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1. Other Government Agency Referral Files.

Consists of document review requests, external referral sheets, and copies of selected
pages of documents referred to and from other government agencies for declassification
review. Includes declassification decisions and certifications made on all referred
documents. Arranged by name of other government agency and thereunder by batch
number.

TEMPORARY. Cut off upon completion of batch processing. Destroy 20 years after cut
off.

2. Account Managers Database.

An automated system used to track documents referred to and from other government
agencies for declassification review. Includes data elements such as batch number,
document sequence number, document number, the name of the government agency
where the document was referred, Agency internal office of primary interest, number of
pages, date sent, date returned, original classification, whether the document was referred
to multiple agencies, and general comments. Information 1s derived from Other
Government Agency Referral Files covered by Item 1.

a. Electronic File.
Delete entries 20 years after completion of batch processing.
b. Reports and Outputs from Ad Hoc Queres.

Destroy when one year old, or when superseded, obsolete, or no longer needed,
whichever 1s sooner.

Destroy or delete when superseded © upon authorized deletion of the
related master file or database. (GRS 20, Item 11a).

3. Declassification Certification Files.

Consists of shelf listings of records at the document level for each records center job that
was manually reviewed and processed by the declassification review staff. Includes
review sheets reflecting review and declassification decisions (release 1n full, denied, or
sanitized), as well as certifications. Arranged by records center job number.

TEMPORARY. Cut off at end of fiscal year. Destroy 10 years after cut off.





