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1.  Purpose.  In accordance with (IAW) references (a) through (c), this manual: 
 
 a.  Is a companion to reference (d), “Joint Staff and Combatant Command 
Records and Information Management Manual:  Volume I – Procedures.” 
 
 b.  Provides guidance for applying the disposition authority of the National 
Archives and Records Administration (NARA) General Records Schedules (GRS) 

and the Joint Staff (JS) Mission Records Schedules (MRS). 
 
 c.  Establishes mandatory retention requirements for administrative, 
mission, and policy documents. 
 
 d.  Establishes records disposition schedule policy that constitutes the 
authority for retention, transfer, temporary or permanent retirement, and/or 
destruction of record and non-record materials in digital and analog formats. 
 
2.  Superseded/Cancellation.  CJCSM 5760.01A, Vol II, 13 July 2012, is 
hereby superseded. 
 
3.  Applicability.  This manual applies to the JS, the Combatant Commands 
(CCMDs), and Chairman’s Controlled Activities (CCAs) that are assigned JS as 
their primary supporting and funding agent (hereinafter “specified CCAs”).  The 
two CCAs that currently fall in this category are the National Defense 
University (NDU) and Joint Requirements Office – Chemical, Biological, 
Radiological, and Nuclear Defense (JRO-CBRND). 
 
 a.  Exception.  U.S. Special Operations Command (USSOCOM) Service 

components will maintain records generated because of component 
expenditure of Major Force Program-11 funds, separate from Service records, 
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and will control them IAW this manual.  This schedule excludes the Service 

components assigned to the CCMDs and other functional components or 
operational forces consisting of members of a single Service. 
 
 b.  This manual applies to all personnel and contractors within the JS, 
CCMDs, and specified CCAs who assume responsibility for the creation (or 
receipt), maintenance and use, and disposition of records and non-record 
materials in digital and analog formats.  The specified CCAs are subject to the 
oversight of the JS records management program and must apply the 
combined JS, CCMD, and CCA records retention schedule.  All other CCAs will 
follow their assigned executive service retention schedule. 
 
4.  Procedures.  See Enclosures A thru D. 
 
5.  Summary of Changes.  This manual has been re-written in its entirety. 
Significant updates include: 
 
 a.  Reorganization of the manual into two mandatory retention schedules: 
 
  (1)  Applying the NARA GRS for administrative records common to all 
federal organizations. 

 
  (2)  Applying the JS MRS, which is unique to the JS, CCMDs and the 
specified CCAs. 
 
 b.  New disposition authorities, included as lists of records and non-record 
materials exceptions, that do not fit into any of the subseries or are records 
that have event-driven dispositions. 
 
 c.  Incorporating the 1300 Series, Academic Affairs, which is meant to be 
available for use by any JS or CCMD activity that operates as a school or 
university or for the purposes of education. 
 
6.  Releasability.  UNRESTRICTED.  This directive is approved for public 
release; distribution is unlimited on the Non-classified Internet Protocol Router 
Network (NIPRNET).  DoD Components (to include the CCMDs), other Federal 
agencies, and the public may obtain copies of this directive through the 
Internet from the CJCS Directives Electronic Library at: 
<http://www.jcs.mil/library>.  JS activities may also obtain access via the 
SECRET Internet Protocol Router Network (SIPRNET) Directives Electronic 
Library web sites. 
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For the Chairman of the Joint Chiefs of Staff: 

MICHAEL L. DOWNS, Maj Gen, USAF 
Vice Director, Joint Staff 
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ENCLOSURE A 

 
RECORDS DISPOSITION OVERVIEW 

 
1.  Federal agencies are required by law (the Federal Records Act of 1950, as 
amended and codified in title 44, U.S. Code) to adequately document their 
missions, functions, policies, procedures, decisions, and transactions.  
Oversight responsibilities for records management programs are shared by 
NARA, the Office of Management and Budget (OMB), and the General Services 
Administration, which issue regulatory requirements to ensure proper, 
consistent recordkeeping across Federal agencies. 
 
2.  The JS Records and Information Management (RIM) program is discussed in 
reference (e).  Listed below are roles and responsibilities within the JS RIM 
program: 
 
 a.  The RIM program is executed by the Records and Research Branch  
under the direction of the Chief, Information Management Division; Secretary, 
Joint Staff; and Director of Management (DDOM).  The DDOM is appointed by 
the Director, Joint Staff as the Senior Agency Official for Records Management, 
who has the authority to appoint the JS Chief Records Officer (CRO). 

 
 b.  The JS CRO is the liaison between the CCMDs and the specified CCAs 
and the Office of the Secretary of Defense, OMB, and NARA.  The CRO partners 
with stakeholders within the Office of Information Technology Planning; 
Architecture; Knowledge Management; Data Management; and E-Government; 
and leaders under the Chief Information Officer of the DoD. 
 
3.  The JS CRO’s responsibility is to: 
 
 a.  Enable Command Records Managers and Records Liaisons to make 
informed decisions. 
 
 b.  Establish effective controls over all records and non-record materials in 
the agency's custody. 
 
 c.  Prepare, obtain approval of, and apply an up-to-date comprehensive 
schedule for all agency records and non-record materials. 
 
 d.  Participate in the development of electronic and other recordkeeping 
systems to ensure proper disposition. 
 
 e.  Assist and advise agency officials regarding records disposition matters. 
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 f.  Act as a liaison with NARA for records disposition program direction. 

 
 g.  Train staff as necessary to properly carry out records disposition 
responsibilities. 
 
 h.  Evaluate records disposition program results to ensure adequacy, 
effectiveness, and efficiency. 
 
4.  Additionally, records managers should participate in the design and 
development of recordkeeping systems to ensure the proper disposition of 
recorded information, to include retention planning, which comprises 
identifying groups of data, associated records schedule items, their sources, 
accountable information owners, and responsible stewards for the data housed 
in each system.  This information is necessary to develop processes and 
workflows to successfully manage the information across its lifespan.  At the 
fundamental level, information product creators and end-point users, whether 
automated or human, must be able to link a record to a record schedule item 
when using the system. 
 
5.  During electronic records planning, information technology (IT) providers 
and customer technical staff must plan for maintenance of the lifecycle of 

records across consecutive systems IAW reference (e).  To support the full 
lifespan, IT providers and vendors are accountable for providing functionality 
for lossless data ingestion for immediate use and export of records.  Third party 
systems owners must include language on records management obligations in 
the contract. 
 
6.  Records are government property, and the Archivist of the United States has 
sole authority for the disposition of federal records.  The necessary measure of 
protection for government documents and records is provided by title 18, U.S. 
Code, section 2071 (reference (f)).  Section 2071(a) contains a broad criminal 
prohibition against destruction of government records or attempts to destroy 
such records. 
 
7.  This section provides that whoever willfully and unlawfully conceals, 
removes, mutilates, obliterates or destroys; or attempts to conceal, remove, 
mutilate, obliterate or destroy; or carries away with intent to conceal, remove, 
mutilate, obliterate or destroy any record, proceeding, map, book, paper, 
document or other thing deposited in any public office may be punished by 
imprisonment for three years, a $2,000 fine, or both.  Under no circumstances 
shall personnel who are departing or transferring from the JS, CCMDs, 
specified CCAs, or permanently established joint commands remove 
government records from agency custody without prior approval.  JS and 
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specified CCA personnel departing or transferring may request copies of 

government business records with the prior approval of the JS Release of 
Information Officer.  CCMDs and permanently established joint commands 
follow internal guidance for similar requests by departing or transferring 
personnel. 
 
8.  All records and information have a retention period that is based on the 
value of the information to the organization, which includes business, mission, 
legal, and historical considerations.  Records are categorized as transitory (i.e., 
routine records of short-term value to the government); intermediary (i.e., those 
involved in creating a subsequent record); or of varying value requiring 
retention from six months to indefinitely as permanent records. 
 
9.  The JS MRS, approved by the Archivist of the United States, provides 
mandatory instructions for records disposition to all JS, CCMD, and specified 
CCAs personnel.  Records disposition is a comprehensive term and an integral 
part of records management.  The disposition instructions state whether 
individual series of records are permanent or temporary, as well as how long to 
retain the records.  Records with historical value, identified as permanent, are 
transferred to the National Archives of the United States at the end of their 
retention period.  All other records are categorized as temporary and are 

eventually destroyed IAW the GRS or JS MRS. 
 
10.  Proposed mission disposition schedules are submitted to the JS CRO for 
review and to obtain concurrence from NARA for approval.  Disposition 
schedules must follow established approval procedures before being used. 
Proper implementation involves issuing the approved records schedule as an 
agency directive, training employees to use it, and carefully applying the 
schedule’s provisions to both permanent and temporary records.  The 
schedule’s final objective is to ensure the authorized, appropriate, and timely 
disposition of the agency’s records.  Besides being developed and implemented, 
the schedule needs to be reviewed at least annually and updated whenever 
necessary. 
 
11.  NARA has strict requirements to ensure that all electronic records (e- 
records) are identified and scheduled.  Records disposition schedules are 
developed by the records management community in coordination with subject 
matter experts, and accomplish several records management tasks: 
 
 a.  Assign retention periods. 
 
 b.  Establish subject categories for records. 
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 c.  Provide instructions for how records are to be organized and destroyed. 
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ENCLOSURE B 

 
APPLYING THE NARA GENERAL RECORDS SCHEDULES 

 
1.  The Archivist of the United States issues the GRS to provide disposition 
authority for records common to several or all agencies of the federal 
government. 
 
2.  The GRS records common in the federal government are administrative 
type.  They are created in carrying out general, non–mission-related functions 
that keep an office operating.  Examples of this record type are records tracking 
employee time and attendance, personnel hiring, bill paying, supply 
monitoring, vehicle maintenance, information technology processes, security, 
and a myriad of housekeeping tasks. 
 
3.  The GRS offers nearly complete coverage of record types.  These records 
document functions common to the entire federal government (or at least wide 
swaths of it).  NOTE:  GRS items listed below in Figure 1 can be used by any 
agency since they are scheduled for retention government wide: 
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Figure 1.  GRS List of Common Record Items 

1.0 Finance 
1.1 Financial Management and Reporting Records 
1.2 Grant and Cooperative Agreements Records 
1.3 Budgeting Records 

2.0 Human Resources 
2.1 Employee Acquisition Records 
2.2 Employee Management Records 
2.3 Employee Relations Records 
2.4 Employee Compensation and Benefits Records 
2.5 Employee Separation Records 
2.6 Employee Training Records 
2.7 Employee Health and Safety Records 
2.8 Employee Ethics Records 

3.0 Technology 
3. l General Technology Management Records 
3.2 Information Systems Secw-ity Records 

4. 0 Information Management 
4. l Records Management Records 
4 .2 Information Access and Protection Records 
4 .3 (Rescinded) 
4.4 Library Records 
4.5 Digitizing Records 

5.0 General Operations Support 
5. l Common Office Records 
5.2 Transitory and Intermediary Records 
5.3 Continuity and Emergency Planning Records 
5.4 Facility, Equipment, Vehicle, Property, and Supply Records 
5.5 Mail, Printing, and Telecommunication Service Management Records 
5.6 Security Records 
5.7 Administrative Management and Oversight Records 
5.8 Administrative Help Desk Records 

6.0 Mission Support 
6.1 Email Managed under a Capstone Approach 
6.2 Federal Advisory Committee Records 
6.3 Information Technology Records 
6.4 Public Affairs Records 
6.5 Public Customer Service Records 
6. 6 (Rescinded) 
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4.  An example of GRS 4.1, Records Management Records, is below in Figure 2. 

 
 

 
Figure 2.  Example of GRS 4.1 Records Management Records 

 
5.  Agencies must include the disposition authority number to transfer 
permanent records to NARA and when destruction of records is appropriate.  
Agencies must retain a disposition log or tracking tool to retain for reference 
post destruction to ensure there is a record of destruction/deletion available 
upon request, as shown below in Figure 3. 
 
 
 
 
 
 
 
 
 
 
 
 

G ENERAL RECORDS SCHEDULE 4 . 1 : Records M a n agement Records 

This schedule covers records created and maint ained by Federal agencies that relat e to the manag ement of record s and Informat ion. It Includes records 
related to tracking and controlling agency record s and documents, records management., forms management , and managing vital or essentlal records. 

Agencies must offer any records creat e d p r ior t o January 1., 1921, to the National Archives and Records Administration (NARA) before applylng 
disposit ion Instructions In this schedule. 

Item Records Title /Descript ion Dispositio n 
lnstr-uctlo n 

0 10 Tra ck i ng a nd contro l records. Temporary. Destroy 
Records used t o provide acoess 12 and control of record s authorized for dest ruction by the GRS or a when no tonger 
NARA-approved records schedule. Includes: n eeded. . Indexes . llsts . registers . tnventorles . logs 
Exclusion 1: This schedule excludes records containing abstracts of records content or other Informat ion 
that can be used as an Information sou rce apart from the related records. 

Exdu sion 2: Th is authority does not apply to tracking and conttol recotds relat ed to records schedu led 
as permane nt . The value of these records varies, so tracking and control records related to permane nt 
rec:ords must be scheduled. 

020 Records m a n agem ent p rogram reco rds. Temporary. Dest roy 
Records relat ed to the policies, procedures, and management of agency business records from creat ion no sooner than 6 
to eventual d isposition. Includes records c.reated and maintained while planning, managing, evaluating, years after the 
administering, and performing t he function of agency records management. Activ ities include: p roject, activity, or . providrng o versight of ent i re records management program transaction ls . transferring, destroying, and retrieving records completed or . Invent orying records and conducting records surveys superseded, but . schedullng records longer retentton Is . provid ing other records management services to customer units (such as record s authorized If needed 

st orage/reference assist ance, and tec-hnlcal assistance wit h flies plans and o ther records for business use. 
management questions) . conducting records "clean out" days 

Disposition 
Authority 

DAA-GRS-
2013-0002-
0016 

DAA-GRS-
2013--<X>02-
0007 
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Figure 3.  Example of Disposition Tracking Log for Destruction 

 
6.  Additional information about the GRS, including FAQs for each individual 
GRS, are located on the GRS web page at <https://www.archives.gov/records- 
mgmt/grs>. Questions about the GRS can be emailed to: <GRS_Team@nara. 
gov>. 
 
 
 
 
 
 
 
 

UIIClASSlflEO 

JOINT STAFF DOCUME1VT DESTRUCTION LOG 

-------■■ 
Notific.ition Date: 1012412023 

Transfer Number (If Applicable): NIA 

JS POC: Justin Farmer 

Disposition AuthOrity: CJCSM 5760.01A, Vol. II, bucket 0200-06 

Series Description: GO/FO Olf1ce Files 1999 or before 

Disposition Code: Temporary 

Date of Disposal: 10/24/2023 

Actu.il Volume: 4 cubic feet 

Begin-End Container # (If applicable): 

Disposal Approver: PATRICIA CAPERS 

G Disposition Approved D Disposition Not Approved 
(Place an -x• in either box lo indicate the choice made.) 

SIGNATURE: p~ A ~ TITLE: JS Chief Rec0<ds Officer DATE:Oct24.2023 

Reason(s) For Decline: (if applicable): _ _____________________ _ 
New Disposition/Review Date (Required if destruction declined): ______________ _ 

UIIClASSlflfO 
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ENCLOSURE C 

 
APPLYING THE JS MISSION RECORDS SCHEDULES 

 
1.  The value and final disposition of federal records is determined through an 
appraisal process.  The appraisal process requires records collections to be 
assessed for inclusion in an agency’s archive as temporary or permanent.  This 
determination is governed by the JS MRS or the GRS, which are approved by 
the Archivist of the United States.  Those records series designated as 
“permanent records” warrant continued preservation and are transferred to 
NARA.  The National Archives then maintains legal and physical custody of 
permanent records to document the agency’s lines of business. 
 
2.  The JS MRS provides mandatory disposition instructions regarding how to 
maintain the agency’s operational records and what to do with them when they 
are no longer needed for current business.  The disposition instructions state 
whether individual series of records are permanent or temporary, as well as 
how long to retain the records.  Permanent records are transferred to The 
National Archives of the United States at the end of their retention period.  All 
other records are categorized as temporary and are eventually destroyed IAW 
the JS MRS or the GRS.  The JS MRS is organized into 14 functional 

categories, named “Series Buckets,” each of which have subseries that roughly 
reflect the JS mission and administrative functions. 
 
3.  The JS MRS Series Buckets listed in Figure 4 are common to the JS, 
CCMDs, and specified CCAs. 

Figure 4.  JS MRS Series Buckets 

0000 Series Bucket- Joint Staff Top 4 and Combatant Command Headquarters 
Records 

0100 Series Bucket- Organization, Manpower, Committee, and Board Records 
0200 Series Bucket - Personnel and Payroll 
0300 Series Bucket - Intelligence and Security 
0400 Series Bucket - Military Justice, Legal, Protocol, and Public Affairs 
0500 Series Bucket - C2, Operations, Planning, and Exercises 
0600 Series Bucket - Logistics, Acquisitions, Supply, Services, Budget, and Safety 
0700 Series Bucket - Communications, Cryptology, and Electronics Policies, 

Procedures, and Reports 
0800 Series Bucket - International 
0900 Series Bucket - General Administration and Management 
1000 Series Bucket - Information Technology Procurement, Planning, Operations 

and Management 
1100 Series Bucket - Medical 
1200 Series Bucket - Reserved 
1300 Series Bucket - Academic Affairs 
1400 Series Bucket - Reserved 
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4.  This records schedule is written to authorize the disposition of the records 

in any media (media neutral).  Agencies must include the disposition authority 
number to transfer permanent records to NARA and dispose of temporary 
textual or electronic records or store them while awaiting disposition.  The 
disposition authority number can be found in the JS MRS.  The JS MRS 
documents collections of unique records as a series, both electronic and 
analog.  Managing records as a collection, group, or series conveniently enables 
better control and monitoring.  Examples of record series are personnel, client 
case files, project research files, equipment maintenance and repair records, 
and procurement files.  These records are related to functional activities of the 
organization, identify temporary and permanent records, and provides 
mandatory instructions for the retention and disposition (retirement or 
destruction) of each records series based on their temporary or permanent 
status.  Again, each JS MRS is approved by the Archivist of the United States. 
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APPENDIX A TO ENCLOSURE C 
 

JS MISSION RECORDS SCHEDULE 
 

 
 
 
 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-02 0000 Series Working Papers & Office Administrative Records 
Bucket - Working papers and office administrative records of the JS Top 4 and CCMD HQ that document routine administrative and 
Joint Staff organizational decisions, actions, and processes. Records include, but are not limited to the below list: 
Top4and 
Combatant 
Command HQ 
Records 

0000-02A 0000 Series A. Official JS Case Files and Papers - Temp Destroy / Delete 3 years Destroy / Delete 
Bucket - Reference copies maintained by any activity. 3 years after 3 years after 
Joint Staff cutoff. cutoff. 
Top4and 
Combatant 
Command HQ 
Records 

0000-02B 0000 Se1ies B. SJS Information Memorandums - Temp Destroy /Delete 3 years Destroy /Delete 
Bucket - Reference copies maintained by all other JS activities. 3 years after 3 years after 
Joint Staff cutoff. cutoff. 
Top4and 
Combatant 
Command HQ 
Records 

0000-02C 0000 Series C. CJCS Memorandums - Reference copies Temp Destroy / Delete 3 years Destroy / Delete 
Bucket - maintained by any activity. 3 years after 3 years after 
Joint Staff cutoff. cu toff. 
Top 4 and 
Combatant 
Command HQ 
Records 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-02D 0000 Series D . Memorandums Issued in the Name of the Temp Destroy /Delete 3 years Destroy /Delete 
Bucket- Chairman, Joint Chiefs of Staff {MCM} or in the Name of the Joint 3 years after 3 years after 
Joint Staff Chiefs of Staff - Reference copies maintained by any activity. cutoff. cutoff. 
Top 4 and 
Combatant 
Command HQ 
Records 

0000-02E 0000 Series E. DJS Memorandums {DJSMs) - Reference Temp Destroy / Delete 3 years Destroy /Delete 
Bucket- copies maintained by all other JS activities. 3 years after 3 years after 
Joint Staff cutoff. cu toff. 
Top 4 and 
Combatant 
Command HQ 
Records 

0000-02F 0000 Series F. SJS Memorandums (SMs) - Reference Temp Destroy / Delete 3 years Destroy / Delete 
Bucket- copies maintained by any activity. 3 years after 3 years after 
Joint Staff cutoff. cu toff. 
Top 4 and 
Combatant 
Command HQ 
Records 

0000-02G 0000 Series G. Joint Publications {JT Pubs) and Joint Temp Destroy / Delete 3 years Destroy / Delete 
Bucket - Administrative Publications {JT Admin Pubs) - JT Pubs 3 years after 3 years after 
Joint Staff administrative files consisting of printing job order requests, cutoff. cu toff. 
Top 4 and letters to the military Services pertaining to distribution formats, 
Combatant JS Forms 48 (Distribution Au thorization Sheet), and 
Command HQ miscellaneous administrative papers that are superlluous to the 
Records JS case file maintained by J -7 as current working files. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Tvl>e Instructions Instructions Period 

0000-02H 0000 Series H. Joint Staff Instructions (JSI), Manuals Temp Destroy / Delete 3 years Destroy /Delete 
Bucket- (JSM). Notices (JSN). and Joint Administrative Instructions (JAD 3 years after 3 years after 
Joint Staff Top - Manuscripts, annual reviews, coordination papers, and cutoff. cutoff. 
4 and administrative background papers used in issuing 
Combatant JSI/JSM/JSN/JAis maintained by the office of primary 
Command HQ responsibility (OPR) as backup material for published 
Records JSI/ JSM/JSN/ 

JAis. 

0000-021 0000 Series I. JS Agenda Files - agenda items, briefing Temp Destroy / Delete 3 years Destroy /Delete 
Bucket-Joint sheets and slides, attendance records, photographs, and other 3 years after 3 years after 
StaffTop 4 and similar or related materials maintained by any activity for cutoff. cutoff. 
Combatant reference. 
Command HQ 
Records 

0000-02J 0000 Series J . Directorate Instructions, Manuals, and Temp Destroy /Delete 3 years Destroy / Delete 
Bucket-Joint Notices (J-#ls, J -#Ms, J -#Ns) - Publications for use solely within 3 years after 3 years after 
StaffTop 4 and a directorate, consisting of: edited manuscript and copy of printed cutoff. cutoff. 
Combatant publication and changes; request for issuance of forms; 
Command HQ documents showing coordination, comments, and actions 
Records affecting the publication; printed copy of each form prescribed by 

the publication including copy of request for approval and 
development of forms; original of the latest form showing annual 
or special reviews; and any other documentation pertaining to 
issuance of the publication maintained by the MILSEC as the 
official JS record copy. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-02K 0000 Series K. JS Division and Below Numbered Temp Destroy / Delete 3 years 3 years Destroy/ Delete 3 years 
Bucket- Joint Memorandums - Memorandums issued by after cutoff. after cutoff. 
StaffTop 4 and divisions to coordinate and process actions in 
Combatant response to internal taskings, serially numbered 
Command HQ beginning with "l" during each CY (e.g., LRDM-1-
Records 84) maintained by the MILSEC or division in the 

master record file as the official record copy. 
(Note: Provide background materials directly 
related to a JS paper to IMD for incorporation 
into official JS case file for disposition in 
accordance with 0000-04A). 

0000-021 0000 Series L. Combatant Command CommanderL Temp Destroy / Delete 3 years 3 years Destroy/ Delete 3 years 
Bucket - Joint De12u!Y CommanderLChiefofStaff after cutoff. after cutoff. 
StaffTop 4 and Corres12ondence - Reference copies of Command 
Combatant Policy memorandums and all correspondence, 
Command HQ briefings, reports, and background materials. 
Records 

0000-03 0000 Series Management and Program/ Operations Records 
Bucket - Joint Management and Program/ Operations records which document the program/ operations, management processes, and on-
StaffTop 4 and going activities of the JS Top 4 and CCMD HQ. Records include, but are not limited to the below list: 
Combatant 
Command HQ 
Records 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-03A 0000 Series A. Official JS Case Files and Pa.12ers - Held Temp Destroy/ Delete 7-10 years Destroy / Delete no less 
Bucket - by J-3/Reconnaissance Operations Division (ROD), J - no less than 7 than 7 years and no 
Joint Staff Top 3/ Special Operations Division (SOD), years and no more than 10 years 
4 and J -3/ Joint Operations Division (JOD), or any other JS more than 10 after cu to ff. 
Combatant activity in SCI channels and special control programs. years after cutoff. 
Command HQ (Note: Disposition in this sub-bucket refers to all copies 
Records that are not the official record copy). 

0000-03B 0000 Series B. DJS Memorandums - held by J -33/ ROD, Temp Destroy/ Delete 7-10 years Destroy / Delete no less 
Bucket - J -3/ SOD, J -3/ JOD, or any other JS activity in special no less than 7 than 7 years and no 
Joint Staff Top control channels other than SCI, e.g., limited years and no more than 10 years 
4 and distribution papers. (Note: Disposition in this sub- more than 10 after cutoff. 
Combatant bucket refers to all copies that are not the official record years after cutoff. 
Command HQ copy). 
Records 

0000-03C 0000 Series C. CJCS Instructions (CJ CSisl, Manuals Temp Destroy/ Delete 7-10 years Destroy / Delete no less 
Bucket - (CJCSMsl, Notices (CJcsm and Memorandums of Policy no less than 7 than 7 years and no 
Joint Staff Top (MOPs) - the duplicate set ofrecords retained for years and no more than 10 years 
4 and relocation and reconstitution purposes at the Relocation more than 10 after cutoff. 
Combatant and Reconstitution Section, Ft Ritchie, MD. years after cutoff. 
Command HQ 
Records 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-03D 0000 Series D. National Security Council (NSC) - NSC Temp Destroy/ 7-10 years Destroy / Delete no 
Bucket - documents and related materials concerning NSC matters Delete no less less than 7 years 
Joint Staff maintained by other JS/CCMD activities other than NSC Affairs than 7 years and no more than 
Top 4 and Office. Also, memorandums directing studies and/ or relaying and no more 10 years after 
Combatant NSC decisions for implementation that are circulated by a Seivice than 10 years cutoff. 
Command HQ memorandum maintained by other JS/ CCMD activities other after cutoff. 
Records than NSC Affairs Office. 

0000-03E 0000 Series E. Joint Reguirements Oversight Council Temp Destroy/ 7-10 years Destroy /Delete no 
Bucket-Joint Records - Routine administrative support documents relating Delete no less less than 7 years 
Staff Top 4 and to the JROC maintained by the Joint Staff as the official record than 7 years and no more than 
Combatant copy and no more 10 years after 
Command HQ than 10 years cutoff. 
Records after cutoff. 

0000-03F 0000 Series F . Joint Warfighting Cauabilities Assessment Temp Destroy/ 7-10 years Destroy /Delete no 
Bucket-Joint and Reguirements Generation System [RGS) Process Records - Delete no less less than 7 years 
StaffTop 4 and Official JROC than 7 years and no more than 
Combatant pre-decisional internal staffing and tasking correspondence and no more 10 years after 
Command HQ (JROC Staff Memorandums) maintained by the Joint Staff as than 10 years cutoff. 
Records the official record copy. (Note: Also known as Functional after cutoff. 

Capabilities Board documents per CJCSI 5123.0lfj. 

