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REQUEST FOR RECORDS DISPOSITION AUTHORITY
 
RECORDS COMMON TO MOST OFFICES
 

Job Number N 1-416-06-1
 

1.	 fleer's Technical Representative (COTR) Records 

The pnrnary du of the COTR ISto monitor the contractor's performance to ensure that all of the 
technical require ents under the contract are met by the delivery date or within the penod of 
performance and the pnce or withm the estimated cost stipulated m the contract The COTR 
will establish and amtam an organized contract administration file to record all contractor and 
government actions ertammg to the contract The COTR's file IS of particular Importance, of the 
documentation of mt action with the contractor may be used m the event of htiganon In additron, 
an organized file facili ates an easy transition from one COTR to another If reassignment becomes 
necessary The fiJe(s) s ould contam, but are hrruted to the followmg types of documentation 

•	 A copy of the c tract to be included m the contract adrmmstration file 

•	 Contract modific IOns, task orders, delivery orders, and the contractor's proposals 
applicable to these ocuments 

•	 The COTR's delega on letter, and all correspondence between the contractor and the 
contractmg officer, fiI d m chronological order 

•	 A copy of the and any correspondence pertammg to 
payments 

•	 The COTR's tnp reports a written memoranda to the file on telephone conversations or 
other meetmgs with the con 

•	 A copy of the contractor's rogress reports and other contract delrverables, and all 
correspondence pertammg to t se documents 

•	 An evaluation of the contract's performance, completed wrthm 30 days after the 
contractor has met all terms and c nditions of the contract 

Drsposmon: Cut off files at the close of the ntract Destroy 7 years after cutoff 

2.	 Subject Ftles 

a.	 Subject Files (Program) 

Files arranged alphabetically by tOpIC or arne (of individual, project, or program) The 
files may contam, but are not lmuted to, orrespondence, Agency pohcy and guidance, 
regulations, brochures, newsletters, mte al memoranda, e-mail messages, Journal 
articles, news clippings, bnefing matenals, eports, and research matenals relatmg to a 
vanety of Agency programs 

Drsposinon: Cut off files annually Send to of ite storage Destroy 10 years after cutoff 

b.	 Subject Files (Administrative) 

Records relatmg to office orgaruzation, staffi g, procedures, and commurucanon, 
mcluding budget papers, day-to-day admlnlstratIO~\Of office personnel, travel, trammg, 



es and office services and equipment requests and receipts, and the use of office 
space d unhnes These files do not serve as official documentation of the programs of 
the offic 

ut off files annually Destroy when 3 years old 

3. Project Flies 

Flies used to monitor or carry t projects approved and funded by the agency Flies may include, 
but are not Iurnted to, general co espondence, charts, brochures, articles, news releases, statistrcal 
data, notes reports, regulations, p ect proposals, prelurunary studies, justifications, approvals, 
specificatrons, designs, maps, dra ngs, financial documents, change orders, notes, draft 
background matenal, questionnaires, mrnanes and other papers, mtenm reports, and final 
reports or pubhcanons 

Drsposinon: Cut off files at the close of the oject Send to off-Site storage Destroy 10 years 
after cutoff 

4. Research Files 

Records used for conductmg or morutonng research proje ts Files Include, but are not limned to 
correspondence, proposals, feasibrhry studies, research pa rwork, workshop matenals, reports, 
work plans, project statements, financial data related to the res rch activity, and publicanons 

Drsposinon Review files annually and retire macnve files to 0 rte storage Destroy 10 years 
after files become inactive 
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