records kept In other DCMA offices This Includes any records 

maintained on a DCMA website 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for business 

170.04c Lists or Card files of Acceptable Bidders 

Office of primary responsibility for retaining official record (record serves as the legal 
copy n records maintained on a DCMA website 

DISPOSITION Temporary Destroy when superseded or 0 

® 17004c2 Copies of official records kept In other DCMA offices This Includes any records 

maintained on a DCMA website 

DISPOSITION Temporary Destroy when superseded, obsolete, or no longer needed 

for busmess 

Federal Personnel Surety Bond Files 

I copies of bond and attached powers of attorney 

1700sa 

Office of primary responsibility for ~ official record (record serves as the legal 
r;. R S ~ /c;,oJI) copy) This Includes any records marntame a DCMA website 

DISPOSITION Temporary Destroy 15 (fifteen) years after 

DISPOSITION NOTE 1: Refer records to NARA prior to their destruction. 
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1 

Office of primary responsi talnlng official record (record serves as the legal 
copy) This Includes any records mamtarne 0 website 

DISPOSITION Temporary Destroy 15 (fifteen) years after end of bond premium 

Other Bond Files including copies of bonds and related documents 

um 
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Schedule 170 

Records Series 

Crosswalk 

C 0 H K N a p Q R 

Record 
Current DLA-

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 
Temp 

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

system}
1 

Destroy after 1 year Nl-361-91-2 Office Financial Records used to manage the expenditure of funds within an office rncludmg 

manual or automated control systems and supporting documents 

17001a T 11052 N/A-N/A 

1 

Destroy 3 years after Nl-361-91-2 Contracting Officer's Records relating to contract oversight and receipt/acceptance of goods and 

completion of contract Technical Representative services by individual offices assigned responsibility Includes documentation 

(COTR) Files such as copies of contracts and modifications, correspondence, Inspection and 

17001a T 11073 N/A-N/A performance reports, and related documents 

3 

Destroy after 10 years Nl-361-91-11	 Documents relating to Small Business/labor Procurement activity - Documents relating to preferential consideration given 

preferential consideration Surplus Area Preference to small business and/or labor surplus area firms 

given to small business ActiVity Files - Procurement 

17001a T 13030 A N/A-N/A	 and/or labor surplus area activity
 

firms
 

4 

Destroy 3 years after Nl-361-91-7 Protective Services Special Documents relating to requirements for procurement and use of equipment, 

acquismon of the equipment Equipment other than those discussed In 157 70, Physical Barners, and 157 85, Protective 
to which the documents Commurucanons, such as speed detection radars, Identification cameras and 

17001a T 15715 N/A-N/A	 relate or when no longer related equipment, tear gas and specialized transportation equipment 
needed If equipment IS not (Destroy 3 years after acqursmon of the equipment to which the documents 

obtained relate or when no longer needed If equipment IS not obtained 

5 

Destroy after 10 years NN-168-94	 Finance Finance Documents relatrng to overall financial matters 

• 
17001a T 40001 N/A-N/A 

6 

Destroy after 10 years NN-168-94 Appropriations-Financial Documents relating to overall financial management of appropriations 

Management 

Excluded are those documents relating to a single phase of ftnancral 
17001a T 40005 N/A-N/A management reflected elsewhere In the 400 00 series 

7 

Destroy after 10 years NN-168-94 Industrial Fund-Financial Documents relating to overall financial management of Industrial funds 

Management 

Excluded are those documents relating to a single phase of financial 

17001a T 40015 N/A-N/A management reflected elsewhere In the 400 00 series 

8 
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Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 P Q R 

L 

Bucket 

Section -

Combined 

170 ala 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

T 

Current DLA-

DCMA 

Records 

Series-

Combined 

42101 

GRS-

combined 

GRS 07-ltem 3 

Current DLA=DCMA or GRS 

Cutoff Retention 

Instruction 

Destroy 6 yea rs and 3 

months after the close of 
the fiscal year Involved 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Senes 
Information 

Current DLA-DCMA 

TItle 

Appropriations 

Record 
Current DLA-DCMA Description/Information 

Documents relating to the accounting for appropriations allotments 

commitment, obligation, and expenditure of allotted funds 

and the 

<) 

170 ala T 42105 GRS 07-ltem 3 

Destroy after 6 years and 3 

months after the close of 
the fiscal year Involved 

Allotments Files relating to transactions making specific funds allocated to a fiscal 

operating agency available for obligation to field installations, either through 

allotment or sub-allotment, accumulated by fiscal administrative elements 

10 

170 ala T 42110 N/A-N/A 

Destroy after 2 years NN-168-94 Journals Books of ongmal entry maintained to record all financial transactions and to 

summanze accounting for monthly postmgs to the general ledger, consisting 

of the general Journal, and special Journals such as fund receipt, fund 

disbursements, and obligation Journals 

• 

11 

12 

13 

170 ala 

170 ala 

170 ala 

T 

T 

T 

42115 

42120 

42125 

GRS 07- Item 2 

GRS 07-ltem 4 

N/A-N/A 

Cutoff ledger sheets that are 

filled or closed at the end of 

fiscal year Destroy after 6 

years and 3 months 

[Destroy 6 years and 3 

months after the close of 

Destroy after 3 years 

{a anginal records Destroy 

when 3 years old) 

[b Copies Destroy when 2 

years old I 
Destroy after 1 year NN-168-94 

General Ledgers 

Subsidiary Ledgers 

Trial Balances 

General ledgers which contain the accounts necessary to reflect financial 

operations, such as asset accounts, operating accounts, liability accounts, 

budgetary accounts, and statistical accounts, maintained for the purpose of 

establishing In summary form the status of accounts, operations for the 

month, and to provide medium for verifying the accuracy of reports and 

subsrdiarv ledgers 

Subsidiary ledgers maintained as a source for ascertaining the composition of 

general ledger accounts, to accumulate detail for analysts and reporting 

purposes, and Verification of accuracy of general ledger accounts They consist 

of allotment ledgers, open allotment ledgers, appropnation revenue ledgers, 

transactions for other ledgers, and unapplied Orsbursrng Office (DO) deposit 

fund ledgers 

Trial balances prepared from general ledger accounts 

14 

170 ala T 42130 N/A-N/A 

Destroy after 3 years NN-168-94 Subsidiary Files DO cash accounts subsrdianes, advances 

