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_l_)e_2a:i;trnent of Commerce In accordance with the provisions of 44 U.S.C. 
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ments, is approved except for items that may

Off:Lce of Telecommunications be stamped "disposal not approved" or 
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OFFICE OF TELECOMMUNICATIONS 

}fF>:._t.cth.21-c:hrnent, Gn fc,hn_1Ary 9, 1970 th'? PresideP-t 
1·transmitted to the Congress Reorganization Plan 

No. 1 of 1970. Pursuant to the plan Executive 
Order 11556, September 9, 1970 was issued which 
established a new Office of TelecoI:L.'T.unications 
Policy (OTP) in the Executive Office of the 
Presi~ent. The new unit was headed by a Director 
and Deputy Director who would be appointed by the 
.President with the advice and consent of the I 
Senate. 

The existing office held by the Director of Tele­ .:Vef'A'2.--+ ~,., r <>F 
communications Management in the (Jffice of Emer­ U,MM~ 
gency Preparedness was abolished, and its func­ Co,0~0.e.-f , ..J .A-LLtions were transferred to OTP, Executive Office 

Cl:f~,0~·~! W\ ,c\-0\:3'of the President. 

• N~IN,I
!The Director, OTP, was made responsible for 
developing the Executive Branch position on 

lr..ational telecommunications policy, coordinating ?ct.~.? 
the planning and operaU.on of the telecommunica­
tions systems of the Ferleral government, dis­I 

lcharging responsibilities assigned to the Presi­ 4--Jl9176 
i clent in the arc.:i.s of spectrum management and 
isatellite c'?mmunications, and pe1;·forming emer­ I 

i gency pL1nn1ng and control .ft.met ions. 
I 
I 

I 

I 
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Sec.n 13 of the oruer s [~ates dnt the Secret.>' of Commerce 
shall support the Director, OTP, in pe1~formance c)f hh; func­
tions, shall be a primary source of technical research and 
analysis and, operatiPg under the policy guidance of the 
Director, OTP, shall: 

o Perform analysis, engineering and administrative 
functions, including the maintenance of necessary 
files and data bases, responsive to the needs of 
the Director in the performance of his responsi­
bilities for management of the radio spectn;m, 

o Conduct technical and economic research upon request 
to provide information and alternatives required by 
the Director, OTP, 

o Conduct research and analysis on radio propagation, 
. radio systems characteristics, and operating tech­
niques affecting the utilization of the radio spec­
trum in coordination with specialized, related 
research and analysis performed by other Federal 
agencies in their areas of responsibilities, 

o Conduct research and analysis in the general field 
of telecommunications sciences :Ln support of other 
Government agencies as required and in response to 
specific requests from the Director, OTP, 

o Conduct such other activities as may be required by 
the Director, OTP, to support him in the performance 
of his functions. 

Accordingly, a new Office of Telecomn1unications (OT) was 
established as a primary operating unit of the Department 
of Commerce on September 20, 1970 by Department Organization 
Order 30-SA. The same order abolished a predecessor con­
stituent operating unit of the Department also designated 
"Office of Telecommunications" which had been in existence 
since December 3, 1967, and transferred its functions to the 
new OT. The Institute for Telecommunications Sciences (ITS) 
was also transferred to OT from Environmental Science Services 
Administration with its functions, funds, personnel, property 
and records., The Institute is located in Boulder, Colorado. 

Responsibilities. The responsibilities of OT include those 
which the Secretary of Commerce is directed by Executive 
Order 11556 to ·perform. With these responsibilities the 
mission of OT is to assist the Secretary in fostering, 
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ser.:i.ng, and promoting the Nation 1 s economi.evelopment 
and technological advancement by improving man's comprehen~ 
sion of telecommunicutior,s science <lnd by assuring effective 
use and growth of the Nation's telecommunications resources. 

Organization. Under the direction of the Assistant Secre­
tary for Science and Technology, the OT is compnised of seven 
major subdivisions including the (1) Office of the Director, 
(2) Office of Progrdm Development and Evaluation, (3) Office 
of Administration, (4) Frequency Management Support Division 
(include.s Interdepartm~:-nt Radio Advisory Committee), (5) Tele­
communication Analysis Division, (6) Policy Support Division, 
and (7) Institute for Telecommunications Sciences. 

Each organization subdivision of OT down through the branch 
level, or equivalent, maintains its own records in a rela­
tionship to other records and in an arrangement that are 
designed to best serve the needs of the subject unit. This 
system of recordskeeping is most advantageous because it 
keeps individual files in close proximity to the primary 
user and eliminates the growth of a voluminous file requiring 
a complicated arrangement. 

Restrictions on Use of Records. Since OT does not make tele­
communications policy, but does conduct research and provides 
analytical and scientific reports supporting alternative 
PC;licr pas itiC?n~, if a.ny, te; t~e highes ~ lev,el _of teleco1mnu­
nJ cat~0ns decision makers, it is essential tnac the papers 
concerning certain transactions be held in confidence for a 
reasonable period of time after the transaction has been 
closed. 

The papers at headquarters, and particularly those at ITS, 
contain a considerable quantity bearing a nati.onal security 
classification. However, the vast majority of these papers 
are classified by an agency of origin outside the Department 
of Commerce. 

Binder. For ease of application and maintenance, this 
Schedule has been prepared in an organizational format where­
in the records of each unit are described under its organi­
zation title. 

If for any reason any records described in this Schedule are 
transferred from one OT unit to another, or to another agency, 
such transfer shall have no effect on the provisions of this 
Schedule so lon·g as the records answer to the same descrip­
tion and serve the same purpose. 

https://ser.:i.ng


All provisions of the 9eneral Records Schedules issued by 
the Guneral Services Aaministration are superseded by the 
provisions of this Schedule which covers all OT records 
exce11t records copies of accounting, personnel and procure­
ment transactions performed by a cross service unit. Appro­
priate maintenance of these records copies is the responsi­
bility of the unit perfoLming the service. 

Perm~ncnt Records. It is understood that all items of records 
desci~ibed in this Schedule, earmarked for long-term. retention 
by the word .P.RIMtlAmNT.w-ill be offered to the National Archives 
for permanent preservation, at the appropriate time. 

This Schedule is the sole authority for the disposal of all 
OT records. 

~c.,'2o4/Pn, "\..! ~e,,,t.--v'~·?<t:_ /4 r~~A-, k!'!:,/~ ,, ~ 

/ re VIA- s ;;, 3 ~ e:, 7 6- B) 7 2..- a "l d._ 8 1
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All lovis ions of the Gem~·ca.l Records Schedules~ssued by 
the General Services f:1.-clini"nistration are superseded by the 
provisions of this Schedule which covers all OT records 
except records copies of accounting, personnel and procure­
ment transactions performed by a cross service unit. Appro­
priate maintenance of tlwsc records copies is the responsi­
b~lity of the unit performing the service. 

Permanent Records. It is understood that all items of records 
described in this Schedule, earmarked for long-term retention 
by the word '~N{dll t-2 offered to the National Archives 
for permanent preservation, at the appropriate time. 

This Schedule is the sole authority for the disposal of all 
OT records. 

Reorganization. On February 5, 1975 the Director, Office of 
Management and Budget informed the Secretary of Commerce that 
the Office of Telecammunica.tions is to be abolished, cmd it::; 
programs will be consolidated in the National Bureau of 
Standards. 

Current plans are that starting July 1, 1976 OT ·will be 
funded through NBS. This will involve some changes, but none 
that will involve more than a modest revision of this Schedule 
to keep it viable. 

Currently~ it is impossible to foresee and include in the 
Schedule provisions that would anticipate and apply tb 
organization changes that the Secretary might make sometime 
after the beginning of fiscal year 1976. Whatever su~h 
changes might be, to accon1modate them, and keep the S~hedule 
current,it will only be necessary to revise it following the 
procedure provided for that purpose in the Introducti~n. 

'\ 



• • OFFICE OF THE DIRECTOR 

The Director, OT, is the ranking official of the organiza­
tion and is responsible for executive direction of allele­
ments of its program and activities. Besides the Director, 
the OT Directorate (bnmediate office of the Director) 
includes the Deputy Director, the Special Assistant to the 
Director, and the Attorney Adviser. 

The papers generated by the Deputy Director are interfiled 
and maintained with those of the Director. Most of the 
papers created by the Assistant Director for Program 
Development and Evaluation are maintained separately in 
his office, however, a small quantity of these papers are 
duplicated in the files of the Director as would be 
expected. 

The Special Assistant to the Director maintains a separate 
file of supporting papers on projects that are assigned to 
him and copies of Directorate correspondence with which he 
is specially concerned. 

1. Directorate Correspondence File - This contains record 
copies of all papers generated or collected by the Direc­
tor a.nd the Deputy Director which document their e.:,,~ecutive 
decisions on policies, programs and activities of the 
Office of Telecommunications. The Director makes recom­
_mendations and proposals to the Office of Telecommu'nica-
tions Policy, Executive Office of the President and! to 
the Secretary of Commerce with respect to the telecorrnnu­
nication policy and position of the United States. \ 

The file contains the yellow record copy of all outgoing 
items with related incoming material which are generated 
by the Director or Deputy Director. However, the record 
copies of correspondence prepared at the division level 
are maintained by the drafting unit. Only a blue copy 
of such outgoing items are maintained in the Chronological 
File supporting this file. 

The papers in this file arranged by the names of organi­
zations or functional areas arranged in accordance with 
their location in the organizational hierarchy. 

The papers are rich with data concerning telecommunications 
determinations and programs as they developed at the 
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highest levels of authority. Conversely, they may comprise 
a source of information of the greatest significance to 
scholars of the future concerned with telecomnmnications 
history and technology. 

6 ~if' ~RMANENT · 
· -.:...Retain. Start a new file at the beginning of each de-

-Z C. A-.---....ct, cennial and quinquennial year. Retire to SHA 1 year 
later and offer to the National Archives 1 year later. 

2. Chronolo>!ical File - This contains a blue tissue copy 
of each outgo1.ng item produced by the Director and Deputy 
Director plus a copy of each outgoing item submitted to 
them for their information, review and approval. Papers 
in the file are arranged chronologically and are maintained 
for current use as a source of quick reference and as a 
finding aid to the Directorate correspondence file. 

Res2archers using the Directorate Corresnondence File in 
the future will have a great need for this file in order 
to determine the scope and nature of data in the Direc­
torate Corresnondence File. 

/. ~ C (: ~1_l~rn-~T Start a new file at the beginning of each 
Z hlJt--,1-

P-"'"'"" 11'1 
decennial and quinquennial year. Retire to SHA 
1 year later and offer to the National Archives 
1 year 'later. 

' 
3. OT Publications - This consists of a record set of one 
copy each of all publications produced and issued ~y OT. 

PERMANENT
B c. f --Rct:airi.· Retire to SHA when no longer needed for 

lr'i ~ooltA current business and offer to the National Archives 
"-" "iJ'-11 'J when sufficient volume accumulates. j 

~d,. ?tn-lS 
~- Administrative Subject File - This contains office 
copies of papers pertaining to the personal movement and 
commitments of the Director and Deputy Director. Record 
copies of these papers are maintained, as appropriate, 
elsewhere. These are copies that are maintained only to 
help the officials concerned to coordinate and maintain 
their personal involvements in OT's programs and 
activities. 

Dispose when they have served their purpose. 

JUN 75 ... 
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Assistant Director for Prc9.;ra~ 
Development and Evaluation 

5. Program Subject: Fil0:_ - This contains the vast majority 
of die papers generated or collected by the Assistant 
Director on all subject areas for which he has responsi­
bility except: (1) papers docum~nting program plans for a 
specific fiscal year which are filed separately, and 
(2) a smal 1 quantity of :iaper.s which do not readily lend 
themselves to filing under a specific subject heading. 
These are filed separately by organization title and name 
of the originator of the document. 

A sampling of the subject headings is provided to present 
an accurate view of the scope and content of the file: 

Accomplishments - SMSD 
Accomplishments - ITS 
Accomplishments - OT in Ge'neral 
Accomplishments - OT Library 
·Accomplish~ents - PD and E 
Accomplishments - PSD 
Accomplishments - TAD 
Aeronautics and Space Report of the President 
Advanced Information Technology 
Briefings for Assistant Secretary for Science 

and Technology 
Broadcasting 
Cable TV 
Computer Communication Interface Standards 
Decision Analysis 
Defense Comrnunications 
Energy Conservation 
Five Year Plan 
Goldmarks New Rural Society Project 
Ionospheric Modification 
Issue Study
Loran · 
Mission, OT 
Model TeleccIT11~unications Project (ITS) 
NAE Advisory Committee - (Basic Policy) 
Northern Great Plains Resource Program 
Planning, OT 
Potential Research Topics 
Radio Prediction Propagation Service 

JUN 75 
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- -Role of OT 
Satellites, Communications 

These papers constitute a prime source of data on the 
origin, development and impact of the various OT programs. 
These data might very well have great significance in the 
future for researchers from several disciplines. 

