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RECORD & INFORMATION PROFILE
Prescribed by:  DLAI 5015.01
Sponsor:  J67 Strategic Data Services
PREVIOUS EDITION IS OBSOLETE
RECORD & INFORMATION DETAILS
SECTION I - Completed by Submitter and Component Records Officer (CRO)
3. RECORD & INFORMATION PRESCRIBING AUTHORITY
7. APPLICABILITY (Identify what Organization and/or Regional/Field Activity Offices use the records):
Is this office identified in a General Order? 
8. FORMAT:
9. RECORD CUTOFF
10. DISPOSITION INSTRUCTIONS
11. PERMISSIONS/SUPPLEMENTAL MARKINGS (Identify if records and information have special access requirements and who may have access)
12. COMPONENT / BUSINESS OFFICE REPOSITORY FOR RECORDS: (Identify where information is maintained - include url and/or path)
METADATA FOR SEARCH CRITERIA - FUNCTIONAL BUSINESS OFFICE INFORMATION
SECTION II - TO BE COMPLETED BY THE RECORDS AND INFORMATION MANAGEMENT STAFF
INSTRUCTIONS
1.         Action Recommendation: Self-explanatory
 
2.         Provide current record series and title (parent) if action recommended is Change or Deletion. Leave Blank if new.
 
3.         Prescribing Publication: check appropriate box(es) Identifying records be created and maintained to support Agency mission and functions.
 
4.         Provide Folder name/title that records will be maintained in, if different from the record series name.  Folder will be a child under the record series identified in item 2.
 
5.         Describe the records that are being created and/or maintained.
 
6.         Describe the purpose/justification for maintaining the records and information. (i.e., business needs, higher-level authority requirement (FAR / DFAR, etc.).
 
7.         Applicability. Identify what DLA organization (J1, J6, Aviation, etc.) and/or regional/field activity office creates and/or uses the records and information.   Identify if the office is identified in a General Order (yes or no) If yes, provide the GO number.
 
8.         Format.  Identify if the records and information are maintained in paper or electronic.   If paper, identify why they are in paper vice electronic (is there a statutory or regulatory requirement).    Identify if the electronic records are structured (electronic information system or database) or unstructured (Microsoft application, Email, Other)
 
9.         Identify when the records/information is cutoff/closed (End of Calendar Year, End of Fiscal Year, or after a specific     event such as contract closeout, retirement, etc.).
 
10.         Identify if the records/information is Permanent (has enduring value to the Agency or U.S. Government, 
      approximately 1% of information meets this criteria); include the volume of information created annually that falls 
      into this category.  Temporary information  - identify when it may be dispositioned or how often it is reviewed.
 
11.         Permissions/Supplemental markings.  Identify if the information has any type of restrictions or other handling
      requirements. Mark as many as may apply for your office.
 
12.         Information Repository. Identify the repository / system(s) that your office maintains records/information.  Include the url and path.
 
13.         Functional Business Office Name and Org Code.  Self-explanatory.
 
14.         Supervisor name. Self explanatory.
 
15.         Naming Schema.  Provide the approved format used by an office for naming documents.  (i.e., N1-361-2001-0005 =
      NARA, RG, FY, NARA Assigned Number)
 
16.         Controlled Vocabulary.  Provide list of common words, abbreviations, etc., used by the functional business office to      save their records/information.  Used to assist in facilitating searches.
 
17.         Program.  Identify the program / portfolio, associated with the category of record. (i.e., Audit, Finance, General      Counsel, Information Technology portfolio, etc.)
 
18.         Document Type/Name:  Identify the types of documents associated with this record category/series. (i.e., DD1348,      PCM, DLA Form 1689, etc.)
 
19.         Provide the Date Range of Information currently held. (i.e. 1999-2019, etc.)
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