contractors, and advances to contractors 

and check ledgers 

to employees, progress payments to 

subsrdiarv records and cash blotters 

15 
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Schedule 170 

Records Senes 

Crosswalk 
C D H K N 0 P Q R 

Record 
Current DLA-

1 

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 
Temp 

system} 

DCMA 

Records 

Serles-

Combined 

GRS-

combmed 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

Destroy 1 year after all NN-168-94 Copies of reports Financial Reports - Status of Status of allotments reports and acqursrtron, rehabilitation, repair, and rental 
transactions relating to the forwarded to higher Allotments Wherry housmg reports 

allotment accounts have echelon, such as status of 
17001a T 42135 A N/A-N/A been closed allotments, advance 

report of cumulative 

obligations, special open 

16 allotments, net 

Destroy after 1 year NN-168-94 Copies of reports Financial Reports Other report files 

forwarded to higher 

echelon, such as status of 
17001a T 42135 B N/A-N/A allotments, advance 

report of cumulative 

obligations, special open 

17 allotments, net 
Destroy after 3 years NN-168-94 Central Accounts - Relates Integrated Command Feeder reports and related documents submitted by the DCMNArmy 

to the rrussron functions Accounting and Reporting disbursing offices In accordance with the provrsrons of AR 37-108 and DCMAM 

performed by the DCMA (ICAR) 7000 I, Accounting and Finance Manual, and ofthe consolidated financial 

17001a T 42705 N/A-N/A Accounting and Finance statements, reports and listings prepared there from by the DCMA 

DIVISion Accounting and Finance DIVISion In accordance with the provrsrons of AR 37-

151 and related Army directives 

18 

Destroy after 1 year NN-168-94 Central Accounts - Relates Fund Utilization Reports and Copies of fund authonzanons, status of allotment/sub-allotment, reports on 

to the mission functions listings reimbursable transactions, and monthly reports of obligations by object class 

performed by the DCMA furnished by the HQ DCMA Office of Comptroller for consohdation, and of 

17001a T 42710 N/A-N/A Accounting and Finance related consolidated listings furnished to that office for use In preparation of 

DIVISion HQ DCMA fmancral accounting reports and statements 

19 

Destroy after 1 year NN-168-94 Central Accounts - Relates Miscellaneous Central Feeder reports and documents accumulated In the performance of specrfrc 

to the rmssion functions Accounting central accounting operations as assigned by HQ DCMA, Including such 

performed by the DCMA documents as are applicable to the centralized billing of the Federal Republic 

•20 

17001a T 42715 N/A-N/A 

Destroy each year after 

receipt of new fiscal year's 

listing and cards 

NN-168-94 

Accounting and Finance 

DIVISion 

Central Accounts - Relates 

to the mission functions 

performed by the DCMA 

Accounting 

Audrt 

Classrftcation 

of Germany for price review services and feeder reports and consolidated 

reports of 000 International Balance of Payments- Accounting Report #1, 

Federal Outlay by Geographic location, and payroll report of federal civil ra n 

employment 

Decks or tabulating cards and master numerical lists reflecting valid 

accounting classiftcatrons received each fiscal year from all Finance and 

Accounts Offices, U S Army and furnished to DCMN Army disbursmg offices 

17001a T 42720 N/A-N/A Accounting and Finance 

DIVISion 

11 

Destroy after 10 years NN-168-94 Other Funds Other Funds Documents relating to funds accountmg other than appropriated funds and 

revolvmg funds 

17001a T 42901 N/A-N/A Includes documents relating to deposrt funds, suspense accounts, trust funds, 

and Similar type funds 

22 
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Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 P Q R 

Record 
Current DLA-

1 

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 
Temp 

system} 

DCMA 

Records 

Series -
Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

Destroy after 2 years NN-168-94 Other Funds IMPREST Funds Documents accumulated by IMPREST fund cashiers which reflect the receipt 

and accounting for rmprest funds Included are copies of reimbursement 

vouchers and receipts for funds entrusted to agent officer which also reflect 

17001a T 42905 N/A-N/A acknowledgment of return of funds 

23 

Destroy when superseded, NN-168-94 Relates to funds Monetary Collections and Documents relating to the overall administration of funds disbursements, 

obsolete, or after 10 years, disbursements, Payments reimbursement, collections, and adjustments functions 

whichever IS sooner reimbursements, 

17001a T 43001 N/A-N/A collections, and 

adjustment functions 

usually performed by an 

24 accountable disbursing 

Effect disposition In NN-168-94 Relates to those records Disbursing Accounts Records maintained by disbursing officers including money accounts, 

accordance with the constituting or directly vouchers, ledgers, and registers covering all phases ofthe disbursement and 

pertinent regulations of the relating to an accountable accounting for obligations paid and the collection and crediting of funds due 

17001a T 43110 N/A-N/A Military Department from disbursing officer's 

which the disbursing station accounts 

number was obtained, 

25 except as otherwise 

Destroy or delete when 5 Contract, requtsrtron, Routine Procurement Frles . Electronic data file maintained by fiscal year, containing unclassified records of 

years old purchase order, lease, and Data Submitted to the all procurements, other than small purchases, and consisting of Information 

bond and surety records, Federal Procurement Data required under 48 CFR 4 601 for transfer to the FPDS 

17001a T 43111 D GRS 03-ltem 3d Including correspondence System (FPDS) 

and related papers 

pertaining to award, 

26 administration, receipt, 

Destroy upon completion of NN-168-94 Shipment Control Records Documents maintained to ensure prompt receipt of Matenallnspectlon and 

related contract, except that Receiving Reports and Invoices 

those relating to transferred 

•27 

17001a T 43112 N/A-N/A contracts and contract 

number changes will be held 

1 year and then destroyed 

Cutoff at the end of each 

fiscal year, hold 2 years, 

then retire to the applicable 

Sub-vouchers Retained copies of sub-vouchers accumulated at Defense Contract 

Management DIStricts (DCMDs) beginning With FY 68 under the procedures 

Mechanization of Contract Administration Services (MOCAS), Phase IB 

of 

17001a T 43113 GRS 07- Item 3 records center 

Destroy 6 years and 3 

28 months after the close of 

Destroy 1 year after NN-168-94 Documents used to record Record of Travel Payments Civihan Record of Travel Payments 

termination of employment mdrvrdual travel payments 

of mdivrdual, or when no transactions, such as DD 

17001a T 43115 A N/A N/A longer needed, whichever IS Form 1588, Record of 

earlier Travel Payments 

29 
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Schedule 170 

Records Series 

Crosswalk 
C D H K N D P Q R 

Record 

1 

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 
Temp 

system} 

Current DLA-

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

ntle 

Record 
Current DLA-DCMA Descrlption/lnformat.on 

When the service member NN-168-94 Documents used to record Record of Travel Payments Military Record of Travel Payments 

terminates an assignment Individual travel payments 

with DCMA, send to the transactions, such as DO 

170 ala T 431158 N/A-N/A appropriate office where the Form 1588, Record of 

member's pay records are Travel Payments 

maintained 

30 

Destroy after 4 years NN-168-94 Reports and Returns Reports reflecting the status of disbursing accounts 