££R.i\1ANENT 
.,3 c.,:' Retdin. Move active papers forward and start a new 

1 e.,F/.lr file at the begi.nnir,g of each decennial and quin·· 
quennial year. Retire to Slffi 6 months later and 
offer to the National Archives 1 year later. 

6. Program Plans File - This contains the program platis 
for each fiscal year and a five ye~~long-range plan with 
supporting documentation including the data generated in 
developing the plan on the financial trail, goals and 
obj sctives, budgc:t caiencl~r, program category sun111k1ry 
table, guidance from 0MB, PM draft, budget preview PM, 
and appropriate data on the five year plan currently 
under development. 

The plans are arranged by fiscal year and they contain 
information that will be useful in the future to historians 
and other researchers. 

/. I C ,=:""p~~r-:r Re:~tire to SHA in annual cons ignrnents :when 
,5" cFA- no longer needed for current business, and offer 

to the National Archives 2 years later. ! 

7. General Prozram Planning and Evaluation File - ;Thi.s 
contains the residue of papers generated by the Office 
that are found to be unsuitable for filing under ani of 
the subject heading of the Program Subject -File. These 
papers are not included in the Program Subject File because 
their subject content is not restricted to any one sub•· 
ject heading appearing in that file. 

The papers are arranged under the names and/or the organi­
zational title of the originators. Although, it is hard 
to justify maintenance of these papers along with those 
found in the Program Subj:]t File, nevertheless, it is 
impossible to satisfactori.y justify destruction of them 
sooner since the two files are so closely related. 

JUN 75 
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~.J::RMANEN:[ -3 c,J: · -~ecatn. Move active papers forward and start a new 
I ~ file at the beginning of each decennial and quin-

C l!r quennial year, retire to SHA 6 months later and 
offer to the National Archives 1 year later. 

Special Assistant to the Director 

8. Special Proj_ects Support 'Papers - These include the 
background and workpapcrs generated or collected by the 
Special Assistant to the Director in the process of com­
pleting assign..~ents for the Director and Deputy Director 
pertaining to progl.-arn, policy, technical, operational and 
unanticipated inquiries and problems covering the whole 
spectrum of OT responsibilities and activities. Record 
copies of documents generated by the Special Assistant 
are included in the DirRctorate Corresoondence File. 
However, the bac~ground papers retained by-the Special 
Assistant contain a great deal of supporting data that 
do not appear in the Directorate Correspondence File. 

Move active folders forward, retire all others to 
SHA when 1 year old, transfer to WNRC 1 year later. 
Dispose when 5 years old. 

9. Chrono File - TI1is is a cop~, of each outgcin.g item 
produced by ~hi Special Assistant arranged in chroqological 
order. These papers are maintained for convenience of 
reference, however, they occasionally have a uniqu~ value 
because so many of the assignments involved have a crit­
ical time limitation. 

Dispose when 1 year old. 

Attorney-Adviser 

As the staff attorney at law principally assigned to the 
Office of Telecommunications, legal adviser to the Direc­
tor and other senior officials of OT and of the Department, 
and a Deputy Counselor (on employee responsibility and con­
duct including conflicts of interest) designated pursuant 
to DAO 202-735 and DAO 202-735A, the Attorney-Adviser is 
responsibLe for: 

JUN 75 
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- •o Providing legal advice concerning the programs; 
responsibilities and operations of OT, in the 
form of formal opinions and interpretations, or 
in informal documents, as is most appropriate, and 
preparing necessary communications or implementing 
documents -relative to such advice or to litigation, 
coGrt decisions and legal proceedings in regulatory 

-agencies with respect thereto; 

o Preparing any legislaiion proposed by OT, and for 
reviewing and preparing (after appropriate coordi­
nation) comments on drafts of legislation sponsored 
by other organizations, or bil~s introduced in the 
Congress, that are of primary interest to OT and/or 
ci1e Department; and 

o Keeping abreast of the actions relevant to OT's 
program and mission which are taken by regulatory 
agencies or courts, and preparing documents pro­
posed to be submitted to such agencies or the 
Department of Justice, as appropriate. 

As the staff attorney principally assigned to a primary 
organization, the Attorney-Adviser is subject to the pro­
fessional supervision of the Department's Assistant 
General Counsel for Science and Technology as provided in 
t-hP At-1-nv-,-.en'c PO"']"+--;,-,..., ,.:,i,...,..~.,,..;~,-.;on ro-~~-·-~n•-1-- ,__ .!5 -·-- _____ .._:.'- ·.J ...,, ._, ~-_j,_vJ.a. -......'- ..,"..... ·'-l·'L"- l • '--' 110c41..1c:1 c.1..y, 11c L 

often asked to prepare legal opinions, interpretations or 
position papers for submission through the Director, OT, 
or the Assistant General Counsel for Science and Technology 
for the use of Secretarial officers or their immediate 
assistants in their decision-making processes. 

10. Legal...Q,J2inions and Interpretations - These are record 
copies of the formal op:l.nions and interpretations of the 
Attorney-Adviser (whether in the form of brief, memorandum, 
correspondence, or other writing) construing or applying 
existing law, or prepared in the course of or concerning 
current litigation, or which relates primarily to the 
administration of OT. 

In many instances, these papers contain information or 
determinati~ns that will have an impact on the administra­
tion of OT (and occasionally of other offices relying upon 
the same legislative authority) ·for many years to come. 
Some of the administrative matters to be kept in this file 
will involve significant issues of substantive communica­
tions law, as well. 
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A!rdingly, the fHe as a whole will be of !ng term 
value, not only to OT i.n the administration of its 
activities, but also to legal and other Scholars who are 
concE!rned with issues of comrnunications law or policy. 

·z. ~ c r ~~t.~-r1~:r Start new file at the beginning of thea 
decennial and quinquennial year and move active file 

I C. f"lr. folders for~-vard. Retire all other papers to SHA and 
offer for transfer to the National Archives 1 year 
later. 

1,1. J{e__gulatory and Legislative Activities File - This con­
tains copies of documentation prepared by tn.e Attorney­
Adviser on the rules and regulations and proceedings of 
administrative agencies or courts on matters which are rele­
vant to OT's program and mission, and which involve OT, 
other agencies of thG Department or Secretarial Officers, 
as direct participants, or in support of direct partici­
pants. The file also includes materials collected or 
received by the Attorney-Adviser as a formal part of the 
activities or proceedings to which the prepared documents 
pertain. Materials collected or prepared in connection 
with activities or proceedings which relate primarily to 
the administration of OT, as opposed to achievement of its 
programmatic objectives, are filed under O!inions, Inter­
_Eretati.ons and Legislation, instead. Theile also contains 
1Pr.dQ°f,ci1-;,,o -r-cn~r-,,1<·t:J~ ~\.Lt\..)

._,,...::3 .--,m-;1-:.-- .... - o-- 'o-11"'1.c• ___ _,_ u. "'na.· a•.,,.a-1:--=c·--o----~---\-~ -'l '·'d'-,4,,·'·'-' --\..l u_.t::J.iL:::, 11 v .._ 

legislation prepared by the Attorney-Adviser. The legis­
lative materials cover significant legal and policy issues 
in the field of telecommunications. 

Documentation of direct or supporting participation at the 
Departmental or OT level is deemed to have value for the 
use of the professional community involved in the future 
in shaping the content and thrust of the regulation of 
telecommunications or of the effect of other areas of law 
upon telecommunications. 

PERMANENT/ e,p . Retc:i4-&;- Sta.rt a new file as needed and move active 
papers forward. Retire all other papers to SHA in 

, ~ GF'fl-- consignments of not less than one records center box 
full. Offer for transfer to the National Archives 
1 year' later. 

12. L~al Counseling .:i.nd Program Planning - Legal counseling 
documents are- prepared, received or collected in the course 
of advising on problems which are sufficiently routine from 
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- -an attorney's viewpoint as to permit him to act through 
documents which do not have the formality or substance of 
documents to be filed in the Qr:inions, Interpretations 
and J.,egislation file. The distinction between these two 
files is based less on form than on professional evalua­
tion as to the novelty or complexity of the issues involved, 
or the significance of the issues impact upon OT or the 
Department. The file ·will also contain documents prepared, 
received or collected by the Attorney-Adviser as he con­
tributes to OT 1 s program planning process. 

After the lapse of a perjDd long enough to allow for ade­
quate exploitation of these papers as a source of supporting 
data created as the point of initiation or as examples for 
the subsequent performance of similar routine activities, 
they appear to have no further value. To the extent that 
the file contains material prepared for signature by other 
officers or e~ployee~ of the Government, rPcord copies 
thereof are maintained elsewhere, usually in the official 
custody of the signatory. 

Start a new file at, the beginning of each decennial 
and quinquennial year and move action papers forward. 
Retire all other papers to SHA and transfer to WNRC 
1 year later. Dispose when 20 years old. 

13. Information, SeconJary Source Material and Correspond­
ence File - This contains information and secondary: source 
material received or gathered by the Attorney-Adviier and 
organized and maintained by him in file folders for con­
venience of reference in the performance of his off;icial 
duties. It also contains copies of incoming and outgoing 
correspondence or other written m~terials, that do not deal 
with a specifically substantive transaction, but have a 
general usefulness to the Advisor Attorney in carrying 
forward his daily responsibilities. 

Dispose cf individual documents or contents of inac­
tive file folders when they have clearly served 

~ their purpo_se or when 5 years old, whichever is sooner. 
~-~ 

,,j~tJ/' Public and Technical Information Officer 

•"-P'i-4. OT Publications - This consists of a record set of 
one copy of ailpul3Tications, including film and 35mm 
slides and tapes produced and issued by OT. 
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t t:. F -PERMANENI 
e 

Re tire to SB/\. when no longer needed for-?e,,r/4}- ~­,:;,.. r, current business and offer to National Archives. 

15. Public Information Files - This contains copies of 
all papers produced or collected by the Public and Tech­
nical Info"rmation Officer, OT in the course of providing 
the public as ·well as other government agencies with 
information concerning the development, program, and 
technological accomplishments or findings of OT. The 
papers are arranged in accordance with a subject numeric 
classification scheme developed by the Information 
Officer. 

The file contains documentation of the whole array of 
responsibilities and activities assigned to the Informa­
tion Officer. 

Consequently, so1ae parts of the file are related to house­
keeping and other activities of little consequence after 
the transactions have been completed. Other parts of 
the file, however, contain data that may very well prove to 
be a considerable value of future researchers interested 
in OT. 

Present requirements under the Information Officer puts
;T'\ r,-nc-r,t]•l"'"'I""'\ -:lt""" .,...,,.tt"°'\r,'I.....,.,_-:,__ .-.,_... ~,,..,.,_.....,.~nr-r ";'"),•,...--.-.....,,,... ,1...l.-.,-,.A- -r-•-.1-1 -s __ .,.,,_ '--'t'_.i_ G4. _,..,, ... ~11. <..1..u .v111u.t.. .A.,. c,c,. ..a..tnutJ_ 5 t""J.. \.,,_.c:.::, L'.> t-lict t .. e l.~-U.!..t:: 

the Information Officer to always know what parts of the 
file have continuing value as opposed to those tha~ have 
only a temporary value. 

As a part of the OT Directorate, the papers of the \Public 
and Technical Information Officer are very closely! 
related to the other files created by members of the 
Director's immediate staff. This supports ·and facili­
tates the skim.'lling process referred to above. 

a. Dispose of all housekeeping papers when they 
have served their purpose. 

£E,RMANENT
All Other Papers - -R~--rr. Retire to SHA at the 
beginning of the decennial and quinquennial year 
and offer to the National Archives. 
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(Technical Library) 

16. Public Correspondence File - This contains incoming 
and outgoing corres1Jondence concerning the informational 
resources of the OT Library and the availability of 
material·s on various subject areas. There is also some 
correspondence pertaining to the inclusion or exclusion 
of particular materials in the collection maintained by 
the Library. · 

Dispose of individual documents or contents of file 
folders when 1 year old. 

