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national assets. 

• Provides the information foundation, through effective and efficient management of records, for 
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• Ensures DoW records management programs promote transparency. 
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SECTION 1:  GENERAL ISSUANCE INFORMATION 

1.1.  APPLICABILITY. 

This issuance applies to: 

a.  OSW, the Military Departments (including the Coast Guard at all times, including when it 
is a Service in the Department of Homeland Security by agreement with that Department), the 
Office of the Chairman of the Joint Chiefs of Staff (CJCS) and the Joint Staff, the Combatant 
Commands (CCMDs), the Office of Inspector General of the Department of War, the Defense 
Agencies, the DoW Field Activities, and all other organizational entities within the DoW 
(referred to collectively in this issuance as the “DoW Components”). 

b.  DoW information created, received, collected, captured, processed, maintained, 
disseminated, disclosed, preserved, or destroyed by or for the DoW, in any medium or form, 
including information managed by the DoW or a third party on behalf of the DoW. 

1.2.  POLICY. 

a.  Records are created, maintained, used, disposed, and preserved to document the 
transaction of business and missions, regardless of form, characteristics, or security 
classification.  Records are evidence of DoW Component organization, functions, policies, 
procedures, decisions, operations, or other activities pursuant to Subchapter B, Chapter XII of 
Title 36, CFR, and Title 44, U.S.C., and are maintained in accordance with Office of 
Management and Budget (OMB) Circular A-130 and guidance issued by National Archives and 
Records Administration (NARA). 

b.  Essential records will be identified, protected, and managed to ensure availability after an 
event that disrupts normal operations to support continuity of operations and to protect rights and 
interests of the DoW in accordance with Subchapter B, Chapter XII of Title 36, CFR. 

c.  DoW records will be composed of high-quality, trusted data and associated metadata 
available to authorized users for mission and administrative purposes. 

d.  DoW records will be scheduled in accordance with Subchapter B, Chapter XII of Title 36, 
CFR to identify DoW Component records with value to the mission, determine which records 
have archival value for eventual transfer to the National Archives, and authorize destruction of 
records when no longer needed. 

e.  All records will have a responsible organization identified for governance.  The 
organization will be responsible for records management and maintenance of record integrity 
while in their possession and through any transition of governance across the DoW. 

f.  Sound records management principles must be incorporated into all DoW business 
processes in accordance with this issuance. 
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g.  DoW records will be managed electronically to effectively address the volume of 
information created and received in the DoD Information Enterprise.  Electronic management 
includes the use of information technology (IT) capabilities for records identification, capture, 
retrieval, retention, and either accession to NARA or destruction. 

h.  Any records or non-records created or received in the DoD Information Enterprise are 
U.S. Government (USG)-owned and cannot be removed from the accountable organization 
except as authorized in accordance with Subchapter B, Chapter XII of Title 36, CFR and 
Title 44, U.S.C. and DoW Component guidance. 

i.  Official electronic messaging accounts must be used to conduct official DoW 
communications in accordance with DoD Instruction (DoDI) 8170.01; the October 6, 2023 DoD 
Chief Information Officer Memorandum; and any subsequent policy updates. 
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SECTION 2:  RESPONSIBILITIES 

2.1.  DOW CHIEF INFORMATION OFFICER (DOW CIO). 

In addition to the responsibilities in Paragraph 2.7., the DoW CIO: 

a.  Sets strategic direction and develops DoW policy and standards to implement the DoW 
Records Management Program, including the life cycle management of records in all media. 

b.  Oversees DoW records management.  Collaborates with DoW Component heads to 
establish metrics to monitor and validate compliance with this issuance. 

c.  Serves as the DoW Senior Agency Official for Records Management (SAORM) pursuant 
to OMB Circular A-130, ensuring compliance with Subchapter B, Chapter XII of Title 36, CFR 
and Title 44, U.S.C.  The DoW SAORM: 

(1)  Guides and coordinates with DoW Component SAORMs to fulfill SAORM 
responsibilities in accordance with NARA Bulletin 2017-02. 