170 ala T 43120 N/A N/A 

31 

Destroy 2 years after date of Certificates of settlement, Certificates of Settlement Certificates covering closed account settlements, supplements, and final 
settlement, provided statements and balance statements 

certificates indicate differences, and related or 

170 01a T 43180 A GRS 06- Item 3a clearance comparable documents 

relating to disbursing 

officers 

32 

Destroy when subsequent Certificates of settlement, Certificates of Settlement Certificates coverrng perrod settlements 

certificates of settlement statements and 

are received differences, and related or 

170 O1a T 43180 B GRS 06- Item 3b comparable documents 

relating to disbursing 

officers 

33 

Destroy after 2 years NN-168-94 Documents Receipts Records compiled to Indicate, by means of Identifying symbols and date 

perrods, the documents transferred by a disbursing officer to an accounts 

office 

•34 

170 ala T 43190 N/A-N/A 

Destroy after 6 months NN-168-94 Advice of Correction Files Documents utilized by the accounts office to notify field Installations 

disbursing offices of corrections made In accounting classifications 

and/or 

170 01. T 43195 N/A-N/A 

35 

Destroy 6 yea rs and 3 Relates to the collection of Collections Documents relating to the collection of montes due maintained by disbursing, 

months after perrod covered montes maintained as a collection, or sales officers 

by account separate serres from other 

170 01. T 43201 GRS 06-ltem 1. financial and fiscal serres 

When such documents 

form an Integral part of 

36 the accounts of files 
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Record 

Bucket 
Type 

Section -

Combined 

{Temp, 

Perm, 
Temp 

system} 

T 

T 

17001a T 

• 
T 

T 

T 

Schedule 110 

Records Series 

Crosswalk 

Current 
DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

ntle 

Record 
Current DLA-DCMA DescriptIon/Information 

43205 N/A-N/A 

after 3 years NN-168-94 Relates to the collection 

monies maintained as a 

Vouchers of documents that have been transmttted to disbursing officers which 

accumulated by sale officers and other offrctals authorized to accept 
due the United States from individuals, organizations, or 

Governmental agencies other than files 

43301 N/A-N/A 

Destroy after 10 years Documents relating to the transfer of funds or payment to other departments 

or agencies for material or services furnished DCMA activities 

GAO notification 

documents 

of completion of audit of pay and leave accounts with 

43470 N/A-N/A 

43610 N/A-N/A 

Destroy 2 years after final 
action 

NN-168-94 

un-servrceab.htv, or 

destruction of property, 
and determinations of, or 

release from, pecuniary 

liability or other 

Relates to adjustments In 

accounts due to the loss, 

Approved copies of such documents serving as property or fiscal 
Will be handled as such and thus Will not be filed under this number 

accumulated In connection with the collection of pecuniary charges 

individuals as a result of approved reports of surveyor other 

43620 N/A-N/A 

superseded, 

44001 N/A-N/A 

60f 19 



Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 p Q R 

1 

44 

Bucket 

Section -

Combined 

17001a 

17001a 

Record 

Type 

{Temp. 

Perm, 
Temp 

system} 

T 

T 

Current DLA-

DCMA 

Records 

Serles-

Combined 

44010 

44110 

GRS-

combined 

N/A-N/A 

N/A-N/A 

Current DLA=DCMA or GRS 

Cutoff Retention 

Instruction 

Destroy when superseded or 

obsolete 

Destroy after 10 years 

NARA/ DCMA Authority 

NN-168-94 

NN-168-94 

Current DLA-DCMA 

General Series 

Information 

Relates to the accounting 

systems devised to record, 
classify, and summarize 

costs of matenal, labor, 
and overhead incident to 

the maintenance and 

operation of Installations 

Relates to documents 

forming Integral parts of 

the cost accounts 

Current DLA-DCMA Record 

Title 

Cost Accounting Procedures 

Cost Ledgers 

Current DLA-DCMA Descrlptlon/lnformat,on 

Documents prescribing the methods and procedures for operating the DCMA 

cost accounting systems 

Ledgers recording source data for each cost account, Including cost control 

ledgers and cost detail ledgers 

45 

17001a T 44120 N/A-N/A 

Destroy after 5 years NN-168-94 Relates to documents 

forming Integral parts of 

the cost accounts 

Cost Registers Registers recording cost data by elements of cost and sub-elements of cost, 

including labor registers, supplies registers, contractual services registers, and 

other cost registers 

46 

17001a T 44130 N/A-N/A 

Destroy after 5 years NN-168-94 Relates to documents 

forming Integral parts of 

the cost accounts 

Cost Vouchers Documents serving as vouchers to the cost accounts and containing cost 

summary data, including cost distribution vouchers, cost summary vouchers, 

Civilian labor cost summary vouchers, and similar documents 

• 
47 

48 

17001a 

17001a 

T 

T 

44140 

44200 

N/A-N/A 

N/A-N/A 

Destroy 

Destroy 

after 

after 

2 months 

5 years 

NN-168-94 

NN-168-94 

Relates to documents 

forming Integral parts of 

the cost accounts 

labor and Workload 

Cost Accounting Reports 

Documents containing Initial entries of cost data serving as the baSIS for 

summary vouchers, including distribution of military payroll, Individual time 

tickets, foreman's dally reports, record of working time, records of work units, 

Initial summaries of 

Cost Accounting Reports Documents accumulated from reporting on actual 

and programmed accomplishments measured In terms of cost, Including cost 

and performance reports and other documents In connection With the 

preparation or evaluation of the reports 

49 

17001a T 45101 N/A-N/A 

Destroy after 10 years NN-168-94 Financial Inventory Accounts Financial 

accounts 

Inventory 

Inventory Accounts Documents serving as an Integral part of the 

such as category Journals, category ledgers, general ledgers, financial 

control records, financial statements, and related postmg media 

50 
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Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 P Q R 

Record 

Bucket 

Section -

Combined 

Type 

{Temp. 