17. Internal Corresnondence File - This contains incoming 
and outgoing correspondence between the Library and other 
elements of OT, Com.merce, and other Government agencies 
concerning the administration of the Library including 
acquisition of publications, minutes of meetings and 
the like. . 

Hove active papers forward and dispose of all 
others when 1 year old. 

18. Inter-Library Loans - This consists of copies of a 
,.,,form requesting responses on materials on inter-library 
loan. 

i 
Dispose of individual documents or contents of 

1 

file folders when 2 years old. 

19. Publication Ac~uisitions File - This contains docu­
mentation of the pu lications procured and subscrip~ions 
for periodicals for the Library. The file ·also contains 
some papers relating to the acquisition of certain items 
by other means such as gifts, inter-library exchanges, 
and items received from the Superintendent of Documents 
and the National Technical Information Services. 

Move active· files forward and dispose of all 
others when 2 years old. 
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7fr om. aJ.lc lcments o __ 81e printed media 01. art1.c les 

directly pertaining to, or of special interest to, OT. 
The articles are arranged by a subject numerical 
system in standard file folders. 

This material might very ·well prove to be of great value 
to future researchers interested in the program or 
development of OT. 

/. r G ~ .P{~'i~~~T Retire to SHA when no longer needed for 
, '? C ,:~ current business and offer to the National Archives. 

21. Re uest for Material from Defense Documentation 
Center - These are -orm requests or materia rom t1e 
Defense Documentation Center which is frequently National 
Security Classified. Consequently, the Librarian secures 
the signature of the OT employee receiving the material 
on the request form and retains it as a receipt for the 
material whether or not it is security classified. 

Dispose of individual documents when security 
and all other accountability for material 
received has been satisfied. 

22. Card Catalog - This consist of 3 X 5 cards describing 
each item in the Library arranged alphabet:ica11.y by author, 
title, subject or source. This is the usual finding aid 
to the collection found in libraries generally call~d 
"The Public Catalog". . 

! 
Dispose of individual cards when the publication 
is withdrawn from the collection or the card is 
obsolete for some other reason. 
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AdrlifJ"i~ ·t\·at i ve ·ojjj:c··e r 
' .. . . ... ~-·-·--
~1P!~.;4 bt~1~1i.':tfi 

. . . rfjt%~'ti [V\r:,. .:~: -' . .
The Adm:tn1strat1ve. <}i:f-:t~~·1;' prov,J,d.t~_s._;_,flnalysJ_s and assJ_stance 
for the Director to~1:afcj\•c1.evelop'ii1g<·•or improving the manage­
ment systems of the office. He also serves as the princi­
pal assistant and adviso~ to the Director on administra­
tion management and support functions, including: procure­
ment, accounting, budgeting, personnel services, property 
management, security, emergency planning and civil defense 
office services (such as mail, messenger, communications, 
and duplicating) and office management (such as records 
and forms management). 

23. Adminjstrative ~anagement File - The Admini.strative 
Officer is responsit>Ie £or the administration of the fis­
cal, personnel and office services programs of OT. In 
addition, he serves as the secretariat for the Executive 
Advisory Board and issues and maintains a historical set 
of the Administrative Instructions Manual. 

This file contains record copies of all papers collected or 
generated by the Administrative Officer in his capacitv as 
the ufficial having ~rimary resoonsibilitv for the adminis-,, t' • . ✓ I 
tration management of OT under the general supervi~ion of 
the Director, OT. \ 

I 

The papers are arranged alphabetically by subjects,! 
examples of which are as follows: Accounting Principles 
and Standards, Administration Instruction System, ADP 
Services, Agreements, Bi-Centennial Activities, Advisory 
Committees, Contract, Energy Conservation, Equal Employ­
ment, Field Sites (OT), Forecast System, Grants, Informa­
tion Services, Labor Management, Management Meetings, 
Objectives (Presidential), OT/OTP Support Agreements, 
Personnel, Procurement, Program Memorandums, Program , 
Planning, Publications, Space, State and Local Governments, 
Travel and Work Hours. 

The Centralized Personnel and Procurement services of the 
Office of the Secretary are utilized by OT, while the 
National Bureau of Standards provides it with accounting 
services. 
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These papers constitute the prime source of data concerning 
the development and implementation of the administrative 
programs .and policies of the OT, and they should be retained 
longer to allow oversight of the full perspective. 

Move active file folders forward and retire all others 
to SHA when 3 years old, trans fer to \{t\TRC 1 year later. 
Dispose when 15 years old. 

24. Administra.t:Lve In.st:,·uctions Mc1.nuol - This is a record 
copy of every admini~frrative instruction issued under the 
manualized system now used by OT. 

1"m- 3"J1,1a'wf_ERMANEN1i 
....Reea.:i.rr. Retire to SI-LA. when no longer needed for 
current business and offer for transfer to the 
National Archives 1 year later . .t,1ra.v~\e,.,, 

{,;O Y'I'""' \ 
25. Executive Advisory Baard - The Board advises the Direc­
tor anci--oth·e·r senior officials regarding program and other 
problems areas with which OT is ,concerned. 

This is a record set of the agendas and minutes of Board 
meetings that are produced and maintained by the Adminis­
trative Officer. Copies distributed to other concerned 
offices are workpapers and may be destroyed when they have 
served their purpose without any further authority. 

PERMANEN'I
I c. Y::- Retail'i"":" Retire to SHA when no longer needed for 

, z ~ c ~Pr current business and offer to the National Arc!hives 
1 year later. 

Budget Analyst 

26. Budget Formulation Paners - This is a subject file 
contaTnr'ng ruling, legislation, directives, agreements, 
contracts, and other authoritative papers pertaining to 
the formulation and presentation of the budget. 

Ordinarily, these papers are only referred to annually in 
the course of initialing and preparing drafts of budget 
submissions. However, some of the papers overlap the 
fiscal year under examination and remain active several 
years thereafter. 
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These papers are used by the Budget Analyst as a source of 
guidance during the 5 year budget cycle. After the papers 
have served this purpose they appe~r to have no further 
value . 

. The papers are arranged alphabetically by appropriate sub-
ject heading. 

Dispose of individual documents or contents of file 
folders when they have senrf~cl their purpose or when 
5 years old, whichev2r is sooner. 

27. OpP-ra.tin~ Budo-et Pc=q~~- •· These include fiscal plans 
for OT and the aoc~:i.entatJ_on. generated or collected by the 
Budget Program Analyst to document and relate the fiscal 
condition of OT during the current fiscal year, however, 
record copies of all doc-...l!nents found in the file that are 
included in the audit tract are maintained in the Office 
of Administration, Accounting Division of the National 
Bureau of Standards (NBS). 

Although, OT receives a considerable portion of its funds 
from other government agencies for telecommunications 
services rendered to then:, these funds are budgeted and 
accounted for in the same manner as the appropriated 
funds receiv2d b\· OT. 

Since NBS maintains the record copies of all OT accounting 
documents, these papers are generated solely for th1 e pur­
pose of ke2ping senior OT officials informed of the: current 
financial position of OT. The papers are arranged a~pha­
betically by appropriate subject headings, and they\ appear 
to have no value after they have served their purpose. 

Dispose of individual documents or contents of file 
folders when 3 years old. 

28. Bud~et Submissiq~ - This includes the submissions 
of constituent units or OT to the Budget Program Analyst 
who develops from these and related papers the Secretary's 
submission, 0MB submissions and finally the submission 
to Congress of the budget for each fiscal year. In short, 
this file contains copies of all OT budget submissions and 
the supporting papers arranged by fiscal year and there­
under by subject headings. 
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These pape~s appear to lose all significant value after 
the expira.ti.on of a short period of time following the 
termination of a particular 5 year budget cycle. 

Dispose ~~1en 6 years old. 

(Printouts) 

29. Preliminary Printouts - These are prepared as feeder 
reports for use in managing the operating budget and in 
preparing fiscal submissions to higher authority. Addi­
tional or different printouts may be produced from time 
to time, hov:rever, those involved at the moment are: 

1. Schedule of Bi-Weekly Hours and Gross Earnings 
2. Cost Center Status Reports 
3. Cost Center Title File 
4. Analvsis of Pre-Determined Overhead Rates 
5. Unli~uidated Obligations 
6. Other Object Transactions 
7. Organization Roster 

These are printouts supplied by NBS of listings of the labor 
costs and other objects of expense incurred by OT during a 
bi-weekly period. These listings Rrc used as a source of 
data needed by the Budget Program Analyst to prepare a 
monthly fiscal report for senior OT officials that advises 
them of the current financial status of OT. 

These listings are produced from intermediate tapes written 
from the master type maintained by the Office of Adminis­
tration) NBS. 

These bi-weekly listings supplied to OT appear to have no 
value after they have served their purpose since more com­
plete and accurdte information can be produced after the 
expiration of a short period of time by NBS from the tapes 
which it holds. 

Dispose when they have served their purpose or when 
2 years old, whichever is sooner. 
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Plans, directs and coordinates the internal activities of OT 
which include: (1) clarifying and defining objectives, func·• 
tions, and organizational relationships; (2) conducting ~ur­
veys to assure effective administration in terms of manpower 
utilization; (3) developing and implementing administrative 
management systems; (4) promoting management improvement; 
and (5) prov:Lding counsel and advice on management matters 
·to OT officials. 

30. Reports and Management Trar1sactions - This contains 
·of£ice copies of repoi-"ts that are generally submitted to 
higher authority in the CoITLrnerce Dep.:irtmcnt for comoutation 
of a Departmental Report covering a broader organiz~tional 
ar~a for submission to a re.gulatory or some other government 
agency. It also contains office copies of papers generated 
by the analysts in connection with the above listed activities. 

These p3pers are physically or essentially duplicated in 
record copies maintained elsewhere. They appear to have no 
further value after they have served the purpose of the 
management analyst or the lapse of a short period of time 
to permit occasional verification of data. 

Dispose when they have served their purpose or when 
2 years old, whichever is sooner. 

Personnel Prot;ram 

31, Personnel Name Folders - This consists of one or more 
folders with the name of an active employee on them arranged 
alphabetically. 

The folders contain office copies of Notification of Person­
nel Actions, job descriptions, request for personnel action, 
and related papers concerning the subject employees. The 
papers are maintained as a convenient source of reference 
in responding to the demands of higher authority and the 
internal management of OT personnel. 

The information in this file is physically or essentially 
duplicated in record copies maintained by the Office of 
Personnel, ,Office of the Secretary (OS) and elsewhere. 

Dispose of individual folders 1 year after separation 
of the ~ubject employees. 
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32 .ePersonncl Rcnorts and lnforr:1ar:ion File -•iis contains 
office copies ot rep~orts requfred by the Office of Personnel, 
OS, or some other higher authoritys and copies of some 
reports prepared for internal personnel management use. 
The file also contains work copies of directives and other 
authoritative issuances on personnel management matters. 

These pap~rs are physically or essentially duplicated in 
record copies maintained in the Office of Personnel, OS, 
or elsewhere. 

Dispose of indivi<lual documents or contents of file 
folders when they have served their purpose or when 
5 years old. 

33. Job Applications - These are applications from persons 
seeking employment arranged alphabetically- by the names of 
subject individuals. 

a. Successful .Applications - Forward to Office of 
Personnel, OS, as appropriate. 

b. Unsuccessful Applications - Dispose when 2 years 
old. 

34. Training Courses - This file contains material which 
describes training courses available to OT employees during 
the fiscal year. It .::i.lco ::.ncludcs documentaLion of the. 
training taken by each OT employee during the fiscal year, 
which are duplicated in the Official Personnel Folder. 

Dispose of individual documents when they become 
obsolete or served their purpose. 

35. Job Descriotions - This is a collection of relevant 
job descriptions maintained in three-ring binders for con­
venience of reference. 

Dispose of individual documents when they become 
obsolete or served their purpose. 

Security Officer 

The OT Security Officer is responsible for installing, 
maintaining, inspecting, and advising on matters pertaining 
to procedures and controls for safeguarding classified 
materials that are received by, in transit,through, or 
maintained within OT. 
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In .dition, the OT Security Officer is resp011lble for 
insuring that all employees are given adequate instruc­
tions in the security regulations and procedures. 

There is also a Deputy Security Officer, who will serve 
when the Security Officer is absent or unable to serve. 

36. Security Subject Fi.le - This file contains record 
copies of all papers generated by the incumbent in his 
capacity as Security Officer for OT. The papers are 
arranged under subject headings such as: Authority to 
Classify, Classified Document Data Index, Building Security, 
Indoctrination of Personnel, Letters - Incoming and Out­
going, Monthly Reports, Reports of Destruction, and 
Security Instructions. 