(2)  Serves as the primary liaison with NARA for records management. 

d.  Appoints the DoW Records Officer.  The DoW Records Officer collaborates with his or 
her counterparts in the DoW Components and NARA to ensure the effective execution of the 
DoW Records Management Program, in accordance with this issuance and the responsibilities 
contained in Section 1220.34 of Subchapter B, Chapter XII of Title 36, CFR; DoDD 5144.02; 
and Title 44, U.S.C. 

e.  Develops instructions for the DoW’s use of the NARA General Records Schedule (GRS) 
in accordance with applicable NARA guidance.  Defines and publishes DoW-specific 
refinements of the NARA GRS to standardize its application in the DoW and enable automated 
processes for records management. 

f.  Identifies training requirements specific to DoW practices and policies, including how 
often it must be completed, in accordance with NARA Bulletin 2017-01. 

g.  Provides guidance on records management workforce requirements and personnel 
qualification standards to support effective records management and cross-functional 
collaboration. 

h.  Advocates for resource allocation for enterprise records management solutions. 

i.  Develops a DoW records management community of interest by encouraging use of 
collaborative tools and technologies to distribute and evaluate the best practices and lessons 
learned in records and information management. 
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2.2.  DIRECTOR, DEFENSE INFORMATION SYSTEMS AGENCY. 

Under the authority, direction, and control of the DoW CIO, and in addition to the 
responsibilities in Paragraph 2.6., the Director, Defense Information Systems Agency: 

a.  Develops and provides subject matter expertise for planning and executing the 
implementation and integration of electronic records management capabilities in IT systems and 
services. 

b.  Conducts records management-related interoperability certifications, testing, and 
evaluation activities. 

2.3.  UNDER SECRETARY OF WAR FOR RESEARCH AND ENGINEERING 
(USW(R&E)). 

In addition to the responsibilities in Paragraph 2.7., the USW(R&E): 

a.  Coordinates with the DoW CIO to develop policy for managing records created or 
received using data, analytics, and artificial intelligence (AI) capabilities, as well as other 
relevant digital technologies in accordance with applicable laws, policies, and other regulations 
including this issuance and DoD Manual (DoDM) 8180.01. 

b.  Develops policy and standards that incorporate requirements for tagging data, data sets, 
and digital resources to support automated electronic records management. 

c.  To meet records requirements for USW(R&E)-governed data services, analytic 
capabilities, and AI-enabled solutions: 

(1)  Incorporates DoDM 8180.01 requirements into these services, capabilities, and 
solutions to ensure electronic records are captured and managed effectively. 

(2)  Collaborates with mission partners for these services, capabilities, and solutions to 
implement applicable Component records schedules and processes. 

(3)  Develops records-related guidance for users of these services, capabilities, and 
solutions to increase accurate identification of, and reduce risk to, DoW records. 

2.4.  DIRECTOR OF ADMINISTRATION AND MANAGEMENT (DA&M). 

In addition to the responsibilities in Paragraph 2.7., the DA&M directs records searches, holds 
(including review and implementation of litigation holds), and freezes involving multiple DoW 
Components in coordination with the General Counsel of the Department of War (GC DoW).  
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2.5.  GC DOW. 

In addition to the responsibilities in Paragraph 2.7., the GC DoW: 

a.  Advises on records management policy, concerns, and issues to include records 
scheduling, records search, holds (including issuing litigation holds), and freezes. 

b.  Manages all responsive records when establishing centralized processing of litigation 
documents regardless of the records’ origins in accordance with this issuance and DoDI 5405.02. 

2.6.  DOW COMPONENT HEADS. 

The DoW Component heads: 

a.  Establish, resource, and maintain a DoW Component records management program at an 
organizational level of sufficient authority to ensure Subchapter B, Chapter XII of Title 36, CFR; 
Title 44, U.S.C.; and this issuance are efficiently and effectively implemented. 

b.  Appoint a SAORM for their Component and notify the DoW SAORM of that designation 
in writing.  The Component SAORM: 

(1)  Collaborates with the DoW SAORM to fulfill the SAORM responsibilities in 
accordance with NARA Bulletin 2017-02. 