0000-03G 0000 Series G. Joint Exuerimentation Records - Routine Temp Destroy/ 7-10 years Destroy / Delete no 
Bucket- Joint and administrative activities and events relating to the Joint Delete no less less than 7 years 
StaffTop 4 and Experimentation Program maintained by the J oint than 7 years and no more than 
Combatant Staff/Combatant Command as the official record copy. and no more 10 years after 
Command HQ than 10 years cutoff. 
Records after cutoff. 
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- - -·--- --- - . - . 
Record No Record Description Record Disposition Instructions Cutoff Retention 

No-Title Type Instructions Period 
0000-03H 0000 Series H. Directorate Numbered Im12lementing Temp Destroy /Delete no less 7-10 years Destroy / Delete no 

Bucket-Joint Memorandums {J-#As) Referred to as J - than 7 years and no more less than 7 years 
StaffTop 4 and #Ms/J -#DMs me-1991) - memorandums than 10 years after cutoff. and no more than 
Combatant from the J S directorates to addressees below 10 years after 
Command HQ Assistant Secretary of Defense (ASD)-level or cutoff. 
Records to Vice Director, Joint Staff, or Director, Joint 

Staff, for other action. Held by the J -
directorate or offices within the J -directorate 
in SCI channels as the official JS record copy. 
(Note: Provide background materials directly 
related to a JS paper to RRB for incorporation 
into official JS case file for disposition in 
accordance with 0000-04-A). 

0000-031 0000 Series I. Directorate Numbered Im12lementing Temp Destroy / Delete no less 7-10 years Destroy /Delete no 
Bucket- Joint Memorandums {J-#As) Referred to as J - than 7 years and no more less than 7 years 
StaffTop 4 and #Ms/J-#DMs ure-1991) - memorandums than 10 years after cutoff. and no more than 
Combatant from the JS directorates to addressees below 10 years after 
Command HQ ASD-level or to Vice Director, Joint Staff, or cutoff. 
Records Director, Joint Staff, for other action. Held by 

offices within the directorates in special 
control channels other than SCI as the official 
JS record copy, e.g., limited distribution 
papers. (Note: Provide background materials 
directly related to a JS paper to IMD for 
incorporation into official JS case file for 
disposition in accordance with 0000-04-A) . 
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Record No Record Description Record Disposition Instructions Cutoff Retention 
No-Title Type Instructions Period 

0000-03J 0000 Series J . Directorate Numbered Im11lementing Temp Destroy /Delete no less 7-10 years Destroy /Delete no 
Bucket - Joint Memorandums {J-#As) Referred to as J - than 7 years and no more less than 7 years 
StaffTop 4 and #Ms/ J -#DMs 11re-199 1) - Directorate than 10 years after cutoff. and no more than 
Combatant Implementing Memorandum consisting of 10 years after 
Command HQ memorandums from the JS directorates to cutoff. 
Records addressees below ASD-level or to Vice 

Director, Joint Staff, or Director, Joint Staff, 
for other action. They are signed by the J -
Director, or his designee maintained by the 
MILSEC as the official record copy 

0000-03K 0000 Series K. Transmittal Memorandum - Temp Destroy / Delete no less 7-10 years Destroy /Delete no 
Bucket - Joint Memorandums issued by directorates and than 7 years and no more less than 7 years 
StaffTop 4 and signed by the MILSECs used to coordinate than 10 years after cutoff. and no more than 
Combatant and process actions under CJCSI 5711.0lD 10 years after 
Command HQ within the Joint Staff, to Defense agencies and cutoff. 
Records the Services, numbered using the same 

number as the related JS Form 136 
maintained by the MILSEC as the official 
record copy. (Note: Provide background 
materials directly related to a JS paper to RRB 
for incorporation into official JS case file for 
disposition in accordance with 0000-04-A). 
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- - -·---- - -- - - . 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04 0000 Series Permanent Mission and Function Records - This series contains JS Top 4 and CCMD records that docW11.ent policies, 
Bucket - Joint plans, procedures, and significant activities that have permanent historical value. These records document key actions, 
StaffTop 4 and decisions, functions, and operations relating to the mission of the organization. Records include, but are not limited to: 
Combatant 
Command HQ 
Records 

0000-04A 0000 Series A. Official JS Case Files and Pa2ers - Case Penn Transfer paper 25 years Transfer paper 
Bucket - Joint files consisting of: serially numbered case files of the records to the records to the 
StaffTop 4 and permanent record copy of all JS serially numbered National Archives 25 National Archives 
Combatant papers published by the Secretary, Joint Staff, that bear years after cutoff, 25 years after 
Command HQ a Joint Chiefs ofStaff(JCS) or SJS serial number (JCS after declassification cutoff, after 
Records 1234/ 567, SJS 1234/ 567, SJS 9X-12345, and XX- review. declassification 

12345) containing substantive long-term historical Transfer audio-visual review. Transfer 
value, with all related background papers, Notes to records to the audio-visual 
Holders, Corrigendlll11., Changes, Decision Notices, and National Archives 7 records to the 
JS Forms 136; CMs; MCMs; JCS Memorandlll11.s; years after cutoff, National Archives 
MJCSs; DJSMs; Joint National Security Memorandlll11.s; after declassification 7 years after 
SMs; MOPs; JS Pubs; CJCS/ JS sends messages with review (36 CFR cutoff, after 
related background papers, directorate memos, cover 1237.14). declassification 
page of draft actions, flimsies, etc.; and various review (36 CFR 
supporting and/ or independent documents from JS 1237.14). 
directorates or agencies, Department of Defense, other 
government agencies, Combatant Commanders, 
subordinate commanders, etc. (i.e., war plans, war 
games, manpower documents) maintained by IMD/ RRB, 
as the official JS record copy. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04B 0000 Series B. Official JS Case Files and Pa2ers - Perm Transfer paper records 25 years Transfer paper records 
Bucket- Joint Held by IMD/ RRB in SCI channels for to the National Archives to the National 
StaffTop 4 and the SJS as the official JS record copy. 25 years after cutoff, Archives 25 years after 
Combatant after declassification cutoff, after 
Command HQ review. declassification 
Records Transfer audio-visual review. Transfer 

records to the National audio-visual records 
Archives 7 years after to the National 
cutoff, after Archives 7 years after 
declassification review cutoff, after 
(36 CFR 1237.14) . declassification review 

(36 CFR 1237. 14) . 
0000-04C 0000 Series C. Service MemorandumsLPlanner's Perm Transfer paper records 25 years Transfer paper records 

Bucket- Joint Memo Flimsies - Memorandums or to the National Archives to the National 
Staff Top 4 and flimsies circulated or tabled as proposed 25 years after cutoff, Archives 25 years after 
Combatant amendments to a document under JS after declassification cutoff, after 
Command HQ consideration (Chief of Staff of the Air review. Transfer audio- declassification 
Records Force Memorandum, Chief of Staff of the visual records to the review. 

Army Memorandum, Commandant of National Archives 7 Transfer audio-visual 
the Marine Corps Memorandum, Chief of years after cutoff, after records to the National 
Naval Operations Memorandum) declassification review Archives 7 years after 
maintained by IMD /RRB as the official (36 CFR 1237.14). cutoff, after 
JS record copy and filed in official JS declassification review 
case file or agenda pack. (36 CFR 1237.14) . 
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Record No Record Description Record Disposition Instructions Cutoff Retention 
No-Title Type Instructions Period 

0000-04D 0000 Series D. CJCS Memorandums - Memorandums Perm Transfer paper records to 25 years Transfer pa per records 
Bucket-Joint issued by the Chairman of the Joint Chiefs of the National Archives 25 to the National Archives 
Staff Top 4 and Staff in carrying out his responsibilities. The years after cu to ff, after 25 years after cutoff, 
Combatant Vice Chairman, Joint Chiefs of Staff, may also declassification review. after declassification 
Command HQ sign. Maintained by IMD / RRB as part of the Transfer audio-visual review. 
Records official JS case file. records to the National Transfer audio-visual 

Archives 7 years after records to the National 
cutoff, after declassification Archives 7 years after 
review (36 CFR 1237.14). cutoff, after 

declassification review 
(36 CFR 1237.14). 

0000-04E 0000 Series E. CJCS Memorandums - received and Perm Transfer paper records to 25 years Transfer pa per records 
Bucket- Joint maintained by IMD and pertain to a JS paper; the National Archives 25 to the National Archives 
Staff Top 4 and held by IMD in SCI channels for the SJS as years after cu to ff, after 25 years after cutoff, 
Combatant the official JS record copy; held by J -3/ ROD, declassification review. after declassification 
Command HQ J -3/ SOD, J -3/JOD, or any other JS activity Transfer audio-visual review. 
Records in SCI channels. records to the National Transfer audio-visual 

Archives 7 years after records to the National 
cutoff, after declassification Archives 7 years after 
review (36 CFR 1237.14). cutoff, after 

declassification review 
(36 CFR 1237.14). 
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Record No Record Description Record Disposition Instructions Cutoff Retention 
No-Title Type Instructions Period 

0000-04F 0000 Series F. CJCS Memorandums - held by J -3/ ROD, Perm Transfer paper records to 25 years Transfer paper records 
Bucket - Joint J-3/SOD, J-3 / JOD, or any other JS activity in the National Archives 25 to the National 
StaffTop 4 and special control channels other than SCI, e.g. , years after cutoff, after Archives 25 years after 
Combatant limited distribution papers, special access declassification review. cutoff, after 
Command HQ programs. (Note: J-3/ Deputy Director for Transfer audio-visual declassification review. 
Records Global Operations/ Nuclear Operations Branch records to the National Transfer audio-visual 

maintains official record copy of CMs relating Archives 7 years after records to the National 
to Single Integrated Operational Plan policy cutoff, after declassification Archives 7 years after 
(Achieves for the Single Integrated Operation review (36 CFR 1237. 14). cutoff, after 
Plan). declassification review 

(36 CFR 1237.14) . 

0000-04G 0000 Series G. CJCS Records - Miscellaneous Perm Transfer paper records to 25 years Transfer paper records 
Bucket-Joint correspondence, messages, speeches, and the National Archives 25 to the National 
StaffTop 4 and other records (protocol, public affairs, legal years after cutoff, after Archives 25 years after 
Combatant counsel, legislative affairs, etc.) issued or declassification review. cutoff, after 
Command HQ received by the Chairman of the Joint Chiefs Transfer audio-visual declassification review. 
Records of Staff in carrying out his responsibilities records to the National Transfer audio-visual 

maintained by the CJCS staff as the official Archives 7 years after records to the National 
files of the Chairman and are considered the cutoff, after declassification Archives 7 years after 
official JS record copies. review (36 CFR 1237.14). cutoff, after 

declassification review 
(36 CFR 1237.14). 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-13 Enclosure C 

UNCLASSIFIED 

 
 
 
 
 
 
 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04H 0000 Series H. CJCS Records - Miscellaneous Forms Perm Transfer paper records 25 years Transfer paper records to 
Bucket-Joint 136, Chairman's Daybook, Morning Meetings, to the National Archives the National Archives 25 
StaffTop 4 and and Taskings maintained by ASB, AD, SJS. 25 years after cutoff, years after cutoff, after 
Combatant after declassification declassification review. 
Command HQ review. Transfer audio- Transfer audio-visual 
Records visual records to the records to the National 

National Archives 7 Archives 7 years after 
years after cutoff, after cu to ff, after 
declassification review declassification review (36 
(36 CFR 1237.14). CFR 1237.14) . 

0000-041 0000 Series I. Vice Chairman of the Joint Chiefs of Perm Transfer paper records 25 years Transfer paper records to 
Bucket-Joint Staff Records - Miscellaneous to the National Archives the National Archives 25 
StaffTop 4 and coITespondence, messages, speeches, and 25 years after cutoff, years after cutoff, after 
Combatant other records (protocol, public affairs, after declassification declassification review. 
Command HQ legal counsel, legislative affairs, etc.) review. Transfer audio- Transfer audio-visual 
Records visual records to the records to the National 

issued or received by the Vice Chairman, National Archives 7 Archives 7 years after 
Joint Chiefs of Staff, in carrying out his years after cutoff, after cutoff, after 
responsibilities maintained by the VCJCS declassification review declassification review (36 
staff as the official files of the Vice (36 CFR 1237.14). CFR 1237.14). 
Chairman and are considered the official 
JS record copies; Miscellaneous Forms 
136, Vice Chairman's Daybook, Morning 
Meetings Taskings maintained by 
ASB/ AD/ SJS. 
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Record No Record Description Record Disposition Instructions Cutoff Retention 

No-Title Tvve Instructions Period 
0000-04J 0000 Series J. Memorandums Issued in the Name of the Perm Transfer paper records to 25 years Transfer paper 

Bucket- Joint Chairman, Joint Chiefs of Staff or in the Name the National Archives 25 records to the 
StaffTop 4 and of the Joint Chiefs of Staff - Memorandums years after cutoff, after National Archives 
Combatant used to issue instructions that are in declassification review. 25 years after 
Command HQ accordance with policies, plans, and Transfer audio-visual cutoff, after 
Records procedures approved by the Chairman of the records to the National declassification 

Joint Chiefs of Staff maintained by IMD as the Archives 7 years after review. 
official JS record copy and are filed in official cutoff, after declassification Transfer audio-
JS case file; also covers records held by IMD review (36 CFR 1237.14). visual records to 
in SCI channels for the SJS as the official JS the National 
record copy; records held by J-3/ ROD, J - Archives 7 years 
3/ SOD, J -3 /JOD, or any other JS activity in after cutoff, after 
SCI channels; and records held by J-3/ ROD, declassification 
J -3/ SOD, J-3/ JOD, USSTRATCOM, or other review (36 CFR 
JS activity in special control channels other 1237.14). 
than SCI; e.g., limited distribution papers. 

Record No Record Descriptio n Record Dl■po■ltlon In■tructlon• C u toff Retention 
No-Title Tvoe In■tructlon■ Period 

0000-04]( 0000 Series T<. D J S 'Me m orandums - ·Me m o ra nd urns Pe ,·m Tra n s fe r pa p e r records to 25 years Tran sfe1· p a pe r 
B u ck e t - J o int fro m tl1.e Oflice o f tl1.e Di.rector, J oint S ta ff, to tl1.e Na tional Archives 25 records to tl1.e 
S ta iITop 4 and tl1.e Ch a:inua n o f tl1c J o int Chiefs of StalI; Uie year s a lter e ulo1T, afte r Na tio n al Archives 
Com ba.l:an t C hie!s of I.he Se1vices; Op er a tio ns Deputfos; clecla.ss·i li.ca tio n review . 25 yea rs a l ter 
Comma nd H Q subordina te agen c ies of tl1e J o int hfots o f Tra.n s:fe r a ucU.o-vis u a l cu toff, a fter 
Records Stalf; ofilces of t he Secr e ta ry of D efen se; J S r ecor ds to the Na tion al clecla.ssillcation 

Fo rm 136 Ac tio n s; a nd o ther gove rnmen t Archives 7 yea.rs a fte r rev.iew. 
agen cies m ainta in.eel by lMD for tl1.e SJ S as cu toff, after cleclassillca.ti.on Tra n sfe r a udio-
Uie oJllc ia l JS record copy . review (36 CFR 1237. 14). vis ua l records lo 

ont:act: lMD/RRB for the Nation al 
instruc tio n o n. p re- J.990 Arc hives 7 years 
mic rofilm sets p erta in.i.ng to after cu toff, a f ter 
DJSM s. clc:,-.cla.ssillca.tion 

review (36 CFR 
1237. 14). on lact 
IM l / RRB fo r 
ins truc tion on. 
p re- 1990 
microf:t.1111 sels 
p e rta in.i.ng to 
DJSMs. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Tvl>e Instructions Instructions Period 

0000-041 0000 Series L. DJS Memorandums - received and Perm Transfer paper records 25 years Transfer paper records to 
Bucket- Joint maintained by IMD and pertain to a JS report; to the National Archives the National Archives 25 
Staff Top 4 and also records held by IMD in SCI channels for 25 years after cutoff, years after cutoff, after 
Combatant the SJS as the official JS record copy and held after declassification declassification review. 
Command HQ by J-3/ROD, J -3/SOD, J -3/JOD, or any other review. Transfer audio-visual 
Records JS activity in SCI channels . Transfer audio-visual records to the National 

records to the National Archives 7 years after 
Archives 7 years after cutoff, after 
cutoff, after declassification review 
declassification review (36 CFR 1237.14) . 
(36 CFR 1237.14). 

0000-04M 0000 Series M. DJS Records - Miscellaneous Perm Transfer paper records 25 years Transfer paper records to 
Bucket- Joint correspondence, messages, JS Form 136 to the National Archives the National Archives 25 
Staff Top 4 and actions, and other records received by the 25 years after cutoff, years after cutoff, after 
Combatant Director, Joint Staff maintained by ASB /AD/ after declassification declassification review. 
Command HQ SJS in files grouped by originator. review. Transfer audio-visual 
Records Transfer audio-visual records to the National 

records to the National Archives 7 years after 
Archives 7 years after cutoff, after 
cutoff, after declassification review 
declassification review (36 CFR 1237. 14). 
(36 CFR 1237. 14). 
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Record No Record Description Record Disposition Instructions Cutoff Retention 
No-Title Type Instructions Period 

0000-04N 0000 Series N. SJ S Memorandums - SMs consisting of: Perm Transfer paper records to 25 years Transfer paper 
Bucket - Joint memorandums forwarding approved directives the National Arch ives 25 records to the 
StaffTop 4 and of the J CS and assigning action s or years a fter cutoff, after National Archives 
Combatant transmitting instructions or information declassification review. 25 years after 
Command HQ within the Joint Staff and to the Services and Transfer audio-visual cutoff, after 
Records Combatant Com mands maintained by records to the Nation al declassification 

IMD/ RRB as the official J S recor d copy and Archives 7 years after review. 
pertain to a JS action; records a lso cover cu toff, after declassification Transfer a udio-
those held by IMD / RRB in SCI channels for review (36 CFR 1237. 14). visua l records to 
the SJS as the official JS record copy; those the National 
held by J -3/ ROD, Joint Special Operations Archives 7 years 
Agency (JSOA), J -3 / JOD, or any other J S a fter cu toff, after 
activity in SCI channels ; and those held by J- declassification 
3 / ROD, JSOA, J-3/JOD, or any other J S review (36 CFR 
activity in special control channels other than 1237.14). 
SCI; e.g., limited distribution pa pers. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-040 0000 Series 0. CJCS Instructions, Manuals, Notices, and Perm Transfer paper records to 25 years Transfer paper records to 
Bucket- Joint Memorandums of Policy (MOPs) - CJCSis, the National Archives 25 the National Archives 25 
StaffTop 4 and CJCSMs, CJCSNs, and MOPs contain years after cutoff, after years after cutoff, after 
Combatant statements of policy and procedural declassification review. declassification review. 
Command HQ information approved by the Chairman of the Transfer audio-visual Transfer audio-visual 
Records Joint Chiefs of Staff and issued for the records to the National records to the National 

guidance of the JS, CCMDs, and Services Archives 7 years after Archives 7 years after 
maintained by IMD / RRB as the official JS cutoff, after cutoff, after 
record copy. declassification review declassification review (36 

(36 CFR 1237.14). CFR 1237.14). 

0000-04P 0000 Series P. Joint Publications and Joint Perm Transfer paper records to 25 years Transfer paper records to 
Bucket- Joint Administrative Publications - JT Pubs are the National Archives 25 the National Archives 25 
StaffTop 4 and publications of joint interest, dealing with years after cutoff, after years after cutoff, after 
Combatant administrative matters, prepared under the declassification review. declassification review. 
Command HQ cognizance of JS directorates, and applicable Transfer audio-visual Transfer audio-visual 
Records to the Military Departments, CCMDs, and records to the National records to the National 

other authorized agencies maintained by Archives 7 years after Archives 7 years after 
IMD / RRB as the official JS record copy. cutoff, after cutoff, after 

declassification review declassification review (36 
(36 CFR 1237.14). CFR 1237.14). 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04Q 0000 Series Q. Joint Staff Instructions, Manuals, Notices, Perm Transfer paper records to 25 years Transfer paper records to 
Bucket - Joint and Joint Administrative Instructions - JSI, the National Archives 25 the National Archives 25 
StaffTop 4 and JSM, and JAi contain policy and procedural years after cutoff, after years after cu1Dff, after 
Combatant guidance of indefinite duration applicable declassification review. declassification review. 
Command HQ only 1D the JS. JSNs contain policy, Transfer audio-visual Transfer audio-visual 
Records guidance, or information of a one-time or brief records to the National records 1D the National 

nature applicable only 1D the JS. SJS/IMD is Archives 7 years after Archives 7 years after 
responsible for overall management and cutoff, after cutoff, after 
administration of the JS directives program declassification review declassification review (36 
maintained by RRB and initiated by JS (36 CFR 1237. 14). CFR 1237.14). 
Direc1Drates or agencies that are responsible 
for review, consolidation, and currency. 

0000-04R 0000 Series R. For the CJCS Messages - Copies of Perm Transfer paper records to 25 years Transfer paper records to 
Bucket-Joint distribution received in IMD that pertain to a the National Archives 25 the National Archives 25 
StaffTop 4 and JS action and are the official JS record copy. years after cutoff, after years after cu1Dff, after 
Combatant declassification review. declassification review. 
Command HQ Transfer audio-visual Transfer audio-visual 
Records records to the National records 1D the National 

Archives 7 years after Archives 7 years after 
cutoff, after cutoff, after 
declassification review declassification review (36 
(36 CFR 1237.14). CFR 1237.14). 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04S 0000 Series S. JS Agenda Files - Documents used to Perm Transfer paper records 25 years Transfer paper records to 
Bucket- Joint brief the JS, Operations Deputies, and Deputy to the National Archives the National Archives 25 
StaffTop 4 and Operations Deputies that are important aids 25 years after cutoff, years after cutoff, after 
Combatant in the J S decision-making process, consisting after declassification declassification review. 
Command HQ of: agenda items, briefing sheets and slides, review. Transfer audio-visual 
Records attendance records, photographs, and other Transfer audio-visual records to the National 

similar or related materials maintained by records to the National Archives 7 years after 
IMD/ RRB as the official JS record copy; CJCS Archives 7 years after cutoff, after 
briefing sheets, consisting of: synopsis of cu toff, after declassification review (36 
action submitted for consideration in the declassification review CFR 1237.14). 
TANK maintained by IMD as the official JS (36 CFR 1237.14) . 
record copy or maintained by other JS 
activities or action officers. 

0000-04T 0000 Series T. Register ofNumbered JS Pa12ers {1968- Perm Transfer paper records 25 years Transfer paper records to 
Bucket- Joint 1995) - Consolidated annual listing (updated to the National Archives the National Archives 25 
Staff Top 4 and monthly) of all JS implementers published 25 years after cutoff, years after cutoff, after 
Combatant and maintained by IMD /RRB as the official JS after declassification declassification review. 
Command HQ record copy. review. Transfer audio-visual 
Records Transfer audio-visual records to the National 

records to the National Archives 7 years after 
Archives 7 years after cutoff, after 
cutoff, after declassification review (36 
declassification review CFR 1237.14). 
(36 CFR 1237.14). 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Tvne Instructions Period 
0000-04U 0000 U. Wea2ons System Evacuation Grou2 Perm Transfer paper records to the 25 years Transfer paper records to the 

Series ffi'.SEG} Institute for Defense Analysis (IDA} National Archives 25 years National Archives 25 years 
Bucket - Re2orts and Studies for the Joint Staff - after cutoff, after after cutoff, after 
Joint Staff WSEG/IDA reports and studies tasked by declassification review. declassification review. 
Top 4 and JS, consisting of completed report or study Transfer audio-visual records Transfer audio-visual records 
Combatant designated by a series number (e.g., WSEG to the National Archives 7 to the National Archives 7 
Command Report No 555/ Study No 777) maintained years after cutoff, after years after cutoff, after 
HQ by IMD / RRB as the official JS record copy. declassification review (36 declassification review (36 
Records CFR 1237.14). CFR 1237.14). 

0000-04V 0000 V. JCS/ JS Histories - Calendar year Perm Transfer paper records to the 25 years Transfer paper records to the 
Series histories prepared by the CCMDs and joint National Archives 25 years National Archives 25 years 
Bucket - activities on the missions, functions, after cutoff, after after cutoff, after 
Joint Staff operations, and activities of the command declassification review. declassification review. 
Top 4 and or agency and forwarded to the JS in Transfer audio-visual records Transfer audio-visual records 
Combatant compliance with CJCSI 5320.0lD to the National Archives 7 to the National Archives 7 
Command maintained by IMD / RRB as the official JS years after cutoff, after years after cutoff, after 
HQ record copy; Histories prepared by the declassification review (36 declassification review (36 
Records Joint History Office, Office of the Chairman CFR 1237.14). CFR 1237. 14). 

of the Joint Chiefs of Staff, on the history 
of the Joint Chiefs of Staff, JS, and other 
special activities maintained by IMD/ RRB 
as the official JS record copy; Historical 
documents in SCI channels maintained by 
any activity as the official JS record copy 
and Historical documents in special control 
channels other than SCI maintained by 
any activity as the official JS record copy. 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 
0000- 0000 W. JCS/ JS Histories - Historical documents Perm Transfer paper 25 years Transfer paper records to the 
04W Series maintained by J -8 official JS record copies; all records to the National Archives 25 years 

Bucket - research files of printed electronic mail and National Archives 25 after cutoff, after 
Joint Staff electronic records used to create historical years after cutoff, declassification review. 
Top 4 and monographs and studies maintained by JS historical after declassification Transfer audio-visual records 
Combatant offices; oral historical records, consisting of: original review. to the National Archives 7 
Command recorded interview, first-draft transcription, final Transfer audio- years after cutoff, after 
HQ draft, correspondence with interviewees, release-to- visual records to the declassification review (36 
Records publish forms, and other documents relating to National Archives 7 CFR 1237.14). 

historical interviews maintained by JS historical years after cutoff, 
offices; audio-visual oral historical records after declassification 
maintained by JS historical offices. review (36 CFR 

1237.14). 