The Security Officer maintains record copies of clearances, 
classification~ authority, declassification and document 
controls and accounts. The papers are so arranged that 
is most economical to maintain them all for an optimum 
period consistent with their value, rather than attempt 
to assign more reasonable periods for the disposal of 
small segments of papers from the file. 

Dispose of individual documents or contents of file 
folders when 15 years old. 
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Administrative (Office) Serv~.c-~-:s Staff 

37. Administrative __(9_f_fis-e)_ Services Subject File - This 
contains copies of the correspondence generated or col­
lected by the staff in the process of providing the full 
array of office and housekeeping services to OT headquar­
ters. The file also contains correspondence relating to 
motor vehicle and safety maaagement since the principal 
staff member serves as the staff officer for thes2 areas 
throughout OT. 

To present a more specific identification of the file and 
of its content, sample subject headings selected at ran­
dom include: 

A/BLG - Security Building 
A/BLG - Door Signs 
A/COM •· Communications 
A/CON - Contracts 
A/MGT - Meetings, Briefings OT, Special 
A/MGT - Monthly Report to the Secretary 
A/MGT - Public Relations 
A/TRT - Foreign Travel Security 

Any policies, pro~edures, or ~ransact~ons invo~v~ng !eview 
and apprcva.l by h:._gh,2:c ciuthor1.ty arc aocumented in tl1e 
Administrative Management File maintained by the Adminis­
trative Officer, OT. These papers have no value after 
the need for them for internal administrative management 
purposes have been served. 

Move active files forward and dispose of all others 
when 5 years old. 

38. Procurement Lo[?..i Purchase Orders and Related Pa~ers -
These papers are mairitaIBed in three-ring binders an they 
include copies of a log showing the date control number, 
item and object class, appropriation, and cost of each 
purchase order issued; a copy of each purchase order 
issued; and pertinent instructional papers such as circu­
lars, memorandums, directives and similar items needed for 
guidance. ' 

a. Procurement Log - Dispose when 6 years old. 

b. All Others - Hold until 3 years old and retire to 
SHA in annual consignments. Dispose 1 year later. 
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39. _['_rinting Log_, Re1u?.siti.ons and Related Papers - A log 
showing the date, control number, item, appropriation, and 
estimated cost, is kept along with a copy of each requisi­
tion issued. 

The three-ring binder also contains related material com­
prised of memorandums, circu1ars, 1rnllctins, and copies 
of directives needed by the staff. 

These papers have no value after the need for the,:1 for 
internal purposes has been served since record ~opies of 
them are rct~ined in the Office of Publications; OS, and 
in the Office of Administration, Accounting Division, NBS 
long enough to meet all needs. 

a. Logs - Dispose ·when 6 years old. 

b. All Other Papers - Hold until 3 years old and 
retire to SHA. Dispose when 4 years old. 

40. Travel and Token 1=.2_g - Logs of travel orders, travel 
request:CTR), and ortoRens issued are maintained in 
three-ring binders, with respect to each of these items, 
the date, name (signature) of employee and the appropri­
ate contra 1 nun1bers are shown. 

A similar log of Requests for Security and Official Pass­
port Clearance for Foreign Trav_!31 is also kept. 

Along with the logs the binders contain pertinent instruc­
tions needed by the staff. 

These papers have no value after the need for them for 
internal purposes has been served. 

Dispose when 6 years old. 

41. Travel Folders ... These are name case files arranged 
alphabetically containing copies of the travel voucher, 
travel orders, travel requests, security clearance (if 
any), and related papers pertaining to each employee 
traveling on official business. 

Hold until 3 years old and-retire to SHA. Dispose 
when 4 years old. 
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42. Imprest Fund Cashiers Papers - These in.elude docu-­
mentaB.on ot the receipts·, deposits, disbursements, 
delivery tickets, and vouchers maintained by ~he cashier 
to account for all monies under the imprest fund for OT 
headquarters. 

Hold until 3 years old, retire to SHA in annual 
consignments and transfer to Wr-.TI{C. Dispose when 
6 years old. 

43. Forms Man~cment Control - These are maintained in 
three-ring binclers" and t:hey include a register and identi­
fication of all OT forms issued, forms catalogs with 
related directives and other materials needed to manage 
and control the forms of OT. 

Dispof.,e of individual documents when they have 
served their purpose. 

44. Interdivisional and GSA Work Orders - These are logs 
of work orders issued to elements of NBS and to GSA 
calling for building alternations and equipments mainte­
nance, services, and materials. The papers are maintained 
in three-ring binders and they have no value after OT's 
need for them has been met, 

HoJ.d until 3 years old and retire to SHA.. 
Dispose when 4 years old. 
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-SPECTRUM MANAGEMENT SUPPORT DIVIS ION 

The Spectrum Management Support Division was created on 
September 20, 1970, by Department Organization Order 30-SB 
as a major subdivision of OT. At that time, in broad­
stroke Lmguage, the Div:i.sion was made responsible for 
providing centralized technical and administrative support 
for coordination of Federal frequency uses c1nd assignments 
and such other services and administrative functions, 
including the maintenance of necessa.ry files and data 
bases, responsive to the needs of the Director, Office of 
Teleconnnunications Policy in the Executive Office of the 
Pre~ident, in performanc~ of his responsibilities for the 
management of the radio spectrum. 

Although the above statement of its responsibilities holds 
true, a better understanding of the Division's activities 
and records may be derived by.taking a look at the program 
it conducts, which is described as follows. 

STRUCTURE OF OT SPECTRUM MANAGEMENT SUPPORT PROGRAM: 

In spectrum management, the Division functions as a sup­
porting activity to OTP, providing it with the administra­
tive, comput8r, engineering, analysis and development 
support necessary to fulfill OTP's overall mission. This 
mission applies primarily to the Government's use of the 
spectrum resource but coordination is maintained with the 
FCC, who has the responsibility for the non-Government 
use, in order that overall utilization of the resource 
can be attained. Within the Federal Government, various 
departments and agencies are represented on the Interde­
partment Radio Advisory Committee which aids OTP in the 
coordination and satisfaction of Government spectrum 
requirements. The above relationships stem from Executive 
Order No. 11556. 

The Division's Spectrum Management Support (SMS) Program 
has two major thrusts. The first involves day-to-day 
operations concerned with providing frequency assignments 
to qualified Federal users. Annually this effort involves 
the processing and reviewing of some 50,000 frequency 
assignment actions. The second major thrust involves 
planning and analysis activity to ensure that the Govern­
ment use of the radio spectrum resource is both efficient 
and effective frcm a long-term point of view. 
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In line with these major thrusts, the Spectrum Management 
Support Program is composed of three elements. The first 
of these, Spectrum Management and Information Center Ele­
ment is a combination of activities intended to support 
the first thrust, namely the day-to-day operations of 
frequency assignment support and to provide administrative 
and recordskceping support for other day-to-day and long­
range frequency management activities. The second, the 
Spectrum lrnaly'.:-;is Element, provides engineering/analytic 
support fc,r both imrncdiace ar:cl long-term spectrum manage­
ment. The third element, Spectrum Engineering Development, 
provides measurement support and develops analysis capa­
bility for the first two elements. 

A brief description of each of the Program Elements is 
presented here. 

This element provides administrative, clerical, operational, 
secretarial and technical support to the IRAC through the 
IRAC Secretariat. Included in such support is the main­
tenance of the Government Master File of Frequency Assign­
ments which contains approximately 125,000 frequency 
assignments. Special retrievals from this file a.re pro­
vided in various forms and formats for internal OT use ond 
as an aid to Federal agencies fer selecting new assignments. 
This portion of the program also provides administr~tive 
and technical support for national and internationai allo­
cation planning, assists in the updating of and assures 
compliance with the OTP Manual of Regulations and Proce­
dures for Radio Fre~cy Management, assesses specific 
requirements, and determines spectrum usage. . 

This element supports the accommodation of U.S. Government 
radio frequency requirements in a responsive, expeditious, 
and efficient manner. To accomplish this, national objec­
ti.ves are identified by the OTP/IR.AC as applicable for 
allocation of the radio frequency spectrum resource. To 
support such objectives the OTP develops Executive Branch 
policies on the use and management of the radio frequency 
spectrum by Government users, taking into account the tech­
nical, social, and economic aspects affected by the poten­
tials of telecommunications. 

This element of the program also has responsibility for 
the maintenance of all data files for support and conduct 
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of Federal spectrum management activit:i.es. Federal spectrum 
management activities which are maintained manually and of 
which are or will be stored in an automated computer-acces­
sible format. The Spectrwn Information element is respon­
sible for the storage and updating of both kinds of files. 
Thi.s responsibility includes the requirement for developing 
and maintaining the software necessary to access, modify, 
delete, add and retrieve the data for users. In conjunc­
tion with these data activities, computer operations are 
presently conducted on a customer basis, employing a GSA­
owned facility. This operation is scheduled for transfer 
to an OT-owned, SMS-dedicated computer facility in the 
early FY 1976 time period. 

Spectrum Analysis Elem2nt 

This element of the program provides the analysis support 
to the various activities associated with the Federal pro­
gram for managing the use and disposition of available 
spectrum resources. In particular, this element provides 
direct support to the OTP and the IRAC and its subcommit­
tees. The Spectrum Analysis element conducts reviews of 
new telecommunications systems at every stage of their 
development to assure that when they become operational 
they will be integrated into the environment without 
causing or receiving harmful interference~ performs assess­
ments of the degree of resource sharing necessary to accom­
modate several competine systems in the same region of the 
spectrum; evaluates specific operational intereference 
problems for the purpose of determining solutions through 
frequency assign.rnent procedures or other operational con­
trol techn:Lques; generates technical bases for spectrum 
standards; supports technical analyses for National and 
International spectrum planning; and specifies and evalu­
ates capabilities for such analysis activity. 

Spectrum Engineering Development Element 

This element of the Program provides for the development of 
necessary technical capabilities for the conduct of analysis, 
in support of spectrum management functions. The Spectrum 
Engineering, Development element also provides measurement 
support to the program; laboratory measurements of equip­
ment parameters and behavior under interference conditions; 
field rneasure_ments of equipment parameters and levels of 
spectrum usage. The capabilities and measured data are 
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- -used by the Spectrum A11'alysis a.nd Spectrum Management and 
Information elements in their management support activities. 
The capabilities are also available as may be appropriate, 
to other Federal agencies to assist them in their own 
spectrum management activities. Such availability is 
established through the OTP/IRAC structm~e. 

PROGRAM OUTPUTS 

Although many of the milestones listed for the Program Ele­
ments are importnnt in themselves, taken as a whole they 
form a plan to provide outputs which are useful in national 
spectrum management. These outputs fall into two cate­
gories: 

Day-to-d<ly Operations 
Long-range Planning 

The first category involves ot1tputs which result in fre­
quency assignments to Government radio stations. These 
outputs are exemplified by the 4000 - 5000 frequency 
assignment actions processed each month. Li.stings of 
these frequency assignments are produced on a monthly 
basis. Such assignments are necessary to support the 
snectrum re.m_,i_rl?n!ents cf tl-.c vc.r:i_cus I'eclE:ral Govern:nent 
a~encies to.perform their mission-oriented tasks. As an 
additional aid in this area, special retrievals from the 
Government Master File of Frequency Ass ign..rnents are pro­
videci to OT analysts and to the Federal agencies on 
request. Such listings are tailor-made to the needs of 
the agencies by selecting, sorting and formatting appro­
priate data for the requesting user. The semi-annual 
report of the IRAC is also prepared in the Division. It 
provides a summary of the actions taken during the period, 
file statistics, information on associated data processing, 
and an L:1dic2tion of the future work programs of the IRAC. 
Through the IRA.C Secreta.riat, OT plays a major role in the 
functioning of IRAC. 

The second category is concerned with the longer range 
aspects of the Federal Government's use of the radio spec­
trum. Two major types of outputs are provided by the 
Division for long-range planning purposes. These are in 
addition to technical support of the Spectrum Planning 
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Snbcormnittee and the Technical Subcommittee of the IRAC. 
The first type of output involves the results of spectrum 
resource assessment of selected bands. Major problem 
areas of concern to the Office of Telecorru.nunications Policy 
are analyzed and evaluations of band occupancy by present 
and future equipments are determined. Such assessments 
result in identification of potential conflict between 
systems because of harmful interference and various opera­
tional and technical tradeoffs which will alleviate these 
conflicts. 

