INSPECTOR GENERAL
DEPARTMENT OF DEFENSE
400 ARMY NAVY DRIVE
ARLINGTON, VIRGINIA 22202-4704

November 7, 2007

INSPECTOR GENERAL INSTRUCTION 5015.2
RECORDS MANAGEMENT PROGRAM
FOREWORD

This Instruction provides the basic knowledge required for effective and efficient
management, maintenance and disposition of the Department of Defense Office of Inspector
General files and records within the Records Management Program. This Instruction has been
updated to reflect changes to, and approvals of, Records Disposition Schedules as provided by
the National Archives and Records Administration.

The Records Disposition Schedules established in Chapter 8 provide disposition
instructions that are in accordance with the General Records Schedule or Agency Approval cited
or is under appraisal by the National Archives and Records Administration. Those under
appraisal have the term “Disposition Pending’ following the disposition instructions and must be
retained until disposition is approved by the National Archives and Records Administration.
Those items marked with an asterisk (*) have been added or updated since the last issue. Close
attention should be paid to the first paragraph in each series of the Records Disposition
Schedules.

A new sub-item is included at the end of each series in all schedule series of records
Chapter 8 to provide disposition instructions for electronic mail, word processing and other
office automation copies maintained apart from the recordkeeping copy.

The office of primary responsibility for this Instruction is the Administration and
Logistics Services Directorate. This Instruction is effective immediately.

Stephen D. Wilson

Assistant Inspector General for
Administration and Management

FOR THE INSPECTOR GENERAL:

16 Appendices
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CHAPTER 1
GENERAL

A. Purpose

1. Assigns responsibility for the records management program under DoD Directive
5015.2, “DoD Records Management Program”. The laws governing the management of records
can be found in references (a) through (r). The references require agencies to establish and
maintain active, continuing programs for the economical and efficient management of agency
records.

2. Establishes procedures for the maintenance and disposition of records.

3. Prescribes the Records Disposition Schedules to be used for regular maintenance and
disposition of records.

B. References. References are listed in Appendix A.

C. Cancellation. This Instruction supersedes IGDM 5015.2, “Records Management
Program,” dated June 2000.

D. Applicability. The policies, procedures, guidelines, schedules and standards outlined
herein are mandatory and apply to all Components of the Office of Inspector General (OIG).
Further supplementation of this Instruction is neither required nor authorized. Specific
requirements of an individual Component should be provided to the Records Management
Officer (RMO) for inclusion in this document as well as for review for broader application.

E. Scope. This Instruction contains specific guidance and information applicable to the
creation, organization, maintenance, use and disposition of the OIG records.

F.  Definitions. Unique terms used in this Instruction are defined in Appendix B.

G. Acronyms and Forms. Acronyms are identified in Appendix C.

H. Policy

1. Create, maintain, and preserve information as records, in any media, that document the
transaction of business and mission in wartime and peacetime to provide evidence of the OIG
functions, policies, procedures, decisions, and activities.

2. Manage records effectively and efficiently while protecting the legal and financial
rights and interests of the Government and of persons affected by the Government’s activities.
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3. Manage all records in any media used for creation or storage, in accordance with
approved records schedules.

4. Filing records following the principle that identification or coding of records,
regardless of medium, is related to the function that they document. Each OIG Component or
office maintains the records that document the performance of each of its functions.

5. Requests for Equipment. Requests for filing equipment are submitted to the RMO for
review. The RMO coordinates the request with the Security Office and forwards the request,
with the recommended action, to the Supply Management Division (SMD). This review will
determine that:

a. The requirement for additional filing space cannot be obtained by disposing of
eligible records.

b. EXxisting equipment is properly used.

c. All records filed in the office are included in the Records Disposition Schedules
Chapter 8 and maintained as described in this Instruction.

d. All eligible records have been retired to the appropriate records storage facility, the
Washington National Records Center (WNRC) or the National Archives and Records
Administration (NARA).