0000-04X 0000 X. JS Numbered Joint Action Directives - Perm Transfer paper 25 years Transfer paper records to the 
Series Green directives consisting of papers (formerly green- records to the National Archives 25 years 
Bucket - colored) issued by the SJS for distribution within the National Archives 25 after cutoff, after 
Joint Staff Joint Staff to appropriate echelons of the Services, years after cutoff, declassification review. 
Top 4 and CCMDs, and specified Defense agencies referring after declassification Transfer audio-visual records 
Combatant incoming communications to JS directorates and review. to the National Archives 7 
Command Defense agencies for information, study, guidance, Transfer audio- years after cutoff, after 
HQ and/ or appropriate action maintained by IMD/ RRB visual records to the declassification review (36 
Records as the official JS record copy. National Archives 7 CFR 1237.14). 

years after cutoff, 
after declassification 
review (36 CFR 
1237.14). 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-0 4Y 0000 Series Y. National Security Council - NSC Perm Transfer paper records to 25 years Transfer paper records to the 
Bucket- documents a nd related m a terials the Nationa l Archives 25 Nation a l Archives 25 years 
J oint StaffTop concerning NSC matters maintained by years after cutoff, after after cutoff, after 
4and NSC Affairs Office as the officia l record declassification r eview. declassification review. 
Combatant copy, inclu ding various documen ts Transfer audio-visu a l Tra nsfer a u dio-visual records 
Command HQ including meeting agendas and minutes, records to the National to the National Archives 7 
Records point papers, briefing sheets and books , Archives 7 yea rs after years after cu toff, a fter 

reports, a nd other background informa tion cu toff, a fter declassification review (36 
used in interdepartmental meetings to declassification review CFR 1237.14). 
formulate decisions and policies on NSC- (36 CFR 1237. 14). 
related matters, and NSC Background/ 
Issue Books prepared for use by the CJCS. 
Also, NSC m emorandums directing studies 
and/ or relaying NSC decisions for 
implem entation that are circulated by a 
Service Memorandum maintained by NSC 
Affairs Office as the official record copy and 
NSC documents processed and maintained 
by CCMD as the record copy. 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0000-04Z 0000 Z. Joint Reguirements Oversight Council Perm Transfer paper 25 years Transfer paper 
Series Records - Policy, procedures, and guidance relating to the records to the records to the 
Bu cket - jurisdiction, fu nction s, responsibilities, and organization National Archives 25 National Archives 25 
Joint Staff structure of the JROC maintained by the JS as the official years after cutoff, years after cutoff, 
Top 4 and r ecord copy. after declassification a fter declassification 
Combatant review. Transfer review. Transfer 
Command audio-visual records audio-visual records 
HQ to the Nationa l to the Nationa l 
Records Archives 7 years after Archives 7 years 

cutoff, after after cutoff, after 
declassification declassification 
review (36 CFR review (36 CFR 
1237.14). 1237.14). 
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Record No Record Description Record Dis position Cutoff Ret ention 
No-Title Tvl>e Instruc t ions Instructions Period 

0000- 0000 AA. J oint Warfi!iliting Ca£abilities Assessment {JWCA} Perm Tran sfer paper 25 years Transfer paper 
04AA Series and Reguirements Generation System Process Records - Policies, records to the records to the 

Bucket - procedures, a n d guidance relating to the JWCA and RGS process, Na tional Nation al Archives 
Joint Staff their organizational structure, and relationship to the JROC Archives 25 25 years after 
Top 4 and maintained by the J oint Staff/ Combatant Command as the official years after cutoff, a fter 
Combatant record copy; Chairman's Program Recommendation Memorandum cu to ff, after declassification 
Comma n d and Ch airman's Program Assessment maintained by the JS as the declassification review. Transfer 
HQ official record copy; official J ROC decisional correspondence review. audio-visual records 
Records (JROC Memorand u m s) maintained by the J oint Staff as the official Tran sfer audio- to the National 

record copy; files relating to individual JWCAs and specific visual records Archives 7 years 
requirements generated , including mission need statement (MNS), to the National after cutoff, after 
cap stone requiremen ts document (CRD), operational requirements Archives 7 declassification 
document (ORD), and briefings and other materials supporting years after review (36 CFR 
those documents maintained by the Joint Staff/Combatant cutoff, after 1237.14). 
Command as the officia l record copy; documentation reflecting declassification 
JS/ J -6 certification of MNSs, CRDs, and ORDs for conformance review (36 CFR 
with J oint C4 / C4I policy and doctrine, architectural integrity, and 1237.14). 
interoperability standards for a ll DoD C4I acquisition s main tained 
by the J S as the official record copy; documentation reflecting 
JS/ J -4 certification ofMNSs, CRDs, and ORDs for aviation 
munitions for cross-Service interoperability and for all munitions 
for conformance with insensitive munitions design requirements 
maintained by the J oint Staff as the official record copy. (Note: 
Also known as Functional Capabilities Board documents per 
CJCSI 5 123.011) . 
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- - - ----- ---

Record No Record Description Record Disposition Cutoff Retention 
No-Title Tvl>e Instructions Instructions Period 

0000-04BB 0000 Series BB. Joint Ex12erimentation Records - Policies, Perm Transfer paper 25 years Transfer paper records to 
Bu cket- p rocedu res, and guidance relating to the J oint records to the the National Archives 25 
Joint Staff Experimentation Program; files relating to National Archives 25 years after cutoff, after 
Top 4 and oversigh t a nd a ssessment of joint years after cutoff, declassification review. 
Comba tant experimen tation that explore and access Joint after declassification Transfer audio-visual 
Command Vision concep ts and desired operational review. Tran sfer records to the National 
HQ Records capabilities in a future joint environment; files audio-visual records Archives 7 years after 

relating to operational activities and events to the Nation al cutoff, after d eclassification 
regarding the development and execution of the Archives 7 years review (36 CFR 1237.14) . 
J oint Experimentation Campaign Plan after cutoff, after 
maintained by the J S/CCMD as the official declassification 
record copy. review (36 CFR 

1237.14). 

0000-04CC 0000 Series cc. Combatant Command CommanderL Perm Transfer paper 25 years Transfer paper records to 
Bucket- De12u!Y. Commander L Chief of Staff records to the the National Archives 25 
Joint Staff Corres12ondence - Memorandums National Archives 25 years after cutoff, after 
Top 4and issued/ signed by the commander/ deputy years after cutoff, declassification review. 
Combatant commander/ chief of staff of the CCMD, after declassification Transfer audio-visual 
Command Comman d Policy Memorandums serially review. Transfer records to the National 
HQ Records numbered, and Command Numbered audio-visual record s Archives 7 years after 

Memorandums, correspondence, messages, to the National cutoff, after declassification 
b1iefings, reports, and all related background Archives 7 years review (36 CFR 1237.14). 
material held by the designated office ofrecord after cutoff, after 
as the official record copy. declassification 

review (36 CFR 
1237.14). 
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Record No Record Descript ion Record Dispositio n Instructions Cut off Retention 
No-Title Tvpe Instructions Period 

0000-04DD 0000 Series DD. Combatant Command Perm Transfer paper records to the 25 years Transfer paper records to 
Bucket - Instructions - Instructions containing National Archives 25 years the National Archives 25 
Joint StaffTop policies, procedures, and guidance for after cutoff, after years after cutoff, after 
4and CCMD activities maintained by any declassification review. declassification review. 
Combatant CCMD activity a s the official record Transfer a udio-visual records Transfer audio-visua l 
Command HQ copy. to the National Archives 7 records to the National 
Records years after cutoff, after Archives 7 years after 

declassification review (36 CFR cu toff, after declassification 
1237.14). review (36 CFR 1237.14). 

0000-04EE 0000 Series EE. Combatant Command Historical Perm Transfer paper records to the 25 years Transfer paper records to 
Bucket - Records - Copies of recurring CCMD National Archives 25 years the National Archives 25 
J oint StaffTop histories sent to the Joint Staff in after cutoff, after years after cutoff, after 
4 and response to CJCSI 5320.0lD. declassification review. declassification review. 
Combatant Transfer audio-visual records Transfer audio-visual 
Command HQ to the National Archives 7 records to the National 
Records years after cutoff, after Archives 7 years after 

declassification review (36 CFR cutoff, after declassification 
1237.14). review (36 CFR 1237.14). 

Record No Record Description Record Disposition Cutoff Retention 
No-Title TvPe Instructions Instructions Period 

00 00-04FF 0000 Series FF . Combatant Command Historical Records - Perm Transfer paper 25 years Transfer paper 
Bucket - Special historical studies prepared by the Combatant records to the record s to the 
Joint StaffTop Command maintained as the official CCMD record copy; National Archives 25 Nationa l Archives 
4 and historical documents in SCI and other special control years a fter cutoff, 25 years after 
Combatant channels maintained by any CCMD activity as the after declassification cutoff, after 
Command HQ official recor d copy; oral historical records consisting of: review. Tran sfer declassification 
Record s original recorded interview, first-draft transcription, final a u dio-visual records review. Transfer 

dra ft, corres ponden ce with interviewees , release-to- to the Nation al au dio-visual 
publish forms, and other documents relating to Archives 7 years records to the 
historical interviews maintained by CCMD historical after cu toff, after National Archives 
offices; a u dio-visual records m aintained by CCMD declassification 7 years after 
historical offices; command emblem and heraldry, review (36 CFR cu toff, after 
consisting of: drawing and documents describing and 1237. 14). declassification 
chronicling the creation and evolution of the command review (36 CFR 
emblem, flag, patches, and other heraldic items 1237.14). 
maintained by the OPR. 
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- - -·--- --- - -- . 
Record No Record Description Record Disposition Cutoff Retention 

No-Title Type Instructions Instructions Period 

0000-05 0000 Series Non-Record Materials Temp Destroy when no Every 6 6 months. 
Bucket - Non-Record material mamtained by any activity is for longer needed or 6 months. NOTE: For 
Joint StaffTop reference purposes only. Listed below are non-record months whichever retention longer 
4 and numbers from the previous edition ofCJ CSM 5760.0 l A, comes sooner for than 1 yr it must 
Combatant Vol II: business use, or be justified and 
Command HQ according to an submitted to the 
Records 0004-01 0005-03 0021-05 agency JS IMD/RRB. 

0019-02 0007-03 0030-05 predetermined time 
0021-02 0008-03 0035-06 period or business 
0022-02 0015-03 0029-13 rule. 
0023-02 0020-03 0021-13 
0024-02 0028-03 0035-14 
0026-02 0032-03 
0031-02 0013-04 
0033-02 0014-04 
0035-02 0021-04 

0000-06 0000 Series Record Exceptions. Exceptions are for records that do not fall under the 6 months, 3 year, 7-10 years, or Permanent 
Bucket - dispositions as listed below: 
Joint StaffTop 
4 and 
Combatant 
Command HQ 
Records 
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- - -·---- --- - . - . 
Record No Record Description Record Type Disposition Instructions Cutoff Retention 

No-Title Instructions Period 
0000-06A 0000 Series A. SJS Information Memorandums Temp Cutoff annually, hold 7 years, then CY 20 years 

Bucket - Joint - Numbered memorandums (SJS retire by CY block. Destroy/ delete 
StaffTop 4 and 99- 99999) relaying information of by CY block 20 years after cutoff 
Combatant an administrative nature and 
Command HQ considered temporary, non-record 
Records material maintained by RRB. 

0000-06B 0000 Series B. SJS Memorandums - Temp Cutoff annually, hold 7 years, then CY 20 years 
Bucket - Joint Maintained by RRB as the official retire by CY block. Destroy/ delete 
StaffTop 4 and JS record copy but do not pertain by CY block 20 years after cutoff 
Combatant to a JS action (SM's functionally 
Command HQ filed in RRB). 
Records 

0000-06C 0000 Series C. Service Memorandums l Temp Review annually, purge extraneous CY 12 months. 
Bucket - Joint Planner's memo flimsies - papers and duplicate copies, and NOTE: For 
StaffTop 4 and received and maintained by the JS incorporate background materials retention longer 
Combatant action officer. pertaining to official actions into than 1 yr it must 
Command HQ official JS case file. Destroy/ delete be justified and 
Records other materials when no longer submitted to the 

needed - except that NATO JS IMD/RRB. 
documents will be disposed of in 
accordance with the appropriate 
0811 category number and USSAN 
1-07. 
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- - - ·---- - --

Record No Record Description Record Type Disposition Instructions Cutoff Retention 
No-Title Instructions Period 

0000-06D 0000 Series D. Combatant Command Historical Temp Apply appropriate General Records Apply appropriate 
Bucket-Joint Records - Historical property Schedule. General Records 
StaffTop 4 and accounts, consisting of: funding, Schedule. 
Combatant contracting, audit, accessioning, 
Command HQ display, and other documents on 
Records books, journal, art, artifacts, 

models, and other items under the 
purview of historians maintained 
by CCMD historical offices. 

0000-06E 0000 Series E. Combatant Command Historical Temp Destroy when no longer needed or Every 6 6 months. 
Bucket - Joint Records - Recurring command 6 months whichever comes sooner months. NOTE: For 
StaffTop 4 and histories prepared by the for business use, or according to retention longer 
Combatant Combatant Command in an agency predetermined time than 1 yr it must 
Command HQ compliance with CJCSI 5320.0lD period or business rule. be justified and 
Records on the missions, functions, submitted to the 

operations, and activities of the JS IMD/ RRB. 
command or agency maintained as 
the official CCMD record copy. 

0000-06F 0000 Series F. Combatant Command Historical Temp IA W deed of gift. See IA W deed of gift. 
Bucket - Joint Records - Donated personal Disposition 
StaffTop 4 and papers and other materials, Instructions 
Combatant consisting of: correspondence, 
Command HQ logs, photographs, and other 
Records documents donated to CCMD 

history offices maintained by 
CCMD historical offices. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0000-06G 0000 Series G. Abstracts of JS Papers A Tem p Cutoff annu ally, verify databa se CY Cutoff annually, verify 
Bucket- Joint concise summary of the and hold 15 years, then retire by da tabase a nd hold 15 years, 
StaffTop 4 a nd conten t s of a ll JS papers and CY block. When microfilmed, then retire by CY block. 
Combatant related documents (CMs, destroy/ delete originals. Retain When m icrofilmed, des troy/ 
Command HQ DJ SMs, SMs, MJCSs, JAis, one set of microfilm u ntil no delete originals. Retain one 
Records Pubs, MOPs, Weapons Systems longer needed. Exceptions: pre- set of microfilm until no 

Evaluation Group reports, NSC 1964 abstracts microfilms - longer needed. Excep tions: 
documents, Concept Plans, transfer to NARA as permanent pre-1964 ab stracts 
Operations Plans, messages, records 25 years after cutoff, a fter microfilms - transfer to 
etc.) used for data input into declassification review; 1964-1966 NARA as permanent records 
EFS and by staff and action abstracts - introduce to JISR 25 years after cutoff, after 
officers for research purposes, system and destroy/ delete decla ssifica tion review; 1964-
which are: final or permanen t originals after database 1966 abstracts - introduce 
a bstracts (Joint Information verification a nd microfilming. to J ISR system and destroy/ 
Sea rch and Retrieval Database Databa se disposition is in delete originals after 
(JISR] Form 3) indexed by J S accordance with 1000 series. database verification and 
paper (green paper) number. Authority: Nl-218-00- 1 item 14. microfilming. Databa se 

disposition is in accordance 
with 1000 series. Authority: 
Nl-2 18 -00-1 item 14. 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0000-06H 0000 Series H. For The CJCS Messa ges - Temp Disposition is that of the See Disposition is that of the 
Bucket- Joint Outgoing electrica l messages appropria te functional file. Disposition appropriate functional file . 
StaffTop 4 and implementing decisions in the name Authority: NCl-2 18 -84-1 item Instructions Authority: NCl-218-84- 1 
Combatant of the CJCS or J S and/or a re 67. item 6 7. 
Command HQ released u n der the a u thority 
Records delegated in CJ CSI 5711.0 1. 

Comeback copies maintained by the 
m essage originator and filed in 
a ppropriate functional files 
corresponding to the par ticula r 
subject. 
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- - ------ - --
Record No 

I 
Record Description 

I 
Record I Disposition Cutoff I Retention 

No-Title 'f, rpe Instructions Instructions Period 
0000-061 0000 Series I. JS Number J oint Action Directives Temp Cu toff wh en action is completed , Completion Cu toff wh en action is 

Bucket- Joint - Action or standing directives, s uperseded , ob solete, or com pleted, superseded, 
StaffTop 4 and consisting of: serially numbered canceled. Hold 1 year, then obsolete, or ca nceled . Hold 
Combatant docu ments published in accordance destroy/ d elete. Earlier 1 year, then destroy / delete . 
Command HQ JSI 5711.01 and used for assigning destruction is authorized. Earlier destruction is 
Records actions within agencies and Authority: N 1-2 18 -86-1 item 18. a uthorized . Authority: Nl-

requesting coordination and/ or 2 18-86-1 item 18 . 
collaboration externa lly. Formerly, 
directives were printed on blue paper 
(blue bullet) for Service coordination 
and yellow paper (yellow bulletj for 
JS agency coordination and/or 
colla boration only. Seria l n u mbers 
a re d etermined by the m ethod in 
which the action is initiated (by a JS 
action-J-5 2054/ 100/D; by other 
than a JS action-J-1 1234-83 /D) . 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0000-06J 0000 Series J. J CS/ JS Histories - Oral Historical Temp Cutoff annually, h old 25 years, FY 25 years 
Bucket- Joint Records - which are all other items then des troy/ delete. 
StaffTop 4 and maintained by any activity. 
Combatant 
Command HQ 
Records 

0000-6K 0000 Series K. Combatant Comma nd Historical Temp End of CY, hold 25 years, then CY End of CY, h old 2 5 years, 
Bucket - J oint Records - all o ther items ma intained destroy/ delete. then destroy/ d elete. 
StaffTop 4 and by any activity. 
Combatant 
Command HQ 
Records 
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0100 SERIES BUCKET SCHEDULE 
Organization, Manpower, Committee, and Board Records 
This schedule provides disposition authorization for records tha t per tain to the Organization a n d Manpower fun ction s of the J oint Staff and Com batant 
Commands. This includes, but is n ot limited to, records and information rega rding organizational planning and structure, organizational charters that 
authorize a n d define the scope of authority, primary function s, a nd organizationa l relationships of directorates or agen cies within the Joint Staff or 
Combatant Commands; Manpower Management and Unit Manning Documents; records and information contained in the Manpower Personnel Information 
System and Joint Manpower Program documentation. 

This series a lso covers Committee and Board records relating to the establishment, organization, membership, and policy of committees/boards that are 
either permanent or temporary in nature. 
Record Record Description 
No No-Title 

0 100-01 0 100 Series 
Bucket 
Organization, 
Manpower, 
Committee 
and Board 
Records 

Short-term Records 
Short-term records related to organization, manpower, 
committees, a nd board s are records that have minimal or 
no documentary or evidential value. Examples are routine 
requests for information or publications and copies of 
replies which require no a dministra tive a ction , no policy 
decision, and no special compilation or research for reply; 
records documenting routine activitie s containing no 
substantive information , such as routine n otification s of 
meetings, scheduling of work-related trips and visits, other 
scheduling related activities. These records include, but are 
not limited to the list below: 

Unit Manpower Documents (UMDs) consisting of: 
manpower documen t a n d monthly stren gth report 
forwarded to OSD and other activities maintained by 
personnel office as the official record copy. 

Record 
Type 

Tem p 

Disposition 
Instructions 

Destroy / Delete 6 
months after cutoff. 

Cutoff 
Instructions 

Every 6 
months. 

Retention 
Period 

6 months. 
NOTE: For 
retention 
longer than 1 
yr it must be 
j u stified and 
submitted to 
the JS IMD/ 
RRB. 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0100-02 0100 Series Working Papers & Office Administrative Records 
Bucket- Working papers an d office administrative records are related to organization, manpower, committees, and boards that document 
Organization, routine administrative and organizational decisions, actions, and processes of the JS and CCMDs. Records include , but are no t 
Manpower, limited to the below list 
Committee 
and Board 
Records 

0100-02A 0100 Series A. Organization Planning - Requests from directorates or Temp Destroy/ delete 3 years FY 3 years 
Bucket- agencies of the Joint Staff or Combatant Commands for after cutoff. 
Organization, organizational ch an ges, consisting of background papers, 
Manpower, coordination, proposed inputs, drafts, charts, and related 
Committee papers received by personnel office for staffing and approval 
and Board for publication in agency organizational documents; original 
Records documents in which all data have been converted to 

microform maintained by any JS/CCMD activity. 

0100-02B 0100 Series B. Civilian position structure - Consisting of: information Temp Destroy/ delete 3 years FY 3 years 
Bucket- reflecting the civilian position structure of each after cutoff. 
Organization, organizational segment, including individua l organizational 
Manpower, folders containing position s tructure charts, summaries 
Committee and survey lists, job descriptions, target transition p lans, 
an d Board evaluation statements, and similar information maintained 
Records by any JS/CCMD activity as the official record copy. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title TvPe Instructions Instructions Period 

0100-02C 0 100 Series C. Manpower Mana gemen t - Chronological file (audit trail) Temp Destroy/ delete 3 years FY 3 years 
Bu cket - of documents that approve the addition, redistribution, after cu toff. 
Organization, and/ or deletion of manpower authorizations for the Joint 
Manpower, Staff an d Com batant Comma n ds maintained by any 
Committee JS/ CCMD activity as the officia l record copy; 
and Board documents/ forms requesting changes in directorate or 
Records agency ma nning position s con sisting of requests for b illet 

adj ustment, memoran dums, working papers, j ustifications, 
and related documents used to document changes to billets. 
Used to effect change in Unit Manning Document positions 
maintained by any JS/ CCMD activity as the official record 
copy; computer data for unit and position manpower 
authorization s for a ll fiscal periods in the cu rren t manpower 
program, the last day of each calendar month (fiscal year); 
civilian position statements prepared for all civilian positions 
and individu ally for vacated positions before they may be 
filled maintained by personnel office as the official record 
copy. 

0100-02D 0100 Series D. Unit Manning Documents - Input documents that affect Temp Destroy/ delete 3 years FY 3 years 
Bucket - changes to UMDs, consisting of duty assignment after cutoff. 
Organization , memorandums, d uplicate reques t forms, SF 52s, cu t sheets, 
Manpower, memorandums, and other correspondence maintained by 
Committee any Joint Staff/ CCMD activity as the official record copy; 
and Board manpower informa tion and feeder reports including any 
Records other unit manning reports maintained by any activity (e.g. 

personnel statistical reporting) that are not year-end reports. 
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- - ------ - --
Record No Record Description Record Disposition Cutoff Retention 

No-Title Type Instructions Instructions Period 

0 100-02E 0100 Series E. Committee and Board Records - Records relating to the Temp Destroy/ delete 3 years FY 3 years 
Bu cket- establishment, organization, membership, and policy of after cu toff 
Organization, committees/ boards that a re tem porary in nature (not 
Manpower, mandated by public law or executive order) maintained by 
Committee the comm ittee/board secretariat as the officia l record copy. 
and Board (NOTE: For records created by advisory commissions, 
Records committees, councils, boards, and other groups established 

u n der FACA, see GRS 26, Item 2 (b) or GRS 26, Item 2(c)). 

0100-02F 0100 Series F. Committee Management Officer Control Files - Temp Destroy / delete 3 years FY 3 years 
Bucket - Consisting of: monitoring and control case files of records after cutoff. 
Organization , relating to the approval, establishment, review, and 
Manpower, termination of individual boards/committees held as official 
Committee records. (NOTE: For committees created under FACA, see 
and Board GRS 26, item 4). 
Records 
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Record Record Description Record Type Disposition Cutoff Retention 
No No-Title Instructions Instructions Period 

0100-02G 0100 Series G. Organization and Man11ower General Temp Destroy/ delete 3 years FY 3 years 
Bucket - Correspondence File - General organization and after cutoff. 
Organization, functions correspondence files, consisting of: routine 
Manpower, comments on regulations, directives, or other 
Committee publications prepared by another office with chief 
and Board responsibility; program and budget documents; 
Records management improvement reports, cost reduction 

repo1ts, and comparable information submitted to 
offices in charge of these functions; routine or general 
requests for information and replies; informal reports 
with related information; general recommendations and 
suggestions with all types of transmittals; other 
transactions of a general, routine, and administrative 
nature; and other information relating to organization 
and functions which cannot logically be filed with the 
detailed record series listed below maintained by any 
JS/ CCMD activity as the official record copy. 

0100-03 0100 Series Management and Program/ Operations Records 
Bucket - Management and Program/ Operations records document the organization, manpower, committees, and board program/ 
Organization, operations, management processes, and on-going activities of the JS and CCMDs. Records include, but are not limited to the list 
Manpower, below: 
Committee 
and Board 
Records 
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Record Record Description Record Type Disposition Cutoff Retention 
No No-Title Instructions Instructions Period 
0100-03A 0100 Series A. Manpower Mana gement - Manpower authorization s Temp Destroy /Delete no less FY 7- 10 years 

Bucket- as of the last day of each fiscal qu arter. than 7 years and no 
Organization, more than 10 years 
Manpower, after cu toff. 
Committee 
and Board 
Records 

0100-03B 0100 Series B. Manpower Mana gement Decision Packa ge Sets - Temp Destroy/Delete no less FY 7 - 10 years 
Bucket- received from OSD or other activity establishing than 7 years and no 
Or ganization, m a npower authorizations for the Joint Staff and m ore than 10 years 
Manpower, Combatant Commands, consisting of: documents after cu toff. 
Committee received from Office of ASD(Per sonnel a nd Readiness) 
and Board and/ or other activities providin g approval of individ ua l 
Records requests for increasing or decreasing manpower 

a uthorizations within the JS and CCMD d irectorates 
and agencies maintained by any JS/CCMD activity as 
the official record copy. 

0100-03C 0 100 Series C. Unit Manning Documen ts - Con sisting of: Temp Destroy /Delete no less FY 7 -10 years 
Bucket - information and feeder reports used to report workforce than 7 years and no 
Organization, actual strength utilization data and expense data, more than 10 years 
Manpower , including work report s , con solidation s, extract s or after cu toff. 
Committee tabulations thereof, and similar reports, year-end 
and Board reports. 
Record s 
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- - - ·---- - --

Record Record Description Record Type Disposition Cutoff Retention 
No No-Title Instructions Instructions Period 

0100-04 0100 Series Permanent Mission and Function Records 
Bucket - This series contains records related to organization, manpower, committees, and boards that document policies, plans, 
Organization, procedures, and signilicant activities of the Joint Staff and Combatant Commands which have permanent historical value. These 
Manpower, records document key actions, decisions, functions, and operations relating to the mission of the organization. Records include, 
Committee but are not limited to the list below: 
and Board 
Records 

0100-04A 0100 Series A. Organization Planning - Documents relating to the Perm Transfer paper records FY 25 years 
Bucket - establishment of and changes in organization to the National Archives 
Organization, functions and relationships of directorates and/ or 25 years after cutoff, 
Manpower, agencies, consisting of documents relating to overall after declassification 
Committee functions and missions; copies of organization and review. 
and Board functions plans, manuals, and charts; copies of 
Records published directives implementing establishment or 

changes; and coordination papers with the agency 
head (e.g. Chairman of the Joint Chiefs of Staff; 
Director, Joint Staff; Commander/ Deputy 
Commander, Combatant Command) and the 
personnel office indicating their approval for 
organization changes maintained as the official record 
copy. (Note: For microforms, transfer one silver halide 
microform set and one diazo or vesicular copy) . 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0100-04B 0100 Series B. Organization Charters - Docum ents tha t authorize and Perm Transfer paper records to FY 25 years 
Bucket- define the scope of authority, primary function s, and the Nationa l Archives 25 
Organization, organizational relationships of directorates or agencies of years after cutoff, after 
Manpower, the Joint Staff and Combatant Commands maintained by declassification review 
Committee any JS/CCMD activity as the official record copy. 
and Board 
Records 

0100-04C 0100 Series C . Organization Structure - Docum ents, charts, Perm Transfer paper records to FY 25 years 
Bucket - publications, and background materials pertaining to the the National Archives 25 
Organization, Office of the Chairman, Joint Chiefs of Staff; Joint Staff; or years a fter cu toff, after 
Manpower, the CCMD organization structure maintained by any decla s sification review. 
Committee JS/ CCMD activity as the official record copy. 
and Board 
Records 

0100-04D 0100 Series D . Manpower Management - Manpower authorizations as Perm Transfer paper record s to FY 25 years 
Bucket - of the last day of each fiscal year. the National Archives 25 
Organization, years a fter cutoff, after 
Manpower, declassification review. 
Committee 
and Board 
Records 
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Record No Record Description Record Type Dlapoaltlon Inatmctlona Cutoff Retention 
No-Title Instruction• Period 

Ol00-04E 0100 Series E. Manr1ower and Produ c tivi!;y Enha ncement Stud.ies Perm Tra11sfer paper records to FY 25 year s 
Bu cket - - Manpower requi:remen ts cri teria development files the Na tion al Archives 25 
Organization, for com ba t support. years aJte r cu toff, after 
Manpower, declassification review. 
Committee 
and Board 
Records 

0100-04F 0100 Series F. J oint Ma n12ower Program (JMP) - Documen tation Perm Transfer paper records to FY 25 years 
Bu cke t - reflecting an activ:ily's mission, func tion, orga rrization , the Na tional Archives 25 
Organization, current and projected manpower needs, a nd, when years after c u to.IT, after 
Manpower, applicable, required mobilization augmen tation . A declassification review. 
Committee recommended JMP a lso identi fies a nd jus tifies a ny 
and Board changes proposed by the commander or di.rector of a 
Records joint activity fo r the n ext 5 FYs maintained by RRB as 

the ollicial J S record copy. 

