MAINTAIN RECORDS

- APPROVING OFFICIAL RESPONSIBILITY

- DELEGATION OF AUTHORITY MEMO

- DA SOP

- DOC SOP

- UNIT SOP

- CARDHOLDER STATEMENTS, RECEIPTS, PACKING SLIPS, 

   QUESTIONED ITEM FORMS, HAND RECEIPTS (DD1610)

- WRITTEN REQUESTS (EXH6), VENDORS CONTACTED, 

    ACKNOWLEDGMENT FOR RECEIPT OF GOODS OR SERVICES

- STATEMENTS OF NONAVAILABILITY (ISSD), MEMOS OF 

   CONTACT MADE

- MARKS FILE NUMBER 715J

- 36-MONTH RETENTION
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