(2)  Advocates for records management for their Component.  This includes, but is not 
limited to, identifying and allocating resources for records management in the DoW Planning, 
Programming, Budgeting, and Execution process in accordance with DoDD 7045.14. 

(3)  Engages with the DoW SAORM, their Component records officer, and other 
stakeholders in critical functional areas (e.g., IT management, data management, cybersecurity, 
information security, privacy and civil liberties, acquisitions, and budget formulation and 
execution) to implement the DoW Component’s records management program. 

(4)  Coordinates with the DoW SAORM to address existing, new, or evolving records 
management requirements in accordance with OMB Circular A-130. 

(5)  Advises the DoW SAORM of records management issues that could have broad 
implications across DoW or between DoW and other USG agencies and cooperates with the 
DoW CIO in resolving these issues. 

c.  Designate a Component records officer to administer the Component records management 
program and provide written notification of designation to the DoW SAORM.  As directed by 
the DoW CIO, ensure the designated Component records officer holds the Agency Records 
Officer Credential within 1 year of designation in accordance with NARA Bulletin 2019-02. 
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d.  Establish, resource, implement, and assess a records management workforce that supports 
the management of records as a national asset. 

(1)  Position the workforce and assign grade levels to the records officer and other 
professionals that are commensurate with their span of control and responsibilities to ensure 
mission and program success. 

(2)  Ensure the workforce collaborates with mission, IT, data, legal, and other 
communities. 

e.  Make all records visible for discovery by authorized users and available to authorized 
users regardless of form, characteristics, or encryption. 

f.  Implement records management controls and accountability standards necessary to 
capture, manage, and preserve Component records from any source, including electronic records 
and electronic messages and their attachments, using internal controls in accordance with 
DoDI 5010.40. 

g.  Govern all records created or received during conduct of the Component’s mission and 
supporting business processes.  This includes, but is not limited to, analog records and electronic 
records managed in IT systems and services, collaborative work environments, social media, 
electronic messaging applications, and their corresponding accounts. 

(1)  Maintain accountability of records when they are loaned to other DoW Components 
or Federal agencies. 

(2)  Transfer accountability of records to another DoW Component when appropriate to 
support the DoW mission. 

(3)  Assume accountability for any records or non-record materials imported into the 
DoW Component’s information environment and assign a default disposition policy or records 
schedule item. 

h.  Develop, maintain, and use records schedules to curate records created or received 
through Component mission processes to include: 

(1)  Developing records schedules for all records for which the Component is accountable 
and obtaining NARA approval of the schedules before implementation, in accordance with 
Parts 1225 and 1226 of Subchapter B, Chapter XII, of Title 36, CFR. 

(2)  Incorporating DoW-wide disposition instructions published by the DoW CIO in 
Component records schedules and operations. 

(3)  Documenting applicable record schedule(s) for any electronic messages or other data 
saved from mobile devices that are Federal records. 

  



DoWI 5015.02, June 26, 2026 
 

SECTION 2:  RESPONSIBILITIES 9 

i.  Before transferring records to NARA: 

(1)  For permanent classified records, take all reasonable steps to declassify records in 
accordance with DoDI 5200.01.  For transfer of electronic records that must remain classified, 
follow guidance in NARA Bulletin 2025-01. 

(2)  For controlled unclassified information (CUI) records, decontrol to the fullest extent 
practicable in accordance with DoDI 5200.48. 

j.  For operational records, support Combatant Commander (CCDR) operational plans for 
managing records throughout their lifespans.  Records generated as a result of campaigns and 
contingency operations in the CCMD area(s) of operation are operational records and must be 
managed pursuant to this issuance.  Administrative records are the responsibility of the DoW 
Component head. 

k.  For any DoW Executive Agent designations made in accordance with DoDD 5101.01: 

(1)  Require any records that document the transaction of business and mission of the 
DoW Executive Agent are managed in accordance with current records management policy. 