Record No Record Description Record Disposition Instructions Cutoff Retention 
No-Title Type Instructions Period 

0100-04G 0100 Series G. International Joint Board Files - Information on the Perm Transfer paper records to FY 25 years 
Bucket - activities of the U.S. sections of international boards the National Archives 25 
Organization, established by the International Joint Commission at the years after cutoff, a fter 
Manpower, request of the Government of the United States and Canada or declassification review. 
Committee Mexico to conduct special studies and investigations 
and Board concerning boundary waters. Included are minutes of board 
Records meetings, public notices, transcripts of public h earings and 

proceedings, board progress reports to the International Joint 
Commission, instructions and policy statements, reports of 
inspection trips, supplemental reports, final reports of boards 
and the International Joint Commission, an.cl related 
information maintained as the official record copy; files at office 
of board chairperson or secretariat, whichever is office of 
record, and ollice of m embers in which a foreign government is 
secretariat. 
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Record Record Description Record Type Disposition Instructions Cutoff Retention 
No No-Title Instructions Period 

0100-04H 0100 Serie s H. Committee and Board Records - Records relating Perm Tran sfer paper records to FY 25 years 
Bu cket - 1D the establishment, organization, membership, and the National Archives 25 
Organization, policy of committees/boards that are permanent in years after cutoff, after 
Manpower, nature, including charters, terms of reference, d eclassification review. 
Committee agreements, and directives pertaining 1D their 
and Board operation, consisting of case files of each approved 
Records committee, including, but not limited to, directive or 

charter establishing the committee, resume of major 
points of interest concerning committee hearings and 
its general operations, termina ting directive, and 
final committee report and findings. (Notes: For 
records created by advisory commissions, 
committees, councils, boards and other groups 
established under FACA, see GRS 26, Item 2(a). See 
0028 series for JROC charter records. 

0100-05 0100 Series Non-Record Materials Temp Destroy when no longer Every6 mos. 6 mos. 
Bucket - Non-Record material maintained by any activity is for n eed ed for reference, or 6 NOTE: For 
Organization, reference purposes only. Listed below are non-record months which ever comes retention 
Manpower, numbers from the previous edition of CJ CSM sooner. longer than 
Committee 5760.0lA, Vol II: 1 yr it must 
and Board be jus tified 
Records 0102-02 0101-03 0104-04 0104-09 and 

0103-02 0105-03 0106-04 submitted to 
0105-02 0107-03 0109-04 the JS IMD/ 
0106-02 0109-03 0101-05 RRB. 
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Record Record Description Record Disposition Instructions Cutoff Retention Period 
No No-Title Type Instructions 

0100-06 0100 Series Record Exceptions 
Bucket- Exceptions are for records that do not fall under the 6 months, 3 year, 7 -10 years, or Permanent dispositions as listed below: 
Organization, 
Manpower, 
Committee 
and Board 
Records 

0100-06A 0100 Series A. J oint Manpower Program - Maintained for Temp Completed JMP action , hold 5 FY Cutoff on 
Bucket- staffmg and approval. years, then destroy/ delete. completion of JMP 
Organization, action, h old 5 
Manpower, years, then 
Committee destroy/ 
and Board delete. 
Records 

0100-06B 0100 Series B. Organization and Manpower General Temp Destroy/ delete when no No Longer No Longer Needed 
longer Needed 

Bucket- Correspondence - Matters relating to organization needed for referen ce 
Organization, and functions that are received for information only, 
Manpower, on which no action is required, consisting of: 
Committee cards, listings, indexes , or other item s which are 
and Board created solely to facilitate or control work, extra 
Records copies of actions maintained by action officers, 

duplicate copies of actions accumulated by 
supervisory offices (establish and keep only when 
necessary), notes, drafts, feeder reports, and similar 
working information gathered for preparation of an 
action maintained by any JS/CCMD activity as the 
official record copy. 
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Record Record Description Record Type Disposition Cutoff Retention Period 
No No-Title Instructions Instructions 

0100-06C 0100 Series C. Man12ower and Produ ctiviJ.y Temp Destroy/ d elete when Superseded/NLN Destroy/ delete 
Bucket- Enhancement Studies - Documents superseded by a like when superseded 
Organization, created in connection with manpower survey or study, or by a like survey or 
Manpower, surveys and studies covering personnel when no longer study, or when no 
Comm ittee authorizations, manning levels, manpower n eeded, whichever is longer needed, 
and Board analysis and requirements, workload and later. whichever is later. 
Records performance measures, staffing standards, 

and related documentation. 
0100-06D 0100 Series D. Conference Records - Records Temp Cut off on Termination Cutoff on 

Bucket - pertaining to office participation in termination of termination of 
Organization, conferences, meetings, and similar conference and conference and 
Manpower, activities, consisting of: agendas, m eeting incorporate into incorporate into 
Committee notes, and like materials maintained by applicable functional applicable 
and Board conference participants as the official record files for disposition functional files for 
Records copy. in accordance with disposition in 

instructions for that accordance with 
particular file. instructions for 

that particular file. 
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0200 SERIES BUCKET SCHEDULE 
Personnel and Payroll 
This schedule provides disposition authorization for records that pertain to the personnel/ payroll functions of the JS and CCMDs. Records include, but are 
not limited to, areas such as personnel performance, wages, payroll correspondence, and personnel leave records (Mil & Civ); counseling, personnel conduct, 
promotion/ demotion, general and military awards, and GO / FO nominations; training records (Mil & Civ); time and attendance records; and Equal 
Employment Opportunity (EEO), personal and occupational injury, financial disclosure, Federal workplace drug testing, Political activity of Federal 
employees, and directory service records. 

Record No Record Description Record Disposition Cutoff Retention Period 
No-Title Type Instructions Instructions 

0200-01 0200 Short-Term Records Temp Destroy/ delete 6 Every 6 6 months. 
Series Short-term records related to personnel/ payroll are records months after months. NOTE: For 
Bucket - that have minimal or no documentary or evidential value. cutoff. retention longer 
Personnel Examples of Short- Term records include but are not limited than 1 yritmustbe 
and Payroll to: routine requests for information or publications and justified and 

copies ofreplies which require no administrative action, no submitted to the JS 
policy decision, and no special compilation or research for IMD/ RRB. 
reply; records documenting routine activities containing no 
substantive information, such as routine notifications of 
meetings, scheduling of work-related trips and visits, and 
other scheduling related activities. These records include, 
but are not limited to the list below: 

0200-0lA 0200 A. Interview Records - Correspondence, reports, and other Temp Destroy/ delete 6 Every 6 6 months. 
Series records relating to interviews with employees maintained by months after months. NOTE: For 
Bucket - any JS/ CCMD activity. cutoff. retention longer 
Personnel than 1 yritmustbe 
and Payroll justified and 

submitted to the JS 
IMD/ RRB. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-018 0200 Series B. Correspondence and Forms - Displaced Employee Temp Destroy/ delete 6 Every6 6 months. 
Bucket - Program (DEP) information and rosters reflecting months after cutoff. months. NOTE: For 
Personnel application and registration of individuals eligible to retention longer 
and Payroll participate in DEP maintained by any JS/ CCMD activity than 1 yr it 

as the official record copy. (See series note #2 - Privacy must be 
Act). justified and 

submitted to 
the JSIMD/ 
RRB. 

0200-0lC 0200 Series C. Correspondence and Forms - All other miscellaneous Temp Destroy/ delete 6 Every6 6 months. 
Bucket - correspondence and forms maintained by any JS/ CCMD months after cutoff. months. NOTE: For 
Personnel activity. retention longer 
and Payroll than 1 yr it 

must be 
justified and 
submitted to 
theJSIMD/ 
RRB. 
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Record No Record Description Record Disposit ion Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-0lD 0200 Series D. Promotion and Demotion Records - Promotion Temp Destroy/ delete 6 Every6 6 months. 
Bucket - eligibility rosters consisting of: documents relating to months after cutoff. months. NOTE: For 
Personnel individuals eligible for consideration for promotion retention longer 
and Payroll including recommendations, lists, and similar than 1 yr it 

information maintained by any JS/ CCMD activity; must be 
Centralized and semi-centralized selection board justified and 
reporting files consisting of: documents relating to submitted to 
consideration and selection of officers, warrant officers, the JS IMD/ 
and enlisted personnel for promotion, reduction, removal RRB. 
from promotion lists, and elimination including selection 
lists, board proceedings, appointments of board 
members, voting results, and similar or related 
documents at other offices. (See series note #2 - Privacy 
Act) . 

0200-0lE 0200 Series E. Directory Service - Correspondence, forms, and other Temp Destroy/ delete 6 Every 6 6 months. 
Bucket - records relating to the compilation of directory service months after cutoff. months. NOTE: For 
Personnel listings maintained by personnel office as the official retention longer 
and Payroll record copy. than 1 yr it 

must be 
justified and 
submitted to 
the JS IMD/ 
RRB. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-02 0 200 Series Working Papers & Office Administrat ive Records 
Bucket- Work ing papers and office ad ministrative records related to Personnel/Payroll that document routine administrative and 
Personnel orgarrizational decis ions, action s, an d processes of the JS and CCMDs. Records inclu de, b u t are not limited to the list below: 
and Payroll 

0200-02A 0200 Serie s A. Gen era l Personnel Corres11onden ce - Correspon den ce, Temp Destroy /delete 3 FY 3 years 
Bucket - repor ts, m emorand u m s , and other records rela ting to the years after cu toff. 
Personnel general administration and operation of civilian and 
a n d Payroll military personnel function s, exclud ing record s 

specifically described elsewhere in this schedule and 
records m aintained at a gency staff planning levels 
m aintained by agen cy personnel function as the official 
record copy. 

0200-02B 0 200 Series B. Payroll Corresoondence - Correspondence between Temp Des troy/ delete 3 FY 3 years 
Bucket- agen cy a n d payroll processor re gardin g gen eral routine years after cu toff. 
Personnel administrative issues, including wage grade job matters, 
and Payroll that do not relate to individual payments m a intained by 

any JS/ CCMD activity; differential a nd allowances , 
consisting of: information to a s s ist overseas civilian 
personnel offices to document employee eligibility for 
foreign post differential and foreign qu arter s a nd post 
allowances, including SF 1190 (Foreign Allowances 
Application, Grant, and Report) a nd similar information 
maintained by any JS/ CCMD activity (fiscal year) . 
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Record No Record Description Record Disposit ion Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-02C 0200 Series C. Em2loyee Performance File System Records {Non-SES} Temp Destroy/ delete 3 FY 3 years 
Bucket- - Appraisals of unacceptable performance of non-senior years after cutoff. 
Personnel executive service (SES) appointees (5 USC 4301(21) where 
and Payroll a notice of proposed demotion or removal is issued but 

not effected, including all related documents maintained 
by any JS/ CCMD activity. 

0200-02D 0200 Series D. Promotion and Internal Placement Records - Temp Destroy/ delete 3 FY 3 years 
Bucket- Notification of personnel action (SF 50), consisting of: years after cutoff. 
Personnel chronological files, and all other copies, documenting 
and Payroll promotions and transfers (in and out) that are maintained 

in personnel office. 

0200-02E 0200 Series E. Federal Em2loyees' Retirement Records {FERS} L Civil Temp Destroy/ delete 3 FY 3 years 
Bucket - Service Retirement System {CSRS} - General years after cutoff. 
Personnel correspondence and subject files consisting of: files 
and Payroll relating to general administration and operation of 

FERS/ CSRS including coverage, basic annuity, death 
benefits and refunds, disability, and debt collection 
maintained by any JS/CCMD activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-02F 0200 Series F. FERS / CSRS- Records and forms pertainmg to an employee's Temp Destroy/ delete FY 3 years 
Bucket - transfer to FERS, participation in the thrift savings plan, and 3 years after 
Personnel eligibility to retire maintained by any JS/CCMD activity; cutoff. 
and Payroll retirement assistance files, consisting of: correspondence, 

memorandums, annuity estimates, and other records used to 
assist retiring employees or survivors claim insurance or 
retirement benefits maintained by any JS/ CCMD activity. 

0200-02G 0200 Series G. Correspondence and Forms - Relating to pending personnel Temp Destroy/ delete FY 3 years 
Bucket - actions maintained by any JS/ CCMD activity as the official record 3 years after 
Personnel copy; retention registers from which reduction-in-force actions cutoff. 
and Payroll have been taken, consisting of: information showing retention 

groups of employees according to tenure, length of service, 
performance ratings, and veteran's preferen ce maintained by any 
JS/CCMD activity as the official record copy. 

0200-02H 0200 Series H. Egual Employment Opportunity Records - Preliminary and Temp Destroy/ delete FY 3 years 
Bucket - background consisting of: background records not filed in the 3 years after 
Personnel official discrimination complaint case files maintained by any cutoff. 
and Payroll JS/ CCMD activity; EEO general files, consisting of: general 

correspondence and copies ofregulations with related records 
pertaining to the Civil Rights Act of 1964, EEO Act of 1972, and 
any pertinent future legislation, including agency EEO Committee 
meeting records, minutes, and reports maintained by any 
JS/ CCMD activity as the official record copy. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-021 0200 Series I. Personnel Counseling Records - Reports of interviews, Temp Destroy/ delete 3 FY 3 years 
Bucket- analyses, and related records maintained by supervisors. years after cutoff. 
Personnel 
and Payroll 

0200-02J 0200 Series J. Adverse and Performance-Based Actions - Adverse Temp Destroy/ delete 3 FY 3 years 
Bucket - actionftles (5 CFR 752) and performance-based actions (5 years after cutoff. 
Personnel CFR 432), consisting of: case ftles and related records 
and Payroll created in reviewing any adverse action (disciplinary or 

nondisciplinaiy removal, suspension, leave without pay, 
reduction in force) against an employee. The file includes 
a copy of the proposed a dverse action with supporting 
papers, statements of witnesses, employee's reply, 
hearing notices, reports and decisions, reversal of action 
records, and appeal records, excluding letters of 
reprimand maintained by the JS/CCMD (Note: Officia l 
record copy is ma intained by servicing civilian personnel 
office). 

0200-02K 0200 Series K. Civilian Leave Application - Maintained by any Temp Destroy/ delete 3 FY 3 years 
Bucket - activity as the official record copy and the time card has years after cu toff. 
Personnel not been initialed by tl1e employee. 
and Payroll 

0200-02L 0200 Series L. Wage Survey Files - Wage area surveys, consisting of: Temp Destroy/ delete 3 FY 3 years 
Bucket - wage change survey computation forms, specifications, years after cu toff. 
Personnel recommendations, and related con-espondence 
and Payroll maintained by any JS/CCMD activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-02M 0200 Series M. Su~rvisor Em11loyee Records - Records of civilian Temp Destroy/ delete 3 FY 3 years 
Bucket - employees' job histmy, training, personnel actions, etc., years after cutoff. 
Personnel that are not appropriate for the OPF or are duplicates of 
and Payroll same maintained by supervisors. 

0200-02N 0200 Series N. Withholding of within-grade increase {WGD Records - Temp Destroy/ delete 3 FY 3 years 
Bucket- Files concerning an employee's performance rating of years after cutoff. 
Personnel record with work examples which establish less than fully 
and Payroll successful performance, notice of withholding ofWGI, 

employee's request for reconsideration of denied WGI, and 
decision concerning such a reconsideration request 
maintained by any JS/ CCMD activity. 

0200-020 0200 Series 0. Incentive Awards Prog[am Renorts - Reports Temp Destroy/ delete 3 FY 3 years 
Bucket - pertaining to the operation of the Incentive Awards years after cutoff. 
Personnel Program maintained by any JS/ CCMD activity. 
and Payroll 
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Record Record Description Record Dis position Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0200-02P 0 200 P. Employee Awards Files - General awards records, excluding those Temp Destroy/ delete FY 3 years 
Series rela ting tD department- level awa rds , consisting of: 3 years a fter 
Bucket - 1. Case files including recommendations, app roved nominations, cutoff. 
Personnel correspondence, reports, and related hand books pertaining tD agency-
and Payroll sponsored cash a nd non-cash award s such a s incentive awards, within-

grade merit increases, suggestions, and outstanding performance 
maintained by any JS/ CCMD activity. 
2. General a wards records , consisting of: correspon dence per taining tD 
awards from other Federal agencies or non-Federal organizations 
maintained by any J S/CCMD activity. 
3 . Length of service and sick leave awards files, consisting of: 
correspondence, reports, computations of service and sick leave, and lists 
of awardees m aintained by any JS/ CCMD activity. 
4. Correspondence relating to the administration of awards tD employees 
for suggestions, acts, or superior accomplishments that have contributed 
to outstanding efficien cy a nd economy in the oper ation of a n agen cy and 
letters of appreciation or commendation for an individual or an 
organization al elem ent ma intained by personnel office and other agen cy 
activities as the official record copy. 
5. Awards board/ committee member appointments, records relating to 
establishmen t a n d policy of the board/committee tha t are tem porary in 
nature, and board or committee proceedings maintained by personnel office 
and other activities as the official record copy. 
6 . Records reflecting the origin of the award, copies of general orders, the 
citation, recommendation, and approval of the award and proceedings of 
the agency's awards board m aintained by personnel office as the agency's 
official record copv. 
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Record Record Description Record Diapoaition Cutoff Retention 
No No-Title Type lnatructiona lnatructiona Period 

0200-02Q 0200 Q. OJJicial Milita [Y Personnel Records - Out-processing fiJes, Temp Dest roy/ d elete 3 yearn FY 3 years 
Series con sisting o f: documents u sed to control and account for after cutoff. 
Buck et - Military Per sonnel Record J 'acke ts during processing for 
Personn el tra nsJ:er or sep aration, including logs, reg:i.s t:er s , and sign-out: 
an d Payroll sheets m a intained by an y JS/ CCMD activity. 

0200-02R 0200 R. ,JCS Ide ntification Ba.clge - Exception s to p olicy, copies of Temp Dest roy/ d elete 3 years FY 3 years 
Series orders, a nd rela ted clocum n t:s ma intain ed by p er sonnel office af ter cutoff. 
Bu ck et - a s tl1e offic ia l record copy. 
Personnel 
and Pa yro 11 

0200-02S 0200 S . Military Awa rds (.Person al) - Service compon ent per sonal Temp Destroy/ d elete 3 years FY 3 years 
Series a wards , consis ting of d ocuments rela t in g to recommenda tion , after cutoff. 
Bu ck et- r eview, a nd approva l or disapproval of Service compon ent 
Personnel a wa rds for individuaJs, includin g requests a nd rela ted 
an d Payroll informa tion and the a pproved / disapproved award 

m aintained by a ny J S / CCMD activity. (See selies note #2 -
Privacy Act) . 

Record Record Description Record Type Disposition Cutoff Retention 
No No-Title lnatructiona lnatructiona Period 

0200-0Zf 0200 Series T. Milita ry Awa rds (Program s) - Outs ta nding milita1y Temp Desn·oy /delete 3 FY 3 years 
Bucket - personnel program s , e.g., outstanding Non commission ed years after cutoff. 
Personnel Officer / E nlisted Awa rd, Junior Officer of the Qu a rter, a n d 
and Payroll s imilar military personnel recognition program s , con sis ting of: 

persona l data, le tter s of n omination , m inutes of m eetings, 
photographs, and rela ted p aper s con cerning selected a nd 
non -selected n ominees ma intained by any J S/ CCMD activity. 

0200-0 2U 0200 Series U. Militar~ Assignment Documents - Requisition documents Temp Desn·oy / d elete 3 FY 3 years 
Bu cket- and nomina tion pa cke ts h eld by personnel office as t he years after cu toff. 
Per sonnel official record copy. 
and Payroll 

0200-0 2V 0200 Ser ies V. Mili.t:ar~ Training Program Records - Back ground and Temp Desn·oy / d elete 3 FY 3 years 
Bu cket - workin g files m ain tained by an y J S / CCMD activity. (Note: For years after cutotf. 
Per sonnel record s of formally establish ed sch ools which train agency 
and Payroll pe rsonnel in sp ecialized program a.Teas such as la w 

en forcemen t and national d efen se, su bmit an SF 115 throu gh 
IMD / RRB to NARA for disposition autholity). 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0200-02W 0200 W. Civilian Training Program Records - Background and working Temp Destroy/ delete 3 FY 3 years 
Series files maintained by any JS/ CCMD activity; records relating to the years after cutoff. 
Bucket - Presidential Management Intern Program established by Executive 
Personnel Order (EO) 12008, August 1977, consisting of: files relating to the 
and Payroll general administration and operation of the Presidential Management 

Intern Program including special career programs and executive 
development programs maintained by any JS/ CCMD activity. 

0200-02X 0200 X. Alternate Work Schedule Records - consisting of: documents Temp Destroy/ delete 3 FY 3 years 
Series showing alternative work schedules such as flexible hours and years after cutoff. 
Bucket- compressed schedules maintained by any JS/CCMD activity. 
Personnel 
and Payroll 

0200-02Y 0200 Y. Personal Injury Files - Forms, reports, correspondence, and Temp Destroy/ delete 3 FY 3 years 
Series related medical and investigatory records relating to on-the-job years after cutoff. 
Bucket - injuries, whether or not a claim for compensation was made, 
Personnel excluding copies filed in the Employee Medical Folder and copies 
and Payroll submitted to the Department of Labor maintained by any JS/CCMD 

activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-022 0200 z. Federal Wor.!mlace Drug Testing Program Files - Drug testing Temp Destroy/ delete FY 3 years 
Series program records created under EO 12564 and PL 100-71, Section 3 years after 
Bu cket- 503 (101 Stat 468), including annual reports to Congress as cu toff. 
Personnel required by PL 100-7 1, Para 503 (fj, excluding consolidated statistical 
and and narrative reports concerning the operation of agency programs 
Payroll and the program records ofOPM: 

1. Consisting of: d rug test plans and proced ures with related drafts, 
correspondence, memorandums, and other records pertaining to the 
development of procedures for drug testing programs, including the 
determination of testing incumbents in designated positions, 
excluding documents that are filed in records sets of formal 
issuances (directives, procedures, ha ndbooks , operating manu als, 
and the like) maintained by any JS/ CCMD activity. 
2. Selection/ scheduling records, consisting of records relating to the 
selection of specific employees/ applicants for testin g and the 
scheduling of tes ts, including lists of selectees, n otification letters, 
and testing schedules maintained by any JS/CCMD activity. 
3 . Federal Workplace Drug Testing Program Files - Records relating 
to the collection and handling of specimens, consisting of 
permanent, bound record books containing identifying data on each 
specimen as recorded at each collection site in the order in which 
the specimen s were collected m aintained by any JS/ CCMD activity. 
4. Federal Workplace Drug Testing Program Files - Ch ain of 
custody records consisting of forms and other records used to 
maintain control and accountability of specimens from the point of 
collection to the final d isposition of the specimen maintained by any 
J S / CCMD activitv. 
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Record No Record Description Record Disposition Cutoff Ret ention 
No-Title Type Instructions Instructions Period 

0200-02M 0200 Series M. Federal Wor.!mlace Drug Testing Program Files - Temp Destroy/ delete 3 FY 3 years 
Bu cket- Negative test results m aintained by any JS/ CCMD years after cutoff. 
Personnel activity. (Note: Dispose of a ny records covered by GRS 1 
and Payroll items 36a-e that are relevant to litigation or disciplinary 

actions no earlier tha n the related litigation or adverse 
action case file(s)). 

0200-02BB 0200 Series BB. Alternate Worksite Records - Unap proved requests Tem p Destroy/ delete 3 FY 3 years 
Bucket - maintained by any JS/ CCMD activity; forms and other years after cutoff. 
Personnel records generated by the agency or the participating 
and Payroll employee evalu a ting the alternate worksite program 

maintained by any JS/ CCMD activity. 

0200-02CC 0200 Series CC. Political Activi!;y of Federal Em12loyees - Holding Temp Destroy/ delete 3 FY 3 years 
Bucket - state or local office records, including reports, years after cutoff. 
Personnel corresponden ce, and related material r equired to be filed 
and Payroll by any civilian employee holding any state or local public 

office or appointmen t, consisting of: a n y informa tion 
concerning su ch office or appointment filed by another 
person or entity maintained by any JS/CCMD activity. 

0200-03 0200 Series Management and Program/Operations Records 
Bucket - Management and program/ operations records which document the Personnel and Payroll Program/ Operations, management 
Personnel p rocesses, and on-going activities of the J S/CCMDs. Records inclu de, but a re not limited to the below: 
and Payroll 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03A 0200 A. Payroll Correspondence - Information for a merit pay unit listing covered Temp Destroy/ FY 7 -10 years 
Series em ployees, consisting of initial salary, computation of funds for the unit, Delete n o less 
Bucket - salary increases granted automatically , merit pay increases granted based than 7 years 
Personnel on points received from a performance appraisa l rating, and similar and no more 
and information maintained by any JS/CCMD activity. (Sec series note #2 - than 10 years 
Payroll Privacy Act). after cutoff. 

0200-03B 0200 B. Payroll Correspondence - Pay records governing the establishment and Temp Destroy/ FY 7 -10 years 
Series maintenance of domestic and overseas a llowances and differentials, Delete n o less 
Bucket- agencies, and employees affected m aintained by any JS/CCMD activity. than 7 years 
Personnel and no more 
and than 10 years 
Payroll after cutoff. 

0200-03C 0200 C. Em2lovee Performance File System Records Temp Destroy/ FY 7 -10 years 
Series 1. (Non-SES) All other performance p lans and ratings maintained by any Delete n o less 
Bucket- JS/CCMD activity. than 7 years 
Personnel 2. (SES) - All other performance plans and ratings maintained by any and no more 
and JS/ CCMD activity. than 10 years 
Payroll 3. (Non-SES) Supporting documents maintained by a ny JS/CCMD activity. after cutoff. 

4. (SES) -All other performance appraisals, along with job elements and 
standards ijob expectations) upon which they are based, excluding those for 
SES appointees serving on a Presidential a ppointment (5 CFR 2 14) 
maintained by any JS/CCMD activity. 
5. (SES) - SES m embers' performance records con sisting of SES 
evaluation summary and obj ective performance record sheets m a intained by 
any JS/ CCMD activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03D 0200 Series D. Em11loyee Performance File System Records (SES) - Temp Destroy / Delete no FY 7-10 years 
Bucket- SES, scientific and technical, and supergrade files, less than 7 years 
Personnel consisting of: information concerning SES, scientific and and no more than 
and Payroll technical, and supergrades generated according to 5 USC 10 years after 

3104, 313 1, and 3324, including copies of position cutoff 
descriptions, position evaluations, and data on present 
position incumbent such as individual's qualifications, 
promotions, and awards at the office with responsibility 
to monitor and control SES career related records general 
position documentation. (See series note #2 - Privacy 
Act). 

0200-03E 0200 Se1ies E. Em11loyee Performance File System Records (SES) Temp Destroy /Delete no FY 7-10 years 
Bucket - (Information relating to current position incumbent) less than 7 years 
Personnel and no more than 
and Payroll 10 years after 

cu toff. 
0200-03F 0200 Series F. FERS / CSRS - Appeals pertaining to FERS error Temp Destroy / Delete no FY 7-10 years 

Bucket - corrections maintained by any JS/CCMD activity. - less than 7 years 
Personnel Information relating to current position incumbent and no more than 
and Payroll maintained by any JS/CCMD activity. 10 years after 

cu toff 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03G 0200 Series G. Egual Em12loJ'.!!!en t O12122rtuni!;y Record s - EEO Temp Destroy/Delete no FY 7 -10 years 
Bucket- complaint cases, consisting of: information reflecting less than 7 years 
Personnel complaints of personnel and job a pplicants concerning and no more tha n 
and Payroll EEO cases resolved within the agency by the EEO 10 years after 

Commission or by a U.S. Court, including complaints, cutoff. 
transmittal letters, investigative data and summaries, 
findings of fact statements, exhibits, reports, copies of 
decisions, final disposition reports, records of h earings 
and meetings, acceptance statements, withdrawal 
notices, and similar informa tion at office having agen cy-
wide responsibility; Affirmative Action Plan (AAP), 
consisting of: consolidated AAP and related feeder 
documents maintained by any JS/ CCMD activity as the 
official record copy; surveys, consisting of: surveys on 
implementation and effectiveness of EEO programs, 
including reviews, appraisals, recommendations, final 
survey reports, and simila r information maintained by 
any JS/ CCMD activity; reports of on-site reviews of AAP 
maintained by any JS/CCMD activity as the official 
record copy. 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-031-I 0200 Series H. Labor Management Rela.ti.ons Records Temp Destroy / Delete n o FY 7- 10 years 
Bu cket - 1. General and case files, consisting of: correspondence, Jess than 7 years 
Personnel memorandums, reports, and other records rela ting ID the and n o more tha n 
and Payroll relationship between ma11a gem ent and employee unions 10 years after 

or otJ1er groups office negotiating agreement. cutnfI 
2. Labor arbitTation general and case files, consisting of: 
correspondence, memorandums, reports, unit 
certifications, n egotiated agreements, and case files (such 
as unfair labor practice charges, negotiability disputes , 
unit clarification, or decertification petitions) relating to 
la bor a rbitration cases maint.a.i:necl by any JS/ CCMD 
activity. ***NOTE:*** 12 Jan 2017 an Executive Order 
was sig_ned excluding_ the JS and CCMDs from the 
Federal Labor-Man!!!J.ement Relations Prog_ram. 
However, records ertor to the date o[ the EO [all 
under thts diseosition instruction. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-031 0200 Series I. Labor Management Relations Records Temp Destroy /Delete no FY 7-10 years 
Bucket - 1. Memorandums of agreement under labor management less than 7 years 
Personnel relations, consisting of initial union proposals, counter and no more than 
and Payroll proposals, working documents, and approved agreements 10 years after 

maintained by any JS/ CCMD activity. cutoff. 
2. Annual report of union recognitions, consisting of: 
report and all backup material maintained by any 
JS/ CCMD activity. 
3 . Unfair labor practice complaints, consisting of: initial 
complaint, case record, and decision at Central Personnel 
Files. 
***NOTE:*** 12 Jan 2017 an Executive Order was 
si!J.ned excludin!J. the JS and CCMDs from the Federal 
Labor-Manaaement Relations Prouram. However, 
records e,rior to the date o(_ the EO (_all under this 
dise,osition instruction. 