Perm, 
Temp 

Current DLA-

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff RetentIon 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

Title 

Record 
Current DLA-DCMA Description/Information 

system}
1 

Destroy after 10 years NN-168-94 FIA Reports Reports reflecting the financial values of mventones together with related 

analyses 

17001a T 45201 N/A-N/A 

51 

Destroy after 10 years NN-168-94 Materiel Pricing Documents reflecting the pricing of Items, Included In the FIA system 

17001a T 45501 N/A-N/A 

52 

Destroy when superseded, Nl-361-87-2 Inspector General Policies Documents pertaining to policies and procedures for handling contacts with 

obsolete, or no longer and Procedures Inspector General auditors and for processing reports of audits, reviews, and 

needed for reference surveys 

17001a T 46110 N/A-N/A 

53
 

Nl-361-87-2 General Accounting Office
 

(AccountabIlity) GAO
 

17001a T 46300 N/A-N/A 

54 

Destroy after 3 years NN-168-94	 Relates to non- Non-appropriated Funds Documents relating to the overall administration of NAF matters 

appropriated funds and (NAF) 

activities financed 

• 
17001a T 49001 N/A-N/A thereby. established
 

primarily for morale,
 

welfare, and recreational
 

55 facrlrtres and activities, 

Destroy on supersession or NN-168-94 Relates to non- NAF Estabhshment Documents relating to the establishment of non-appropriated funds, 

with related fund account appropriated lunds and establishment of disbursement limitations, appointment of custodians and 

records on dissolution of the	 activities financed council members, and establishment of constitutions and bylaws Included are 

17001a T 49005 N/A-N/A fund, as appropriate	 thereby. established orders, bylaws, constitutions, and cha 

primarily for morale, 

welfare, and recreational 

56	 facihnes and activities, 

Destroy with accounting NN-168-94 Relates to non- NAF Minutes of Meetings Minutes of meetings of councils and boards of governors appointed to 

fund records related to appropriated funds and administer non-appropriated funds as prescribed by directives, regulations, 

actions prescribed within activities financed constitutions, bylaws, and Similar regulatory media Included are minutes of 

17001a T 49011 N/A-N/A the recorded minutes 01 thereby. estabushed meetings and directly related doc
 

meetings pnmanlv for morale,
 

welfare, and recreational
 

57 facrlmes and activities,
 

80119 



Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 p Q R 

Record 
Current DLA-

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 

DCMA 

Records 

Serles-

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

ntle 

Record 
Current DLA-DCMA Description/Information 

1 

Temp 

system} 
Combined 

Destroy after 1 year, or on NN-168-94 Relates to non- NAF Statements and Reports Frnancral statements and reports Including Inspection reports and related 

discontinuance, whichever IS appropriated funds and documents pertam rng to non-appropriated funds prepared by Units 

first activities financed administering the funds and forwarded to higher headquarters Excludes 

17001a T 49012 N/A-N/A thereby, established copies of statements and reports retained by 

pnmanly for morale, 

welfare, and recreational 
58 facilities and activities, 

Destroy after 3 years NN-168-94 Relates to the accounting NAF Accounts Documents relatrng to the receipt, disbursement, and administration of non-

provided an audit has been for non-appropriated appropriated funds, such as Welfare, Unit, Inmate's, Commandant's Sundry, 

performed Once the audrt funds (NAF) Including the Vocational Training, Chaplain's, Book Department, Officer and 

17001a T 49105 N/A-N/A has been completed and 1 pay records of employees Noncommissioned Officer Open Mess, Post Rest 

year has lapsed, the records of NAF activities 

WIll then be destroyed 

59 

Destroy after 1 year NN-168-94 Relates to the accounting Subsrdrarv Records to NAF Officers and noncommissioned officers open mess restaurant and mess 

provided files have been for non-appropriated Accounts checks, bowling center score sheets or summaries thereof, check registers, 

audrted, except that bowling funds (NAF) including the golf course and dnvmg range fee registers, nursery fee registers, bed cards, 

17001a T 49110 N/A-N/A center score sheets Will be pay records of employees dally bingo and nursery acnvrtv 

destroyed 1 month after of NAF acnvrtres 

Verification 

60 

Destroy when superseded or NN-158-94 Relates to the accounting NAF Bank Deposrt Insurance Documents relating to arrangements With the Treasury Department for 

when account IS closed for non-appropriated protection of non-appropriated fund bank deposits which exceed the 

funds (NAF) Including the coverage provided by the Federal Deposit Insurance Corporation 

17001a T 49115 N/A-N/A pay records of employees 

of NAF activities 

51 

Destroy 3 years after sale or NN-168-94 Relates to the accounting NAF Secunties Documents reflecting secuntres and bonds owned by non-appropriated funds 

redemption, except custody for non-appropriated Included are subsrdrarv ledgers (showing bond type, cost, Interest, 

receipt Will be surrendered funds (NAF) including the apprecration, and maturity date) and custody receipts Issued by the U S 

•52 

17001a T 49117 N/A-N/A to ISSUingagency at the time 

of sale or redemption 

Destroy after 3 years, or on NN-168-94 

discontinuance, whichever IS 

first 

pay records of employees 

of NAF activities 

Relates to the accounting 

for non-appropriated 

funds (NAF) mcludmg the 

Check Cashing Pnvrleges 

Treasury or banking Institution 

Documents relating to advancing. revoking or suspending, restoring, and 

general superviston of check cashing pnvileges Included are letters to 

mdivrduals about bad checks, warnings that a recurrence In Issuing a bad 

17001a T 49118 N/A-N/A pay records of employees check may result In withdrawmg check cashing pnvileges, notices from banks 

of NAF activities that the bank was In error, notices to activities that check cashing pnvileges 

have been suspended or restored for certain mdrvrduals, and related papers 

63 

Destroy after 6 years NN-168-94 lndivrdual transactions Relates to the accounting for lndividual Transactions - Documents relating to transactions for more than 

Documents relating to non-appropriated funds $2,500 

transactions Within DCMA, (NAF) including the pay 

17001a T 49120 A N/A-N/A With other Government records of employees of NAF 

agencies and employees, activities 

and With non-

64 governmental 
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Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 P Q R 

Record 

1 

Bucket 

Section -
Combined 

Type 

{Temp, 
Perm, 
Temp 

system} 

Current DLA-

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

Destroy after 3 years NN-168-94 Individual transactions Relates to the accounting for Individual Transactions - Documents relating to transactions for $2,500 or less 

