
PROCUREMENT AND CONTRACTING

(

Use this subject for correspondence, requisitions, and supporting material pertaining to procurement of
supplies, equipment, and se~vices, and for contracting for supplies and services.

Disposal Authority:
Job Ho. NCl-3l0-RO-2

OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES
RETENTION

CODE TITLE DESCRIPTION

PRC PROCUREMENT AND CONTRACTING Use for policies and proced~res
covering all items included under
this primary subject.

(Item 98b(l»
Acquisition and Assistance Divi-
sion: Destroy when 6 years old
or when superseded or obsolete,
whichever is later.

(I tem 98a)
Destroy when 2 ye~rs ol~.

A-76 RF.TAI I: nispositlon penrllnl\ NAPS
approva I.

Also includes personnel and financial
management documents.

RETAIN: Disposition pending NARS
approval.

Advanced Procurement Plan (Item 98b(l»
Acquisition and Assistance Divi-
sion: Destroy when 6 years old.

(Item 980)
Destroy when 2 yeors oJe.

3 Authorizations Use for delegations of procurement and
contracting authority. Subdivide by
type of authority if volume warrAnts.
Includes C.ntracting Officers and
purchase limitation ••

(Item 99a)
Delegation of procurement con-
tracting authority: Destroy
6 years after authority is
withdrawn .

(Item 99b)
Delegation of procurement author-
ity for small purchases: Destroy
3 years after authority is
withdrawn.

(I tern 99a)
Delegation of proLurement con-
tracting authority: nest ray
~yearB after authority Is
wi thdrawn.

(Item 99h)
nelegation of procurement author-
Ity for small purchases: Destroy
J years after authoritv is
withdrawn.

Contract Administration. (Item 9Ar)
Destroy when 2 years olrl.

Use for material not appropriate for
filing in s specific contract file.
Includes contract monitoring. chRnges
and modifications, and cost And
billing rates.

(Item 9Rb(I»
Acquisition and Assistance nivi-
slon: Destroy when 6 yeArs old.

Contract Solicitstions, Bids,
and Awards------

See Item 95, Records Control
Schedule, [or specific disposal
information.

See Item 95. Record~ Control
S~hedule, for specific di~po~Rl
information.

5-1 Awards See Item 95, Records Contr~l
Schedule, for Rpeciflc disposal
1nform::ltion.

See Item 95, Records Control
Schedule, for specific di.posal
information.

5-2 Evaluations of Birls nnd
Proposals

\

See It~m 951 Records Control
Schedule, for specific disposal
information.

See Item 95, Records Control
Schedule, for specific disposal
Information ..

5-) Issuance of Invitations for
Bids/Requests for Proposals

See Item qS, Records Control
Schedule, for spectflc disposal
information.

See Item ~51 Records Control
Schedule, for specific disposal
information.



PROCUREMENT AND CONTRACTING

OFFICE OF PRlI1ARY RESPONSIBILITY ALL OT~ER OFFICES
RETENTION

CODE TITLE Dl::SCRIPTION

5-4 NegotiAtions See Item 95, Records Control
Schedule, for specific disposal
information.

See Item 95, Records Control
Schedule, for specific disposaJ
Information.

6 Contracts Case Files----- See Item 95, Records Control
Schedule, for specifIc disposal
.infonration.

End-Use Feedback System (Item 98a)
Destroy when 2 years old.

(Item 98b(1»
Acquisition anrl Asslstance Divi-
sion: Destroy when 6 years old.

See Item 95, Records Control
Scherlule, for specific disposal
information.

8 Procurement Use for general correspondence. (Item 98a)
Destroy when ~ years old.

(Item 98b(1»
Acquisition and Assistance Divi-
sion: Destroy when 6°years old.

8-1 Requisitions/Purchase Orders
Case Files

See Item 95, Records Control
Schedule, for specific disposal
information.

See Item 95, Records Control
Sch~dule, for specific disposal
information.

Procurement Guidelines (Ite", 988)
Destroy when 2 years old.

Use for guIdelines not appropriate for
filing under a more specific category
j n this out line.

(Item 98b( 1»
Acquislt10n and Assistance Divi-
sion: Destroy when 6 years old.

9-1 AutomAted Data Processing (ADP) (Ttem 08,,)
DeRtroy IJllen 2 ycnr~ old.

(Item 98b(l)j
Acquisition end As,lst"nce Divi-
Rlen: De8troy lihen h y~Hrs old.

9-2 Cent ral Supply (Lt em 9Ra)
Destroy when 2 years old.

(Item 98b(l»
Acquisition and Assistance Divi-
sion: Destroy when 6 years old.

9-] FI'DSTRIP (Item 98a)
Destroy when 2 years old.

(Item 98b(l»
Acquisition and As s t st ance cnt vr-:
sion: Destroy when 6 years old.

9-4 Furniture (Item 9Ra)
Destroy when 2 years old.

(Item 98b(l»
Acquisition and Assistance Divi-
sion: Destroy when 6 years ~ld.

( (
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9-5 Office Machine Maintenance (Item 98b(I)
Acquisition and Assistance Divi-
sion: Destroy when 6 years old~

(

RETENTION

(Item Saa)
Destroy when 2 years old.

9-6 Personal or Nonpersonal
Services

(Item 98b(l» (I tem 9Ra)
Acquisition and Assistance Divi- Destroy when 2 years old.
sian: Destroy when 6 years old.

(Item 98b(l» (Item 9Ra)

Acquieition and Assistance Divi- Destroy when 2 years old.
81on: Deatroy when 6 years old.

(Item 98b(l» (Item 98a)
Acquisi~ion and Assistance Divl~ Destroy when 2 years old.
sian: Destroy when 6 years old.

9-7 Year-End Purchasing

10 Procurement Preference
Programs

10-1 (Item 98a)
Destroy when 2 yesrs old.

(Item 98a)
Destroy when 2 years oln.

Inqui des

11 Use for reports) studies, surveY9,
progress reports, and significant
accomplishment reports.

Retention periods vary according
to type of report. See Records
Control Schedule or contact RMO
for specific disposal information.

Reports-Statistics R~ention periods vary ~ccordjn8
to type of report. See Recor~s
Control Schedule or contact RI{O
for specific disposal information.

Suppliers and Contractors (Item 9aa)
Destroy when 2 years old.

12 (Item 9ab)
Acquisition and Assistance Divi-
sion: Destroy when 6 years old.

Bidder Lists12-1 (!tem 96)
Destroy when superseded or
obsolete.

(Ite!!>96)
De.troy when superseded or
obsolete.

12-2 Catalogues, Price Lists, and
Schedules (if large volume,
file in separate drawers or
cabinets)

Destroy when superseded or
obsolete.

Destroy when superseded or
obsolete.

Ineligible Bidders12-) (Item 96)
Destroy when superseded or
obsolete. .

Unsolicited Proposals

\

(Item 96)
Destroy when superseden OT
obsolete.

(GHS ), Item 6h(I»
When filed separately from con-
tract case file: DestrQY when
related contract Is completed.

(CRS J, Item ~h(2))

Wl'en filed with contract case
file: See Item 95, Records

Con t r o l Schedule, for s pe c I fte
disposal Informatlnn.

(eRS ), Item 6h(I»
When filed separately from con-
eract case file: nestro~ when
related ~OT\tract is completed.

(GRS 3, ltem 6b(c»)
~hen ftled ~ith contract case
file: SC'f' I tC"f11 q'i, Re c o r d s

Coo r r o l S(')lt'd\llt~, f o r srt'C'ifir
d l s pos.r l Ln f orm.tt ;1"'10.


