FROCUREMENT AND CONTRACTING

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

Disposal Authoritcy:
Job Ho. HC1-310-RO-2

RETENTION
CODE TITLE DESCRIPTION OFFICE OF PRIMARY RESPOMSIBILITY ALL OTHER OFFICES

PRC PROCUREMENT AND CONWTRACTING e for policics and procedures (Trem 98L(1)) (Trem 98a)

covering all items included under Acquisliclon and Asslstance Divi- Destroy when 2 years old,
this primary subject. slon: Destroy when & years old

or when superseded or obsolete,

whichever ia later.

1 A-T6 Also includes personnel and [lnancial FRETAIN: Disposition pending WNARS RETAIN: Disposition pending NARS

management documents. approval . approval.

2 Advanced Procurement Flan (Trem 98b{1)) (Ttem 98a)

Acquiaition and Assiatance Divi- Destroy when 2 years ald,
slon: Destroy when & years old,
3 Authorizations Une for delegations of procurement and (Item 9% ) (Ttem 9%a)
contracting authority. Subdivide by Delegation of procurement com— Delegation of procurement con—
type of authority Lf volume warrants, tracting authority: Destroy tracting autherity: Destroy
Includes Contracting OFflcers and & years after authority {s 6 years after authority is
purchase limitacfions. withdrawm. withdrawn,
{Item 99b) {Item 9%
Delegation of procurement awthor-  Delegation of procurement author=
ity For small purchases: Destroy ity for emall purchages: Desatroy
3 years after authority im 3 years after authority is
withdrawn, withdrawn.,
# Contract Adminlastratlon Use for material not appropriate for {Ttem T8L{1)) {Irem 98:)
filing In a specific contract file. Acquisition and Assistance DIivi- Destroy when 2 years old,
Ineludes contract monitoring, changes glon: Destroy when & years old.
and modiflcations, and cost and
billing rates.
5 Contract Solicitations, Bids, See Ttem 95, Records Control See Tvem 95, Records Control
and Awards Schedule, for specific disposal Schedule, for specifle diaposal
Information. information.

5-1 Awarda See Trem %5, Records Control See leem 95, Records Control
Sehedule, for apecifie disposal Schedule, for apecific disposal
information. information.

5=2 Evalustions of Bids and See Item 95, Records Control See Ttem 95, Records Control

Proposals Schedule, for specific disposal Sehedule, for specifle disposal
Information, information.
5=3 Issuance of Invitations For

Bids/Requests for Proposals

See Ttem %5, Records Contral
Schedule, for speciflic disposal
information.

See Ttem 95, Records Control
Schedule, for specific diasposal
Imformation,
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PROCUREMENT AND CONTRACTING

= RETERTION
CODE TITLE DESCRIFTION OFFICE OF PRIHARY RESPONSIRILITY ALL OTHER OFFICES
=i Negotiations See Item 95, Records Control See Item 95, Records Control
Schedule, for specific dispasal Schedule, for specifie disposal
Informat{on, information,
& Contracts Case Flles See Ivem 95, Records Control See Item %5, Records Contrel
Schedule, for specifie dispoaal Schedule, for speciiic disposal
Inforwation, information.
7 End-Use Feedhack System (Ttem 9BB(1)) (leem 98a}
Acquisition and Assistance Diwvi- Destroy when 2 years old,
alon: Destroy when & years old.
B Frocuresant Use for general correspondence. (Leem 98L{1)) (Item 98a)
Acquisicion and Asalstance Divi- Dastroy when I years old.
slon: Deatroy when 6 years old.
a8-1 Requisitions/Purchase Orders See Ttem 95, Records Control See [tem 95, Fecorda Control
Cage Flles Sehedule, for specific disposal Schadule, for specific disposal
information. Information.
9 Procurement Guldelines Uae for guldelines not appropriate for (Teem 98b{13) (Trem 9Ba)
Eiling under a more speclfle category Acquiglition and Assistance Divi- Destray when I years old.
In this outline. slont Destroy when & years old.
G=1 Automated Data Processing (ADFP) (Trem 98Bb{1)) {lrem 9Ba)
Acquisition and Asslstance Divi- Destroy when I years old.
slon: Destroy when & years old.
-2 Central Supply (Ttem 9Bb{1}) {Ttem 98a)
Acquislition and Assistance Diwvi= Destray when 2 years old.
sion: Destroy when & years old,
4=1 FFDSTRIP (Ttem 9BbILYY (Ttem 8a)
Acquialtlon and Assistance Divi- Destroy when 2 veara old,
alon: Destroy when 6 years old.
=4 Furniture (Teem 9BB(1)) {Ttem 9fa)

Acquisltlon and Assistance Divi-
sion: Destroy when 6 years old.

Destrov when 2 years old.
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RETENTION

TECDE TITLE OFFICE OF FRIMARY RESPONSTBILITY ALL OTHER OFFICES

9-5 M flee Mackine Malatenance {Item 98b{11} {Ttem S8a)
Acquisition and Assistance Divi- Destroy when 2 yeara old,
alont Destroy when & years old,

-5 Personal or Monpersonal (Teem 9BB(1}) (Ttem %8a)

Services Acquisition amd Apsistance Divi- Destraoy when 2 years old.
alon: Destroy when 6 years old.

9-7 Year-End Purchasing (i.em 9Bb{1)) (Ttem 9Ra)
Acquisitivo and Assilstance Divi- Destroy when I years old,
sion: Destroy when 6 years old.

1 Procurement Preference (Ttem 98b{1}} (Item 9Ba)

Programs Acquisirlon and Ansistance Divi- Destroy when I years old,
slont Deatroy when & years old.

10=1 Inquities (Item 98a) (Ttem %Ba)
Destroy when 2 years old, Destroy when ? years old,

11 Reports-Statistics Vae for reports, studles, surveys, Retention perfoda vary according Retentlon perioda vary according
progress reports, and aignificant to type of report. See Records to type of report. See Records
accomplishment reports. Control Schedule or contact RHO Contral Schedule or contact RMD

for speclfic disponal Information. for specific disposal informatfon,

12 Suppliers and Contractors (ltem 98b) (Trem 98a)

Acquisiclon and Asslatance Diwvi- Deatray when 2 years old,
slon: Destroy when & years old,

12=1 Bidder Lista {Itoem 96) {(Ttem 96)

Destroy when superseded or Deatrey when superaeded or
ohaolete, ohealete.

12=2 Catalogues, Frice Lists, and Destroy when superseded or Deatroy when superseded aor

Schedules (1f large volume, cbhsolete. ohaolete.
file in separate drawers or
cabineta)

12-1 Ineligible Bldders {Item 96) [(Item 96)

Destroy when superseded or Neatroy when superseded or
nheolete. oheaolete,

e Unsolicited Proposals

(GHE 3, Ttem 6%(1))
When filed separately from con-
tract case file: Deatroy when
related contract is completed.

(GRS 3, Trem Hh{2})
When flled with contract case
file:r SBee Item 95, Records
Contral Schedule, for speclfic
disposal Information.

(GRS 3, Ttem 6h{1})
When filed separately from con-
tract cago filet Destrov when
related contract is completed,

(GRS 3, Trem &b{2})
Hhen Flled with contract case
file: See ltem 9%, Records
Contral Schedule, for specific
dliapoaal information,
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