The second type of output is closely related to the first. 
It involves the review of systems in the conceptual through 
the developmental stage to ensure that adequate spectrum 
support will be available when the systems become opera-­
tional. Large investments in system design and development 
must be protected. If the Systems Review Procedure were 
not followed, the inv2stment in design and development 
could be completely wasted if the system wer.e not allowed 
to operate because it received harmful interference from 
the environment in ,,;hich it was intended to operate 
because it produced harmful interference to other systems 
in the environment. The Systems Review Procedure has been 
implemented in OTP Circular #11 on a limited basis in 1973 
and has recently been expanded in scope. 

To carry out this work, the Division is organizationally 
comprised of: 

o The Office of the Chief - includes an Actirig Deputy 
Chief, Special Assistant and a Program Assiftant. 

o IRAC Secretariat - provides secretarial support 
to the IRAC main committee and its .subcommittees. 

o Spectrum Evaluation Group - accomplishes short 
term analysis in support of the systems review 
procedure. Oversees and validates new and improved 
analytical techniques and data base developments. 

o Data Base Branch - provides administrative support 
for spectrum management activities in the OTP and 
the IRAC subcommittees. Supports the frequency 
assignment process through administrative and 
routine technical review of the applications. 
Maintains hard copy and computerized data files in 
support of spectrum management. 
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o Computer Program Develo1m1cnt Section - maintains, 
expands and improves computer services in support 
of the Spectrum management process. 

o Computer Systems and Operations Section - schedules 
computer support operations, develops plans for 
transferring th~ spectrum management support func­
tions to the OT m-med computer in FY 76. Will 
operate in a. transiti-onal mode until dedicated 
facility is acqu~red and operational. 

o Spectrum Engineering Branch - conducts detailed 
analysis of prohlem areas identified by the systems 
review procedure and accomplishes broad spectrum 
resource assignment of various frequency bands 
specified by OTP. Provides the technical basis 
for spectrum standards and sharing criteria, 
identifies aDd defines requirements for improved 
analytical techniques. 

Each subdivision of the Division maintains its own files at 
an appropriate files station in accordance with the unit's 
needs. 

Office of the Chief: 

45. Project Case Files - This contains a case file 
1 

for 
each prc;j ec t deve lop~under the Divis ion's Annual Program 
Plan. The case file contains all of the clocumentat1ion 
generated by the professional(s) working on the project. 
Final reports or studies are developed for only those pro-
jects that are judged to have future promis·e. ' 

Each project and workstey, or task performed during the 
project is identified tind listed in the Program Management 
Books. The case file contains all of the supporting data 
accumulated for each project. 

Retire closed cases to SHA 2 years after they are 
closed, transfer to WNRC 2 yedrs later. Dispose 
10 years after closure. 
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46. Program Management Books - These are three-ring 
binders containing copies of management charts, status 
reports, project proposals, work statements, milestones­
time plans, for each of the projects and tasks performed 
under the annual progr3rn plan. 

The documentatiqn in these books contain summary informa­
tion on each project from its initiation to its conclu­
sion. It appears that this summary information would 
adequately meet research needs of the future following 
the disposal of the Project Case Files ten years after 
closure. 
(~o~ANENI 
c....~ .Retain. RetLre to SHl1,. ·when no longer needed for 

current business and offer to the National Archives 
cPRr 2 years later. ~ 

47. Frequency Ass:u;r.rnent __ Subcommittee, 1.R.:\C f~ This is a 
record set of the meetings of the Subcommittee with 
related papers. The Division gives IRAC and its Subcom­
mittees technical and administrative support as required. 

Copies of these minutes and papers distributed to other 
elements of OT may be considered to be workpapers and 
destroyed when they have served their purpose. 

/ERMANENT, 
c.. J?_otcdn. Retire to s:~-!A ,;-;h2r.. nc J.cnger need.ed .Zor 

c.fk current business and offer to the National Archives 
2 years later. ! 

48. Chief's Correspondence File - This contains incoming 
and outgoing correspondence concerning in a general 1 way 
most aspects of the Division's program, activities,:and 
with more specificity the administiation of the Division. 
In fact this file may be seen as containing· the residue of 
information that is not presented in the Project Case 
Files, Program Management Books, Annual and Five Year 
Program7>1ans and other papers that are suitable to case 
filing. 

Although, there is an extensive managerial and technical 
need for these papers for a considerable period of time, 
they appear to have no value for research purposes after 
they are ten years old. 

Move active files forward and disoose all other 
individual documents or contents ;f file folders 
when 10 years old. 
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49: Chronolg_g_i~al Fi~ll;. -: This contains a copy of each out­
go 1ng 1.tem that the CnJ_ef personally prepares, approves and 
signs, arranged chronologically. 

These papers are maintained only to serve as a convenient 
source of reference. 

Dispose when 2 years old. 

50. Name Personnel Folders - These consist of a folder for 
each active employee arranged alphabetically by name con­
taining office copies of personnel actions and other related 
papers concerning the subject employees employment by OT. 

Dispose 6 months after separation of subject employees. 

51. Personnel Rev_ie,;- Cornmi ttee Papers - ThQse are the 
papers generated or collected during the period that the 
Chief served as Chairman of the Committee. The committee 
considers personnel for promotions and awards and makes 
recommendations to the Director of OT or some other appro­
priate senior official. 

Once the need for these papers for internal personnel 
management has been served, they appear to have no further 
value. 

Dispose when 5 years old. 
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Interdepartment Radio Advisory Committee (IRAC)·k 

BackgrC2,~J.Ed: The state of the radio art during the 1920' s, 
wnen the IR.AC began to function, was characterized by novelty 
and future promises. Voice broadcasting, particularly to the 
public, was an intriguing experience stimulated by the public's 
first opportunity to eavesdrop on the proceedings of the U. S. 
political conventions. RadiocoMnunication services of that 
period were confined prirnar::'.ly to commercial communications 
companies who provided international point-to-point telegraph 
service and telegraph service with ships. The usable frequency 
spectrum was reaching upward into the twenty megahertz region. 
Particular areas of serious crowding were below 550 kHz and 
between 4 and 10 MHz. The high frequency region of the spec­
trum was still an exciting new territory in contrast to the 
;anger w~~e region and its very cumbersome and expensive 
inst-::.i.lla.cion5. 

Stimulation by vast wartime expenditures for research and the 
general acceptance of entertainment broadcasting to the public, 
radically changed the radio art of the prewar period. Where 
in the 1920's a few hundred users dr;d equipments in a very 
few services were involved, today every household has its 
electronic devices. The few coffit"'Ttercial telegraphy services 
have evolved into a multiplicity of different applications 
of radio and radio services. Military efforts resulted in 

1new concepts, complex systems and different services. High 
mobility and lightweight portability of equipment were\ 
emphasized, together with person--to-person voice cormnunication, 
in contrast to telegraphy. Wide band multi-channel systems, 
radar and navigational aids as well as a variety of sp~cialized 
devices emerged and the numbers of equipments spiraled; To 
provice for the demands of a host of would-be users th~reof, 
in all areas of the government and civil economy, radio fre­
quency managers were pressed to open up new regions of the 
radio spectrum and to relieve growing congestion by more inten­
sive and more effective use of the limited usable spectrum 
area. The IR.AC has had a leading role in bringing about these 
changes and augmenting radio frequency resources manyfold. 

The following table portrays the growth of the usable spectrum 
with respect to International Radio Conferences: 

~'-·SO YEARS OF SERVICE - The Int:erdepartment Radio 
Advisory Committee, IRAC Secretariat, Frequency Manage­
ment Support Division, Office of Telecommunications, 
Department of CmnmercA, Wa~hington, D. C., June 1972~-
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Year 

1906 Berlin 500 and 1,000
1912 London 150 to 1,000 
1927 Washington 10 to 23,000
1932 Madrid 10 to 30,000 
1938 Cairo 10 to 200,000 
19Li-7 Atlantic City 10 to 10,500~000
195~ Geneva 10 to 40,000,000 
1963 Geneva (Space) 10 to 40,000,000 
1967 Geneva (Mn ri U_me:) 10 to 40,000,000 
1971 · Geneva (Space) 10 to 275,000,000 

The 1906 Conference was concerned only with the maritime service 
-- radio-communication bet.,..,·een ships and shore. The 1971 Con­
ference, alone, adcled some fourteen new s~rvices to bring the 
total number of allocated services to more than thirty. In 
terms of assignraents to Government radio stations, the m..1.'1lber 
has grm·m from 600 in 1928, to 60,000 in 1954, and 120,000 in 
1971. Applications for frequency assignment now average about 
50,000 each year. 

Ori.gin and Establishment: On June 1, 1922, a United States 
Gove:r-r1T.ent inte:::-8.gen.cy c:o~i. tte~ !!let for the firs!:: tirr.e. Its 
purpose was to find means for making tlle most effective use 
of the radio wavelenghts then being used for Government broad­
casting. Originally named the Interdepartment Advisory Commit­
tee on Governmental Radio Broadcasting, it soon recognized the 
need to consider other telecommunication matters of interest 
to the departments and, in 1923, changed its name to the 
Interdepartment Radio Advisory Committee. June 1, 1972 marks 

·so years of continuous service by that Committee. 

The Interdepartment Radio Advisory Committee, more commonly 
referred to as the !RAC, came into being spontaneously through 
a demand of the interested Government agencies and not as the 
result of action by either the Executive or Legislative branch 
of the Government. The IR.A.C is unique among Government com­
mittees because: it has continued to fill an essential need 
for fifty years; it has served to foster the development of 
both Government and non-Government vie·ws and positions; it has 
made it possible for the national security agencies to work 
freely and confidently with the other agencies, including the 
Federal Communications Commission; it has been alert to 
changing requirements resulting from advances in technology, 
new situations and new methods, and has facilitated realign­
ment of spectrum use therefor; and, finally, it has confined 
its activities to its assigned mission. In the process, it 

"'I 
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• 
has furnished a conspicuous example of voluntary s<~lf-regula­
tion resulting from a realization of the necessity for coop­
eration and coordination in the corrur1on good. 

The IR.AC advised and :r:eport:ed directly to the President on 
frequency assignments t:o Government radio stations without 
portfolio until April 8, 1927, 1:1hen Pr0.sident Calvin Coolidge, 
in a. letter to Secretary of Commerce Herbert Hoover, ::i.ffirmed 
the Conllittee action in assuming the responsibility on behalf 
of the President. From that time the IRAC has acted as a 
clearing house in the coordination and assignment of frequencies 
to radio facilities of the Goverrunent. Since 1927, by Presi­
dential order, it has reported through or to: the Secretary of 
Commerce-1927; the Federal Communications Commission Chairman-
1935; the Telecommtmicc'.3.tion.s Advisor to the President-1951; 
the Director, Office of Defense Mobilization and successor 
agencics-1953; the. Director of Tele.com'Tiunicat:ions Management-
1962; and the Director of the Office of Telecommunications 
Policy-1970. 

The First National Radio Conference, combining both Co.vernment 
and industry representatives, was held in Washington in 1922 
td discuss regulation and control of the fast-growing radio 
services. This conference awakened several of the Government 
~r-) .,"),4+-""',..._' .,_..., .,_ ,,__,,_,.. ..- .... --' .r:. ___ - - -r·~--• i·'\::.:, ~ri· -:n SO~J 1"no- t·he'l~---P<.AA. ,_ ..,... ,1L.:, LO !-I.JC llt'.t!'..t Ll.)L C.UUiJc.1'.dL Vl.- ..:...c ... on .J. .V.. 1 b 

problems arising from th2 Federal Government's interest in 
broadcasting, especially since the Navy Department had estab­
lished broadcasting facilities at the Washington Navy Yard 
and made them available to other Government departments. 
It was proposed that a co~m1ittee assist in regulating and 
guiding the operation of this station and any others that 
might be established by the Government. At the suggestion of 
Dr. S. W. Stratton, Chairman of the Conference, Secretary of 
Commerce Herbert Hoover, whose department regulated radio in 
those days, invited interested Government departments to 
designate representatives for a special Government radio 
committee. The respondents met on April 17, 1922 and recom­
mended that a permanent interdepartment committee be formed. 
Their recommendation lvas approved and the first meeting of 
the new committ~e ·was held on June 1, 1922. 

