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RECORD SERIES RECOMMENDATION
Prescribed by:  DLAI 5015.01
Sponsor:  Document Services
SECTION I - TO BE COMPLETED BY SUBMITTER
3. PRESCRIBING REGULATORY PUBLICATION
8. RECORDS INFORMATION
8.a. Are records media neutral?
8.b. Do records currently exist in electronic formats other than email and word processing formats?
8.c. Are records contained in an Electronic Information System (EIS)?
9. RECOMMENDED CUTOFF, DISPOSITION INSTRUCTIONS AND JUSTIFICATION
9.a. Identify when to cut records off (Close Records)
10. COORDINATION/CONCURRENCE OF STAKEHOLDERS
SECTION II - TO BE COMPLETED BY THE COMPONENT RECORDS OFFICER
INSTRUCTIONS
1.   Action Recommendation: Self-explanatory
2.   Provide current record series if action recommended is Change or Deletion. Leave Blank if new.
3.   Prescribing Regulatory Publication: check appropriate box(es) that require the record series be created changed and/
      or deleted.
4.   Provide Title of existing or new Record Series
5.   Describe the records that are being created and/or maintained.
6.   Describe the purpose of the records. (i.e., business needs, higher level authority requirement (FAR/DFAR, etc)
7.   DLA Component/Business Unit that maintains the record.
8.   Records Information:
8a. Are Records Media Neutral (paper/electronic)?  Yes/No –
8b. Do records currently exist in electronic formats other than email and word processing formats? Yes/No
8c. Are records contained in an Electronic Information System (EIS)? Yes / No.  (If yes complete DLA Form 1935)9.   Recommended Cutoff, Disposition Instructions and Justification:
9a. Cutoff (Close Records): (Identify when to cut records off – i.e., End of calendar year, End of Fiscal Year, After
      specific event such as close of contract)
9b. Disposition Instructions: Identify the time when records are no longer needed to conduct agency business and can be 
      destroyed or transferred to the National Archives and Records Administration if Permanent. (Approximately only 1% 
      of records are Permanent) (Ex. Destroy or delete 6 years and 3 months after cutoff)
9c. Justification: Provide justification when making changes or deleting existing record series.10. Coordination of Stakeholders:  Mandatory for changes not prescribed by higher level authority.
11. Typed Name and Title of Requesting Official.  Chief or Supervisor level.
12. Signature – Self-explanatory
13. Component Records Officer Comments. Component Records Officer (CRO) must review/coordinate request. If no 
      CRO identified then form must be signed by Component Director.
14. Typed Name and Title
15.  Signature
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