Documents relating to non-appropriated funds 

transactions within DCMA, (NAF) including the pay 

17001a T 49120 B N/A-N/A with other Government records of employees of NAF 

agencies and employees, activities 

and with non-

65 governmental 

Destroy after 3 years or on NN-168-94 Relates to the accounting NAF Report of Audit Files Documents accumulating from audits performed Included are reports of 

discontinuance, whichever IS for non-appropriated audit with directly related papers, such as financial statements and 

first funds (NAF) Including the correspondence relating to actions taken 

17001a T 49125 N/A-N/A pay records of employees 

of NAF activities 

66 

Destroy after 2 years NN-168-94 Relates to property and Phvstcal lnventones Documents maintained by other than finance and accounting offices reflecting 

supply matters of NAF the physical Inventory of non-appropriated fund property, supplies, and 

activities saleable merchandise Included are non-appropriated fund property Inventory 

17001a T 49205 N/A-N/A sheets, mventones of food and re-salable merchandise, and penodic 

mventones by disrnterested persons 

67 

Destroy after 2 years NN-168-94 Relates to property and NAF Stock Records Documents reflecting the receipt, Issue, disposrtron, and quantity of 

supply matters of NAF expendable property including supplies and re-salable merchandise Included 

activities are stock record cards, copies of reqursrtrons, receiving reports, Issue and turn-

17001a T 49207 N/A-N/A In slips, Inventory adjustment reports, and Similar documents Stock record 

cards will be continued In effect until filed or final entry IS made thereon 

68 

Destroy after 2 years NN-168-94 Relates to property and NAF Property Records - Documents reflecting the descnption, value, sources, quantity, location, 

supply matters of NAF Cards with zero balance drsposrtron, and other data on non-expendable property and fixed assets 

activmes when there will be no Included are non-appropriated fund stock, property, and fixed assets cards, 

•69 

17001a T 49210 A N/A-N/A 

Destroy after 2 years NN-168-94 Relates to property and 

supply matters of NAF 

activities 

further activity on the Item, 

and filled cards when 

accounting entries are 

earned forward to a new 

NAF Property Records -

Other documents 

Similar card forms, supporting documents such as receiving reports, Inventory 

adjustment reports, and other vouchers, and other documents supporting 

entries to the stock report card 

Documents reflecting the descnption, value, sources, quantity, location, 

drsposrtron, and other data on non-expendable property and fixed assets 

Included are non-appropriated fund stock, property, and fixed assets cards, 

17001a T 49210 B N/A-N/A Similar card forms, supporting documents such as receiving reports, Inventory 

adjustment reports, and other vouchers, and other documents supporting 

entries to the stock report card 

70 

Destroy 3 years after NN-168-94 Relates to property and Concessionaire Operations Copies of agreements with concessronaires. and documents reflecting the 

termination of agreement supply matters of NAF performance of concessionarres Included are current agreements and 

activities associated documents, documents concerning compliance or noncompliance 

17001a T 49215 N/A-N/A with standards of service, Sanitation, and s 

71 
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Schedule 170 

Records Series 

Crosswalk 

P Q R 

1 

Bucket 

Section -

CombIned 

170 ala 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

T 

Current DLA-

DCMA 

Records 

Series -
Combined 

49218 

GRS-

combined 

N/A-N/A 

Current DLA=DCMA or GRS 

Cutoff Retention 

Instruction 

Destroy 2 years after 
Individual or activity IS no 

longer considered for 

operation 

NARA/ DCMA Authority 

NN-168-94 

Current DLA-DCMA 

General Series 

Information 

Relates to property and 

supply matters of NAF 

activities 

Current DLA-DCMA Record 

TItle 

Ccncessionarre Open 

Applications 

Applications 

installation 

Current DLA-DCMA Description/InformatIon 

submitted by persons desiring to operate an activity on the 

72 

170 ala T 49221 N/A-N/A 

Destroy after 2 years NN-168-94 Relates to property and 

supply matters of NAF 

activities 

Alcoholic Beverage 

Decalcomania Control 

Documents used to control the Issue of alcoholic beverage decalcomania 

Included are records of Issue from stock and related documents 

73 

170 ala T 49223 N/A-N/A 

Destroy upon new 

registration, or on final 

drsposmcn of vehicle, as 

applicable 

NN-168-94 Relates to property and 

supply matters of NAF 

activities 

NAF Vehicle Registration Documents relating to the registration of NAF vehicles Included are 

applications for NAF vehicle registration, bills of sale or other proof of 

ownership documents, vehicle registration forms, and related documents 

74 

170 ala T 49240 N/A-N/A 

Note Registration forms Will 

be forwarded In accordance 

Destroy 2 years after 

termination of the 

agreement 

NN-168-94 Relates to property and 

supply matters of NAF 

activities 

NAF UtIlIty Service 

Agreements 

Documents pertaining to utilities services furnished NAF activities 

are agreements, modifications, and related documents 

Included 

75 

Destroy when 1 years old Supply Management Files Copies In other reporting Units and related working documents 

•76 

170 ala 

170 ala 

T 

T 

GRS 03-ltem 4a 

Destroy when 

GRS 03- Item 4a 

2 years old Supply Management FIles Flies of reports on supply requirements and procurement matters submitted 

for supply management purposes (other than those Incorporated In case files 

or other flies of a general nature), exclusive of DoD report reflecting 

procurement under exemptions authorized under Section 201(a) of the 

Federal Property and Admmistranve Services Act of 1949 (40 USC 481) 

77 

170 ala T 

Destroy 3 years after 

completion or cancellation 

GRS 03- Item 6a 
of requismon 

through 6b 

Public Printer flies Records relating to reqursrtrons on the printer, and all supporting documents 

78 
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Schedule 170 

Records Series 

Crosswalk 

P Q R 

1 

Bucket 

Section -

Combined 

17001a 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

T 

Current DLA-

DCMA 

Record. 

series-
Combined 

GRS-

combined 

GRs 03- Item 7 

Current DLA=DCMA or GRS 

Cutoff Retention 

Instruction 

Destroy when 1 year old 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Serle. 