0200-03J 0200 Series J. Joint Chiefs of Staff Identification Badge - Temp Destroy / Delete no FY 7-10 years 
Bucket - General/ special orders, amendments, and memorand urns less than 7 years 
Personnel issuing permanent award of the JCS Badge maintained and no more than 
and Payroll by personnel office as the official record copy. 10 years after cutoff 

0200-03K 0200 Series K. Mili!;m:y Assie:nment Documents - Policy matters Temp Destroy /Delete no FY 7-10 years 
Bucket- pertaining to military assigrmrents maintained by any less than 7 years 
Personnel JS/ CCMD activity as the official record copy. and no more than 
and Payroll 10 years after cutoff 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-031 0200 Series L. Mili1:al:y Training Program Records ( Gov't Training) - Temp Destroy / Delete no FY 7-10 years 
Bucket - General file of agency-sponsored traming, excluding less than 7 years 
Personnel record copy of manuals, syllabi, textbooks, and other and no more than 
and Payroll training aids developed by the agency, consisting of: 10 years after cutoff 

correspondence, memorandums, agreements, 
authorizations, reports, requirement reviews, plans, and 
objectives relating to the establishment and operation of 
training courses and conferences maintained by any 
JS/CCMD activity. (Note: For records of formally 
established schools which train agency personnel in 
specialized program areas such as law enforcement and 
national defense, submit an SF 115 through !MD / RRB to 
NARA for disposition authority). 

0200-03M 0200 Series M. Mili!fil:Y Training Program Records (Non-Gov't Temp Destroy/Delete no FY 7-10 years 
Bucket - Training) - Person nel training, consisting of: less than 7 years 
Personnel correspondence, memorandums, reports, and other and no more than 
and Payroll records relating to the availability of training and 10 years after 

employee participation in training programs sponsored by cutoff. 
other government agencies or non-government 
institutions maintained by any JS/ CCMD activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03N 0200 Series N. Civilian Training Program Records Temp Destroy /Delete FY 7-10 years 
Bucket - 1. Information on establishing, managing, and evaluating local no less than 7 
Personnel training programs for civilian employees, consisting of: minutes of years and no 
and Payroll training and development committee meetings, training plans, more than 10 

reviews of training requirements, apprentice training program years after 
registrations with Department of Labor, higher echelon approvals, cutoff. 
annual reports, and similar information, excluding record copy of 
manuals, syllabi, textbooks, and other training aids developed by 
the agency located at operating personnel offices. 
2. Employee training, consisting of correspondence, 
memorandums, reports, and other records relating to the 
availability of training and employee participation in training 
programs sponsored by other government agencies or non-
government institutions maintained by any JS/ CCMD activity. 

0200-030 0200 Series 0 . Civilian Training Program Records - Individual apprentice Temp Destroy /Delete FY 7-10 years 
Bucket - training, consisting of information on apprenticeship training, no less than 7 
Personnel including apprenticeship applications, apprenticeship years and no 
and Payroll agreements, notices of authorization for training and subsistence more than 10 

allowance, Department of Veterans Affairs certificates of eligibility years after 
and entitlement, Veterans Affairs notices of expiration of cutoff. 
entitlement, daily progress records, monthly progress reports, and 
similar information maintained by any JS/CCMD activity. (See 
se1ies note #2 - Privacy Act) . 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03P 0200 Series P. Civilian Training Program Records Temp Destroy / Delete no FY 7-10 years 
Bucket - 1. Foreign training approvals, consisting of information less than 7 years 
Personnel on approving the use of foreign governmental facilities or and no more than 
and Payroll international organization facilities for training civilian 10 years after 

employees, including recommendations for use of such cutoff. 
facilities, approvals, and similar information, excluding 
contractual information and personnel assignment 
information at office responsible for approval. 
2. Civilian personnel retraining, consisting of: reports of 
retraining resulting from base closure, transfer, or 
consolidation of functions maintained by any JS/ CCMD 
activity. 

0200-03Q 0200 Series Q. Time and Attendance Records Temp Destroy / Delete no FY 7-10 years 
Bucket - 1. Source records (machine-readable or paper), consisting less than 7 years 
Personnel of all time and attendance records upon which leave and no more than 
and Payroll input data is based, such as time or sign-in sheets, time 10 years after 

cards (such as OF 1130), flexible hours records, leave cutoff. 
applications for jury and military duty, and authorized 
premium pay or overtime that are maintained at duty 
post and upon which leave input data is based. 2. Input 
records: Time and attendance data input into a payroll 
system, maintained either by agency or payroll processor 
maintained by any JS/ CCMD activity. 
3. Overtime authorization requests, consisting of: 
documents used at all activities to officially order the 
approval of overtime maintained by any JS/ CCMD 
activity. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-03R 0200 Series R. Occu12ational Injun:: and Illness Files - Reports and Temp Destroy /Delete no FY 7-10 years 
Bucket - logs (including Occupational Safety and Health less than 7 years 
Personnel Administration (OSHA] Forms 100, 101, 102, and 200, or and no more than 
and Payroll equivalents) maintained as prescribed in 29 CFR 1960 10 years after 

and OSHA pamphlet 2014 to document all recordable cutoff. 
occupational injuries and illnesses for each establishment 
maintained by any JS/ CCMD activity. 

0200-03S 0200 Series S. Financial Disclosure Re12orts - Employment and Temp Destroy / Delete no FY 7-10 years 
Bucket- financial interest statements consisting of: information less than 7 years 
Personnel showing government employment, private employment, and no more than 
and Payroll and financial interest of civilian employees required to file 10 years after 

such statements. Included are statements of employment cutoff. 
and financial interest, supplementmy statements, reports 
of change, review comments, and related information 
maintained by any JS/ CCMD activity. (See series note #2 
- Privacy Act) . 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-04 0200 Series Permanent Mission and Function Records 
Bucket - Permanent mission and function records related to Personnel/Payroll that document policies, plans, procedures, and 
Personnel significant activities of the JS/CCMDs which have permanent historical value. These records document key actions, decisions, 
and Payroll functions, and operations relating to the mission of the organization. Records include, but are not limited to the list below: 

0200-04A 0200 Series A. Employee Awards Files - Decorations to foreign nationals and Perm Transfer paper FY 25 years 
Bucket - U.S. citizens not employed by the U.S. Government, consisting of: records to the 
Personnel case files of recommendations, decisions, awards announcements, National Archives 
and Payroll board meeting minutes, and related documents maintained by any 25 years after 

JS/CCMD activity. cutoff, after 
declassification 
review. 

0200-04B 0200 Series B. Milita1y Awards - General/Special orders, amendments, and Perm Transfer paper FY 25 years 
Bucket - memorandums issuing milita1y awards maintained by J-1/Military records to the 
Personnel Personnel Branch as the official JS Record Copy; maintained by the National Archives 
and Payroll Combatant Command as the official CCMD record copy. 25 years after 

cutoff, after 
declassification 
review. 

0200-04C 0200 Series C. General Training and Education Records - Program files, Perm Transfer paper FY 25 years 
Bucket- consisting of: records relating to the overall organization, records to the 
Personnel development, policy, planning, management, and administration of National Archives 
and Payroll military personnel training and education programs including the 25 years after 

establishment, approval, and revision of courses and curricula and cutoff, after 
the evaluation of methods and results ofinstruction . Also includes declassification 
publications and overall statistical data maintained by any review. 
JS/CCMD activity. (Note: See 0900 series bucket for audiovisual). 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-04D 0200 Series D. Casualty Re12orting, Notification, and Assistance - Perm Transfer paper FY 25 years 
Bucket - Casualty / missing-in-action/ captured reporting, records to the 
Personnel notification, and assistance records, consisting of: file National Archives 
and Payroll copies of casualty reports, supplemental reports, 25 years after 

notification messages to next-of-kin, letters of cutoff, after 
circumstances and condolences, report of casualty, report declassification 
of facts and circumstances, acknowledgment and/ or review. 
transfer of casualty assistance, record of emergency data, 
casualty assistance summary, assignment of survival 
assistance officer, and related conespondence provided to 
the Services maintained by the Combatant Command. 

0200-05 0200 Series Non-Record Materials Temp Destroy when no Every 6 6 months. 
Bucket - Non-record material maintained by any activity is for longer needed or 6 months. NOTE: For 
Personnel reference purposes only. Listed below are non-record months whichever retention longer 
and Payroll numbers from the previous edition ofCJCSM 5760.0lA, comes sooner for than 1 yr it 

Vol II: business use, or must be 
according to an justified and 

0201-02 0247-02 0214-05 0214-09 agency submitted to 
0204-02 0229-03 0230-07 0226-11 predetermined time the JS 
0218-02 0204-04 0231-07 period or business IMD/ RRB. 
0223-02 0227-04 0236-07 rule. 
0227-02 0232-04 0236-08 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06 0200 Series Record Exceptions 
Bucket - Exceptions are for records that do not fall under the 6 months, 3 year, 7 -10 years, or Permanent dispositions as listed below: 
Personnel 
and Payroll 

0200-06A 0200 Series A. General Personnel Corres12Qndence - Personnel policy Temp Superseded or Superseded/ Superseded or 
Bucket - and precedent case files maintained by JS activities only. obsolete. Obsolete obsolete. 
Personnel 
and Payroll 

0200-06B 0200 Series B. Retention registers - No reduction-in-force actions Temp Destroy/ delete Superseded/ Destroy/ delete 
Bucket - have been taken maintained by any JS/ CCMD activity as when superseded or Obsolete when 
Personnel the officia l record copy. obsolete. (GRS 1, superseded or 
and Payroll item 17b( 2)). obsolete. (GRS 

1, item 17b(2)). 
0200-06C 0200 Series C. Position Classification Files - Standards and Temp Destroy/ delete Superseded/ Destroy/ delete 

Bucket - guidelines issued or reviewed by OPM and used to classify when superseded or Obsolete when 
Personnel and evaluate positions within the agency maintained by obsolete. (GRS 1, superseded or 
and Payroll any JS/ CCMD activity. item 7a(l)). obsolete. (GRS 

1, item 7a( l )). 
0200-06D 0200 Series D. Position Classification Files - Inspections, audits, and Temp Destroy/ delete Superseded/ Destroy/ delete 

Bucket - sw-veys, consisting of: correspondence, memorandums, when superseded or Obsolete when 
Personnel reports, and other records relating to inspections, obsolete. (GRS 1, superseded or 
and Payroll surveys, desk audits, and evaluations maintained by any item 7c(2)). obsolete. (GRS 

JS/ CCMD activity. 1, item 7c(2)). 
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Record No Record Description Record Dis position Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06G 0200 G. GO / FO Nominations - Major Com mand Information Files Temp Review annually . FY Review 
Series - con sisting o f: papers a nd rela ted information pertaining Wh en no lon ger annu ally. Wh en 
Bucket- to joint GO / FO billet s and CCMD activities used for periodic n eeded by GO/FO, n o lon ger 
Personnel review and background information m a intained by GO/FO transfer to IMD for n eeded by 
and a s the official record copy . d isposition in GO/FO, 
Payroll accordance with tra n sfer to IMD 

0231 -01 (i.e ., Cu t for disposition 
off a nnua lly, h old 7 in accordance 
years, then retire to with 0 23 1-0 1 
ISF. Destroy/ delete (i .e., Cu t off 
20 years a fter annually, h old 7 
cutofl) . years, then 

re tire to ISF. 
Destroy/ delete 
20 years after 
cutofl) . 

Record No Record Description Record Dis position Cutoff Ret ention 
No-Title Type Instructions Instructions Period 

0200-06H 0 200 Series H. GO JFO - action documents, consisting of: Temp Review annually. FY Review 
Bucket- documents ofin:terest to th e JS, responses to t:askers a nd. When no longer an nua l.ly. When 
Perso1u1.el queries maintained by GO/ FO as the official recor d copy. n eeded by GO/ FO, n o lon ger 
and Payroll transfer to needed by 

IMD / RRB for GO/ FO, 
d isposi tion in transfer to 
accordan e with CMD/RRB for 
023 1-01 (i.e., Cu toff dis position in 
am1.ually, h old 7 accordance with 
years, then re tire to 0 231-01 (i.e., 
ISF. Destroy / delete Cutoff annually, 
20 years after h old 7 years, 
c u to.O) . then retire to 

!SF. Destroy / 
de le te 20 years 
after c u tofl). 

0200-061 0 200 Series I. Oilers of Employment - Correspondence, letters, and Temp Destroy/ delete Appointmen t Destroy/ delete 
.Bucket- te legra ms offe ring a ppoin tm ent t:o potentia l employees when a ppo.i.ntment Effective whe n 
Personnel accepted offers. is effective. (GRS 1, a ppointment is 
and Payroll item, 4-a). e!foctive. (GRS 

1, i tem , 4a). 
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UNCLASSIFIED 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06J 0200 Series J. Offers of Employment - Declined offers when name is Temp Return to OPM with See Return to OPM 
Bucket - received from certificate of eligible. reply and Disposition with reply and 
Personnel application. (GRS 1, Instructions application. 
and Payroll item 4B(l)) . (GRS 1, item 

4B(l)) . 

0200-06K 0200 Series K. Offers of Employment - Temporary or excepted Temp File inside See File inside 
Bucket- appointment. application. (GRS 1, Disposition application. 
Personnel item 4b(2)). Instructions (GRS 1, item 
and Payroll 4b(2)). 

0200-061 0200 Series L. Offers ofEmployment - All others. Temp Destroy/ delete Immediately Destroy/ delete 
Bucket - immediately. (GRS immediately. 
Personnel 1, item 4b(3)) . (GRS 1, item 
and Payroll 4b(3)). 

0200-06M 0200 Series M. General Civilian Employment Records - Request for Temp Cut off on Termination Cut off on 
Bucket - personnel action (SF-52) and related papers pertaining to termination of termination of 
Personnel actions not consummated maintained by the requesting action, hold 30 action, hold 30 
and Payroll office. days, then destroy/ days, then 

delete. destroy/ delete. 
0200-06N 0200 Series N. Position Classification Files - Appeals files relating to Temp Destroy/ delete Abolished/ Destroy/ delete 

Bucket- certificates of classification issued by OPM maintained by when affected Superseded when affected 
Personnel any JS/ CCMD activity. position is abolished position is 
and Payroll or superseded. (GRS abolished or 

1, item 7d(2) . superseded. 
(GRS 1, item 
7d(2) . 
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UNCLASSIFIED 

Record No Rec ord I Description Record Disposition Cutoff Retention 
No-Title Type Instructio ns Instructions Period 

0200-060 0200 Series 0 . Employee Records Cards - Used for informationa l Temp Destroy/ d elete on Separation/ Destroy/ delete 
Bucket - purposes outside personnel offices maintained by any sepa ra tion or Transfer on separation or 
Per sonnel JS/CCMD activity. transfer of transfer of 
and Payroll employee. (GRS 1, employee. (GRS 

item , 4a) . 1, item , 4a). 
0200-06P 0200 Series P. Employee Performance File System Records (Non-SES) Temp Cutoff on date of FY Cutoff on date 

Bu cket - - All other summary performance appraisal records, appraisal, hold 4 of appraisal, 
Personnel including performance appra isa ls a nd job elemen ts a nd years, then hold 4 yea rs, 
and Payroll stan dards upon which they a re based maintained by a ny destroy/ delete. then 

J S/ CCMD activity. (GRS 1, item 23a(4). destroy/ delete. 
(GRS 1, item 
23a(4). 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06Q 0200 Series Q. Employee Performance File System Records (SES) - Temp Place records on the See Place records on 
Bucket- Employee Performance-related records pertaining to left-hand side of Disposition the left-hand 
Personnel former SES appointees consisting of: latest rating of OPF and fo1ward to Instiuc tions side of OPF and 
and Payroll record tha t is less th an 5 years old, performa n ce plan ga ining Federal fo1ward to 

upon which it is based, and any summa1y rating agency upon gaining Federal 
maintained by any JS/ CCMD activity. transfer or ti·ansfer agency upon 

to Na tional ti·ansfer or 
Personnel Records tran sfer to 
Center (NPl~C) if National 
employee leaves Personnel 
Federal service. Records Center 
(GRS 1 item (NPRC) if 
23b(2)(a)) . employee leaves 

Federa l service. 
(GRS 1 .it e m 
23b(2)(a)) . 

0200-06R 0 200 Series R. Dona ted Leave Program Case Files - Donated leave Temp For Records See For Records 
Bucket- cases, consisting of: case files documenting the receipt begimring in Disposition begimring in 
Personnel and donation of leave for m edical emergencies including J a nuruy 1994, cut Insti·uctions Januruy 1994, 
and Payroll recipient applications, agency approvals or denials, off when file is cut off when file 

medical or physician cerWication s, leave donation records closed, hold l year, is closed , h old 1 
or OF 630-A, supervisor/ timekeeper a pprovals, leave th.en des troy/ d elete. yeru·, then 
t:rru1sfer records, payroll n otification r ecords, and leave (GRS 1, item 37). desti·oy / delete. 
program termination records. (GRS 1, item 

37). 
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UNCLASSIFIED 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06S 0200 Series S. Egual Em12lo;ill!ent Om;12rtunity - Complaint cases, Temp Cutoff on final FY Cutoff on final 
Bucket - consisting of duplicate case files or documents pertaining resolution of case, resolution of 
Personnel to complaints maintained by civilian personnel office as hold 1 year, then case, hold 1 
and Payroll the official record copy. destroy/ delete. year, then 

(GRS 1, item 25b). destroy/ delete. 
(GRS 1, item 
25b). 

0200-06T 0200 Series T. Civilian Leave A1212lication - SF 71 or OPM 71 Temp Destroy/ delete at End of Pay Destroy/ delete 
Bucket- (Application for Leave) or equivalent and supporting end of applicable Pe1iod at end of 
Personnel papers relating to requests for and approval of leave pay period. (GRS 2, applicable pay 
and Payroll maintained by any activity as the official record copy and item 6a). period. (GRS 2, 

the time card has been initialed by the employee. item 6a) . 

0200-06U 0200 Series U. Military Awards - Joint service personal awards, Temp Cut off annually, FY 2 years 
Bucket - consisting of: documents relating to recommendation, hold 2 years, then 
Personnel review, and approval or disapproval of joint service retire to ISF. 
and Payroll awards for individuals, including requests and related Destroy/ delete 25 

information and the approved/ disapproved award. (See years after cutoff 
series note #2 - Privacy Actj. 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06V 0200 Series V. GeneralLFlag Officer Nominations - Papers and Temp Cut off annually, FY 7 years 
Bucket- related documents from OSD and the military Services on hold 7 years, then 
Personnel the nominations and position billets of General and Flag retire by CY block to 
and Payroll officers submitted to the Secretary of Defense through the JSRHA. 

Joint Staff and the Combatant Commanders. Maintained Destroy/ delete 20 
by the IMD as the Official Record Copy. years after cutoff. 

0200-06W 0200 Series W. GeneralLFlag Officer Nominations - Maintained by Temp Cut off annually, FY 20 years 
Bucket - CCMD activities as the official record copy. hold 7 years, then 
Personnel retire to ISF. 
and Payroll Destroy/ delete 20 

years after cutoff. 

0200-06X 0200 Series X. GeneralLFlag Officer Nominations - GO/FO Temp Review annually. See Review 
Bucket - management files, consisting of: copies of tasking Transfer completed Disposition annually. 
Personnel documents, reports, JS papers, and related background action to applicable Instructions Transfer 
and Payroll materials pertaining to GO / FO matters including copies GO /FO file, then completed 

of inputs from contributing agencies and other related destroy/ delete all action to 
correspondence used for periodic review. Maintained by nonessential applicable 
GO / FO Office as the official record copy. information. GO/FO file, 

then destroy/ 
delete all 
nonessential 
information. 
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UNCLASSIFIED 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06Y 0200 Series Y. GenerallFlag Officer Nominations - GO/ FO working Temp Upon completion FY 20 years 
Bucket - nominations, consisting of: nomination records being transfer to 
Personnel processed for approval or disapproval by higher authority IMD/RRB for 
and Payroll maintained by GO/FO as the official record copy. disposition in 

accordance with 
0231-01 (i.e., cutoff 
annually, hold 7 
years, then retire to 
ISF. Destroy/ delete 
20 years after 
cutofl). 

0200-062 0200 Series Z. Individual Militarv Training Records - consisting of Temp Apply Service- Apply Service-
Bucket - on-the-job training records, qualification training, specific disposition specific 
Personnel ancillary training, upgrade training, and related records guidance .. disposition 
and Payroll maintained in accordance with the Service training guidance .. 

program. 

0200-06M 0200 Series M . Individual Emuloyee Pay Records - Individual pay Temp Cutoff annually and FY 56 years 
Bucket- record containing pay data on each employee within an transfer to NPRC. 
Personnel agency, consisting of: record may be in paper or Destroy/ delete 56 
and Payroll microform but not in machine readable form maintained years after cutoff. 

by any JS/ CCMD activity. (General Records 
Schedule (GRS) 2, 
item lb). 
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UNCLASSIFIED 

Record No Record I Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06BB 0200 Series BB. Federal Work12lace Drug Testing Program Files - Temp Destroy/ delete Separates Destroy/ delete 
Bucket - Employee a cknowledgement of n otice forms, con sis ting of wh en employee from wh en em ployee 
Personnel forms completed by employees wh ose positions are separates from designated separates from 
and Payroll designated sensitive for drug testing purposes testing-designated position testing-

acknowledging that they h ave received notice tha t they position . (GRS 1, d esignated 
may b e tested maintained by a ny J S / Comba tant item 36b). position . (GRS 
Command. 1, item 36b) . 

0200-06CC 0200 Series CC. Federal Work12lace Drug T esting Program Files - Temp Cutoff annua lly, FY 3 years 
Bucket - Positive test results, consisting of records documenting hold 3 years, or 
Personnel individu a l t est results, including reports of testing; until em ployee 
and Payroll notifications of employees, applicants, and employing leaves agency, then 

offices; and documents relating to follow- up testing destroy / delete. 
maintained by any JS/ CCMD. (GRS 1, item 

36e(l )) . 

Record No Record Description Record Dis position Cutoff Ret ention 
No-Title Type Instruc tions Instructions Period 

0200-06DD 0200 Seri.es D D. Altxernate Worksite Records - Approved requests or Temp CutofJ a t end of FY Cu toff at encl of 
Bu cket - applications to participate in an a lternate worksi te employee employee 
Personnel program, agreements between the agen cy a nd the participation in p a rt:icipa lion in 
and Payroll em p loyee, and records relating to the safety of the program, ho ld 1 progTam, hold 1 

worksite, the installa tion a nd u se of equipment, year, then year, then 
h aniwar e, a nd software . des troy/ dele te. clesb·oy /delete. 

(GRS 1, :ite m 4 2. 1) . (GRS 1, item 
42. 1). 

0200-06EE 0200 Series EE. Poli tical Activit):'. o f.' Federal Emplo):'.ees - Po.Licy a nd Temp Desb·oy / delete Supersedecl / Desa ·oy/delete 
Bu cket- procedures governing permissible artd prohibited when s uper seded or Obsole te when 
Personnel activiti.es, p olitical contributions, a nd exception.s of obsolete. Authority: s upe rseded o r 
and Payroll certain e lections. Ma intained by an y J 'S/ CCMD activity. Nl-218-00-3 item o bsolete. 

38. Autho rity: N 1-
2 1.8-00-3 item 
38. 

0200-06FF 0200 Series FF. Organizat ion. a nd locator files - con sis ting of: Temp Superseded or Superseded/ Su perseded or 
Bu cket- information providing th e n ame, address, telephone obsolete. Obsolete obsolete. 
Personnel number, a nd simila r data for ea.ch civilian a nd milita1y 
an d Payroll employee assib>ned to a n organization m aintained by any 

JS / CCMD activity . 
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Record No Record I Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06GG 0200 Series GG. Administrative Grievances and a1n2eals (5 CFR 771) - Temp Cutoff on closure of FY Cutoff on 
Bu cket- Records rela ting to grievances raised by agency case, hold 1 year, closure of case, 
Personnel employees, excluding EEO complaints. These case files then destroy/ d elete. hold 1 year, 
and Payroll include statem ents of witnesses, reports of interviews and then destroy/ 

hearings, examiner's findings and recommendations, a delete. 
copy of the origina l decision, related correspondence and 
exhibits, and records relating to a reconsideration 
request. (Note: Officia l record copy is maintained by 
servicing civilian per sonnel office). 

0200-06HH 0200 Series HH. Officia l Milita[Y Per sonnel Records - Records that Tem p Destroy/ delete After Destroy/ delete 
Bucket- rela te to leave of military personnel maintained by individual leave Adjustment individual leave 
Personnel personnel office . authorization when au thorization 
and Payroll adju stmen ts are wh en 

made. Authority: adju stmen ts are 
NCl -2 18 -84-1 item made. 
173 . Authority: NCI-

218-84-1 item 
173. 

0200-061I 0200 Series II. Official Milita[Y Personnel Records - Privilege card Temp Destroy/ delete No Longer No Longer 
Bu cket- application s, consisting of: d ocuments reflecting wh en no lon ger Needed Needed 
Personnel applications for p rivilege cards and ration cards, needed. Authority: 
and Payroll including Department of Defense Forms (DD Forms) 117 2 Nl-2 18 -00-3 item 

(Application for Uniformed Services Identification and 20. 
Privilege Ca rd) and similar d ocuments maintained by any 
JS/ CCMD activity. 
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UNCLASSIFIED 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-06JJ 0200 Series JJ. Job Oi;mortunity Announcements -Announcements Temp Destroy/ delete after Closed Closed 
Bucket - of vacancies maintained by any JS/CCMD activity. announcement 
Personnel closing date. 
and Payroll Authority: NC 1-218-

84-1, item 144. 

0200-06KK 0200 Series KK. Individual Employee Pay Records - Pay record for Temp Update elements See Update 
Bucket - each employee as maintained in an electronic database, and/ or entire record Disposition elements 
Personnel consisting of: database may be a stand-alone payroll as required. Instructions and/ or entire 
and Payroll system or part of a combined personnel/ payroll system Authority: record as 

maintained by any JS/ CCMD activity. required. 
Authority: 

0200-0611 0200 Series LL. Employee Awards Files - Lists of or indexes to Temp Destroy/ delete Superseded/ Destroy/ delete 
Bucket - agency award nominations, consisting of: lists of when superseded or Obsolete when 
Personnel nominees and winners and indexes of nominations obsolete. Authority: superseded or 
and Payroll maintained by any JS/ CCMD activity. GRS 1 item 12d. obsolete. 