(2)  Delegate records management responsibilities to Components consistent with the 
DoW Executive Agent designation and determine the processes used. 

l.  For any appointments as a DoW sponsor for each DoW-Supported Federal Advisory 
Committee made in accordance with DoDI 5105.04, require any records that document the 
committee’s business are managed according to this issuance. 

m.  Establish an essential records program to identify, use, and protect essential records.  The 
essential records program ensures essential records are maintained and, where appropriate, 
available after an event that disrupts normal operations in accordance with Part 1223, 
Subchapter B, Chapter XII of Title 36, CFR; DoDI 3020.42; and Federal Continuity Directive 1. 

n.  Ensure records are captured by and managed electronically in an IT system and service 
for their full lifespan, including the IT system or service in which the record is created or 
received IT systems or services to which the record is transferred, or a combination. 

(1)  Manage all temporary and permanent records in electronic format with the 
appropriate metadata, including the disposal of temporary records and the transfer of permanent 
records to NARA for preservation.  DoW Components may request exceptions from NARA to 
continue to produce and store certain records in analog form in accordance with OMB/NARA 
Memorandum M-23-07. 

(2)  Incorporate records management requirements in accordance with DoDM 8180.01 
into the acquisition of any IT system or service provided by the Component.  Use checklists 
provided in DoDM 8180.01 to assess records management compliance of acquisition, 
development, or upgrade of IT. 
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(3)  Link any records created or received by the IT system or service to approved records 
schedules and assigned disposition authorities. 

(4)  Automate records processes to the fullest extent practical to minimize user burden. 

(5)  Register the IT system or service in the DoD IT Portfolio Repository in accordance 
with DoDI 8115.02.  For any IT system or service that contains records, populate and maintain 
the associated DoD IT Portfolio Repository records management data elements. 

(6)  Ensure any IT providers are aware of records management requirements of records 
created or managed in an IT system or service.  Records management language can be included 
in contracts with IT providers. 

(7)  As an IT provider, ensure offerings are compliant with all customer records 
management requirements for records created or managed while providing the service. 

o.  Ensure all personnel are informed of their records management responsibilities within 
applicable law, regulation, and policy and provide training specific to the organization’s 
practices and policies.  Training must cover topics identified by NARA Bulletin 2017-01 and the 
DoW CIO.  To increase records identification accuracy and reduce risk to DoW records, target 
training content towards personnel’s mission, local work processes, and artifacts.  Component 
records management training must be reviewed annually to ensure all required topics are 
adequately covered and incorporate updates as appropriate. 

(1)  Political appointees and senior level agency officials must receive targeted records 
management training upon arrival and departure and within 3 to 6 months before a change of 
presidential administration. 

(2)  Records management staff must receive records management training to support their 
development and proficiency in curating and managing DoW Component records. 

(3)  Personnel developing and managing IT systems and applications must receive 
guidance to ensure IT systems and services automate records processes where practical to 
improve efficiency and minimize the need for personnel training and ensure compliance with all 
preservation obligations for records created or managed. 

(4)  Data management staff must receive training to ensure that records within their 
assigned scope of responsibility are identified, captured, managed, and dispositioned according 
to the appropriate records schedule and legal requirements. 

(5)  Acquisition, contracting, and procurement personnel must receive guidance on 
records management requirements that must be included in DoW acquisitions. 

(6)  All DoW Component personnel must receive records management training within 
60 days of employment and annual refresher training targeted to their mission and role. 

p.  Direct contractors performing DoW program functions to create and maintain records 
documenting these functions, in accordance with their contracts.  Contracts must specify the 
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delivery to the USG of all the data required for adequate documentation of the contractor-
operated program in accordance with Parts 102 through 193 of Title 41, CFR. 

q.  Notify the Archivist of the United States of any actual, impending, or threatened unlawful 
removal, defacing, alteration, corruption, deletion, erasure, or other destruction of records in the 
custody of the Component pursuant to Section 3106, Chapter 31 of Title 44, U.S.C.  With the 
assistance of the Archivist, initiate action through the United States Attorney General for the 
recovery of records.  Inform the DoW SAORM when the notification: 