6. General Services Administration (GSA) Approved Containers. Classified document
containers are used for storage of classified documents. A good security practice is to not file
unclassified documents in the GSA approved container that are unrelated to the classified
documents.

7. Records Retention. All OIG records will be kept for the period of time specified in the
Records Disposition Schedules in Chapter 8. These retention periods comply with retention
requirements established by NARA. For changes or additions to established records schedules,
follow the guidelines in Chapter 5, paragraph E, of this Instruction.

8. Filing Instructions. All records will be filed, maintained, transferred, and disposed of
following the guidelines in this Instruction. Records not maintained in accordance with this
Instruction, must be approved by the RMO.

9. Safeguarding Classified Documents. Reference (c) will be followed in all transactions
pertaining to classified documents.

10. Personal Papers. Personal papers are not subject to the provisions of reference (d),
which pertains to the maintenance and disposition of “official records.”

a. Personnel assigned to the OIG shall review papers periodically to ensure proper
maintenance, filing and separation of official records from personal papers.
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b. Presidential appointees and other officials in policy-making positions may donate
personal papers and extra copies of official papers that they created or acted upon during their
term of office to NARA or a Presidential Library for historical retention. After retirement, the
donor may have regular access to these documents, including those that are classified. The
donor has the prerogative of restricting access to others without his or her authorization.

c. Contact the RMO for further advice on personal papers.
11. Statutory and Regulatory Limitations
a. Classified Document Material. There is no provision for removal by the departing
official of classified material. Criminal statutes stipulate penalties for such removals. Limited

access arrangements for historical research purposes are allowed under reference (e).

b Restricted Data. No matter what its form, restricted data may not be removed.
Criminal penalties apply to violations. (See reference (f).)

12. Unauthorized Disposition of Records

a. Statutory Basis. Heads of Federal agencies are responsible for preventing the
unlawful removal, defacing, alteration or destruction of records. (See reference (d).)

b. Sanctions or Criminal Penalties.

(1) Unauthorized removal of any official record such as paper documents (books,
memos, forms, reports, maps, etc.) electronic records, audio visual (photographic, video, film)
shall be fined under reference (g) or imprisoned not more than three years, or both.

(2) Having the custody of any such record, proceeding, map, book, paper,
document or other, thing, willfully and lawfully conceals, removes, mutilates, obliterates, or
DESTROYs the same, shall be fined under reference (g) or imprisoned not more than three
years, or both; and shall forfeit his/her office and be disqualified from holding any office under
the United States.

c. Reporting Procedures. The OIG is required to report to NARA any unlawful or
accidental destruction, defacing, alteration or removal of records. (See reference (h).)

d. Exceptions. Personal papers are not governed by these provisions.

l. Responsibilities

1. The Inspector General (IG) has the responsibility to maintain an agency-wide
records management program to ensure compliance with the provisions of this instruction.
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2. The Assistant Inspector General for Administration and Management
(AIG-A&M) shall:

a. Direct and maintain the OIG Records Management Program and ensure that the
objectives and policies are efficiently and effectively implemented; and designate an individual
to administer the OIG Records Management Program.

b. Ensure effective control over the creation, organization, maintenance, use and
disposition of the OIG records, regardless of media.

c. Maintain a records holding area to encourage the cost-effective and timely removal
of inactive records from office space and to provide access to those records when necessary.

3. The Records Management Officer (RMO) shall:

a. Maintain a comprehensive records management program to ensure effective
control over the organization, maintenance, use, designation and disposition of records,
regardless of media.

b. Develop and apply standards, procedures and techniques to improve the
management of official records.

c. Ensure prompt retirement or disposal of temporary records and the timely transfer
of permanent valuable records under authorized schedules.

d. Oversee the efforts of the OIG Components in implementation of this Instruction
as the Federal Agency Records Officer to ensure compliance with the provisions of this chapter
and the Federal Property Management Regulations (FPMR).

e. Act as the liaison official with NARA and other Government Agencies on records
management matters.