Authority: GRS 
1 item 12d. 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-76 Enclosure C 

UNCLASSIFIED 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0200-6MM 0200 Series MM. FERS/ CSRS - Records and forms pertaining to an Temp File on permanent See File on 
Bucket- employee's transfer to FERS, participation in the thrift side ofOPF. Disposition permanent side 
Personnel savings plan, and eligibility to retire maintained by any Instructions ofOPF. 
and Payroll JS/ CCMD activity. 

0200-06NN 0200 Series NN. Corres11ondence and forms relating to 11ending Temp Destroy/ delete on Completion Destroy/ delete 
Bucket - 11ersonnel actions - Which are maintained by any completion of on completion 
Personnel JS/ CCMD activity as the official record copy. action. Authority: of action. 
and Payroll GRS 1 item 17a Authority: GRS 

1 item 17a 
0200-0600 0200 Series 00. Labor Management Relations Records - Maintained Temp Destroy/ delete Superseded/ Destroy/ delete 

Bucket - by other offices. when superseded or Obsolete when 
Personnel obsolete. Authority: superseded or 
and Payroll GRS 1 item 28a(2). obsolete. 

Authority: GRS 
1 item 28a(2). 

0200-06PP 0200 Series PP. Standards of Conduct- Correspondence, Temp Authority: GRS 25, Authority: GRS 
Bucket - memorandums, and other records relating to code of Items la and 1 b. 25, Items la 
Personnel ethics and standards of conduct maintained by any and lb. 
and Payroll JS/ CCMD activity. 
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Record No Record I Description Record Disposition Cutoff Retent ion 
No-Title Type Instructions Instructions Period 

0200-06QQ 0200 Series QQ . Financial Disclosure Reports - Ethics in Temp Authority: GRS 25, Au thority: GRS 
Bucket - Government financial disclosure statemen ts, consisting Item 2. 25, Item 2 . 
Personnel of: records on individual employees filing under the 
and Payroll Ethics in Gover nment Act of 1978, Public Law (PL) 95-

52 1, Section 201b, who were not subsequ ently confirmed 
by the U.S. Senate. Each file is maintained by employee 
name and includes OGE Form 278 (Public Financial 
Disclosu re Statement for Executive Branch Personnel), 
OGE Form 450 (Confidentia l Financial Disclosure 
Statement), official position descrip tion, disqu alification 
statements if applicable, and s imilar information 
maintained by any JS/ CCMD a ctivity. (See series note #2 
- Privacy Act). 

Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Inatruction.a Instructions Period 

0200-06RR 0200Selies RR. Official Militarv Personne l Records - That are Temp Forward all records Days Forwrutl all 
B u c ke t - c reated as the result of detail or assignme nt to the JS 0 1· thatru·e considered records thatare 
Personnel CCMD that n ormally would be m ade pru-r o f the by the a pplicable con s ide red by 
and PaymU individual's personnel file ru1d otber pertinentru1d re lated Se1vice as records tile applicable 

corresponcle1 ce maintained by pe rsonne l office as the for iJ1clu sion in the Se,vice as 
offic ial record copy. mdividual's records for 

personnel file to mclusion iJ1 the 
that Service not m clividual's 
later tbrul 30 days personnel file to 
after re lease o f duty tl1atSe1vice not 
from the JS or la ter tl1an 30 
CCMD. Autl1o rity: days after 
NC 1-218-84-1 i tem re lease of duty 
17 1. from the JS or 

CCMD. 
Authotity: NC l -
218-84- 1 item 
171. 

0200-06SS 0200 Se,ies SS. Militarv unit awrutls - con s isting o f d ocume nts Temp Cutoff arum ally, FY Cu tolTarmually, 
Buc ket- relating to recomme ndation, review, a nd approval o r hold 2 year s, tl1en h old 2 years, 
Personne l disapprova l o f mili tary awrutls for units, mcludmg retire to ISF. tl1en re tire to 
a nd Payroll requ ests a nd related mformation and tl1e app roved/ Destroy/de lete 25 ISF. Destroy/ 

disapproved awrutl maintained by the approval/ years after c u toff. delete 25 years 
disa pproval a utllo 1ity. Autllotity: Nl-218- after c utoff. 

00-3 item 26. Autl10Iity: N 1-
218-00-3 item 
26. 
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0300 SERIES BUCKET SCHEDULE 
Intelligence and Security 
This schedule provides disposition authorization for records that pertain to the Intelligence and Security functions of the Joint Staff and Combatant 
Commands. Records cover, but are not limited to, areas such as general intelligence policies, intelligence collection and dissemination policy and planning, 
and counterintelligence. Intelligence is defined as the product resulting from the collection, processing, integration, evaluation, analysis, and interpretation of 
available information concerning foreign nations, hostile or potentially hostile forces or elements, or areas of actual or potential operations. In addition, 
records relating to the security of classified U.S. and NATO documents, physical, industrial, and personnel security, general communications secmity 
(COMSEC), and security access are found in this series. 

Record 
No 

0300-01 

Record 
No-Title 

Description Record 
Type 

0300 Series Bucket - Short-Term Records Temp 
Intelligence and Security Short-term records related to intelligence 

and security are records that have minimal 
or no documentary or evidential value. 
Examples are: routine requests for 
information or publications and copies of 
replies which require no administrative 
action, no policy decision, and no special 
compilation or research for reply; records 
documenting routine activities containing 
no substantive information, such as 
routine notifications of meetings, 
scheduling of work-related trips and visits, 
other scheduling related activities. These 
records include, but are not limited to the 
list below: 

Disposition Instructions Cutoff Retention 

Destroy/ delete 6 months 
after cutoff. 

Instructions Period 

Every 6 
months. 

6 months. 
NOTE: For 
retention 
longer than 1 
yr it must be 
justified and 
submitted to 
the JS IMD/ 
RRB. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-0lA 0300 Series Bucket - A. Physical Securi:ty: Container Information Temp Destroy/ delete 6 months Every 6 6 months. 
Intelligence and Security - Forms placed on safes, cabinets, or after cutoff. months. NOTE: For 

vaults containing security classified retention 
documents that record opening, closing, longer than 1 
and routine checking of the security of the yr it must be 
container such as locking doors and justified and 
windows and activating alarms including submitted to 
such forms as SF 701 (Activity Security the JS IMD/ 
Checklistj, SF 702 (Security Container RRB. 
Check Sheet), and Secure Telephone Unit 
III data and keys maintained by any 
JS/ CCMD activity. 

0300-0lB 0300 Series Bucket - B. Security Ins12ections and Audits - Temp Destroy/ delete 6 months Every 6 6 months. 
Intelligence and Security Automated Information System (AIS) Audit aft.er cutoff. months. NOTE: For 

records, consisting of AIS Security Officer retention 
or Terminal Area Security Officer weekly longer than 1 
audit records of audit actions performed on yr it must be 
all AIS as required by applicable policy justified and 
maintained by any JS/ CCMD activity. submitted to 

the JS IMD/ 
RRB. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300 -02 0300 Series Bucket - Working Papers & Office Administrative Records 
Intelligence an d Security Records related to In telligence a nd Security that documen t routine administrative a nd or ganizational decision s , 

actions, and processes of the JS/ CCMDs. Records include, but are not limited to the list below: 

0300-02A 0300 Series Bu cket - A. SecuriJ.y Administra tive Corres122ndence Temp Destroy/ delete 3 yea rs FY 3 years 
Intelligence and Security - Correspondence, reports, and other after cutoff. 

records relating to the administration of 
secu rity classification , con trol, a n d 
accounting for classified documents, 
including files relating to administration 
and operation of the facilities security and 
protective service program maintained by 
any JS/ CCMD activity. 

0300-02B 0300 Serie s Bucket - B. Document Receipt - Forms reflecting Temp Destroy/ delete 3 years FY 3 years 
Int elligence an d Security the issue of a n d receip t for documents after cutoff. 

classified SECRET and below only, 
consisting of: JS Forms 14, 4 7, and 7 4, or 
any other su bstitute form or record u sed 
for this purpose. Also includes m aterial 
hand receipts, transactions, supply 
corresponden ce item registers, daily 
inventories, a nd related records ma intained 
by any JS/CCMD activity. (Note: See 0300 
Bu cket Series for TOP SECRET 
documents) . 
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- - -·---- --- - - - . 
Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0300-02C 0300 C. Destruction Certificates - Certificate of destruction for classified Temp Destroy/ delete FY 3 years 
Series material, consisting of: documentary evidence reflecting appropriate 3 years after 
Bucket - destruction of classified material. JS Forms 48, 63, and 7 4, or any other cutoff. 
Intelligence substitute form or record used for this purpose maintained by any 
and JS/ CCMD activity. 
Security 

0300-02D 0300 D. Access Records - TOP SECRET access records used to record names of Temp Destroy/ delete FY 3 years 
Series individuals who have had access to a particular TOP SECRET document, 3 years after 
Bucket - consisting of: cutoff. 
Intelligence 1. Records that are permanently affixed to TOP SECRET documents until 
and documents are destroyed, downgraded, or transferred from the Joint 
Security Staff/Combatant Command. Requests and authorization for individuals to 

have access to classified files, pickup and deliver classified materials, and 
act as official couriers. 2. JS Forms 7 and 42 and SecDefForm 194 or any 
other substitute form or record used for this purpose maintained by any 
JS/ CCMD activity. 
3. Disclosure records, consisting of: a record of all JS/ CCMD personnel 
who have been authorized access to classified information of the Joint 
Staff/ CCMD during their assignment maintained by any JS/ CCMD 
activity as the official record copy. 
4. Access control log, consisting of: documents relating to JS/CCMD 
Guard Post Sign-In Logs, Military Security Force Blotters, Night Security 
Team Inspection Surveys, and other similar documents maintained by any 
JS/ CCMD activity as the official record copy. 
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UNCLASSIFIED 

- - -·---- ---

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0300-02E 0300 E. Communication Security General - Routine administrative records Temp Destroy/ delete FY 3 years 
Series relating to the proper distribution, control, security, and accountability of 3 years after 
Bucket - COMSEC material used to provide cryptographic security for national cutoff. 
Intelligence security related information, consisting of: systems, procedures, 
and equipment, keying material, and facilities maintained by any JS/ CCMD 
Security activity. 

0300-02F 0300 F. Inventory Reports - TOP SECRET Inventory records maintained by Temp Destroy/ delete FY 3 years 
Series control points. 3 years after 
Bucket - cutoff. 
Intelligence 
and 
Security 

0300-02G 0300 G. Classification Guides - Security Classification Files held at other Temp Destroy/ delete FY 3 years 
Series offices. 3 years after 
Bucket - cutoff. 
Intelligence 
and 
Security 

0300-02H 0300 H. Technical Surveys - Documents dealing with technical security Temp Destroy/ delete FY 3 years 
Series surveys for validating the security of cleared areas maintained by any 3 years after 
Bucket - JS/ CCMD activity as the official record copy. cutoff. 
Intelligence 
and 
Security 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0300-021 0300 I. Property Pass Records - Documents relating to the authorized removal Temp Destroy/ delete FY 3 years 
Series of property or material from the JS and/ or CCMD maintained by any 3 years after 
Bucket - JS/ CCMD activity. cutoff. 
Intelligence 
and 
Security 

0300-02J 0300 J . Personnel Security Program Records - Documentation reflecting Temp Destroy/ delete FY 3 years 
Series training, security orientation briefing or debriefmg, and relevant data 3 years after 
Bucket - including annual security required training and/ or reading materials cutoff. 
Intelligence maintained by any JS/CCMD activity; position sensitivity files, including 
and requests for information relating to the designation of sensitive and non-
Security sensitive personnel positions in an agency and results of final actions 

taken, consisting of: approved requests maintained by any JS/ CCMD 
activity. 

0300-02K 0300 K. Identification (Credentials, Tags, Passes, and Permits) Records - Temp Destroy/ delete FY 3 years 
Series Records relating to applications for and issuance of permanent and 3 years after 
Bucket- temporary identification badges, cards, decals, and passes, including cutoff. 
Intelligence receipts, inventories, and related information maintained by any 
and JS/ CCMD activity. 
Security 
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UNCLASSIFIED 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0300-02L 0300 L. Security Violations/Incidents - Documentation pertaining to alleged Temp Destroy/ delete FY 3 years 
Series security violations, unauthorized divulgence of classified information, 3 years after 
Bucket- results of findings, and final corrective action taken maintained by any cu toff. 
Intelligence JS/CCMD activity as the official record copy; for NATO security incidents. 
and 
Security 

0300-02M 0300 M. Security Inspections and Audits - Inspections con ducted of TOP Temp Destroy/ delete FY 3 years 
Series SECRET accountability m aintained by any JS/CCMD activity; JS Form 3 years after 
Bucket- 14 7 (SCI Processing Log) or simila r form or record used to record SCI cu toff. 
Intelligence processing sessions as required by applicable policy maintained by any 
and JS/CCMD activity. 
Security 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0300-02N 0300 N. International Security - Destruction certificates, receipts, registers, and Temp Destroy/ FY 3 years 
Series disclosure records for NATO SECRET, NATO CONFIDENTIAL, NATO delete 3 years 
Bucket - RESTRICTED, and NATO Unclassified maintained by the JS Sub-registry or after cutoff. 
Intelligence by the CCMD registry/sub-registry function ; a lso includes: 
and 1. Maintained atJS/CCMD control points; maintained by any JS/CCMD 
Security activity at the division level and below. 

2. Records of establishment or disestablishment of JS/CCMD control points 
maintained by any JS/CCMD activity as the official record copy. 
3. Inventory reports, consisting of: semi-annual and annual reports on 
COSMIC TOP SECRET, COSMIC TOP SECRET ATOMAL, NATO SECRET 
ATOMAL, and NATO CONFIDENTIAL ATOMAL maintained by registry, sub-
registry, and control points and no discrepancy has occurred. 
4. Maintained by registry, sub-registry, and control points and a discrepancy 
has occurred. 
5. Inspection reports, consisting of: semi-annual inspection s of established 
JS/ CCMD control points concernin g security protection of NATO information 
and compliance with applicable directives and administrative instructions. 
6 . General correspondence, document distribution, custody receipts, etc., 
maintained by any JS/ CCMD activity. 
7. Security violations and investigations maintained by any JS/CCMD 
activity. 
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- - -·---- --- - . - . 
Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-020 0300 Series Bucket - 0. SCI Documents - SCI billet files, Temp Destroy/ delete 3 years FY 3 years 
Intelligence and Security consisting of: information relating to the after cutoff. 

approval and maintenance of SCI billet 
structures and SCI billets maintained by any 
JS/CCMD activity. 

0300-02P 0300 Series Bucket - P. Intelligence Projection Records - copies of Temp Destroy/ delete 3 years FY 3 years 
Intelligence and Security reports transmitted to DIA maintained by any after cutoff. 

activity. (The record copy is maintained by 
DIA and will be transferred to NARA as a 
permanent record.) 

0300-02Q 0300 Series Bucket - Q. Counterintelligence Records - Routine Temp Destroy/ delete 3 years FY 3 years 
Intelligence and Security administrative files not needed to document after cutoff. 

program, policy, monitoring, and other 
mission-related counterintelligence program 
activities, including surveys, inspections, 
security, special operations, communications, 
debriefings, and related references 
maintained by any JS/ CCMD activity. 

0300-02R 0300 Series Bucket - R. Foreign Nationals - Foreign national Temp Destroy/ delete 3 years FY 3 years 
Intelligence and Security visits, consisting of: requests for visit, after cutoff. 

accreditations, foreign national protocols, and 
related records maintained by any JS/CCMD 
activity. 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-86 Enclosure C 

UNCLASSIFIED 

- - -·---- --- - . - . 
Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-02S 0300 Series Bucket - S. S12ecial Access Program {SAP) - SAP Temp Destroy/ delete 3 years FY 3 years 
Intelligence and Security administrative files relating to after cu to ff. 

memorandums, correspondence, and other 
routine administrative and facilitative records 
maintained by any JS/ CCMD activity. 

0300-03 0300 Series Bucket - Management and Program/ Operations Records 
Intelligence and Security Management and program/ operations records which document the Intelligence and Security Program/Operations, 

management processes, and on-going activities of the JS and CCMDs. Records include, but are not limited to the list 
below: 

0300-03A 0300 Series Bucket - A. To12 Secret Register - Records that identify Temp Destroy/Delete no less FY 7 - 10 years 
Intelligence and Security all TOP SECRET material generated or than 7 years and no more 

received by a directorate or agency than 10 years after 
maintained by any JS/ CCMD activity. (Note: cutoff. 
Master files and databases created in central 
data processing facilities to supplement or 
replace the records covered by this item are 
not authorized for disposal under the above 
disposition authority. Submit files on SF 115 
through IMD/RRB to NARA for disposition 
authority). 

0300-03B 0300 Series Bucket - B. Inventory Re12orts - TOP SECRET Temp Destroy/Delete no less FY 7 - 10 years 
Intelligence and Security inventory records, consisting of: records than 7 years and no more 

accumulated in connection with annual than 10 years after 
inventory ofTOP SECRET materials cutoff. 
maintained by any JS/ CCMD activity as the 
official record copy; maintained by document 
custodian. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0 300-03C 0300 Series Bucket - C. Personnel SecuriJ:y: Program Records - Temp Destroy /Delete no less FY 7 - 10 years 
Intelligence and Security Documents containing information on the than 7 years and no more 

security clearances of J S/CCMD individual than 10 years after 
personnel and the accreditation of access to cutoff. 
classified files , consisting of completed 
personal history statements, personnel 
security questionnaires, or comparable forms, 
including lists, rosters, a nd suspense or 
status files maintained by any J S/CCMD 
activity as the official record copy; documents 
containing informa tion on the security 
clearance and authorization for non-
JS/ CCMD personnel for classified ma tters 
maintained as the official record copy; 
Nuclear Weapons Personnel Reliability 
Program (PRP), consisting of Personnel 
Relia bility Certificat e and Notification of PRP 
Decertification Action for PRP certification 
and permanent decertification . 

0300-03D 0300 Series Bu cket - D. SecuriJ:y: Violation s Lincidents - Files Tem p Destroy / Delete no less FY 7 - 10 years 
Intelligence and Security relating to alleged violations of a sufficiently than 7 years and no more 

serious nature that they are referred to the than 10 years after 
Department of Defen se or the Departmen t of cu toff. 
Justice for prosecutive determination 
maintained by a n y JS/ CCMD activity a s the 
official record copy. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-03E 0300 Series Bucket - E. Security Ins12ections and Audits - Temp Destroy /Delete no less FY 7 -10 years 
Intelligence and Security Documents relating to the internal inspection than 7 years and no more 

of physical security, documents control and than 10 years after 
security, and other routine security type cutoff. 
inspections and smveys maintained by 
inspecting activity as the official record copy. 

0300-03F 0300 Series Bucket - F. International Security - Destruction Temp Destroy /Delete no less FY 7 -10 years 
Intelligence and Secmity certificates, receipts, registers, and disclosure than 7 years and no more 

records for COSMIC TOP SECRET material than 10 years after 
maintained by the JS Sub-registry or by the cutoff. 
CCMD registry/ sub-registry function; 
maintained atJS/ CCMD control points. 
Destruction certificates, receipts, registers, 
and disclosure records for ATOMAL material 
maintained by the JS Sub-registry or by the 
CCMD registry/ sub-registry function; 
maintained atJS/ CCMD control points and 
at the division level and below. 

0300-03G 0300 Series Bucket - G. Intelligence General Corres12ondence Files Temp Destroy / Delete no less FY 7 - 10 years 
Intelligence and Security - Correspondence, messages, reports, and than 7 years and no more 

other records relating to intelligence reports, than 10 years after 
publications, and supporting agreements; cutoff. 
interpreting general release policies; and 
substantiating requirements for or recipients 
of intelligence products and other related 
records and information maintained by the 
JS/ CCMD as the official record copy. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-03H 0300 Series Bucket - H. Security Classification Files - Security Temp Destroy /Delete no less FY 7 - 10 years 
Intelligence and Security classification files, consisting of: information than 7 years and no more 

relating to the security classification or than 10 years after 
grading system involving the classification or cutoff. 
downgrading of information, including 
correspondence or memorandums and 
reports on security classification, excluding 
other files described in this record series at 
offices in charge of issuance. 

0300-04 0300 Series Bucket - Permanent Mission and Function Records 
Intelligence and Security Permanent mission and function records related to Intelligence and Security that document policies, plans, 

procedures, and significant activities of the Joint Staff and Combatant Commands that have permanent historical 
value. These records document key actions, decisions, functions, and operations relating to the mission of the 
organization. Records include, but are not limited the list below: 

0300-04A 0300 Series Bucket - A. Security Policy- Records reflecting the Perm Transfer paper records to FY 25 years 
Intelligence and Security formulation and establishment of policy, the National Archives 25 

planning, training, coordinating actions, years after cutoff, after 
procedural standard operating procedures declassification review. 
(SOPs), and any other similar information 
governing security matters maintained by any 
JS/ CCMD activity as the official record copy. 
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Record Re cord Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-04B 0300 Series Bucket - B. Intelligence Policy and Pla nning Files - Penn Transfer paper records to FY 25 years 
Intelligence and Secu rity Documents concerning the general the Nationa l Archives 25 

intelligence policy of the Joint years after cutoff, after 
Staff/ Combatant Commands, inclu ding declassification review. 
directives, communica tions, and related 
planning records maintained by any 
J S/ CCMD activity as the officia l record copy. 

0300-04C 0300 Series Bucket - C. SecuriJ;yLCounterintelligence Investigations Penn Transfer paper records to FY 25 years 
Intelligence and Security - Significant incidents or adverse action s , the National Archives 25 

consisting of: investigations resulting in an years after cutoff, after 
adverse personnel action or court-martial or declassification review. 
other investigation required for long-term or 
legal use the official record copy having 
historical value or widespread congressiona l 
value or interest (e.g. ex tensive media 
attention , congressional investigation, sets 
precedent'). 

0300-04D 0300 Series Bucket - D. Intelligence Logs -A record of the daily Penn Transfer paper records to FY 25 years 
Intelligence and Security intelligence events occurring during each the National Archives 25 

watch at intelligence centers. The logs also years after cutoff, after 
serve as a security regis ter of personnel and declassification review. 
visitors. Logs include the watch commander, 
personnel m atters con cerning the wa tch 
team , and an hourly listing of events 
maintained by the JS/CCMD as the official 
record coov . 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-04E 0300 Series Bucket - E. Collection Records - Intelligence collection Perm Transfer paper records to FY 25 years 
Intelligence and Security planning and policy records, consisting of: the National Archives 25 

proposals, guidance, and requirements for the years after cutoff, after 
collection of intelligence source materials; declassification review. 
intelligence collection records, consisting of: 
source material such as photographs, 
messages, and other intelligence accumulated 
by originators; and intelligence exploitation 
records, consisting of analysis and finished 
reports created from intelligence source 
mate1ials maintained by the JS/ CCMD as the 
official record copy. 

0300-04F 0300 Series Bucket - F. Intelligence Dissemination Records - Perm Transfer paper records to FY 25 years 
Intelligence and Security Intelligence disclosure files, consisting of: the National Archives 25 

policy and guidance on the dissemination and years after cutoff, after 
distribution of finished intelligence, declassification review. 
intelligence reports, scientific and technical 
information, and intelligence summaries 
including disclosure to foreign governments 
and other matters addressed by the National 
Disclosure Policy Committee (NDPC) 
maintained by the JS/ CCMD as the official 
record copy. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-04G 0300 Series Bucket - G. Intelligence Projection Records - Perm Transfer paper records to FY 25 years 
Intelligence and Security Intelligence/Counterintelligence Reports and the National Archives 25 

Unevaluated Intelligence Information Reports years after cutoff, after 
received from military/ defense attaches and declassification review. 
other intelligence gathering activities, 
consisting of: agency-produced Intelligence 
Reports and Attache Reports maintained by 
any JS/ CCMD activity as unique reports not 
transmitted to DIA. 

0300-04H 0300 Series Bucket - H. Counterintelligence Records - Perm Transfer paper records to FY 25 years 
Intelligence and Security Counterintelligence program planning and the National Archives 25 

policy records relating to the establishment of years after cutoff, after 
the program, including directives, plans, declassification review .. 
collection operations, reports, briefings, 
studies, interrogations, and related files 
maintained by the JS/ CCMD as the official 
record copy. 

0300-041 0300 Series Bucket - I. Prisoner of War Records - Prisoner of war Perm Transfer paper records to FY 25 years 
Intelligence and Security and civilian internee records, including status the National Archives 25 

inquiries, complaints, investigations, strength years after cutoff, after 
reports, rosters, and related records declassification review. 
maintained by the JS/CCMD as the official 
record copy. 
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Record Record Description Record Disposition Instructions Cutoff Ret ention 
No No-Title Type Instructio ns Period 

0300-04J 0300 Series Bucket - J . S pecial Access Program - SAP policy file s Perm Transfer paper records to FY 25 years 
Intelligence and Security relating to the establish ment, operation , and the National Archives 25 

monitoring of SAP, con sisting of documen ts, years after cutoff, after 
plans, directives, policy, and rela ted records decla ss ification review. 
maintained by the J S/ CCMD as the official 
record copy . 

0300-04K 0300 Series Bucket - K. Securi)y Classification Guides - Official Perm Transfer paper records to FY 25 years 
Intelligence and Security JS/ CCMD record copy of the current edition the National Archives 25 

of each classification guide, consisting of: years after cutoff, after 
copy of printed guide, each change, and declassification review. 
documents showing coordina tion, comments, 
and approval at the issuing activity or OPR; 
maintained by the JS/CCMD as the official 
record copy . 

0300-05 0 300 Series Bu cket - Non-Record materials Tem p Destroy when no lon ger Every 6 mos. 6 mos. 
Intelligence and Security Non-record material m aintained by any needed for refer ence, or 6 NOTE: For 

activity is for reference purposes only . Listed months whichever com es retention 
below are non-record n umbers from the sooner. lon ger than 1 
p revious edition of CJCSM 5760.0lA, Vol II: yr it must be 

justified and 
0 301-02 03 15-02 0 3 14-03 0 3 17-04 su bmitted to 
03 12-02 0320-02 032 1-03 0314 -05 the Joint Staff 

Records an d 
Information 
Management 
p ro2ram. 
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Record Record Description Record Disposition Instructions Cut off Retention 
No No-Title Type Instructions Period 

0300-06 0300 Series Bu cket - Record Exceptions 
Intelligence and Security Record Excep tion s are for records that do not fall u nder the 6 mon ths, 3 year, 7-10 years, or permanen t d ispositions. 

0300-06A 0300 Series Bucket - A. Access Records - Classified or classifiable Temp Cutoff annually, FY 70 years 
Intelligence and Security information n ond isclosure agreements destroy/ delete 70 years 

(ND As), con sisting of: or igin al, signed SF 3 12 after cutoff. Authority: 
or similar form or record on all military and GRS 18 item 25a. 
DoD civilian personnel, including employees 
of contractors, licen sees , or grantees . This 
includes files covering original, signed 
SCI/NDA and, when appropriate, an 
add endum. NDAs are executed by all 
personnel as a condition precedent to being 
authorized access to classified or classifiable 
information und er standards put forth by EO 
12958, or signed by personnel who are 
cleared for access to national security 
information maintained by any JS/CCMD 
activity. (Note: Privacy Act System . If Privacy 
Act Notice has been processed, apply 
applicable Privacy Act Number; if notice h as 
not been processed, follow JS/CCMD Privacy 
Act Program procedures to secure on e). 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06B 0300 Series Bucket - B. Securi!J::LCounterintelligence Investigations Temp Cutoff on date oflast FY Cutoff on date 
Intelligence and Security - official record copy determined not to have action, hold 25 years, of last action, 

permanent historical value or widespread then destroy/ delete. hold 25 years, 
value or congressional interest. then destroy/ 

delete. 
0300-06C 0300 Series Bucket - C. Personnel Securi!J:: Program Records - Temp Destroy/ delete after next Next Destroy/ delete 

Intelligence and Security Personnel security inspections and surveys, comparable inspection or Inspection after next 
consisting of: information on inspections and survey. comparable 
surveys conducted by Personnel Security inspection or 
Offices relating to position sensitivity and survey. 
personnel security clearances, including 
reports, recommendations, and related 
information maintained by any JS/CCMD 
activity. 