Information 

Current DLA-DCMA Record 

TItle 

Non-personal Reqursrtion 

Flies 

Current DLA-DCMA Description/Information 

RequIsitions for non personal services, such as duplicating, laundry, 

and other services (excluding records associated with accountable 

account. (Schedule GRs 6) 

binding, 

officers' 

79 

17001a T GRs 03- Item 8 

Destroy 2 years after 
completion of cancellation 

of requismon 

Inventory Requismon file Reqursitmns for supplies and equipment for current Inventory 

80 

81 

17001a T 

Destroy 2 years after stock 

balance IS transferred to 

new card or recorded under 
GRs 03- Item 9a 

a new classtficanon, or 2 
through 9c 

years after equipment IS 

removed from agency 

control 

Destroy 3 years after period 

covered by related account 

Inventory Files 

Telephone Records 

Inventory lists, Inventory Cards, report 

Telephone statements and toll slips 

of survey files 

17001a T GRs 03-ltem 10 

• 
82 

83 

17001a 

17001a 

T 

T 

GRs 03-ltem 

GRs 03-ltem 

Destroy 3 years after date of 

completion of contract 

unless contract performance 

11 IS subject of enforcement 

action of such date 

Destroy 3 years after period 

covered by related account 

12 

Contractors Payroll files 

Tax Exemption Files 

Contractor's payrolls (construction contracts) submitted In accordance with 

Dept of Labor Regulations, with related certifications, anti-kickback affldavrts 

and other related papers 

Tax Exemption certificates and related papers 

84 

Destroy 3 years after 

rejection or withdrawal 

Unsuccessful Grant 

application files 

Applications, correspondence and other 

(rejected or withdrawn) applications 

records relating to unsuccessful 

17001a T GRs 03-ltem 13 

85 
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Schedule 170 

Records Series 

Crosswalk 
C D H K N 0 P Q R 

Bucket 

Section -

Combmed 

Record 

Type 

{Temp, 

Perm, 
Temp 

Current DLA-

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/InformatIon 

system}
1 

Destroy when 2 years old Grant Administrative Fries Correspondence and/or subject files relating to routine operations and dally 

activities In administration of the grant program 

17001a T GRS 03-ltem 14 

86 

Destroy when superseded or Contractor's statement of SF 119, Statement of Contingent or Other fees, or statement In lieu of the 
obsolete contingent or other fees form fried separately from the contract case file and maintained for 

enforcement of report purposes 

17001a T GRS 03-ltem 16 

87 

Destroy when 3 years old	 Correspondence, reports, Small and Disadvantaged Business Utilization fries 

studies, goal statements, 
and other records relating to 

17001a T GRS 03-ltem 17	 the small and disadvantaged
 

business utilization program,
 

as required by Pub L 95-S07
 

88 

Cut off when action IS Federal Activities Inventory Records documenting Implementation of OMB CIrcular No A-76, Performance 

completed, Hold for 3 years Reform Act (FAIR) Act of Commercial Activrnes These records are created and maintained In paper 
and retire to records center Records (created under and electronic formats and Include but are not limited to inventories, reviews, 

17001a T GRS 03-ltem 18 Destroy 6 - 10 years after OMB Circular A-76, consultations, summary report, commercial acnvitv codes, challenges, 
cutoff Performance of Commercial appeals, decisrons, planning documents, public announcement, Federal 

Activmes] Register Notices, standard and streamlines competition documents, 

89 accountabihtv statements, cost calculations and performance measures 

Destroy when 2 years old General Correspondence Correspondence files of operating procurement unties concerning Internal 

files operations and administration matters not covered elsewhere In the schedule 

• 
17001a T GRS 03-ltem 2 

90
 

Destroy with related Solrcrted and unsohcited Successful Bids and
 

contract case files Bids and Proposal bids proposals
 

17001a T GRS 03-ltem Sa 

91
 

Destroy 1 year after date of Sohcrted and Unsolicited Relallng to small purchases
 

award or final payment, Bids and Proposal bids as defined m the FAR, 48
 

whichever IS later CFR Part 13
 
GRS 03-ltem Sb 

17001a T 
(1) 

92 
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Schedule 170 

Records Series 

Crosswalk 
C D H K N 0 P Q R 

1 

Bucket 
Section-

Combined 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

Current DLA-

DCMA 

Records 

Series -
Combmed 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

Title 

Record 
Current DLA-DCMA Description/Information 

Destroy when related Solicited and Unsolicited Relating to transactions When filed separately from contract case files 
contract IS completed Brds and Proposal bids above small purchase 

limitations In 48 CFR Part 13 
GRS 03-ltem 5b 

17001a T 
(2) fa) 

93 

Destroy 6 years and 3 Waiver of Claim Files Record relating to the waiver of claims of the US against a person arising out 

months after the close of of an erroneous payment of pay allowances, travel expenses, or relocation 

GRS06-ltem the fiscal year In which the expenses to an employee of an agency or a member or former member of the 

17001a T 11a through waiver was approved uniformed services or the National Guard, including bills of collection, request 

11b Denied Waivers refer to for waiver of claim, Investigative reports, decisrons by agency and/or GAO 

Items GRS 6, Item lOb and approving or denvmg the waiver, and related records 

94 lOc 

Destroy when 3 years old General Fund Files	 Records relating to availability, collection, custody and deposit of funds 

Including appropriate warrants and certificates of deposits, 

17001a T GRS06 Item 4 

95 

Files used for workload and Accounting Administrative	 Correspondence, reports, and data relating to voucher preparation, 

personnel management Files	 administrative audit and other accounting and disbursing operations 

purposes (destroy when 2
 
GRS 06-ltem Sa
 

17001a T years old), all other files
 
through 5b
 

(destroy when 3 years old) 

96 

Destroy after GAO Audit or Gasoline Sales Tax Hard Copies of sales tickets filed In support of paid vouchers for credit card 

when 3 year old, whichever purchases of gasoline 

IS sooner 

• 
17001a T GR5 06- Item 7 

97 

Destroy after GAO Audit or Telephone Toll Tickets Ongmals and copies of toll tickets filed In support of telephone toll call 

when 3 year old, whichever payments 

IS sooner
 

17001a T GRS 06- Item 8
 

98 

Destroy and GAO audit or Telegrams angina Is and copies of telegrams filed In support of telegraph bills 