' 

Mission, Organization. and Responsibilities: Under Reorgani­
zation Plan No. 1 of 1970 ""(effective April 20, 1970) and 
Executive Order No. 11556 of September 4;; 1970, the functions 
relating to frequencies used by radio stations belonging to 
and operated by the United States, conferred upon the Presi­
dent by the provisions of section 305(a) of the Communications 
Act of 1934, were transferred to the Director of the Office of 
Telecommunications Policy. ·, 
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The miss ion of the IR.A.C is to formulate and recommend to the 
Director objectives, policies, plans, and actions as appropri­
ate in connection with the management and usage of the radio 
spectru..rn in the national interest by the departments and 
agencies of the U.S. Government. Subject to the Director 1 s 
policy guidance c1nd approval, the Com,'i1ittee coordinates the 
assignment of_frequenc~es for Gov:rnm~nt: :adio st':tion use. 
It plays a maJor role in preparation ror international con­
ferences and participation on delegations to such conferences. 
As regards the use of radio, the IR.AC bears a similar relation 
to the Goverr.mcmt devartrnents as the Federal Communications 
Commiss.ion (FCC) to the non-Govern.1"11ent interests. The Commit­
tee also assists and advises the Director and the various 
federal agencies on related technical radio problems of inter­
agency interest, and on other questions as may be referred to 
the Cornrnittee from time to t:Lme: by the Director. 

The IRAC has a membership of sixteen departments or agencies, 
with liaison representation of the Federal Communications 
Commission. It has three permanent subcommittees: Frequency 
Assignment, Spectrum Planning, and Technical. The IRAC and 
its subcommittees are chaired by officials of the Office of 
Telecommunications Policy. 

The first meeting had Dr. S. W.. Stratton as chairman and 
Dr. J. H. Dellinger - who was to be continuously associated with 
the committee for many years - a.s secretary. Both were from 
the Department of Commerce. Other departments or agencies 
represented were: Agriculture, Navy, Post Office, State, 
Treasure, War and the Office of the Chief Coordinator (an 
office in the Bureau of the Budget). During that first 

.meeting, the Committee agreed that its scope should be extended 
beyond broadcasting and that it should be advisory to the 
Secretary of Cominerce in all matters of Government ·radio regu­
lation. To broaden its membership, the Committee agreed that 
Interior, Justice, Labor and the Shipping Board would be 
asked to join. 

At that meeting in June 1922, representatives of Agriculture 
and Navy reported on a mutual agreement on the scheduling of 
broadcasting crop and market news from the A~lington and Great 
Lakes stations via radio telegraphy. These two stations of 
the Navy, plus sbr stations of the Post Office, constituted 
the primary broadcasting system of the Government. 

On May 8, 1925) the IRAC adopted a comprehensive statement of 
Government Domestic Radio Policy applicable to the times. 
Among other things, it recognized the importance of radio­
communication to national defense, the necessity for coor­
dination among Gov2rrm1cnt departments, and the prerogative 
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of each Executive Department to be the sole and final judge 
as to its own policy in respect of radio matters, subject to 
limito.t:Lons stated therein and to such instructions as may be 
issued by the President. 

On February 27, 1927, the Radio Act 0£ 1927 created a five­
member.· Federal RacVi.o Comm:i.ss ion (FRC) to regulate certain 
aspects of non-Government :cadio,· including the allocation of 
bands of frequenci2s of radio services, assigrunent of specific 
power, and issuance of station licenses. The Act assi.gned to 
the Secretary of Corrn:ncrcc t1uthority to assign call signs, 
inspect radio stations, and examine and license radio operators, 
but reserved to the President the assign:.-nent of frequencies 
to all Government radio stations. Although it was intended 
that one year after the first meeting of the FRC mcst of its 
powers and authority were to be vested in and exercised by 
the Secretary of Commerce, the FRC was continued until June 
1934 when it was supplanted by the FCC. 

The role of the IR.AC as an advisory body to the President was 
confirmed when, on March 29> 1927, President Calvin Coolidge, 
ir1' a letter to the Secretat·y of Commerce, affirmed the action 
of the IRAC in assuming the responsibility on behalf of the 
President of advising him in regard to frequency assignments 
for thr, Goverrn_11ef"lt. Secr-ctary of Cor::mcrcc lk,o-,_rf:r convE:yed 
this message to the IRAC and from that time the Committee has 
acted as the coordinating mechanism in the assignment of fre­
quencies of the Government. This procedure was confirmed by 
subsequent executive orders. 

The first such was Executive Order 4846-A, signed by President 
Calvin Coolidge on March 30, 1928, which listed approximately 

·600 assignments between 17.6 and 22,625 kHz. 

The years following 1929 were marked by the increasing 
involvement of the Committ2e in the preparation of proposals 
for international meetings and conferences. Soon after 1929, 
the Committee first took up the problems of frequency allo­
cations for television broadcasting and the aeronautical 
service. The result of such studies with respect to tele­
vision was a recommendation by the Federal Radio Commission 
that the entire television service be accommodated in 200 kHz -
of spectrum space in the 2 MHz band. This is exactly one 
thirtieth of the space presently allocated for a single tele­
vision channel. The studies of the Corrm1ittee in respect of 
aviation were prompted by a desire to bring about a uniformity 
of aircraft communications and navigation aids and to avoid 
the duplication of stations and frequencies. To point out its 
thinking fer the future at that time, the report stated that, 
although extensive use of radio~for aviation had not yet 
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materialized, the spectrum space then available for this ser­
vice would probably prove to be inadequate. It was only a 
short time later, beginning in 1935, that the needs of the 
aviation service ass1rned a prominent place on the IRAC agenda 
when the Federal Government comrnenced the installation of air­
navigation, air-ground and aeronautical point-to-point facil­
ities on a large scctle. 

The Communications Act of 1934, enacted on June 19, 1934~ 
created a seven-member Federal Communications Commission (FCC) 
as an independent ag2ncy to regulate interstate and foreign 
corr,merce in ccmrnunication by ·wire ancJ radio, including radio 
broadcasting and radio operations of state and local govern­
ments. The Act continued the President's authority to assign 
radio frequencies to stations belonging to and operated by the 
United States, .J.nd to control communications in an emergency. 

President Franklin Roosevelt wrote to the Chairman, FCC, on 
November 9, 1935 5 suggesting that the IRAC continue to func­
tion as a clearing house in the detailed allocation of 
specific frequencies but that its reports and draft executive 
orders be submitted through the Chairman, FCC. Again, on 
May 18, 1936, in a letter to the Chairman, IRA.C, President 
Roosev~lt asked the Committee to select one or more of its 
memhers tn appe~r at~ He~~ing cf the FCC with r2spect to th~ 
allocation of radio frequencies- to the various classes of 
radio service, for the purpose of recording a coordinated 
estimate of the Government departments' requirements for 
radio frequencies in the then usable portions of the frequency 
spectrum. 

In October 1940, an IRAC/FCC agreement was consumatecl whereby: 

"The Interdepartment Radio Advisory Committee will coop­
erate with the Federal Cormnunications Commission in giving 
notice of all proposed actions which would tend to cause 
interference to non-Government station operation, and 
the Federal Communications Commission will cooperate with 
the Interdepartment Radio Advisory Committee in giving 
notice of all proposed actions which would tend to cause 
interference to Government station operation. Such noti­
fication will be given in time for the other agency to 
comment prior to final action. Final action by either 
agency will not, however, require approval by the other 
agency. 

"The two agencies will maintain ur3-to-date lists of their 
respective authorized transmitting frequency assignments." 
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This agreement has been followed by both parties ever since. 

On November 6, 1941, the IRAC approved a set of Bylaws covering 
its organization and procedures to replace the rules adopted 
for this purpose in 1923. These Bylaws have been amended a 
number of times since and continue to define the Committee's 
mission and functions. 

In the years from 1945 to 1947, the United States participated 
in a series of conferences preparatory to the International 
Telecommunication Conferences held at Atlantic City, New Jersey, 
in 1947, and in the Atlantic City Conferences themselves. 
During this period, the IR.AC was primarily engaged in the task 
of refining and perfecting United States proposals, especially 
in reference to the Table of Frequency Allocations. As a 
result of IR.AC/FCC work, the U.S. Proposals embraced the 
important new concepts of: (1) a completely ne·w Table extending 
the allocations to 30,000 ~ffiz; (2) an engineered frequency list 
based upon the stated requirements of the various countries; 
and (3) an international frequency registration board which 
would examine proposed uses of frequencies for technical 
freedom from hannful interference before they were accorded 
status in an international frequency list. The Conference 
accepted the expanded allocation table (up to 10,500 MHz), 
established the International Freouencv Registration Board 
and, to prepare the engineered fr~quen;y list, the Provisional 
Frequency Board (PFB). The PFB was not successful as regards 
the fixed and land mobile services, and adjourned on February 28, 
1950. The concept of engineered frequency planning was em­
braced, however, particularly in the case of the aeronautical 
and maritime radio services. 

-Executive Order 10297 of October 9, 1951, which arose from 
recorrm1endations by the President's Communications Policy Board -
March 1951, provided for .s. Telecomm-Lmications Advisor to the 
President (TAP) with the IRAC to advise and support him. 

Meanwhile, the Telecommunications Office, OCDM, sent a memo­
randum to all Federal agencies which outlined the interim 
criteria to be used in the review of radio frequency proposals 
for space comrnunications. The IR.AC reiterated the policy that 
the entire radio spectrum is subject to adjustment when 
required in the national interest. 

In July 1961, the President's Policy on Communication Satel­
lites was issued. Included therein was a statement that the 
Federal Government would be responsible for assuring the 
effective use of the radio spectrum, as well as assuring the 
ability to discontinue the electronic functioning of satellites 
when required in the interest on communication efficiency and 
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0
effectiveness. As a follow-up, the TRA.C issued a Notice to 
All Federal Users of Radio which contained the statement that 
the Committee 11will herea£ter authorize the use of frequencies 
by space transmitters in satellites and other space vehicles 
,•1hich are launched into spc.ce, only in those cases where such 
vehicles are so equipped to assure the ability to discontinue 
radio emmissions therefrom.Ii 

Executive Order 10571-A was issued on October 26, 1954> and 
assigned frequencies to Goverrnnent radio stations as of April 1, 
1954. For the first time since 1928 all station assignments 
were listed for review and confirmation by the President. This 
list contained approximately 60,00D assignments, a hundred-fold 
increase over the earlier one. 

In 1955, with the major portion of the task of implementing the 
1951 EARC Agreement completed, emphasis shifted to the matter 
of frequency allocations. The trend continued and was further 
emphasized in the latter part of the year when the Select Sub­
corruni ttee on Frequency Allocations (SSFA) was established. 
The SSFA was to ensure equitable distribution of spectrum 
space an~ng vatious radio services, provide for the most effec­
tive utilization of the radio spectrum> minimize harmful inter­
ference, and lay the groundwork in preparation for the next 
internaticnal rcdio ~onfcrcnc2. FCC agreed to work wiLl1 the 
SSFA on these goals.** 

At the suggestion of the IRAC/SSFA, in 1956 the Office of 
Defense Mobilization advj_sed the Heads of all Government 
Departments and Agencies of the need for close coordination 
between those responsible for research and development and 
those responsible for frequency management. 

Executive Order 10695-A was issued on January 16, 1957 assigning 
frequencies to Government radio stations as of July 1, 1956. 
It stated that the particulars of assignments shall be main­
tained in the official records of the IRAC and that the Com­
mittee may, subject to approval by the Director of the Office 
of Defense Mobili~ation, authorize the use of frequencies by 

-,',*The name of the subcommittee was changed to the Subcom­
mittee on Frequency Allocations in 1958 and to the Technical 
Subcommittee in 1964. In each instcmce its terms of 
reference were modified to make it more responsive to the 
needs of the Main Committee. It is presently responsible 
for the development of management provisions in the area 
of technical standards, minimum performance requirements 
and equipment criteria. ... 
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Government agencies. This was the last time the List of Fre~ 
quency Assignments to co,:crnment Radio Stations ·was accompanied 
by an Executive Order. 

In the latter half of 1967, the IRAC developed a statement of 
National Objectives for the Use of the Radio Spectrum, with 
the FCC Liaison Representative concurring. 