0300-06D 0300 Series Bucket - D. International Securify - semi- annual Temp Destroy/ delete on receipt Next Destroy/ delete 
Intelligence and Security inspections of established JS/ CCMD control of next inspection report Inspection on receipt of 

points concerning security protection of NATO next 
information and compliance with applicable inspection 
directives and administrative instructions report 
maintained by the JS/ CCMD control points. 

0300-06E 0300 Series Bucket - E. International Securicy - Access lists: Temp Destroy/ delete when Revised Destroy/ delete 
Intelligence and Security maintained by the Joint Staff/Combatant revised .. when revised .. 

Command on control points as well as 
individual access to NATO information and by 
the JS/CCMD control points for individual 
access. 
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- - -·---- --- - - - . 
Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06F 0300 Series Bucket - F. Classification Guides - Information copies Temp Destroy/ delete when Superseded/ Destroy/ delete 
Intelligence and Security of classification guides regardless of superseded or obsolete or Obsolete/ when 

originator maintained by any JS/ CCMD on inactivation, Inactivation superseded or 
activity. whichever is earlier. obsolete or on 

inactivation, 
whichever is 
earlier. 

0300-06G 0300 Series Bucket - G. Classification Guides - Original Temp Destroy/ delete when Superseded/ Des troy/ delete 
Intelligence and Security classification authority delegations superseded or obsolete. Obsolete/ when 

maintained by any JS/ CCMD activity. Inactivation superseded or 
obsolete. 

0300-06H 0300 Series Bucket - H. Accreditation - Documents pertaining to Temp Destroy/ delete when Superseded/ Destroy/ delete 
Intelligence and Security room or vault accreditation that validate the superseded or obsolete. Obsolete/ when 

area for classified storage and/ or work Inactivation superseded or 
maintained by any JS/CCMD activity. obsolete. 

0300-061 0300 Series Bucket - I. Accreditation -AIS security accreditation Temp Destroy/ delete when Superseded/ Destroy/ delete 
Intelligence and Security package, consisting of: request for superseded or obsolete. Obsolete/ when 

accreditation, plans, analyses, evaluations, Inactivation superseded or 
certifications, and control program files and obsolete. 
documentation to support assignment of 
appropriate AIS security officer positions 
required for recommendation from the 
Automation Security Manager for or against 
accreditation approval maintained by any 
JS/ CCMD activity. 
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Record Record Description Record Disposit ion Cutoff Retention Period 
No No-Title Type Instructions Instructions 

0300-06J 0300 Series Bucket - J. SCI Documents - Copies of Temp Dispose of in See Dispose of in accordance with 
In telligence and Security documents in SCI con trol accordance with IC Disposition IC directives for SCI 

channels tha t are n ot covered directives for SCI In structions docu ments. Obtain guidance 
in specific subject item s documents. Obtain from Specia l Security Office 
elsewhere in this disposition guidance from Specia l (SSO). Ultima te d isposition is 
schedule maintained by a ny Security Office (SSO). that of the appropriate subject 
JS/CCMD activity. Ultimate disposition is or case file. 

that of the appropriate 
subject or case file . 

0300-06K 0300 Series Bucket - K. Access Records - Classified Temp JS: forward to OSD See JS: forward to OSD and/ or 
Intelligence and Security or classifiable information NDA, and/or appropriate Disposition appropriate Service for 

consisting of: copies ofNDA, Service for inclusion in Instructions inclusion in appropriate official 
such as SF 312 (Classified appropriate official security files . 
Information NDA), signed by security files . CCMDs: retain in accordance 
employees with access to CCMDs: retain in with CCMD security directives. 
informa tion that is classified or accordance with CCMD 
classifiable under standards security directives. 
pu t forth by EO 12958. Th ese 
forms should be maintained 
separately from personnel 
security clearance files 
maintained by personnel 
secur ity offices. 
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Record Record Description Record Disposition Cutoff Retention Period 
No No-Title Type Instructions Instructions 

0300-06L 0300 Series Bucket - L. Controlled Material (S11ecial Temp Review annually for See Review annually for rem oval 
Intelligence and Security SCIL S11ecial Access rem oval from control Disposition from control channels . Dispose 

Requirements) - Documents in channels. Dispose ofin Instructions of in accordance with IC 
special control channels (i.e., accordance with IC directives for these documents. 
limited distribution papers) directives for these Ultimate disposition is that of 
concerning special technical documents. Ultimate the appropriate subject or case 
opera tions that are not covered disposition is that of file. 
in s pecific subject items the appropriate subject 
elsewhere in this disposition or case file. 
schedule m a intained by the 
special technical operations 
function as the official record 
copy. 

0300-06M 0300 Series Bucket - M. Controlled Material (Other Temp Review annually for See Review annually for removal 
Intelligence and Security Than SCD - Documents removal from control Disposition from control channels . When 

maintained by a n y JS/CCMD channels. When Instructions rem ova ble, incorporate in 
activity in special control rem ovable, incorporate appropriate subject file. 
channels other than SCI (e.g., in appropriate subject Disposition is that of the 
limited distribution papers) that file. Disposition is tha t appropriate mission or subject 
are not covered in specific of the appropriate file. 
s ubject items elsewhere in this mission or subject file . 
disposition schedule. 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06N 0300 Series Bucket - N. Securil;y Ins11ections and Audits - Temp Destroy/ delete after next Next Destroy/ delete 
Intelligence and Security Ma intained by a ny JS/ CCMD activity. com parable survey or Inspection after next 

inspection. comparable 
survey or 
inspection . 

0300-060 0300 Series Bucket - 0 . Re11ort oflnvestigation - Investigative Temp Destroy/ delete in No Longer Destroy/ delete 
Int elligence and Security repor ts and related papers furnished to accordance with Required in accordan ce 

J S/ CCMD by investigative organization s for investigating activity with 
use in making security suitability instructions or when no investiga ting 
determina tion maintained by any JS/ CCMD lon ger required for activity 
activity as the official record copy. making a security instructions 

determination. Authority: or when no 
GRS 18 , item 22b. longer 

r equired for 
m aking a 
secu rity 
determination . 
Au thority: 
GRS 18, item 
22b . 
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Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06P 0300 Series Bucket - P. Physical Securi:!;y Container Information - Temp Destroy/ delete when Superseded/ Destroy/ delete 
Intelligence and Security Up-to-date records of all JS/ CCMD office superseded by new form Turned in when 

safes, vaults, and padlock combinations, or listing or upon turn-in superseded by 
together with other information necessary to of container. Authority: new form or 
identify and locate the safes, vaults, or GRS 18 item 7a. listing or upon 
containers and the individuals having tum-in of 
knowledge of the combinations maintained by container. 
any JS/ CCMD activity as the official record Authority: 
copy. GRS 18 item 

7a. 
0300-06Q 0300 Series Bucket - Q. S11ecial and general access lists - Temp Destroy/ delete when Updated/ Destroy/ delete 

Intelligence and Security consisting of: billet rosters and alphabetical updated or superseded. Superseded when updated 
access rosters listing the names of personnel or superseded. 
authorized access to specific classified 
information; i.e., Sensitive Information, 
Special Access Program, SIOP, Extremely 
Sensitive Information (ESij, Critical Nuclear 
Weapons Design Information, Military Space 
Programs. Includes control points that reflect 
individuals authorized to receipt for TOP 
SECRET documents and below maintained by 
any JS/CCMD activity. 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06R 0300 Series Bucket - R. Top Secret Register - Forms reflecting the Temp Destroy/ delete when Downgraded/ Destroy/ delete 
Intelligence and Security transfer and receipt for TOP SECRET related document is Transferred/ when related 

materials transmitted through the Defense downgraded, transferred, Destroyed document is 
Courier Service maintained by any JS/ CCMD or destroyed. Authority: downgraded, 
activity; forms accompanying documents to GRS 18 item 5b. transferred, or 
ensure continuing control showing names of destroyed. 
persons handling the documents, intra-office Authority: 
routing, and comparable data maintained by GRS 18item 
any activity. 5b. 

0300-06S 0300 Series Bucket - S. Intelligence Reports and Studies - Temp Superseded or obsolete. Superseded/ Superseded or 
Intelligence and Security country studies and/or reports prepared by Obsolete obsolete. 

DIA and/ or the IC, consisting of: specialized 
intelligence publications, estimates, studies, 
surveys, reports, analyses, evaluations, and 
appraisals including both general and 
technical intelligence and intelligence 
concerning combat applications maintained 
by any JS/CCMD activity. 

0300-06T 0300 Series Bucket - T. SecurityL Counterintelligence Investigations Temp Destroy/ delete when no No Longer No Longer 
Intelligence and Security - Personnel security investigation requests, longer needed for Needed Needed 

consisting of: unit requests for investigation, reference. 
clearance, or unescorted entry maintained by 
any JS/ CCMD activity. 
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UNCLASSIFIED 

 
 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0300-06U 0300 Series Bucket - U. Personnel Securi!;y Program Records - Temp Destroy/ delete when Abolished/ Destroy/ delete 
Intelligence and Security Position sensitivity files, including requests position is abolished, Redesignated/ when position 

for information relating to the designation of red esignated, or no No Longer is abolished , 
sensitive and nonsensitive personnel longer needed, whichever Needed redesignated, 
positions in an agency and results of final is later. or no longer 
actions taken, consisting of: approved needed , 
requests maintained by any JS/ CCMD whichever is 
activity. la ter. 

0300-06V 0300 Series Bucket - V. Intelligence Estimates - National Temp Superseded or obsolete. Superseded/ Supersed ed or 
Intelligence and Security Intelligence Estimates (NIEs), Special National Obsolete obsolete. 

Intelligence Estimates (SNIEs), National 
Intelligence Analytical Memorandums 
(NIAMs), and other intelligence estimates, 
consisting of: strategic estimates of 
capabilities, vulnerabilities , and probable 
courses of action of foreign nations that are 
produced a t the na tional level by the IC, 
maintained by any JS/CCMD activity; semi-
annual consolidated listing of NIEs, SNIEs, 
and NIAMs provided to JS/ CCMD by DIA and 
maintained by any JS/CCMD activity. 
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UNCLASSIFIED 

0400 SERIES BUCKET SCHEDULE 
Military Justice, Legal, Protocol, and Public Affairs 
This schedule provides disposition authorization for records that pertain to the Milita1y Justice, Legal, Protocol, and Public Affairs functions of the Joint Staff 
and Combatant Commands. Records cover, but are not limited to, areas such as White House and Congressional Correspondence, Public Affairs and Protocol 
Office records, congressional testimony, General Laws and legal matters, Military Justice Records, Patent/ Invention/ Copyright/ Trademark records, and Law 
Libraries. 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-01 0400 Series Bucket - Short-Term Records Temp Destroy / Delete 6 months Every 6 6 months. 
Military J ustice, Legal, Short-term records related to military after cutoff. months. NOTE: For 
Protocol, and Public justice, legal, protocol, and public affairs retention 
Affairs are records that have minimal or no longer than 1 

documentary or evidential value. yr it must be 
Examples are: routine requests for justified and 
information or publications and copies submitted to 
of replies which require no the JS IMD/ 
administrative action, no policy RRB. 
decision, and no special compilation or 
research for reply; records documenting 
routine activities containing no 
substantive information, such as 
routine notifications of meetings, 
scheduling of work-related trips and 
visits, other scheduling related 
activities. These records include but are 
not limited to the list below: 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-0lA 0400 Series Bucket - A. Information Reguests - Requests for Temp Destroy/Delete 6 months Every 6 6 months . 
Military J ustice, Legal, information or copies of replies thereto after cutoff. m onths . NOTE: For 
Protocol, and Public involving no administrative actions, no retention 
Affairs policy decisions, and n o special lon ger than 1 

compilations or research, including yr it must be 
requests for and transmittals of justified and 
publications, photographs, a nd other s u bmitted to 
informational literature maintained by the J S IMD/ 
public affairs offices. RRB. 

0400-0lB 0400 Series Bucket - B. Acknowledgement - Temp Destroy/Delete 6 m onths Every 6 6 m onths. 
Military Justice , Legal, Acknowledgments and transmittals of after cutoff. months. NOTE: For 
Protocol, and Public inquiries a nd requests that have been retention 
Affairs referred elsewhere for reply maintained lon ger than 1 

by public affairs offices. yr it must be 
ju stified and 
subm itted to 
the JS IMD/ 
RRB. 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-02 0400 Series Bucket - Working Papers & Office Administrative Records 
Military Justice, Legal, Working papers and office administrative records related to Military Justice, Legal, Protocol, and Public Affairs that 
Protocol, and Public document routine administrative a nd organizational decision s, action s, and processes of the JS a nd CCMDs. 
Affairs Records include, but are n ot limited to the list below: 

0400-02A 0400 Series Bucket - A. White House Corres2ondence - Temp Destroy/ delete 3 years after FY 3 years 
Military Justice, Legal, Correspondence of a routine non-policy cu toff. 
Protocol, and Public nature with no long-term va lue 
Affairs maintained by any JS/CCMD activi1y. 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-02B 0400 Series Bucket - B. Congressional Corres12onden ce - Temp Destroy/ delete 3 years after FY 3 years 
Military J ustice , Legal, Correspondence of a routine na ture with cu toff. 
Protocol, and Public no historical va lue, consisting of: 
Affairs congressional inquiries originated by 

Armed Forces personnel, the public, or 
m em ber s of Con gress tha t a re forwarded 
t o the J oint Staff/ Combatan t Comma nd 
for reply. Examples include letters 
regarding rejection for m ilitary service 
a nd purchase of military equipment 
m a intained by a ny JS/CCMD activity as 
the official record copy; Congressional 
corresponden ce received or created by 
directorate or agency h eads, including 
DD Form 2 136 (Inser t for the Record) 
m a intained by a ny JS/CCMD activity as 
the official record copy; a t offices of 
legislative officers or persons designated 
to coordinate and control congressional 
corresponden ce at the Joint 
Staff/Combatan t Command, a nd u sed 
a s record of d isclosure accounting 
under the Privacy Act of 1974 (5 USC 
552a); a t offices of persons designated to 
coordinate a nd control congression al 
corresponden ce at lower echelon s, an d 
are used as record of d isclosu re 
accounting under the Privacy Act of 
1974 (5 USC 552al. 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-02C 0400 Series Bucket - C. Sneeches and Public Relations - Temp Destroy/ delete 3 years after FY 3 years 
Military J u stice, Legal, m aintained by Office of the Director, cutoff. 
Protocol, and Public Joint Staff, as the official JS record 
A.flairs copy ; maintained by directorate or 

agen cy heads ; corresponden ce on 
acceptance or declination of speaking 
engagements, attendance at public 
affairs , seminars, conferences, etc., 
maintained by any JS/CCMD activity as 
the official record copy. 

0400-02D 0400 Series Bucket - D. General Laws a nd Legal Matters Temp Destroy/ delete 3 years after FY 3 years 
Military Justice, Legal, Records - General files, consisting of: cutoff. 
Protocol, and Public reports a n d correspondence relating to 
Affairs the routine internal operation and 

administration of the office m aintained 
by a n y J S /CCMD activity. 
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UNCLASSIFIED 

- - - -- - -- - --
Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400 -02E 0400 Series Bucket - E . Militan: Justice Records - General Temp Destroy/ delete 3 years after FY 3 years 
Military Justice, Legal, corresponden ce files consisting of cu toff. 
Protocol, and Pu blic reports (exclu ding records of trials an d 
Affairs decisions rendered in Article 15, 

Uniform Code of Military Justice [UCMJ] 
[non-judicial punishment] appeals) 
relating to the internal administra tion of 
military j ustice accumulated by the 
CCMDs m aintained by any CCMD 
activity; military justice administration, 
consisting of correspondence, 
memorandums, statis tical reports a nd 
summa ries, a ctivity summa ries, 
na rrative reports, instructions, briefs, 
and other records relating to military 
justice not covered u n der general 
corresponden ce and legal opinions 
m a intained by any CCMD activity; files 
relating to pretrial matters (military 
justice) , including Article 32 
investigation s not resulting in gen eral 
courts-martial m aintained by a n y 
CCMD activity. 
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UNCLASSIFIED 

Record Record Description Record Disposition Ins tructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-02F 0400 Series Bucket - F. Law library - Acquisition records, Temp Destroy/ delete 3 years after FY 3 years 
Military J u stice, Legal, con sisting of: requisition s, receiving cutoff. 
Protocol, and Public reports, purchase orders, packing lists, 
A.flairs requests for issue or turn-in, and 

related records that a re control records 
accumulated by librarians for material 
procured from locally-funded 
appropriated or n on-appropriated fund s , 
or received from other sources that are 
at or below $2,00 0 maintained by any 
J S/ CCMD activity. 

0400-03 0400 Series Bucket - Management and Program/ Operations Records. Records which document the Military Jus tice, Legal, Protocol, 
Military J ustice, Legal, and Pu blic Affairs Program/ Operation s, managemen t processes, and on -going activities of the JS and CCMDs. 
Protocol, and Public Records include, but a re n ot limited to the lis t below: 
A.flairs 

0400-03A 0400 Series Bu cket - A. Con gressional Corres12ondence - At Temp Destroy /Delete n o less than FY 7 - 10 years 
Military J u stice, Legal, offices oflegislative officers or person s 7 years a n d n o more than 
Protocol, and Public designated to coordinate and control 10 years after cutoff. 
Affairs con gression al correspondence at the 

Joint Staff/ Com batant Command, and 
are not used as record of disclosure 
accounting under the Privacy Act of 
1974 (5 USC 552a); at offices of persons 
designated to coordinate and control 
con gression al correspondence a t lower 
echelons, and are not u sed as record of 
disclosure accounting under the Privacy 
Act of 1974 (5 USC 5 52a). 
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UNCLASSIFIED 

Record Re cord Description Record Disposition Instructions Cut off Retention 
No No-Title Type Instructions Period 

0400-03B 0400 Series Bucket - B. Public Affairs Records - Temp Destroy /Delete n o less than FY 7 - 10 years 
Military J u stice, Legal, Distinguished vis itor program 7 years and no more than 
Protocol, and Public documentation, consisting of: messages 10 years a fter cutoff. 
Affairs and other correspondence, guest lists, 

invitations, schedules, a irlift requests, 
authority to use commercial airports, 
etc., maintained by protocol or public 
affairs offices; n ews m edia visitor 
documentation, consisting of: messages 
and other correspon den ce, guest lists, 
invitations, schedules , a n d results of 
visits maintained by protocol or public 
affairs offices; specia l event s planning, 
consisting of: correspon den ce, minutes 
of meetings, photographs, plans, 
layou ts, drawings, m anpower 
requirements, progress reports, a n d 
similar records used in planning 
m ilitary cerem onies , retirements, 
funerals, dedications, special h olidays, 
parades, etc., maintained by protocol or 
uublic a ffairs offices . 

0400-03C 0400 Series Bucket - C. General Laws and Legal Matters Temp Destroy/Delete n o less than FY 7 - 10 years 
Military Justice, Legal, Records - consisting of: opinions based 7 years and no more than 
Protocol, and Pu blic on establish ed precedent at originating 10 years after cu toff. 
Affairs offices (record). 
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UNCLASSIFIED 

- - - ·---- - --
Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-03D 0400 Series Bu cket - D. Law Libraries - Library acquisition Temp Destroy /Delete no less than FY 7 - 10 years 
Military Justice , Legal, (centrally-funded) , consisting of 7 years and n o more than 
Protocol, and Public requisitions, receiving reports, purchase 10 years after cutoff. 
Affairs orders, packing lists, requests for issu e 

or turn-in, and related records that are 
control records accumulated by 
librarians for material procured from 
centrally-funded sources that exceed 
$2,000 maintained by any JS/ CCMD 
activity. 

0400-04 0400 Series Bucket - Permanent Mission and Function Records. This series contains records related to Military Justice, Legal, Protocol, 
Military Justice, Legal, and Public Affairs documenting policies, plans, procedures, and significant activities of the Joint Staff and 
Protocol, and Public Combatant Commands that have permanent historical value. These records document key action s, decisions, 
Affairs functions, and operations relating to the mission of the organization. Records include, but are not limited to the list 

below: 

0400-04A 0400 Series Bucket - A. White House Corresnondence - Perm Transfer paper records to FY 25 years 
Military Justice, Legal, Corresponden ce rela ting to substantive the National Archives 25 
Protocol, and Public policy -related matter maintained by any years after cutoff, after 
Affairs JS/CCMD activity as the official record declassification review. 

copy. 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-04B 0400 Series B ucke t - B. Congressiona l Corresponden ce - Perm Tra n sfer p aper records to FY 25 yeru·s 
Milita ry Justice, Legal, Corr -•spondence of a substa ntial n a lure the Na tiona l Archives 25 
Protocol, and Public with his to r ical s igni.lica nce, consis ting years a ft.e r cuto fT, a fl er 
Affairs o f: congress·ion a l iJ1quh·i.es originated by d eclassi:ficaLi.on review. 

/\n:ned Forces p er sonne l, the public, o r 
me mbers of Con gress tha t a re Jb1wa rded 
to the J S / CCMD for re ply. They are 
prh:nru·ily originated by on gress a n d 
pertain to subs t.an ti.aJ p o licy issu es s lch 
as pla n s, objectives, or respon sibilities 
ma.iJ,tain ed by any J S/ C MD activity as 
the oJlici.aJ record copy; CJ CS 
m e mo ra ndum of invitation before 
con gres s:ionaJ committee m ainta ined by 
lhe O ITTce of tJ,e ha irrna n, ,Joint hie fs 
of Sta:lI, as th e o/Jicia l J 'S record copy. 

-- -- -- --
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UNCLASSIFIED 

Record Re cord Description Record Disposition Ins tructions Cut off Retent ion 
No No-Title Type Instructions Period 

040 0-04C 0400 Series Bucket - C. Legislative Testimony - Programs Perm Transfer paper records to FY 25 years 
Military Justice, Legal, file, consisting of: documents pertaining the National Archives 25 
Protocol, and Public to the legal status of the Office of the years after cutoff, after 
Affairs Chairman of the Joint Chiefs of Staff, declassification review. 

J S, and Combatant Commanders, such 
as the National Security Act, comments 
on ch anges to proposed legislation, and 
letters from and to congressional 
committees or individual members 
monitoring the programs and 
coord inating legisla tive activities 
maintained by any JS/ CCMD activity as 
the official record copy; testimony 
(statement) before congressional 
committee and transcript, consisting of: 
design ation and a ppearance of 
witnesses and coordination of actions 
relating to congress ional considera tion 
maintained by any JS/ CCMD activity as 
the official record copy. 
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UNCLASSIFIED 

- - - ·---- - --
Record Record Description Record Dis position Ins tructions Cutoff Retention 
No No-Title Type Instructions Period 

040 0-04D 0400 Series Bucket - D. Public Affairs Records (Interna l) - Perm Transfer paper records to FY 25 years 
Military Justice , Legal, Document s concerning the gen eral the National Archives 25 
Protocol, and Pu blic program policy of the JS/ CCMD rela ting years after cutoff, after 
Affairs to the public affa irs mission, con sisting d eclassification review. 

of: policy directives and procedures 
governing relations with the news media 
and the public . Examples a re: policy 
relating to freedom of inform a tion , 
participation by the Armed Forces in 
pub lic events, and the release of news 
m aintained by the Office of the 
Ch airman of the Joint Chiefs of Staff, a s 
the official JS record copy; including 
those maintained by any CCMD activity 
as the official record copy. 

0400-04E 0400 Series Bu cket - E . Public Affairs Records (External) - Perm Transfer paper records to FY 25 years 
Milita1y J u stice, Legal, Releases, consisting of: press releases , the National Archives 25 
Protocol, and Public p u blications, transcript s of press years after cutoff, after 
Affairs conferences, official speeches, or other d eclassification review. 

presen tations, including graphics or 
exhibits, televis ion or radio scripts, and 
other forma lly presented publicity or 
inform ational m a terial main tained by 
any J S/ CCMD a ctivity a s the official 
record copy. 

Record Record Description Record Dlapoaltlon Ins tructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-04-F 0 4-00 Series Bucket - F. S peeches a nd Pnhlic Relation s - Perm Transl.e r paper records to FY 25 years 
Mili.ta ,yJ·u sticc, Lcga.l, Speeches, ta.lks, interviews, tb.e Na tfon a l Ar hives 25 
Protocol, a 11 cl 1 u bli.c p lw t.ographs , a nd written a rLicles of key years a fter uLo fl; a fler 
AflajJ·s oJJi.cials of the J oint Sta ff and declassi.fication review. 

ombatant omma.nds, su ch as tb.e 
Chairman of the Joint Chiefs of Stall; 

o mbatant omma nd ·rs, a nd 
directorate Head s main tained by an y J S 
activity as the o tlici.aJ record copy; 
maintained by Ml ac livi.Li.es as IJ1e 
o flic ia l record copy. 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-04G 0400 Series G. General Laws and Legal Matters Records (Legal Penn Transfer paper records to FY 25 years 
Bucket- Military Planning and Policy) - Records, consisting of: the National Archives 25 
Justice, Legal, records that reflect the overall development and years after cutoff, after 
Protocol, and accomplishment of plans, policies, programs, declassification review. 
Public Affairs procedures, and legal processes governing all phases 

of assigned legal responsibilities maintained by any 
JS/ CCMD activity as the official record copy; legal 
opinions, consisting of: opinions establishing 
precedent at originating offices (record); trials of U.S. 
personnel in foreign countries, consisting of: records 
created after 1990, including reports on exercise of 
criminal jurisdiction by foreign tribunals over U.S. 
personnel, all enclosures and accompanying records, 
reports of personnel confined in foreign penal 
institutions, and other comparable reports and 
supporting documents submitted to the Department 
of Defense concerning the exercise of foreign 
criminal jurisdiction over military personnel, over 
civilian personnel serving with, employed by, or 
accompanying the Combatant Command who are 
U.S. nationals, and over dependents of all such 
military and civilian personnel, that have 
precedential value or where there has been 
congressional, press, or public concern, particularly 
where questionable whether basic rights of accused 
were violated by foreign court at any CCMD activity. 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-04H 0400 H. General Laws an d Legal Matters Records (Politico-Militarv Perm Tran sfer paper records to FY 25 years 
Series Matters) - Consisting of: records con cerning politico- the National Archives 25 
Bucket - military matter s, such as negotiation and drafting of treaties years after cutoff, after 
Military and other agreements involving military considerations, declassification review. 
Justice, m ilitary rights in foreign countries, a nd m ilitary p lanning 
Legal, a nd policy aspects of national a nd internationa l civil 
Protocol, aviation at a n y JS/CCMD activity; consisting of: reports on 
a nd Public violations of the law of armed conflict at any JS/ CCMD 
Affairs activity. 