(1)  Concerns permanent or long-term records; 

(2)  Impacts more than one Component; or 

(3)  Attracts interest or scrutiny from other agencies, Congress, or the public. 

r.  Monitor Component compliance in accordance with this issuance and Subchapter B, 
Chapter XII of Title 36, CFR.  Implement corrective actions when necessary. 

s.  Safeguard all CUI within records in accordance with DoDI 5200.48.  For the CUI 
categories of general privacy and health information safeguard the records in accordance with 
DoDIs 5400.11 and 6025.18, respectively. 

t.  Ensure removal of non-record materials from the DoW Component is authorized by the 
proper designated DoW Component authority. 

(1)  Authorization is required: 

(a)  When conveying non-record materials to another DoW Component. 

(b)  For removal of non-record materials outside of the DoW. 

(2)  Unclassified non-record materials, including electronic messages, are not 
automatically publicly releasable and must be reviewed for release to employees departing the 
DoW. 

u.  Conduct records searches and implement holds and freezes for responsive records as 
directed by the DA&M.  Notify other DoW Component SAORMs and Component records 
officers of any searches, holds (including litigation holds), and freezes that include records for 
which they are accountable. 

2.7.  OSW COMPONENT HEADS. 

The OSW Component heads ensure any policy or guidance within their functional area includes 
responsibilities for managing records and identifies the accountable organizations for all records 
that are created or received as part of their functional area. 
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2.8.  CJCS. 

In addition to the responsibilities in Paragraph 2.6., the CJCS: 

a.  Develops, implements, evaluates, and refines records management policies and 
procedures for programs and organizations for which the CJCS has oversight, including joint 
operation planning. 

b.  Requires each CCDR to develop and implement plans and procedures so that all 
information and records created or received by the CCMD are identified, safeguarded, and 
properly managed. 

c.  Oversees and assesses records management programs under their oversight by reviewing 
the efficient life-cycle management of records and the scheduling of records in accordance with 
Subchapter B, Chapter XII of Title 36, CFR and Title 44, U.S.C. 

d.  Monitors the compliance of the CCDR and other supervised activities with this issuance, 
directs corrective action be implemented as necessary, and notifies the DoW CIO of any issues 
and recommended resolutions. 

2.9.  CCDRS. 

In addition to the responsibilities in Paragraph 2.6., the CCDRs: 

a.  Ensure proper management of operational records throughout their lifespans.  CCDRs 
may task any subordinate unit or command, including Service component commands and theater 
special operations commands, to fulfill this responsibility in accordance with the CCMD 
established priorities, operational guidance, and CCDR intent. 

b.  Assign and document accountability for the management and ownership of operational 
records during deliberate and crisis action planning and throughout each operation. 
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SECTION 3:  PROCEDURES 

3.1.  IMPLEMENTATION. 

DoW Components, including their Component SAORMs, their Component records officers, 
records management staff, and communities of interest in which they participate, will perform 
the procedures in this issuance to the fullest extent practical. 

a.  Curate Records. 

(1)  DoW Components will curate all data and records by assigning a disposition based 
on the content or in the case of electronic messages, position-based in accordance with GRS 6.1.  
The disposition will be either a disposition authority or a default deletion policy that captures the 
context and value of the information contained in the data or records in accordance with 
DoDM 8180.01.  The assigned disposition will be captured in metadata that can be searched, 
identified, and retrieved for information exchange. 

(2)  Component records officers will review their records schedules every 5 years and 
make any updates to keep them current.  To cover new types of data and records, updates may 
include the use of existing disposition authorities or may require submission of new schedule 
items for NARA approval. 

(a)  Changes in mission requirements or business value may warrant updates. 

(b)  Any innovative analytical or AI process may create new types of data and records 
that warrant updates. 

(3)  DoW Components will staff their records management programs with a workforce 
that has program management, record curation, electronic records management, and information 
governance skillsets. 

(4)  DoW Components will provide end users with clear guidance on retaining, using, and 
disposing of reference copies, other non-records, and personal files. 