The IRAC had been criticized for making many assignments with­
out a termination date. /~l though there had been nrnnerous 
review _programs on a selective basis, e.g., by bands or ser­
vices, there had been no policy for the periodic review of 
all ass igrunents ·which, by the terms of their authorizations, 
had no ending date. In the latter part of 1967, for imple­
mentation in 1968, the IRAC approved a policy for the periodic 
review of Gover·nment f:r:equer1cy ass i;;nmcnts. The review pro­
cedure is on a five-year cycle. The procedure serves to 
eliminate "deadwood", update remaining assignments and make 
the master file of Goverr')ment assignments much more useful 
in engineering new assignments. These review procedures and 
changed operational requirements made it possible to tell the 
FCC Chairman on June 3, 1968, that 26 MHz in the band 890-942 
MHz could be returned to the FCC for non~Government use. 
Also, on Novernbc.:- 17, 1969, FCC was told of Government readi­
ness to share most of the radiolocation bands then allocated 
for exclusive Government use (some 7550 MHz of spectrum). 

In recent years there has been greater sharing of the spectrum 
as between Government ancl non-Government, and a decrease in 
exclusive allocations to Government services. For example, 
the percentage of the sp2ctrum between 25 MHz and 40- GHz 

. allocated exclusively to Government use has been reduced from 
46% in 1969 to 28% now, with a corresponding increase in 
shared allocations. During that same period the a~ount of 
spectrum allocated exclusively to non-Governm2nt has remained 
at 34%. 

On the occasion of the first manned landing on the moon and 
the subsequent moon-walk on July 20, 1969, the IRAC experi­
enced a sense of participation :Ln having provided the fre­
quencies and the liaison mechanism ensuring the cooperation 
of other users so as to avoid possible interference, the 
whole assuring the outstanding communication during the entire 
operation. 

Recognizing the growing threat of spectrum pollution and the 
increasing need for electromagnetic compatibility, the terms 
of reference of its Spectrum Planning Subcormnittee (which had 
been established in 1966 as a m~ans of reemphasizing the 
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frequency allocation function of the Corr@ittee) were expanded 
to include procedures enabling that subcommittee to: 

- Develop and maintain pertinent documentation on all 
planned and operational satellite systems including 
their technical and operational characteristics; 

- Ascertain in the early stages of system concept develop­
ment, where compatibility may not exist; 

- Make recorn.inendations as to potential electromagnetic com­
fatibility problem areas, and propose courses of action 
to resolve these problems; 

- Make recommendations as to technical parameters neces­
sary to facilitate sharing between systems; and 

- Review as appropriate the effectiveness of existing 
systems with a view toward rectifying compatibility 
deficiencies. 

On September 4, 1970, President Richard Nixon issued Executive 
Order 11556 which delineated functions and delegated certain 
authorities as regards telecom11unications and spectrum matters 
Lo Lhc ne\v Office of Tclecorr.municati.ons Policy. Clay T. White­
head was si;•wrn in as Director on September 22°, 1970 and one 
of his first·nctions was to retain the services of the IR.AC 
to advise him on spectrum matters. By coincidence, the afore­
mentioned swearing-in date for the new Director was also the 
occasion of the 1000th Meeting of the IRA.C. The Director met 
with the Committee that day. 

·The present Office of Telecommunications was established on 
September 20, 1970 by Department Organization Order 30-SA, to 
succeed an office with the same title that had existed since 
December 3, 1967 in the Office of the Secretary. 

In the new Office of Telecommunications, IRAC was made a part 
of the Frequency Management Support Division for purposes of 
administration and housekeeping. IR...i\.C has a substruc~ure of 
the following subcommittees: 

Frequency Assignment Subcommittee 

Technical Subcommittee 

Spectrum Planning Subcommittee 
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In addition to these standing subcommittees, Ad Hoc Work 
Groups are designated as n0cded to assist IRAC in its work. 
Many of these work groups are not located in Washington since 
a general practice is that the group is officially located 
wherever the chairman is. To date there has been Hell over 
a hundred of such work groups. 

Each of the subcommittees and of the work groups ma:inta.in 
their o·wn records. However, there is considerable cluplica­
tion of the records of these bodies in the IR.AC Secretariat's 
Sequence File since all of the major action papers generated 
by the substructure bodies are ultimately transmitted to the 
IRAC for final decision. 

52. Master File - Starting in October 1952, the Committee 
established a system under which each incoming and outgoing 
item trea.ted is dssigned a document number in sequence. 
The documents are docketed showing the Date,_ Document Number, 
Description of Docum<2nt, Types of Action Required, and 
finally a notation of the action of the Committee, and 
;,inn.... cnr;~1-p ,_,,,.nco 0 •-r 0 f-' 0 ,.,.,.,,,1 ..... ,.., +-,.,. ,.,.,..h,,-- ...l~~'1rr·--~-<:: .!{' ·-----; ;:;·1.·•,-::.
-··!:·c-'~ ::---·---- _..._.._.._,u ....,,__..,_ "--"- '-.._ '-·'-' ,.,11..1 \-L 'JV\.-•-ltC!lL,....,) J.._ Ull), '-4 .._. 

involved. The documents after being docketed are filed here 
under a subject numeric files classification scheme which is 
the most responsive arrangement of the papers for current 
business purposes. l-lo'wever, before the pa1per is put in the 
Master File, multiple copies of it are reproduced for dis­
tribution to Committee Members and other parties having a 
·primary interest. At least one copy, plus surplus copies 
left after initial distribution are placed in the Sequence 
File which is arranged numerically by document number in 
one co11tinuous series. The Sequence File becomes the 
official record file of IRA.C documents since the Master 
File is reviewed and inventoried once a year and all obso­
lete and other documents on which terminal action has been 
taken are destroyed. 

Dispos'e of L'1.dividual documents or the contents of 
file folders when they are inventoried and it is 
determined that they have ~erved their purpose. 
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53.Sec1uence File - This contains at least ol copy of 
everycfoc1.1mei1t treA.tec1 by IRAC. Each document bears a 
document number in nurn.:=rical sequency as received. The 
file is arranged nurne:cically. The Docket Books constitutes 
a finding aid to the ~uence File,-:-1s weTfasa control of 
Committee actions. 

Once a year these files are reviewed and non-current docu­
ments are segregated and arranged for microfilming one 
hundred images per reel on 35mm film. One copy of the 
film is retained at headquarters for purposes of current 
business and another copy is deposited at a relocation 
site. It is not likely that the copy retai.ned at head­
quarters for current business will be relinquished for 
transfer to the National Archives so long as the IRAC is 
in existence. Nor is it likely that the copy at reloca­
tion will ever be offered or transferred any sooner. 

Ite::ms ccnsidcred by the Committee <.1.nd tabled are kept sepa­
rately in a subgroup designated Tabled Items until the 
Committee takes some action on each of these items. After 
the Committee acts on them, these documents are placed in 
the Sequence File. 

After the material segregated from the se3uence File has 
been microfilmed, it is packed and retire as a major 
part of the official record of the transactions of the 
Committee. This supports the disposal of the Master File, 
since this material is the most complete documentation of 
such transactions. 

It is more than possible that fifteen years from now that 
our current knowledge and technology in the field of tele­
communications will be considered a part of the horse and 
buggy whip art in the field. This being the case, it is 
deemed to be prudent to maintain these files for future 
research. 

PERMANENT IfM .fe..,,, '7 
.. Retu:i:rr. Retire to SHA after microfilmed and offer 
for transfer to the National Archives. 

54. Docket Books - This is a series of loose-leaf binders 
started in October 1952 and maintained to date. Each 
document considered by the Committee is posted in these 
dockets showing the date received, file number, brief 
description, .type of action, meeting date, agenda item or 
note, action and ddte, among other things. 
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These Docket Books arc used as an action and document con­
trol and they must remain in close proximity to the Secre­
tary of the Committee so long as that body is in existence. 
The dockets also serve as a finding aid to the current and 
non-current papers placed in the Seouence File, and to the 
images on the microfilm copies of that file. 

2 J>__ERMn(~~e J~ ~ /J}i,a~. 
e?C (: ~.€lt:aiu. Retire to SHA when no longer needed for 
/ c.FA- current bu~:Lncss purl?oses a.nd offer for transfer 

to the National Arcl.ives. 

55. Sequence File Microfilms - As noted above, non-current 
documents se lc.-c ted from the Se9..::1ence Fi le are copied on 
35mn1 film in reels containing l◊-0 images each. A copy of 
the master negative film is made and deposited at a relo­
cation site. 

It is essential that the Committee hold both copies of 
this film, because it is so frequently necessary for Com­
mittee to consider and evaluate its total experience to 
surface new approaches to the resolution of new problems 
growing out of a constant emerging technology and socio­
economic structure. The Comt1ittee's need to hold the copy 

r-- at relocation is obvious. 
r I) :/-v "'- ,1 C;,C,/.11 M ~$"'rot "°1 

':i6 No reliable estimate of just when these films might be 
retired can be made at this time. However, both. copies 
should be kept and ultimately made available to th~ 
National Archives for evaluation as a replacement for the 
hard copy Sequence File. 

I~ e F'/ /fq)PERMANENT. 
. 1 ,,:,I. R.etairt-. Retire to SHA when no longer needed fbr 

3cr.L.Ue current business and offer for trans fer to the: 
f-~ National Archives. 

56. ArlministrAtive Subiect File - This is a small file 
kept in the private oftlce of the Executive Secretariat 
to the Com.rnittee merely as a convenient source of refer­
ence. The file ·contains office copies of the usual house­
keeping papers on budget, conferences, relevant directives, 
personnel actions, requisitions, production reports, 
travel and the like. 

Record copies of all of these papers are maintained else­
where. 

Dispose of individual documents or contents of file 
folders when 2 years old. 
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• -
Freguen.sy Ass i.gnment Subc:or:unittee (FA~ 

57. Minutes by D_<?_~_ket _Listing of Mo~1.thly Transactions -
These minutes contain a detailed account ot the technical 
data considered in connection with approval or disapproval 
recommended by the Subcormni ttee. The minutes provide 
informati.on in-depth on each transaction handled by the 
Subcommittee. 

The minutes of the meetj_ngs constitutes, such a complete 
records of the Subcommittee's considerations and transac­
tions that makes them the only official record of the 
body. These are computer printouts. 

The minutes of the FAS are numbered in sequence up to 
340 at present. 

£.ERMANENT, 
I& e,~ -RetaiR-. Retire to SHA. after microfilmed and offer 
G cr=tr to the National Archives. 

58. Applications for Frequency Assignment Actions (Form 
OT-197~ and OT-19B) - Each year lRAC receives approximately 
30,000 ~clications for Frequencv Ass i~_nments Actions from 
agencies of the Federal Government. These applications 
are forwarded to the FAS for the necessary research 
analysis a.nd a recomrcier~ded final frequency a.ssi~nrneni.: 
action. 

Frequency assignment actions include requests for a! new 
frequency, a renewal, modification or deletion of a~ 
existing assignment. 

i 
All of the data on the applications, plus some additional 
information concerning each of them is written on magnetic 
tape or discs for computer processing. 

From this and related data the computer automatically 
assigns a docket number to each application and prints out 
Screeners' List for all applications received appearing on 
the agenda for the next meeting of the FAS. Once the 
Screeners' List is checked and found to be accurate and 
complete the applications have no further value. Further­
more, all of the information in the applications is sum­
marized in the minutes of FAS meetings which replaces the 
Screencrs' List. 
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Dispose when 6 months old. 

59. Screeners' List - This is a computer printout of all 
the data on the application, plus showing all of the changes 
or adjustments that must be made in order to allow a Fre­
quency Assignmt~nt Action the same as, or equivalent of-,-­
that requested by the agency. These lists are reviewed 
by the staff which marks up a copy to show all necessary 
changes. These changes are then post:ed on a workdraft of 
the agenda for a meeting of FAS. 

Dispose when 3 months old. 

60. Agenda - The staff analyses the information on the 
Screeners' Lis~ concerning each application under consid­
eration, anyc:hanges that need to be made in this infor­
mation is posted on a draft of the Agenda in the process 
of preparation. · 

All of the data concerning each application with the revi­
sions of the staff is put in the computer and it automat­
ically prints out an Apenda for a FAS meeting. The FAS in 
the course of its deliberation makes such changes in the 
Agenda as it deems necessary. Using the Subcommittees 
changes along with all of the other data appearing in the 
A~19i:1 for each application, the computer automatically 
prints out the minutes of the meeting as described above. 

I 

Once the minutes have been printed out and checked ~or 
accuracy the Agenda have no further value. 

Dispose when 3 months old. 

61. Application Registration Books - From ~952 until 1966 
registrationDooks were maintained in which each paper 
concerning an application for a frequency assignment was 
given a registration number in sequence as the papers were 
received. After 1966 the computer was programmed to auto­
matically assign registration number to the documents 
involved. A printout of the serial and registration nuffi­
ber of the applications is automatically printed out by 
the computer after each meeting. These printouts are 
filed with the master minutes as a part of the official 
record. 

