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INSTRUCTIONS FOR COMPLETING DLA FORM 1689, FILE PLAN
36 CFR 1224.10 requires Federal Agencies to ensure that all records are scheduled, to implement schedules, and to regularly review and update schedules.
 
1.  Office:  Enter the name of your office, starting at the highest DLA component level and then narrowing down to your specific office (e.g., DLA/J-6/DLA Document Services/Strategy and Development Division).
 
2.  Date Last Updated:  Enter the current date when making revisions.
 
3-5.  Preparer Name, Title, & Phone:  Enter your full name, position title, and complete phone number including area code.
 
6-7.  RM Coordinator (Name and Phone):  If your office has a designated RM Coordinator, enter their full name and complete phone number including area code. If the RM Coordinator is the same person that is preparing the form, indicate "Same as above."
 
8.  Date Reviewed:  Enter the date of the latest file plan review conducted by the office or RM Coordinator. File plans should be reviewed at least once per year.
 
9-10.  Component Records Officer (Name and Phone):  Enter the full name and complete phone number including area code of your Component Records Officer (CRO). Refer to the DLA RM intranet web site:
https://headquarters.dla.mil/j-6/records to identify your CRO.
 
11.  Date Approved (to be completed by Component Records Officer):  At least once per year, the file plan should be submitted to your Component Records Officer for approval. The CRO will enter the date of the latest file plan approval here.
 
Records Series:  Enter the series number (XXX.XX) from the DLA Records Schedule. If the records being described do not fit into ANY existing records series in the DLA Records Schedule, mark "UNSCHEDULED". Your CRO will follow up with you to help assign the unscheduled records to the appropriate records series or to create a new records series for the unscheduled records.
 
 
Vital Records:  Check the box if the records being described are considered Vital Records. Vital records are defined in 36 CFR 1223.2 as "essential agency records that are needed to meet operational responsibilities under national security emergencies or other emergency conditions (emergency operating records) or to protect the legal and financial rights of the Government and those affected by Government activities (legal and financial rights records)." Vital Records should be incorporated into a COOP plan. They should be duplicated, dispersed to a site(s) a sufficient distance away, and quickly accessible in case of emergency. More information on vital records can be found here: http://www.archives.gov/about/regulations/part-1223.html
 
Records Title:  Enter the records series title. This may include the title from the DLA Records Schedule and/or any other descriptive information, such as fiscal year, to summarize the records.
 
Records Description:  Describe the records thoroughly enough so that someone who has no knowledge of the records can get a basic understanding of them. Records are often kept many years and are usually destroyed or transferred by a different person than the person who created them, so a clear and thorough description is essential. Spell out acronyms and include pertinent dates such as beginning and ending dates of the records. Note whether the files are arranged alphabetically, chronologically, geographically, by contract number, etc. Include the approximate volume of paper records (1 file drawer = 1 cubic foot) or the current storage size of electronic records (e.g., a 72 MB folder).
 
Format & Location:  Indicate if the records are kept on paper (P), electronically (E), or both (B). Describe the exact location (physical location of paper records, pathname of shared folder, collaboration site and folder name in eWorkplace, etc). Be as specific as possible. If records are kept both electronically and on paper, indicate which version is considered the official record.
 
Records Disposition & Disposition Authority:  Cite the disposition instruction and disposition authority from the DLA Records Schedule. The disposition instruction directs how long to keep the records and appears in parentheses near the end of the records series paragraph. The disposition authority appears at the very end of the records series paragraph. It will look either like N1-361-XX-X or GRS X, Item X.
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