when 3 years old, whichever 

IS sooner 

17001a T GRS 06-ltem 9 

99 
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1 

C 

Bucket 

Section -

CombIned 

17001a 

D 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

T 

H 

Current DLA· 
DCMA 

Records 

Serles-

Combined 

K 

GRS-

combined 

GRS06-ltem 

lOa, lOb and 

10c, excluding 

GRS Item 10b2a 

N 

Current DLA=DCMA or GRS 

Cutoff RetentIon 

Instruction 

Destroy when 6 years and 3 

months old 

NARA/ 

0 

DCMA Authority 

Schedule 170 

Records Series 
Crosswalk 

P 

Current DLA-DCMA 

General Series 

Information 

Q 

Current DLA-DCMA Record 

ntle 

Administrative Case Flies 

R 

Current DLA-DCMA Description/Information 

Claims against the United States Records relating to claims against the US for 

moneys that have been adrrnrustrativelv (lldlsallawed In full or (21 allowed In 

full or part, and final payment of the amount awarded, EXCLUDING claims 

covered by sub Item c below Claims by the United States subject to the 

Federal Claims Collection Standards and 2S USC 2415, or 31 USC 371(c)(11 

100 

17001a T GRS 07-ltem 1 

Destroy when 2 years old Expenditures, Accounting 

General Correspondence 

and Subject Files 

Correspondence or subject files maintained by operating units responsible 

expenditures, accounting, pertaining to their Internal operations and 

administration 

for 

101 

Destroy when 3 years old Plant, Cost and Stores 

general correspondence files 

17001a T GRS OS-Item 1 

102 

Destroy when 3 years old Stores, lnvoice Files 

17001a T GRS OS-Item 2 

103 

Destroy when 3 years old Stores, Accounting Files 

•104 

17001a 

17001a 

T 

T 

GRS OS-Item 3 

GRS OS-Item 4 

Destroy when 2 years old Stores Accounting 

Background Files 

105 

Destroy when 3 years old Plant Accounting Files 

17001a T GRS OS-Item 5 

106 
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Schedule 170 

Records Serres 

Crosswalk 

C 0 H K N 0 P Q R 

Record 
Current DLA-

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 
Temp 

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

system}
1
 

Destroy when 3 years old Cost Accounting Reports
 

17001a T GRS 08-ltem 6 

107
 

Destroy when 3 years old Cost Report Data
 

Files/ Automated records
 

17001a T GRS 08-ltem 7a 

108
 

Destroy when 6 months old Cost Report Data Flles/
 

Automated Records
 

17001a T GRS 08-ltem 7b 

109 

Destroy/delete 3 years after Frnancing of IT Resources Agreements formalizing performance cntena for quantity and quality of 
agreement IS superseded or and Services - Agreements service, including definition of responsibilities, response times and volumes, 
terminated formalizing performance charging, mtegntv guarantees, and non-disclosure agreements 

17001a T GRS 24-ltem 9a cntena 

110 

Federal Procurement Data Electroruc data file maintained by fiscal year, containing unclassified records a 

System all procurements, other than small purchases and consisting Information 

• 
required under 48 CFR 4601 for transfer to the FPDS (DCMA/DLA Serres Item 

17001a TS N/A-N/A 8310Sd 

111 

Standard Electroruc System developed and maintained by the Navy Fleet Material Support Office, 

Processing System Mechanicsburg PA used by DCMA for administration and processing of 

Electronic Data Interchange progress payments The SEPS effort IS designed to 

17001a TS N/A-N/A	 convert payment data collection and distnbutron procedures from paper to 

electronic communication methods as the pnnciple means for providmg 

support services to vendors, concerned financial managers, Depart of Defense 

112 Procurement Contracting Offices (DoDPCOs), Defense Logistics Agency (DLA) 

WAWF does not capabihtv Wide Area Work Flow The Department of Defense (000) Wide Area Workflow (WAWF) IS a 

to apply retention penods Paperless Contracting application to eliminate paper from the 

for closed contracts as of Receipt/Acceptance and lnvorce/Pavment process of the 000 contracting hfe 

17001a TS N/A-N/A 8/2010 cycle Wide Area Workflow (WAWF) ISa secure Web-based system for 

electronic mvorcmg, receipt and acceptance WAWF creates a Virtual folder to 

combine the three documents required to pay a Vendor - the Contract, the 

113 lnvoice, and the Receiving Report The WAWF application enables electroruc 
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Schedule 170 

Records Serres 

Crosswalk 

c 0 H K N 0 P Q R 

1 

Bucket 

Section -

Combined 

Record 

Type 

{Temp, 

Perm, 
Temp 

system} 

Current DLA-

DCMA 

Records 

senes-
Combined 

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

Title 

Record 
Current DLA-DCMA Description/Information 

NOTE Given the Contract, requismon, 
complexities of the rules on purchase order, lease, and 

procurement, agencies bond and surety records, 

17002a T 43111 A N/A-N/A should Involve procurement mcludmg correspondence 

officials when decidmg and related papers 

which of the sub Items to pertaining to award, 

114 apply to a particular series administration, receipt, 

NOTE Given the Contract, requisrtron, Procurement or purchase Transaction dated on or after July 3, 1995 (the effective date of the Federal 

complexities of the rules on purchase order, lease, and organization copy, and Acquisrtron Regulations (FAR) rule defining "Simplified acqursmon threshold") 

procurement, agencies bond and surety records, related papers 

17002a T 43111 A(l) GR5 03- Item 3 should Involve procurement Including correspondence 

officials when decrding and related papers 

which of the sub Items to pertaining to award, 

115 apply to a particular series administration, receipt, 

Destroy 6 years and 3 Contract, reqursitron, Procurement or purchase Transactions that exceed the Simplified acquismon threshold and all 

months after final payment purchase order, lease, and organization copy, and construction contracts exceeding $2,000 

17002a T 
43111 A(l)(a 

) 

GR503-ltem 

3a (1)(a) 
NOTE Given the 

ccmplexttres of the rules on 

bond and surety records, 

Including correspondence 

and related papers 

related papers 

procurement, agencies pertaining to award, 

116 should Involve procurement administration, receipt, 

Destroy 3 years after final Contract, requismon, Procurement or purchase Transactions at or below the Simplified acqursrtron threshold and all 

payment purchase order, lease, and organization copy, and construction contracts at or below $2,000 

17002a T 
43111 A(l)(b 

) 

GRS03-ltem 

3a (l)(b) 
NOTE Given the 

complexmes of the rules on 

bond and surety records, 

Including correspondence 

and related papers 

related papers 

procurement, agencies pertaining to award, 

117 should Involve procurement administration, receipt, 

NOTE Given the Contract, requisrtron, Procurement or purchase Transactions dated earlier than July 3, 1995 

complexrtres of the rules on purchase order, lease, and organization copy, and 

•118 

17002a T 43111 A(2) 
GR503-ltem 

3a(2)(a) 

procurement, agencies 

should Involve procurement 

offtcials when decrdrng 

which of the sub Items to 

apply to a particular series 

months after final payment 

NOTE Given the 

bond and surety records, 

Including correspondence 

and related papers 

pertaining to award, 

administration, receipt, 

purchase order, lease, and 

bond and surety records, 

Including correspondence 

related papers 

17002a cornplexmes of the rules on and related papers 

procurement, agencies pertaining to award, Procurement or purchase 

43111 A(2)(a GR503-ltem should Involve procurement administration, receipt, organization copy, and Transactions that utilize other than small purchase procedures and all 