(5)  DoW Components will train staff to understand their portfolio of data and records 
and the applicable disposition authorities.  This may be accomplished with user-centered guides 
that translate applicable records schedules into their typical work processes and artifacts to aid 
staff in identifying records. 

(6)  DoW Components will train staff to understand that, when using a non-official 
electronic messaging account for official business, the employee must forward a complete copy 
of the message to their official electronic messaging account when the record is first transmitted 
or within 20 days of the record’s original creation or transmission pursuant to Title 44, U.S.C. 
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b.  Automate Records Processes for All Users. 

(1)  DoW Component operations will include appropriate resources to enable, automate, 
and monitor the management of data and records within its processes, IT systems, and services.  
To the greatest extent practicable, these resources will be dedicated to records management 
rather than having records as collateral duty. 

(2)  DoW Component programs and offices will integrate records management into IT 
acquisition and development processes, including using analytics, AI, and other advanced 
technologies. 

(3)  Component records officers will review and revise records schedule disposition 
instructions to enable automation, including removal of open-ended retention timeframes, 
consolidating schedule items, and standardizing retention timeframes. 

(4)  DoW Components will staff their Component records officer teams with personnel 
possessing system engineering and data management skillsets to advise the Component records 
officer, Component SAORM, Component chief information officer, and Component chief data 
officer on opportunities to automate and improve records processes. 

(5)  DoW Component programs will cultivate and maintain records management 
expertise in their IT workforce to take advantage of automation opportunities. 

c.  Govern Records Across the Lifespan. 

(1)  For all records in its possession, DoW Components will assign legal responsibility to 
an organization for their management from creation to disposition.  DoW Components will 
capture the responsible organization in metadata, which will be available for search, 
identification, and retrieval to support information exchange. 

(2)  DoW Components will give authorized Component records staff access to any data 
and data assets as needed for records management purposes including records schedule updates, 
rescheduling, holds, transfers, destructions, reporting, and supporting records searches for DoW 
mission purposes. 

(3)  DoW Components will maintain integrity of the records through any transition of 
governance across DoW Components including the record content and context captured in 
associated metadata. 

(4)  Component records officers will develop and maintain a portfolio of data and records 
within the purview of the Component.  This portfolio will include all applicable records schedule 
items and all locations where these records categories are created, stored, and managed. 

(5)  DoW Components will integrate records management requirements into DoW 
Component IT governance processes for portfolio management, risk management, capital 
planning, enterprise architecture, business process design, and system development. 
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3.2.  SHARED DATA IMPLEMENTATION. 

DoW Components, including their Component SAORMs, their Component records officers, and 
communities of interest in which they participate, will perform the procedures to securely share 
data and enable the discovery of shared data in accordance with DoDI 8320.02.  Successful 
records management depends on shared data that is visible, accessible, understandable, linked, 
trusted, interoperable, and secure throughout its lifespan for all authorized users. 
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GLOSSARY 

G.1.  ACRONYMS. 

ACRONYM MEANING 
 

AI artificial intelligence 
 

CCDR Combatant Commander 
CCMD Combatant Command 
CFR Code of Federal Regulations 
CJCS Chairman of the Joint Chiefs of Staff 
CUI controlled unclassified information 

 
DA&M Director of Administration and Management 

 
DoDD DoD directive 
DoDI DoD instruction 
DoDM DoD manual 
DoW Department of War 
DoW CIO DoW Chief Information Officer 

 
GC DoW General Counsel of the Department of War 
GRS General Records Schedule 

 
IT information technology 

 
NARA National Archives and Records Administration 

 
OMB Office of Management and Budget 
OSW Office of the Secretary of War 

 
SAORM Senior Agency Official for Records Management 

 
U.S.C. United States Code 
USG U.S. Government 
USW(R&E) Under Secretary of War for Research and Engineering 
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G.2.  DEFINITIONS. 

Unless otherwise noted, these terms and their definitions are for the purpose of this issuance. 