f.  Make provisions for the continued analysis and improvement of records file
classifications, indexing systems and the use of filing equipment and supplies.

g. Ensure that the application of electronic, micrographic and other recordkeeping
technology within the OIG is managed economically and efficiently.

h. Monitor the acquisition of records management recordkeeping equipment, such as
computer systems, filing cabinets and micrographic equipment, to include final review and
recommendation to the AIG-A&M for approval or disapproval.

i. Exercise management control over the transfer of records to, and retrieval from,
the Federal Records Center.
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J. Issue retention and disposition standards for records maintained on electronic or
other media.

4. The OIG Component Heads shall:

a. Ensure the Records Management Program is implemented within their
Components.

b. Appoint in writing a Component Records Officer(s) (CRO) and Alternate
Component Records Officer(s) (ACRO) and submit the written appointment to the RMO.

c. Ensure appointment memos are updated upon the departure or change of the CRO
and ACRO.

d. Ensure CROs and ACROs are trained in the management of records and have
knowledge of applicable laws and regulations governing records management.

5. Component Records Officer(s) (CRO) and Alternate Component Records
Officer(s) (ACRO) shall:

a. Ensure records are maintained according to the schedules.
b. Ensure requested equipment is appropriate for the specific operations planned.

c. Ensure permanent records are preserved and transferred to NARA as provided by
the OIG Records Disposition Schedules in Chapter 8.

d. Ensure temporary records no longer needed in current office space are destroyed or
retired, as provided by the OIG Records Disposition Schedules.

e. Perform records management functions and serve as accountable records
custodians within the Component.

f. Actin liaison with the RMO.

h. Forward requests for filing equipment, and electronic records management
applications, or support to the RMO.

i. Ensure the policies and provisions of reference (i) are followed in the creation of
the OIG records.

J. Prepare all required forms used to retire or retrieve records to and from a records
center.
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6. The Chief Information Officer (C10) IRM Official shall:

a. Serve as the agency official responsible for the information resources management
program, (IRM); that is, the process of managing information resources to accomplish missions,
which encompasses both information itself and relatedresources, or assets, such as personnel,
equipment, funds and information technology.

b. Coordinate with the agency records officer to ensure that the design and
implementation of the agency’s information systems incorporate federal and agency records
management requirements.

7. The Systems Administrator shall:

a. Serve as the person primarily responsible for managing an information system.

b. Work with the records liaison officer, the records custodian, and others to ensure
that the design and implementation of the system incorporate federal and agency records
management requirements.

8. Office of Record. The physical location of record copies of documents is known as

the office of record. Each office of record is responsible for the custody, maintenance,
disposition and retirement of its records.

10
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CHAPTER 2
GENERAL FILE SYSTEM

A. FEiles Planning. In most cases, the OIG Components use decentralized filing. With this
approach, documents (files) are accumulated and maintained at the location where the need for
them is greatest and access is most convenient. An OIG Component may also establish a central
file system within its offices if it is more convenient and will better serve the entire organization.

1. Specialized files of the OIG should be centrally located.

2. Each office of record is responsible for the custody, maintenance, retirement and
disposition of its records. The custodian of the files should prepare written procedures
explaining where and how records are stored.

B. Locating File Areas. The first steps in the effective maintenance of records are to plan the
proper location of files, arrange files for ease of use and disposition, and establish procedures for
complete documentation. Files should be located to provide maximum availability and use, to
avoid duplication and assure the preservation of permanent records and the systematic disposal
of all others. For conservation of equipment and space, rapid and economical filing and
reference and the protection of records, consider:

1. Access. Records should be kept accessible so that maintenance of duplicate files is
unnecessary.

2. Security. Maintain classified material in security containers or secured areas
established in accordance with reference (j).

3. Space. Provide space that is sufficient for present and anticipated needs and suitable
for the requirements of files operation and protection. Consider the safety, health and morale of
records personnel when establishing files area space. Offices storing large quantities of paper
records must have fire protection, and approved by the OIG facilities staff. Systems selected to
manage electronic records, must comply with reference (0).