119 T ) 3a(2)(a) officrals when decrdrng Inspection and payment related papers construction contracts exceeding $2,000 

Destroy 3 years after final Contract, reqursrtron, Procurement or purchase Transactions that utilize small purchase procedures and all construction 

payment purchase order, lease, and organization copy, and contracts under $2,000 

17002a T 
43111 A(2)(b 

) 

GR503-ltem 

3a(2)(a) 
NOTE Given the 

complexities of the rules on 

bond and surety records, 

Including correspondence 

and related papers 

related papers 

procurement, agencies pertammg to award, 

120 should Involve procurement administration, receipt, 
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Schedule 170 

Records Series 

Crosswalk 

C D H K N 0 P Q R 

Record 
Current DLA-

Bucket 

SectIon -

Combined 

Type 

{Temp, 

Perm, 

DCMA 

Records 

Series-

GRS-

combined 

Current DLA=DCMA 

Cutoff Retention 

Instruction 

or GRS 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Current DLA-DCMA 

TItle 

Record 
Current DLA-DCMA Description/Information 

Temp 
Combined
 

system}
 

Destroy when funds are Contract, reqursrnon. Routine Procurement Files - Obhgation copy 

obligated purchase order, lease, and Obhgation copy 

bond and surety records, 
17002a T 43111 B GRS 03- Item 3b	 Including correspondence
 

and related papers
 

pertaining to award,
 

121 administration, receipt, 

Record created prior to Contract Appeals case Flies Contract appeals case files arising under the Contract Dispute Act, consisting 

October 1, 1979 destroy 6 of notices of appeal and acknowledgements thereof, correspondence 

years and 3 months after between parties, copies of contracts, plans, speciflcations, exhibits, change 

17002a T GRS 03-ltem lS	 final action or decrsron , orders, and amendment, transcripts of hearings, documents received from 

Records created after parties concerned, final dectsrons, and all other related papers 

September 30, 1979 Destroy 

122	 1 year after final action or
 

Destroy With related Sohcrted and Unsolicited Relating to transactions When filed With contract case files
 

contract case files Bids and Proposal bids above small purchase
 

limitations In 48 CFR Part 13
 
GRS 03-ltem 5b
 

17002a T
 
(2) (b) 

123 

Destroy upon termination or Contract, reqursmon, Routine Procurement Flles- Other copies of records descnbed above used by component elements of a 

completion purchase order, lease, and Other copies procurement office for administrative purposes 

bond and surety records,
 

17002b T 43111 C GRS 03-ltem 3c Including correspondence
 

and related papers
 

pertaining to award,
 

124 administration, receipt, 

Dispose 10 years after Real Property Files Title papers documenting the acquismcn of real property (by purchase, 

unconditional sale or release condemnation, donation, exchange, or otherwise), excluding records relating 

• 
by the Government of to property acquired prior to January 1, 1921, Transfer the Abstract or 

17003 T GRS 03-ltem 1a conditions, restrictions, Certificate of Title to purchaser after unconditional sale or release by the 

mortgages or other liens Government of conditions, restrictions, mortgages, or other liens 

125 

Destroy 5 years after date of Soltctted and Unsolicited Cancelled Sohcrtation files Formal solicitations of offers to provide products or services (e g , lnvrtations 

cancellation Bids and Proposal bids for bids, requests for proposals, request for quotations) which were cancelled 

prior to award of contract The files Include pre-sohcrtation	 documentation on 
GRS 03-ltem 5c 

17004a1 T	 the requirement, any offers that were opened prior to the cancellation, 
(1) 

documentation on any Government action up to the time of cancellation, and 

evidence of the cancellation 

Return to Bidder	 Sohcited and Unsohcrted Unopened Bids 

Bids and Proposal bids 

GRS 03-ltem 5c
 
17004b1 T
 

(2) 

127 
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Schedule 170 

Records Series 

Crosswalk 

c D H K N a P Q R 

1 

Bucket 

Section -

Combined 

Record 

Type 

{Temp, 

Perm, 
Temp 

system) 

(urrent DLA-

DCMA 

Records 

Serles-

Combined 

GRS-

combined 

Current DLA=OCMA or GRS 

Cutoff Retention 

Instruction 

Destroy when superseded or 

obsolete 

NARA/ DCMA Authority 

Current DLA-DCMA 

General Series 

Information 

Sohcrted and unsohcited 

Bids and Proposal bids 

Current DLA-DCMA 

ntle 

List or card files of 

acceptable bidders 

Record 
Current DLA-DCMA Description/Information 

17004c1 T GRS 03-ltem 5d 

128 

17005a T 
GRS 06-ltem 

6a(1) 

Destroy 15 years after 

becomes Inactive, 

bond Federal Personnel Surety 

Bond Files -purchased 

before January I, 1956 

Official copies of bond and attached 

before January I, 1956 

powers of attorney -Bonds purchased 

129 

130 

17005b 

17005b 

T 

T 

47010 N/A-N/A 

GRS 06-ltem 

6a(2) 

Destroy 3 years after 
termination of the bond 

destroy 15 years after end 

of bond premium 

NN-168-94 Documents accumulated 

from the execution, 

approval, administration, 
and termination of bonds 

covenng mdrvrduals who 

by virtue of their positrons 

are required by law or 

4 

Surety Bonding - Terminated 

Indemnity Bonds 

Federal Personnel Surety 

Bond Flies - purchased after 

December 31, 1955 

Ongmal mdernrutv bonds and related documents furnished by educational 

Institutions for care and safekeeping of Government property and terminated 

by the return of the property by the institution to DCMA 

Offlcial copies of bond and attached powers of attorney -Bonds purchased 

after December 31, 1955 

• 
131 

132 

17005c T GRS 06-ltem 

Destroy when bond 

becomes inactive or after 

the end of the bond 

6b premium period 

Federal Personnel Surety 

Bond Files, Other bond files 

including other copies of 

bonds and related 

documents 
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