TERM DEFINITION 
 

accession Defined in Section 1258.2 of Subchapter C, Chapter XII of Title 36, 
CFR. 
 

administrative 
records 

The records created by all DoW organizations, regardless of 
organizational level, in performing common functions that support 
the organization’s mission activities, but do not directly document the 
performance of mission functions.  Administrative records relate to 
activities such as budget and finance, human resources, medical, 
equipment and supplies, facilities, public and congressional relations, 
contracting, and similar administrative housekeeping or facilitative 
functions common to most agencies. 
 

alteration Defined in Section 1230.3 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

campaign Defined in DoD Dictionary for Military and Associated Terms. 
 

community of 
interest 

Defined in Committee on National Security Systems 
Instruction 4009. 
 

contingency 
operation 
 

Defined in Chapter 1 of Title 10, U.S.C. 

curation The identification, assessment, and contextualization of DoW records 
to facilitate management across the records’ lifespan from capture 
through disposition. 
 

disposition Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

DoD Information 
Enterprise 
 

Defined in DoDD 8000.01. 

DoW personnel Military and civilian employees of the DoW. 
 

electronic messages Defined in Section 2911 of Chapter 29 of Title 44, U.S.C. 
 

electronic messaging 
account 
 

Defined in Section 2911 of Chapter 29 of Title 44, U.S.C. 
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electronic records Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

essential records Records an agency needs 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 USG and those affected by USG activities (legal and 
financial rights records). 
 

essential records 
program 

The policies, plans, and procedures the agency develops and 
implements – and the resources needed – to identify, use, and protect 
essential records.  This is an important program element of an 
agency’s emergency management function. 
 

freeze A records management action to suspend the legal disposition of 
information because of circumstances that alter the administrative, 
legal, or fiscal value of the records. 
 

GRS Defined in Section 1227.10 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

holds An initiating action to freeze information for which there is a current 
or expected future need.  Holds can be used for legal, audit, review, 
or other purposes. 
 

intellectual capital The value associated with the knowledge, applied experience, 
organizational technology, synergistic interface (corporate, private, 
and public collaboration), and professional skills that provide an 
organization with relevance within the DoW. 
 

IT provider An organization supplying systems or services to one or more 
internal or external customers. 
 

IT service Defined in DoDD 8000.01. 
 

IT system Complementary networks of hardware and software that people and 
organizations use to collect, filter, process, create, and distribute data. 
 

lifespan The period starting with the creation or receipt of a record through its 
disposition.  Lifespan can range from a short period of time measured 
in days, to a long-term record with a lifespan of decades, to a 
permanent record that is to be transferred to and preserved by the 
National Archives. 
 



DoWI 5015.02, June 26, 2026 
 

GLOSSARY 19 

TERM DEFINITION 
 

litigation holds A type of hold that suspends (freezes) the legal disposition of 
information that may be (or is reasonably anticipated to be) relevant 
to a lawsuit.  
 

metadata Defined in the National Institute of Standards and Technology 
Special Publication 800-53. 
 

non-record materials Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

operation Defined in DoD Dictionary for Military and Associated Terms. 
 

operational records Records and information in any medium (paper or electronic) created 
or received during the planning or execution of campaigns and 
contingency operations within a CCMD’s areas of operation. 
 
Records generated as a result of operational level actions (e.g., 
fragmentary orders, situation reports, military intelligence 
summaries) are considered operational records. 
 
Information dealing with internal administrative matters or any other 
records whose creation is solely required through a Service regulation 
are not considered operational records for this purpose.  See 
administrative records. 
 

permanent record Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

personal files Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

record Defined in Section 3301 of Chapter 33 of Title 44, U.S.C. 
 

records management Defined in Section 2901 of Chapter 29 of Title 44, U.S.C. 
 

records schedule Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
 

reference copies Defined in Section 3301 of Chapter 33 of Title 44, U.S.C. 
 

removal Defined in Section 1230.3 of Subchapter B, Chapter XII of Title 36, 
CFR. 
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temporary record Defined in Section 1220.18 of Subchapter B, Chapter XII of Title 36, 
CFR. 
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