4. Placement. Position files equipment and supplies to provide control, smooth workflow
and convenience to the maximum number of users. Locate classified files and containers away
from windows and doors to prevent illicit acquisition of, or unauthorized access to, classified
information.

C. Records Value. Records are considered to be of temporary or permanent value depending
on their use as administrative tools, as legal or other official evidence, and as material for
historical or other research. In general, the records that are the most authoritative, informative
and valuable in conducting administrative operations are also the most important for historical or
other research purposes.

11
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1. Permanent Records. These are records appraised by the National Archives as having
sufficient historical or other value to warrant continued preservation by the Federal Government
beyond the time they are needed for administrative, legal or fiscal purposes. Only a small
portion of the total volume of records accumulated by an agency is of sufficient value to justify
preservation as part of the National Archives of the United States. At a specific time, physical
and legal custody of those records is transferred to the National Archives.

2. Temporary Records. These are records, approved by the National Archives, for
disposal immediately or after a specified period of time. They are disposable after the stated
periods of time indicated in the Records Disposition Schedules in Chapter 8.

3. Unscheduled Records. Unscheduled records are Federal records whose final
disposition has not yet been approved by NARA in either a General Records Schedule (GRS) or
a Program approved schedule. Unscheduled Federal records cannot be without being scheduled
and must be treated as Permanent records until NARA approves the disposition. These records
shall be brought to the attention of the OIG Records Manager for scheduling.

D. Functional Filing

1. The functional file system is based on the concept that each OIG Component
maintains records documenting the performance of each of its functions. Records are identified
and arranged following the principle that identification or coding of records, papers,
correspondence and communications is related to the function that they document.

2. The filing system applies to all records. Personal papers and non-records, such as
stacks of publications, blank forms, reference materials, and books in formally organized and
officially designated libraries, and reproduction material, such as camera ready master copies and
artwork, are not records and are excluded from these requirements. They should, however, be
organized in some logical manner for easy retrieval.

E. Functional Numbering System

1. The OIG filing system divides records or documents into functional series for ease of
reference and disposition. Each series of numbers (100 through 1000) relates to a major
functional area within the OIG. General correspondence related to that function is filed
immediately following the basic number. Appendix O contains an index of file categories within
a major function. Series identification, file number, descriptions and instructions for retention
and disposition are contained in the OIG Records Disposition Schedules in Chapter 8. The
current major groups with the appropriate numerical designation are:

100 Administration 600  Operational Services
200 Personnel Administration 700  Auditing

300 Planning and Management 800 Investigations

400 Budget and Finance 900 Inspections

500 IT Information and Management 1000 Intelligence

12
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If a requirement for a unique numbering system is required, other than the filing system that has
been established by the OIG, a request must be submitted to the RMO for approval.

F. File Arrangement

1. File arrangement concerns the relative position of one paper or group of related papers
to another paper or group of related papers within the filing system. This applies to records in all
media (paper, electronic, etc.). All offices create records that document actions taken,
commitments made, and results achieved. File arrangement is simply the relative positioning of
information in a file. Those records are assembled or consolidated in proper sequence to ensure
that related information is grouped together. Effective file arrangement ensures simple and
economical retrieval, and disposal or retirement of documents.

2. Within the OIG, a document is filed by the function to which it relates and not
according to the subject of the document. Within this major functional category, documents are
further arranged based on the primary way the file will be requested, such as by case or report
number, date, location, organization or topic. Within this arrangement, further subdivision may
be applied.

a. Numerical. Numerical files are identified and retrieved by a number, such as a
social security number, case or report number, purchase order or a requisition. Arrange files in
numerical sequence when they are identified and referred to by a number.

b. Chronological. Chronological files are identified and retrieved by date. Arrange
files in date sequence when the date is the primary means of reference. This method is useful for
keeping records in small, manageable groups, usually by year, month, and day. Reading and
suspense files are examples of files arranged by date.

c. Alphabetical. Alphabetical files are identified and retrieved by subject and name.