0400-041 0400 I. Milit!!:Y Justice Records (Gen eral courts-martial) - Perm Transfer pa per records to FY 25 years 
Series consisting of trial records of general courts-martial, military the National Archives 25 
Bu cket- commission s, and cou rts of inqu iry. Included are original years after cu toff, after 
Military records of the tria l, copies of ch arge sheets a nd related declassifica tion review. 
J ustice, information , reviews by staff j udge advocates, court martial 
Legal, orders, decisions of appellate agencies, and similar 
Protocol, information kept by the court-martial jurisdiction 
a nd Pu blic m aintained by a ny CCMD activity. (Note: Privacy Act 
Affairs System . If Privacy Act Notice has been processed, apply 

applicable Privacy Act Number; if n otice h as n ot been 
processed, follow JS/ CCMD Privacy Act Program procedures 
to secure one). 
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UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-04J 0400 Series Bucket - J. Militan: Justice Records (S12ecial Perm Transfer paper records to FY 25 years 
Military Justice, Legal, courts-martial) - consisting of trial the National Archives 25 
Protocol, and Public records of special courts-martial, years after cutoff, after 
Affairs including bad conduct discharges, declassification review. 

whether or not suspended, which have 
been approved by the officer exercising 
general court-martial jurisdiction over 
the command. Included are original 
records of the trial, copies of charge 
sheets and related information, reviews 
by staff judge advocates, court-martial 
orders, decisions of appellate agencies, 
and similar information kept by the 
court-martial jurisdictions and 
convening authorities maintained by 
any CCMD activity. (Note: Privacy Act 
System. If Privacy Act Notice has been 
processed, apply applicable Privacy Act 
Number; if notice has not been 
processed, follow JS/CCMD Privacy Act 
Program procedures to secure one). 
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UNCLASSIFIED 

 
 

Record Record Description Record Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-05 0400 Series Bucket - Non-Record materials Temp Destroy when no longer Every 6 mos. 6 mos. 
Military Justice, Legal, Non-Record material maintained by any needed for reference, or 6 NOTE: For 
Protocol, and Public activity is for reference purposes only. months whichever comes retention 
Affairs Listed below are non-record numbers sooner. longer than 1 

from the previous edition ofCJCSM yr it must be 
5760.0lA, Vol II: justified and 

submitted to 
0403-03 0406-06 0402-09 0409-09 the JS IMD/ 
0409-05 0410-08 0404-09 RRB 

0400-06 0400 Series Bucket - Record Exceptions 
Military Justice, Legal, Exceptions are for records that do not fall under the 6 months, 3 year, 7-10 years, or Permanent dispositions as 
Protocol, and Public listed below: 
Affairs 

0400-06A 0400 Series Bucket - A. Public Affairs Records - Public Temp Destroy/ delete after 2 years FY 2 years 
Military Justice, Legal, affairs correspondence, consisting of: or on discontinuance, 
Protocol, and Public comments on or contributions to news whichever is earlier-except 
Affairs releases or other media furnished by that documents in the 

information officers to publicize and cutoff file that require 
promote missions or functions additional action or relate 
maintained by any JS/CCMD activity as to reopened cases will be 
the official record copy. brought forward for filing in 

the current file. 
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UNCLASSIFIED 

Record Record Description Rec ord Disposition Instructions Cutoff Retention 
No No-Title Type Instructions Period 

0400-06B 0400 Series Bucket - B. Public Affairs Records - Community Temp Cutoff on com pletion of FY Cutoff on 
Military J u stice, Legal, affairs, consisting of correspon dence , event, hold 2 years, then completion of 
Protocol, and Public memorandums , reports, information , destroy/ delete, or destroy / even t, hold 2 
Affairs an d other records rela ting to community destroy when no lon ger years, then 

activities such a s providing gues t needed whichever is later. destroy/ delete, 
speakers, public sch ool interactions, or destroy/ 
community events , an d other related wh en no 
activities m aintained by the Combatant lon ger needed 
Command. whichever is 

later. 

0400-06C 0400 Series Bucket - C. Military Justice Records - Summary Temp On final action by FY On final action 
Military Justice , Legal, courts-martia l, consisting of: formal supervisory authority, hold by supervisory 
Protocol, and Public record copies of trials of military 75 years, then authority, hold 
Affuirs personnel by summary courts-martial, destroy/ delete. 7 5 years, then 

forma l record of special courts-martial destroy/ delete. 
an d a t tachments, and related 
correspon dence maintained at any 
CCMD activity. (Note: Privacy Act 
System. If Privacy Act Notice h as been 
processed , a pply applica ble Privacy Act 
Number; if notice has n ot been 
processed, follow J S / CCMD Privacy Act 
Program procedures to secure one). 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-118 Enclosure C 

UNCLASSIFIED 

Record Record Description Record Disposition Instructions Cutoff Retent ion 
No No-Title Type Instructions Period 

0400-06D 0400 Series Bucket - D. Militarv Justice Records - Temp Cutoff when case is closed Closed Cutoff when 
Military Justice, Legal, Nonjudicial punishment, consisting of: and all appeals exhausted case is closed 
Protocol, and Public information and forms gathered for the or when individual has and all 
Affairs Record of Proceedings under Article 15, departed station, hold 2 appeals 

UCMJ, retained for monitoring years, then destroy/ delete. exhausted or 
nonjudicial punishment maintained at when 
any CCMD activity. (Note: Privacy Act individual has 
System. If Privacy Act Notice has been departed 
processed, apply applicable Privacy Act station, hold 2 
Number; if notice has not been years, then 
processed, follow JS/CCMD Privacy Act destroy/ 
Program procedures to secure one). delete. 

0400-06E 0400 Series Bucket - E. Patent, Invention, Co12,Yiight, and Temp Cutoff on completion of FY Cutoff on 
Military Justice, Legal, Trademark Records - General final action , hold 50 years, completion of 
Protocol, and Public correspondence relating to the handling then destroy/ delete. Earlier final action, 
Affairs of patent, invention, copyright, destruction is authorized hold 50 years, 

trademark and royalty payment matters, for routine materials not then destroy/ 
requests, authorizations to use or needed for legal purposes. delete. Earlier 
reproduce copyrighted materials. Also destruction is 
includes matters relating to decisions, authorized for 
opinions, determinations, and routine 
recommendations maintained by any materials not 
JS/ CCMD activity. needed for 

legal purposes. 

Record Record Description Record Disposition Instructions cutoff Retention 
No No-Title Type Instructions Period 

0400-06F 0400 Series Bucket - F. Standards of Conduct - Temp Completed final action . Completion Completed 
Military Justice, Legal, Correspondence, memorandums, and 
Protocol, and Public other records relating to codes of ethics 
Affairs and standards of conduct maintained by 

any JS/ CCMD activity. 
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0500 SERIES BUCKET SCHEDULE 
C2, Operations, Planning, and Exercises 
This schedule provides disposition authorization for records that pertain to the Command and Control (C2), Operations, Planning, and Exercises of the Joint 
Staff and Combatant Commands. C2 functions are performed through an arrangement of personnel, equipment, communications, facilities, and procedures 
employed by a commander in planning, directing, coordinating, and controlling forces and operations in the accomplishment of the mission. Records cover, 
but are not limited to, areas such as Codeword / Nickname operations, Exercises, Lessons Learned, Operations and Contingency Plans (OPLANs/CONPLANs), 
Crisis Incident Action Books, Reconnaissance and Surveillance records, Emergency Planning, War Games, SIOP Documents, Combat Camera, Operations 
Security, Satellite and Space Operations, Records relating to Aerospace Defense of North America (NORAD), Antiterrorism / Force Protection planning, 
Countemarcotics, Ballistic Missile defense, Climate/Environmental, and Chemical and Biological records. 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0500-01 0500 Series Short-term records 
Bucket- C2, Short-term records related to C2, Operations, Planning, and Exercises are records that have minimal or no documentary or 
Operations, evidential value. Examples are: routine requests for information or publications and copies of replies which require no 
Planning, and administrative action, no policy decision, and no special compilation or research for reply; records documenting routine activities 
Exercises containing no su bstantive information, such as routine notifications of meetings, scheduling of work-related trips and visits, 

other scheduling related activities. These records include, but are not limited to the list below: 

0500-0lA 0500 Series A. Satellite and S11ace O11erations - Consist of other Temp Destroy/ delete 6 Every 6 months. 6 months. 
Bucket- C2, than special interest to any JS/ CCMD activity; space months after NOTE: For 
Operations, operations logs, consisting of: data on daily operations cutoff. retention longer 
Planning, located at space operations units or command and than 1 yritmust 
and Exercises control activities. be justified and 

submitted to the 
JS IMD/RRB 
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UNCLASSIFIED 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0500-02 0500 Series Working Papers & Office Administrative Records 
Bucket - C2, Working papers and office administrative records related to C2, Operations, Planning, and Exercises that document routine 
Operations, administrative and organizational decisions, actions, and processes of the JS and CCMDs. These records include, but are not 
Planning, and limited to the list below: 
Exercises 

0500-02A 0500 Series A. Operations Summaries - Various reports, logs, Temp Destroy/ delete 3 FY 3 years 
Bucket - C2, memorandu ms, etc., that serve as background for years after cu toff. 
Operations, preparation of Operations Summaries maintained by any 
Planning, and JS/ CCMD activity as the official record copy. 
Exercises 

0500-02B 0500 Series B. Readiness and Operations - Information relating to Temp Destroy/ delete 3 FY 3 years 
Bucket- C2, reporting actual readiness conditions of a gency forces years after cutoff. 
Operations, maintained at other offices. 
Planning, and 
Exercises 

0500-02C 0500 Series C. Cover and Deception Operations - General Temp Destroy/ delete 3 FY 3 years 
Bucket - C2, correspondence files, consisting of: files relating to the years after cu toff. 
Operations, routine administration of cover and deception matters 
Planning, and maintained by any J S/ CCMD activity. 
Exercises 
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- - -·---- - --
Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Ins tructions Period 

0500-02D 0500 Ser ies D . Exer cises - Instructions, procedures, messages, Temp Destroy/ delete 3 FY 3 years 
Bu cket - C2, reports, briefs, etc., pertaining to specific exercises, years after cutoff. 
Operations, including NATO exercise documents maintained by any 
Planning, an d JS/ CCMD a ctivity as the official record copy; schedules 
Exercises and developmental records of significant exercises 

maintained by any JS/ CCMD activity as the official 
record copy (fisca l year); sch edu les a nd developm en tal 
records of Joint Staff/ Combatant Command-directed 
a nd -coor dina ted exercises (fiscal year); significan t 
Military Exercise Briefs m aintained by any J S / CCMD 
activity as the official record copy (fiscal year); Annual 
Joint Exercise Sch eduling Conference records 
maintained by any JS/CCMD activity as the official 
record copy (fiscal year). 

0500-02E 0500 Series E. Codeword/ Nickname Terms - Documents pertaining Temp Destroy/ delete 3 FY 3 years 
Bucket-C2, to procedures for a ssigning, u sing, a n d m a naging years after cutoff. 
Operations, codewords, nicknames, and operation/exercise terms 
Planning, and maintained by any JS/ CCMD activity as the official 
Exercises record copy. 

Record Record Description Record Disposition Cutoff Retention 
No No-Titl e Type Instructions Instructions Period 

0 500-02F 0500 Series F. War Gam es - Catalog ofWargaming and Military Temp Destroy/delete 3 FY 3 years 
Bucket- 2 , Simulation Models and biannual evaluation reports year s after cutoff. 
Operations, maintained by any JS/ CCMD activity as the oiliciaJ 
Plarm:i.ng, and record copy; Politico-Mi:tit:ary War Gam es, consisting of: 
Exercises war gam e support m aterials and clialies, including 

copies of completed memorandums or requests and 
other politico-military war games related documents 
maintain.eel by a n y JS/CCMD activity as the ofllcial 
record copy. 

0 500-0 2G 0500 Series G. Alerts, Defense Readiness Conditions (DEFCONSl, Temp Destroy /delete 3 FY 3 years 
Bucket- C2, Information Conditions (INFOCONS), Tlu-eat Conditions year s a fter cutoff. 
Operatfons, (THREATCONS). Warnings , and Rules of Engagement 
Planning, and (ROE) - Routine correspondence and m essages on 
Exercises a lerts, DEFCONS, INFOCONS, THREATCONS, warnings, 

a n.cl ROE maintained by any JS/ CCMD activity. 
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Record Record Description Record Disposit ion Cutoff Retent ion 
No No-Title Type Instructions Instructions Period 

0500-02H 0500 Series H. Airspace Management - Airspace management Temp Destroy/delete 3 FY 3 years 
Bucket - C2, agreem en ts, consisting of: corresponden ce records, years after cu toff. 
Operations, rules, and reports between/a mong U.S. Governmen t 
Planning, and offices, foreign nations, military services, lateral 
Exercises commands, and subordinate agencies pertaining to 

relations, negotiations, amendments, agreements, and 
minutes of m eetings relative to airspace use at a ny 
J S/CCMD activity; a ircraft clearances , consisting of: 
informa tion pertaining to requests for a ircraft clearances 
maintained by a ny JS/ CCMD activity as the official 
record copy. 

0500-021 0500 Series I. Satellite and Space Operations - Consists of other Temp Destroy/ delete 3 FY 3 years 
Bucket- C2, than special interest to a n y J S/CCMD activity; launch years a fter cu toff. 
Operations, information, consisting of: case files documenting how 
Planning, and foreign launches are tracked, any problems, and related 
Exercises records at responsible activity; United Na tions registry 

reports, consisting of: copies of original reports sent to 
the Joint Chiefs of Staff for forwardin g to United Nations 
at CCMD OPR; operations reviews , consisting of: 
operations review panel and operations review board 
minutes a t units and a bove; con sisting of: summary 
messages and trend analysis reports maintained by any 
JS/ CCMD activity. 
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UNCLASSIFIED 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0500-02J 0500 Series J . Chemical and Biological Records - General Temp Destroy/ delete 3 FY 3 years 
Bucket- C2, correspondence of a routine internal nature maintained years after cutoff. 
Operations, by any JS/ CCMD activity. 
Planning, and 
Exercises 

0500-03 0500 Series Management and Program/ Operations Records 
Bucket- C2, Management and program/operations records which document the C2, Operations, Planning, and Exercise Program/Operations, 
Operations, management processes, and on-going activities of the JS/CCMD. Records include, but are not limited to the list below: 
Planning, and 
Exercises 

0500-03A 0500 Series A. Exercises - General exercise message traffic and Temp Destroy /Delete no FY 7 - 10 years 
Bucket- C2, miscellaneous exercise correspondence maintained by less than 7 years 
Operations, any JS/ CCMD activity as the official record copy (fiscal and no more than 
Planning, and year); NATO exercise evaluation reports maintained by 10 years after 
Exercises any JS/ CCMD activity as the official record copy (fiscal cutoff. 

year) . 
0500-03B 0500 Series B. Information O12erationsL1nformation Assurance - Temp Destroy /Delete no FY 7 - 10 years 

Bucket- C2, Files relating to operational, routine, and administrative less than 7 years 
Operations, activities and events within information and no more than 
Planning, and operations/ information assurance maintained by any 10 years after 
Exercises JS/ CCMD activity as the official record copy. cutoff. 
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UNCLASSIFIED 

Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0500-03C 0500 Series C. Command and Control Centers - Files relating to Temp Destroy /Delete no FY 7 years 
Bucket- C2, operational, routine, and administrative activities and less than 7 years 
Operations, events within command and control centers maintained and no more than 
Planning, and by any JS/ CCMD activity as the official record copy. 10 years after 
Exercises cutoff. 

0500-03D 0500 Series D. Operations Security Records - Files relating to Temp Destroy /Delete no FY 7 years 
Bucket-C2, operational security activities maintained by any less than 7 years 
Operations, JS/ CCMD activity as the official record copy. and no more than 
Planning, and 10 years after 
Exercises cutoff 

0500-03E 0500 Series E. Antiterrorism LForce Protection Planning- Files Temp Destroy /Delete no FY 7 years 
Bucket- C2, relating to operational, routine, and administrative less than 7 years 
Operations, activities and events within antiterrorism/ force and no more than 
Planning, and protection activities maintained by any JS/ CCMD 10 years after 
Exercises activity as the official record copy. cutoff. 

0500-03F 0500 Series F. Countemarcotics Program - Files relating to Temp Destroy /Delete no FY 7 years 
Bucket-C2, operational, routine, and administrative activities and less than 7 years 
Operations, events within countemarcotics activities maintained by and no more than 
Planning, and any JS/ CCMD activity as the official record copy. 10 years after 
Exercises cutoff. 
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Record Record Description Record Disposition Cutoff Retention 
No No-Title Type Instructions Instructions Period 

0500-03G 0500 Series G. Ballistic Missile Defense (BMD) Plans and Programs - Temp Destroy /Delete FY 7 - 10 years 
Bucket-C2, Files relating to BMD activities and operations maintained no less than 7 
Operations, by any JS/ CCMD activity as the official record copy, years and no 
Planning, and including routine and administrative activities and events more than 10 
Exercises relating to BMD plans and programs. years after cutoff. 

0500-03H 0500 Series H. Satellite and Space Operations - Case files documenting Temp Destroy /Delete FY 7 - 10 years 
Bucket-C2, how cooperative launches are tracked, initial launch alert no less than 7 
Operations, message, any problems, and related records maintained by years and no 
Planning, and any JS/ CCMD activity; radar cross section catalog at OPR. more than 10 
Exercises years after cutoff. 

0500-04 0500 Series Permanent Mission and Function Records 
Bucket-C2, Records related to C2, Operations, Planning, and Exercises documenting policies, plans, procedures, and significant activities of 
Operations, the Joint Staff and Combatant Commands which have permanent historical value. These records document key actions, 
Planning, and decisions, functions, and operations relating to the mission of the organization . Records include, but are not limited to the list 
Exercises below: 

0500-04A 0500 Series A. Operations Policy - Documents concerning the general Perm Transfer paper FY 25 years 
Bucket-C2, policy of the Joint Chiefs of Staff/ CCMDs relating to the records to the 
Operations, operations and command and control missions maintained National Archives 
Planning, and by any JS/ CCMD activity as the official record copy. 25 years after 
Exercises cutoff, after 

declassification 
review. 
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UNCLASSIFIED 

Record No Record Descript ion Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0500-04B 0500 Selies B. Operations Summalies - Weekly and/ or special reports Perm Transfer paper FY 25 years 
Bucket - prepared on status of forces and military operations for records to the 
C2, distribution to OSD and other government activities National Archives 
Operations, maintained by any JS activity as the official record copy; 25 years after 
Planning, periodic operations logs and supporting documents, cutoff, after 
and consisting of: records of all significant events occurring declassification 
Exercises within a Combatant Command and its area of operational review. 

responsibility that require Combatant Commander attention 
maintained by the Combatant Command as the official 
record copy and do not serve as a feeder report. 

0500-04C 0500 Selies C. O12erations (Codeword Nickname) - Records concerning Penn Transfer paper FY 25 years 
Bucket - specific operations that include plans, approval, execution, records to the 
C2, decisions, reports, messages, bliefings, summaries, National Archives 
Operations, directives, background papers, etc., that follow to 25 years after 
Planning, conclusion of the operation maintained by any JS/CCMD cutoff, after 
and activity as the official record copy; held by the JS/ CCMD in declassification 
Exercises SCI channels; records protected in Focal Point review. 

Communications Systems concerning specific operations, 
including plans, approval, execution, decisions, reporting, 
messages, briefings, summalies, directives, background 
papers, etc., that follow to conclusion of the operation 
maintained by any JS/ CCMD activity as the official record 
copy. 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
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Record No Record Description Record Disposition Cutoff Retention 
No-Title Type Instructions Instructions Period 

0900-02R 0900 Series R. Administrative Orders - Background material to orders, Temp Destroy/ delete 3 FY 3 years 
Bucket - consisting of: letter request for orders, amendments, etc ., and years after 
General justification files on specia l au thorizations when required by orders cutoff. 
Administration publishing activity maintained by any JS/CCMD activity. 
and 
Management 

0900-02S 0900 Series S. Postal Administration Records - Records relating to incoming or Temp Destroy/ delete 3 FY 3 years 
Bucket- outgoing registered mail; pouches; registered, certified , insured, years after 
General overnight expres s , a nd special delivery mail, includ ing receipts a nd cu toff. 
Administration return receipts maintained by any JS/ CCMD activity. 
and 
Management 

0900-02T 0900 Series T. Postal Administration Records - General files, including Temp Destroy/ delete 3 FY 3 years 
Bucket - correspondence, memorandums, directives, and guides relating to years a fter 
General the administra tion of mail room operation s maintained by any cu toff. 
Administration JS/ CCMD activity. 
and 
Management 

0900-02U 0900 Series U. Postal Administration Records - Distribution Authorization Temp Destroy/ delete 3 FY 3 years 
Bucket - Sheets maintained by distribu ting JS/CCMD activities. years a fter 
General cu toff. 
Administration 
and 
Management 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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 C-A-202 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-203 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-204 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 
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  Appendix A 
 C-A-211 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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7 June 2024 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-234 Enclosure C 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-246 Enclosure C 

UNCLASSIFIED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 

 

  Appendix A 
 C-A-247 Enclosure C 

UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-257 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-258 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-259 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-260 Enclosure C 

UNCLASSIFIED 



UNCLASSIFIED 
CJCSM 5760.01B, Vol. II 

7 June 2024 
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 C-A-261 Enclosure C 

UNCLASSIFIED 
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UNCLASSIFIED 
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UNCLASSIFIED 

APPENDIX B TO ENCLOSURE C 
 

SERIES NOTES 
 

1.  In 2012, the JS’s decision to use a bucket retention schedule came from a 
need to make the records schedule easier to adapt to records management 
applications and electronic records in general.  Prior schedules had too many 
retentions to choose from, which complicated the implementation.  The notes 
below apply to the information type and series bucket as indicated in bold. 
 
Action Officer Case Files 
(Applies to Series Bucket Schedules:  0000 thru 0300 and 0500 thru 1100). 
 
2.  Action Officer Case Files 
 
 a.  Background materials pertaining to official case files shall be retained 
IAW 0000 Series Bucket Schedule in Appendix A of this Enclosure. 
 
 b.  Copies of action officer case files are non-records. 
 
 c.  Working papers shall be retained IAW the subseries 0900-02, Working 

Papers and Office Administrative Records. 
 
The below Series Bucket Schedules have additional notes: 
 
3.  0200 SERIES BUCKET SCHEDULE – Personnel/Payroll.  If a Privacy Act 
Notice has been processed, apply applicable Privacy Act Number; if a notice has 
not been processed, follow JS/CCMD Privacy Act Program procedures to secure 
one. 
 
4.  0600 SERIES BUCKET SCHEDULE:  Logistics, Acquisition, Supply, 
Services, Budget, and Safety 
 
 a. Acquisition Program Management (Applicable to USSOCOM) – 0600-07 – 
Series Description.  Records included in Figure 5 are not limited to the 
acquisition programs and project management files for specific acquisition and 
logistics initiatives undertaken by USSOCOM IAW approved acquisition 
guidelines and authorities (see Appendix A for additional information on this 
series). 
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Examples of Acquisition Program Management Records for USSOCOM 
Acceptance and 

delivery 

documents 

Acquisition 

documents 

Briefings Budgetary 

documents 

Contractor 

evaluation 
reports 

Contracts 

Conference 

documentation 

Configuration 

control 
documentation 

Correspondence Cost estimates Design review 

documents 

Drawings 

Electronic media Engineering 
analyses 

Engineering 
change 

documentation 

Financial 
documentation 

Logistics support 
analyses and 

plans 

Meeting minutes 

Milestone 
decisions 

Owner’s 
manuals 

Parts lists and 
catalogs 

Photographs Presidential 
budgets 

Program reviews 
and assessments 

Requirements 

documents 

Schedules Security 

classification 
guides 

Specifications Statement of 

work 

Studies and 

analyses 

Technical 
advisories 

Technical 
manuals 

Test plans Test reports Videos Warranties 

Figure 5.  Examples of Acquisition Program Management Records  
for USSOCOM 

 
 b.  Exclusions.  Policy, procedures, guidance, oversight, and assessment 
records pertaining to acquisition/procurement programs and activities. 

 
5.  0900 SERIES BUCKET SCHEDULE – General Administration and 
Management 
 
 a.  Inspector General Investigation Records – additional description 
(formerly series 0934).  Case files developed during investigations of known or 
alleged fraud and abuse and irregularities and violations of laws and 
regulations, excluding those that result in national media attention, 
congressional investigation, or substantive agency policy or procedure.  Cases 
relate to agency personnel and programs and operations administered or 
financed by the agency, including contractors and others having a relationship 
with the agency.  This includes investigative files relating to employee and 
hotline complaints and other miscellaneous complaint files.  Files consist of 
investigative reports and related documents, such as correspondence, notes, 
attachments, and working papers. 
 
 b.  Freedom of Information Act Requests.  Files created in response to 
requests for information under the Freedom of Information Act, consisting of 
the original request, a copy of the reply thereto, and all related supporting files.  

May include the official file copy of the requested record or a copy thereof. 
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 c.  Audio-Visual Records Disposition.  Records including, but not limited to, 
still photography, graphic arts, video recordings, motion pictures, and audio 

(sound) recordings shall follow the disposition in the DoD Visual Information 
Records Schedule (NARA Authority N1-330-08-4).  Contact the JS Information 
Management Division for additional information. 
 
 d.  Personal Papers (non-official/non-record) 0900-08 – Series Description. 
Unclassified CJCS/Combatant Commander personal and private 
correspondence, including copies of speeches, statements, and testimonies. 
(Speeches, statements, and testimonies will be filed in both official and 
personal files). 
 
  (1)  Personal Papers.  Unofficial personal and private papers, diaries, 
logs, handwritten notes, verbatim transcripts of conversations, reference books, 
and other personal items from private sources—provided all official information 
has been incorporated in memorandums for record and placed in the 
appropriate official file identified as wholly unofficial in nature and filed in 
clearly designated files separately from the official records of an office.  
 
  (2)  Note:  Any material, regardless of how categorized by the user, that 
addresses the conduct of official business is an official record of the JS/CCMD 

and is subject to disposition under Federal law and the provisions of this 
schedule. 
 
6.  1000 SERIES BUCKET SCHEDULE – Information Technology Procurement, 
Planning, Operations, and Management.  IT facility and site management files, 
including only files retained to ensure that buildings and rooms where IT 
equipment, systems, and storage media are located are properly controlled and 
operated IAW environmental standards and physical security, excluding 
records of stores or plant accounting and records of property disposal. 
 
7.  1100 SERIES BUCKET SCHEDULE – Medical – Family Advocacy Case 
Records.  Documents relating to established or suspected cases of child or 
spouse maltreatment under the provisions of the Family Advocacy Program.  
Included are DD Form 2404 (Child/Spouse Abuse Incident Report), SF 600 
(Chronological Record of Medical Care), case management summary, record of 
referral, extract of pertinent information from the police report, CID report, and 
other pertinent investigative reports and supportive data, evaluation of case, 
record of services and counseling provided, treatment data, and related 
documents. 
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8.  1300 SERIES BUCKET SCHEDULE – Academic Affairs 
 

 a.  The series items in this bucket schedule have been placed into 
categories with retentions of 6 months, 3 years, 10 years, and those items that 
do not fall into any of the above, known as “exceptions.”  Exceptions have their 
own cutoffs and retention information, which may or may not be event-driven. 
 
  (1)  Category (01) – 6 months or less.  Short-term records including 
requests for official transcripts fulfilled by the university registrar’s office. 
 
  (2)  Category (02) – 3 years.  Records of that document routine 
administrative and organizational decisions, actions, and processes. 
 
  (3)  Category (03) – 10 years.  Operational and programmatic records of 
the university/college/school that cover major functions such as, but not 
limited to, accreditation, curriculum development, degree audit and application 
for graduation, student application/nomination packages, academic and 
admission review boards, and master course catalogs and commencement 
programs.  This category covers records that are important to meeting the 
overall and recurring academic needs of the university/college/school. 
 

  (4)  Category (06) – Exceptions.  Records that begin their dispositioning 
period based on an event, rather than a set duration (e.g., records of departing 
personnel or change of administration).  For cutoff purposes, these records 
begin their dispositioning either in the fiscal, calendar, or academic year, 
depending upon business processes.  This category may also contain records 
that have retentions that are longer than 10 years, but not permanent. 
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ENCLOSURE D 
 

REFERENCES 
 

a.  Public Law 113-187, The Presidential and Federal Records Act Amendments 
of 2014, title 44, U.S. Code, chapters 21, 29, 31, 33 
 
b.  title 36, CFR, chapter XII, sub-chapter B 
 
c.  NARA Bulletin 2013- 02, “Guidance on a New Approach to Managing Email 
Records” 
 
d.  CJCSM 5760.01B, Vol I, 7 June 2024, “Joint Staff and Combatant 
Command Records and Information Management Manual:  Volume I – 
Procedures” 
 
e.  DoDM 8180.01, 4 August 2023, “Information Technology Planning for 
Electronic Records Management” 
 
f.  Title 18, U.S. Code, sections 101 and 2071 
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