(1) Name. Arrange files alphabetically by names of persons, locations or
organizations.

(2) Geographical. Arrange files alphabetically by geographical 1ocation, such as
area, country, state or county, when the geographical location is the primary means of reference.
The files are first arranged in alphabetical sequence, using the main geographical area, such as a
state (Oklahoma, Texas, West Virginia). The second arrangement would be the next most
important subdivision required for reference, such as county or city (Oklahoma: Altus, OK;
Gotebo, OK; Mangum, OK; Texas: Amarillo, TX; Kingsville, TX; La Grange, TX).

(3) Organizational. Arrange files alphabetically by the name of the organization
when the organization is the primary means of reference. Organizational arrangement is an
alphabetical arrangement of organizations as they relate to each other.

(4) Subjective. Arrange files alphabetically by subject when the subject is the
primary means of reference.

13
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CHAPTER 3
FILING PROCEDURES

A. FEiles Control. The success of any filing system depends upon several basic steps. These
steps, known as files control, consist of establishing and following a list of the files maintained in
the office; arranging guides and folders in sequential order, preparing and filing documents,
retrieving papers from the files and charging them out, keeping the files orderly and removing
inactive or obsolete files according to the approved records disposition schedules. Each office of
record is responsible for the following filing procedures.

B. Office File Plan. A file plan is used as an organizing tool. A file plan offers many
benefits to include easier filing, consistant record practices, quick reference and records
dispositions, effectiveness, efficiency and overall improvement of a records program.

1. Prepare an office file plan that identifies the numbers and titles of all files maintained
in the office (Chapter 8).

2. Have the plan reviewed by the supervisor or office manager.

3. Forward the original and one copy of the plan to the RMO for review and approval.
The original will be returned to the office of origin and filed under the appropriate functional file
number.

4. Review the office plan and compare it with the records disposition schedules in
Chapter 8 annually to ensure that the plan is accurate and complete. If revision is necessary,
forward two copies of the revised plan as outlined above.

C. Guide Cards and File Folders

1. Guide cards. Use guide cards to identify and separate major file series or to identify
and support portions of a series. Type standard labels and attach them to the guide card tab. Do
not retire or discard file guides when disposing of files, they could be reused. The guide card
label should include the series number, title and CY or FY created.

2. File Folders. Use folders that are appropriate to the size of the documents being stored
in them. For example, do not use legal-sized folders to store letter-sized documents.

3. Preparation. Prepare folders only for those record categories currently needed.
D. Labels

1. Preparation. Type identifying data on standard labels. Include the file number, title,
year file created, cutoff (COFF) date and disposition instructions. Use subtitles if needed.

Special acronyms and filing definitions are found in Appendices B and C. Commonly accepted
abbreviations may also be used.

14
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EXAMPLE OF A FOLDER LABEL

File Number Title FY/CY Year File Created

Cutoff Date Disposition Date

100a  Admin Correspondence Files CY 05
COFF Dec 3105 DESTJan108

2. Placement. Place labels on file folders as follows:

a. Temporary files in the office of record or transferred to the WNRC. Place label
on the left side of the top edge of the folder.

b. Permanent files. Place label on right side of the top edge of the folder.

c. Privacy Act on File Labels. When the contents of a folder must be protected, in
accordance with reference (k), use 1G Form 5400.11-1, Enclosures Are Personal In Nature,
Privacy Act Information coversheet (Appendix D), or place the following statement adjacent to
the regular filing label: “WARNING! This information requires protection under the Privacy
Act of 1974” (reference (I)). To protect Privacy Act information, also use IG Form 5400.11-1.

E. Preparing Documents for Filing

1. Ensure that action has been completed and that documents are ready to file. Write
“file copy” or “record copy” on the right side of the document.

2. Ensure that the file is complete and that enclosures or related papers are included or
accounted for.

3. Remove and DESTROY identical, duplicate copies before filing. Ensure that
duplicate copies of such records retained for convenience are identified as such and any
duplicates or versions of records retained in computers that are no longer needed for reference
are deleted as per the dispositions stated within Chapter 8.

4. Remove mail control forms, classified cover sheets (only if classified material has

been removed or declassified), envelopes and routing slips unless they contain significant record
value.

15
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5. Mend or reinforce torn or frayed temporary papers with transparent tape. Do not tape
nor attempt to mend permanent documents. Upon retirement, torn or frayed permanent
documents should be supported as best as possible in file folders. The NARA personnel shall
mend such documents using methods and materials designed to ensure their preservation. (Glue
from tape discolors documents over time and contributes to information loss.)

6. Assemble related documents for filing in the order shown below.
a. The latest action on top.
b. The basic paper.
c. Endorsements, beginning with the earliest.
d. Enclosures in numerical order.
e. Supporting papers.

7. Staple related papers together in the upper left corner. Use pronged fasteners only
when the material is too thick to use wire staples or if precise arrangement of papers is important
in understanding the file.

8. Bring forward related papers. Combine papers of a later date with papers of an earlier
date only when reference requirements clearly require such action. Use DD Form 2861, Cross
Reference, (Appendix E), for papers brought forward to maintain continuity. A reference to an
earlier paper does not necessarily require that papers be combined. Examples of papers that are
not combined are:

a. Recurring reports with the policy documents requiring the report.

b. Applications with the policy document governing submission of the application.

c. Papers on the same subject that relate to different transactions, such as reports of
inspection of two different organizations.

F. Coding Papers for Filing. After documents have been prepared for filing, the next step is
to code or categorize them. Coding segregates the papers into logical categories for ease of
filing and finding. The OIG Component personnel shall adhere to the following guidelines for
identifying documents to be filed:

1. Exercise care in determining their administrative, legal, and research value to their
relationship to the organization; usefulness as archival documents; and the costs of keeping them.
See Chapter 8 and the office file plan for proper file number.

16
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2. Inselecting a file number, first determine the functional series that represents the
subject matter, and the specific subdivision.

3. Select the proper file designation by referring to the series and title descriptions listed
in Chapter 8.

4. Indicate the filing designation (file number) on the right margin of the document.

5. If the material being filed involves one or more subjects by which it may be requested,
indicate the cross-reference file number for the additional subject by placing it below the file
number shown for the major subject.

G. Cross-Reference. Use DD 2861, Cross Reference, (Appendix E), to locate documents
quickly when they are needed. A cross-reference is a paper filed under one classification and
date to show the location of material filed elsewhere. If the record may be requested by more
than one subject, place the cross-reference file number for the additional subject below the file
number of the major subject. The cross-reference number is preceded by an “X” to distinguish it
from the major subject file number and to indicate that it is a cross-reference (i.e., X325-50).

1. For small documents, write the cross reference number and the actual location file
number below it on an extra copy. File this copy under the cross-reference number.

2. For large amounts of material, prepare a file label and folder for the cross-reference
number. Staple the folder shut and file it under the cross-reference file number.

H. Filing Procedures

1. File papers loosely in the proper folder with the latest date in front. Use pronged
fasteners to attach papers to the folder when the files are frequently used, when sequence of
arrangement is of special importance or when all documents in the folder pertain to the same
transaction, case or project.

2. Keep folder labels visible by neatly arranging papers in the folders. When the
contents of a folder increases to the point that the papers begin to obscure the folder label, crease
the bottom front of the folder.

3. When the contents of a folder reaches three-fourths of an inch, begin a new folder.
Divide the material at a logical break point, such as at the end of the quarter, showing inclusive
dates on the folders. Place the new folder in front of the full folder.

4. Allow at least 4 inches of space in each active file drawer to permit sufficient working
space.
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5. File bulky material in a storage area suited to its size. For example, unclassified
documents maintained in a three-ring binder or large report volumes are best kept in a bookcase.
Maintain this material in file classification, date or serial number order. Mark bulky material
with storage location and file number to associate it with related papers kept in a file drawer.

I.  Labeling File Drawers and Containers. All file drawers and containers must be labeled.
Use discretion so that identification numbers or markings do not indicate the classification of the
stored material. Indicate only the major file series and inclusive dates of the material.

J  Classified Information. Classified files shall be safeguarded in accordance with
reference (c).

1. The interfiling of unclassified and classified information shall be restricted to the
information that directly supports, explains, or documents the record of the action or transaction.

2. Classified documents or materials shall be filed or stored in approved classified
containers, systems, or secure areas appropriate with the classification of the material to be
protected.

K. Chargeout Procedures. Prepare an OF 23, Chargeout Record card, (Appendix F), as a
substitute for documents or other records borrowed or permanently withdrawn from the files.
Place the chargeout card in the folder at the exact place where the material was filed so that the
“out” portion is visible. This identifies charged out files and simplifies refiling them. When
refiling charged out material, line out the entry on the card.
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CHAPTER 4
FILING EQUIPMENT AND SUPPLIES

A. FEiling Equipment. Filing equipment includes the containers, machines, devices and
furniture used for maintaining and servicing files, except Federal Records Center storage cartons
used for transferring records. In some cases, shelf filing equipment may be more appropriate
than filing cabinets for special storage. However, shelf filing is not authorized for storage of
classified material unless located within secured areas established and protected in accordance
with reference (j).

1. Use standard equipment listed in the General Services Administration (GSA) Store
Catalog, Federal Supply Schedules, and the Defense Services Fund Catalog when possible. Use
nonstandard equipment only when no standard equipment will satisfy the filing requirement.
The need for nonstandard equipment must be documented and its acquisition approved by the
Director, Administration and Logistics Services Division (ALSD).

2. Give careful consideration to the particular files operation before selecting file
cabinets. Five-drawer filing cabinets have been standardized because they provide 25 percent
more filing area than 4-drawer cabinets in the same amount of floor space.

3.  The CROs/ACROs shall contact the RMO for assistance in selecting the best
equipment for specific filing needs. For assistance in selecting appropriate storage containers for
classified material, contact the Office of Security.

B. Equipment Conservation. Equipment should meet office filing requirements. The
following procedures apply:

1.  When available, use reconditioned or used equipment.
2. Return excess equipment to supply for redistribution.

3. Avoid storing large amounts of blank forms, publications and office supplies in filing
cabinets.

C. Eile Supplies. File supplies include folders, guides, fasteners, labels, forms and other
related items used for maintaining and servicing files. To conserve folders and guides:

1. Limit the amount of material placed in folders and file drawers so that new materials
may be inserted and withdrawn without damaging the folders and guides.

2. Place folders and guides in drawers so that their bottom edges rest flat on the drawer
bottom. Reuse folders and guides whenever possible.

3. Contact the RMO if non-standard file supplies are required and for assistance in
determining what products will work best.
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CHAPTER 5
RECORDS DISPOSITION

A. General

1. Disposition of records includes the actions taken when records are no longer needed in
current office space. Disposition of temporary records means destruction at the end of a
specified period of time. Disposition of permanent records means the transfer of legal and
physical custody to the National Archives.

2. Disposition instructions provide the retention period for the files involved (for
example DESTROY or retire after a specified number of years after cutoff). Unless otherwise
indicated, the disposal date begins at the date the file is cutoff or closed. Disposition helps to
preserve records of continuing value, systematically eliminate unnecessary records and remove
inactive records from office space to lower the cost of storage space and reduce the cost and
effort of recordkeeping.

3. The Federal Records Center (FRC) Notification to Dispose of Records. The FRC
notifies the RMO 90 days before scheduled destruction by mailing a Notice of Eligibility of
Disposal Form, (NA Form 13001). The RMO will distribute a copy of