The manually prepared registers generated prior to 1966 
have not been microfilmed and they must be held by the 
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agency so long as it continues to function. 

zc..F a. Registration Books 1952 - 1966 _P~{\~fi~I: Retire 
to SJ:-Li\ ·when no longer needed for current business 
and offer to the National Archives for transfer. 

I, 7e,F b. Computer Printout of Registrations - P~f=1ffifNT. 
. ~c..f'A- Retire to SHA along with the related minutes 

of meetings and offer to the National Archives 
for transfer. 

62. Administrative Dockets - These are the action papers 
received or geIH~rd.tedby tne FAS on managerial or policy 
matters that cannot be translated to machine readible 
language for automatic data processing. Each such docu~ 
ment is assigned a registration number which is manually 
posted in bound ledgers along with a description of the 
document, data received, and the data distributed. 

These documents appear to contain data that may be of great 
significance to future scholars and researchers in the 
field. 

-z, ;ie,~ ,P_..ERM~~ENT _. _ 
- Reta.1-u. Retu e to SHA after microfilmed and offer 

,;;c.FA- to the National Archives. 

63. ~~&.dmi1"'ii:.~_t:r,1.tiv-e Dockets i·1icrofil1t! - Tl1e IJ2.pt=rt~ in the ?'-4,ls ~~ 
docket are periodically reviewed tor suitability for ~.,.,Jh"H'f 
microfilming and immediate retj_rement. The papers iSelected v..re.-.fl.,. 

are microfilmed on 35mm film, 100 images per reel. : The 
master negative of the film is held at headquarters'. for 
purposes of current business and one copy of it is ~ade 
and deposited at a relocation site. No reliable estimate 
can be made at this time of just when these microfilm 
copies might be retired. However, both co~ies should be 
retained and made available to the National Archives for 
evaluation as a replacement for the hard copy files. 

fERMANENT 
Z. 0 c, ~ · ..Rl.iltai-R. Retire to SHA ,vhen no longer needed for 
(, o c.F~ current business and offer for transfer to the 

;:;,..f /.....u..+--i,,,,.. National Archives. 

64. Administrative Registration Books - These are ledgers 
in which a registration nu:nber, description, date received 
and date distributed are manually posted for each document 
received in connection with a specified action requested 
of FAS. 
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.P..ANEN'r,ciC- d.Jpl1 c...r;...··h...J,.., -
;:5'cF Retain. Retire to SHA when no longer needed for 

1 
5 ~FA- current business and offer to the National Archives. 

65. Canadian AJ2.I? Li.cations ~genda and Minutes - These are 
applications received from Canadian Government Agencies 
and from organizations in the Canadian private sector. 
These applications arc reviewed and analyzed and a com­
bined agenda and minutes of the FAS meeting is manually 
prepared. 

The agenda and minutes reflecting the final actions of FAS 
are filed in the front of a folder containing the related 
applications. 

These papers are periodically reviewed for suitability for 
microfilming and retirement. 

PERMANENT
/,o c.F JJ.etaiR. Retire to SHA after microfilmed and offer 

o, 10 c.PPr to the National Archives. 

66. Canadian Applica~i.on Registration Books - These are 
bound ledger books in which the serial number, date, £re-• 
quency requested, location, date received and the date 
the reply was sent to Canada on each action document 
received. These Registration Books have been maintained 
since about the beginning of 1953 to date. 

It is essential for the agency to hol.d all of thes~ books 
so long as it continues to function. These books ~re not 
microfilmed. 1 

,;' c:, f:' PERMANENT 
I 

I
1 1?..@tain. Retire to SHA when no longer needed for 

/''e,FA- current business and offer to the National Arcpives. 

67. Canadian Applications, Agenda and Minutes - Two micro­
film copies of the Canadian Applications and related papers 
are made periodically. The master negative copy is held 
at headquarters and the other copy is deposited at a 
relocation site; 

; 

It is not possible to judge when these microfilms may be 
available for retirement. However, both copies should be 
maintained and ultimately be made available to the National 
Archives for evaluation as a substitute for the hard copy 
files. 
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/. it> ~ iP&Am~ 1
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..r..&-@ta:Ln. Retire to SHA 'i'lhen no longer needed for 
current business and of.fer to the National Archives. 

68. U.S.-Canadian Coordination - 1hese are applications 
from agencies or the FederaI Government in certain loca­
tions requesting a frequency assignme:nt in a specified 
frequency band. These application!'.:~ must be coordinated 
with the Canadian Government in accordance with the 
requirements of an agreement between the U.S. and Canada 
referred to as "Arrangement JY'. Th2 file also contains 
related papers such as the notification to the Canadian 
Government from the lRAC Secretariat putting it on notice 
that such an application is being con&idered . . 
These applications are treated in the Screeners' List, 
Ag~nda, and the Minutes of IRAC Meetings under a code along 
with all other applications regularily received from Federal 
agencie~, 

Although maintained separately, these applications with 
related papers are microfilmed in the same manner as all 
other applications and the retention period for the micro­
film copies shall be the same as that assigned to the 
microfilm of FAS a.nd of IR...I\C. ~<-c. / ,£-t: ,t,1, ;.s;-J 

These applications that are coordinated with the Canadian 
Government appear to contain data o:i: v;:-1.lue to Ifu\C as ·1;,,e.ll 
as future researchers and scholars in the field. ! 

I 17° c., r ,P_£RMANEN::C , \ 
' Retain. Retire to SI-Li\ when no longer needed fbr 

t1.z,f' cFk current business a1"W offer to National Archive$. 
/./4-,t c-r'I 4 fvf''"-""'1fl,.., 1-- ! 

69. Registration Books - These are bound ledgers manually 
posted to show the serial number, agency serial number, 
frequency, date to Canada, date of reply, remarks, and 
docket number of each U.S.-Canadian application for a 
frequency assignment. 

ILi ~ v.l /~ANENT.T '<.-llf "ltetain. Retire to SHA when no longer needed for 
current business and offer to the National Archives. 

d . F ~ . ' Th . .70 . Cana 1..an reguency nssignmencs - lls 1.s a computer 
printout of a list of fr.equency assignments made by the 
Canadian Government that is furnished to FAS for distri­
bution to Federal agencies with a primary interest. 
This list is used as a primary source of information needed 
to coordinate IRAC frequency assignments with those of the 
Canadian Government. 
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10 years old t-;b ·i.che:ver is sooner. 

71. Lis!=__~-~ U.S. Frequcnq~ Assignments in the J.3.order Zones 
and in the Bands Llf,t,~,J 1n i\rn-m£011~cnt D - This is a com-­
peter p.cintout l i.s ting aIJ. U. s. trc;:pl"ency a;s i.gnments coor­
dinated with Canada. A copy of this list is furnished to 
the Canadian Government. 

All of the information appearing in this list is also 
printed in the minutes of FAS meetings. 

Dispose when they have served tbeir purpose or when 
10 years old, ~1ichever is sooner. 

72. Li.st of Frequency Ass ignmcnts to U.S. Govcrnrnent 
Radio Stations - This is a record set of annual lists of 
1:requency ass"-Ignments to Government radio stations. Until 
recently these were computer printouts issued semi-annually 
however, the hard copy printouts have been replaced by 
microfiche copies to facilitate distribution as well as 
to compact th~ record. 

/,'I> c.F a. Record Set of one copy of the Annual List either 
0, 2-r- C. (-~ pri.nted or microfiche ~.EN.L Retire to SHA 

when no longer needed for current business and 
offer for t~ansfer to the National Archives. 

b. All other copies of the List - Dispose when they 
havs serv2d ~heir p~rposc. 

73. Hydro lo_g_y Fi le - Documentation for analysis and con­
sideration of the effects of bodies of water throughout 
the World on radio wave propagation and frequency manage­
ment. 

These papers contain data of significance because it con­
cerns an emergency area of scientific investigation. 

PERMANENT 
Ret .i in. · Retire to SHA when no longer needed for 
current business and offer to the National Archives 
1 year later. 

74. Special Use Permits - This is incoming and outgoing 
correspondence concerning permission to use sites for 
telecorrmmn:L'cations installations and the characteristics 
of such sites. 

Move active files forward at the beginning of each 
decennial year and di:-;pose of all other. 
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75. Telephone Fre__g_uencL AssiJ_~_nrnents - These are requests 
for a frequency .'.lssignrncnt by telephone with related. papers. 

All data in the file are duplicated in the minutes of FAS 
meetings. 

Di~pose when 3 months old. 

76. ~_gency__IretJ~~~1C_)~_A~~-~gnment L~-~-~s •· These lists the 
frequency assignments g).vcn to agencies arranged by the 
names of recipient agencies. The lists are issued monthly. 

All data in these lists are duplicated in the minutes of 
FAS meetings. 

Dispose when 3 months old. 

77. General Co~n2:3pondence - This :i.s selected incoming and 
outgo1.ng corresponaence that has general application to the 
development of the FAS programs, policies, and activities. 

The file appears to be composed of papers that have been 
specially selected over the years that contain signifi­
cant data on the FAS. ri1- ,e- 3::s. n:,c~~"-, ~\.£ ffi.,Q~'i'.-.-tl"""' ~o,..., 
~lN~~,~~...%'~~~ .

7 I!..~ .-Het.cuu: Retii:-P to SHA when no 1nnc:P,'." ne~ileci for 
t c,P~ current business and offer to Nationc1l Archive s. 

)(.'-&," s,u>", .~ 1 

78. Classified Document Recei.pJsl- These are copie's of 
receipts tor secu1:·J_ty cJ.ass1.tie material released ;to 
persons outside of FAS. !

•Dispose whenj years old. 
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Spectrum :Planning Subcommittee 

79. Systems Is.eview D§-.ta File - This contains record copies 
of all papers generated by the Spectrum Planning SubcoiTLrnit­
tee, IRAC. Each document iu the file is given a document 
number under which it is filed in sequential order. Each 
document is also identified under one of the following 
index numbers assigned to agenda items. The assignment 
of this inde~ ~umber is ~sed to b~ing_together all of the 
papers pertaining to a given application or some other 
agenda item received from a Federal agency. 

1. 14. 1 Organization, Officers and Membership 
1. it~-- 2 Changes in Representation 
1.11-f. 3 Agenda and Summary Record (Minutes) 
1.14. 4 Working Documents 
l. 11-i.. 5 Re nor ts :rn<.1 Reconn11cn(h tions 
1. l4. 6 Miscellaneous 
1. 14. 7 Preparation for 197 WARC 
1. J.L1.• 8 Implementation 197__-EARC 
1. lli-. 9 Preparation for General Radio Conference 
1.14.10 Systems Review Procedure 
1.14.11 International Space Coordination 
1. lli-. 12 Foreign Space Telecommunication System 

Activities (Munitions Control Board) 
1.14.13 Othe,~ T-'ore :i_z.11. Sp~, ce Te lecc~.unicat:i.cns 

S•Tsta...,) ,ClU f~ ,-<-i'"' V.1-l,...,_1• e~.::,'l.\-L. 

Unlike the Frequency Assignment Subcommittee, this Subcom­
mittee of IR.l\C does not produce its agenda and minutes on 
the computer to include all of the analytical and supporting 
data found in the file. Consequently, the data that is 
useful for verifying or validating the decisions made on 
allocations of the frequency band as well as, the data 
that are needed for creative production of new telecommu­
nications systems are available only in this file. 

? , r- c., r PERMANENT 
-Retaiu. Transfer closed cases to ¼TNRC every 3 ye,1rs 

tf C FRr and offer to the Natiorial Archives ua;thi.'l lOyear§ -rlw.,·vc-a.J-1-~v-. 

80. Docket Books - These are ruled ledger books in which 
each cfocume·nt received or sent is manually posted showing 
document number, agenda item number, date received or sent, 
description, and the action persgn or organization. 

'f;/vJ..1w b~f~_Nt Transfer to HNRC when no longer needed for 

/!~ current business and offer to the National Archives 
- ti? \, · •1 4.a 10year S Tt'le.v-<,a..,,/,f.ll,r,a"' f\ "o- .. 
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Technica 1. Subcorq.:11:Lttee 

81. Technica1 Revie~-, Data File -· The Technical Subcommit­
tee, IRAC, is responsihle for evaluating and making recom­
mendations, in the form of technical reports, on new and 
existing techniques from the standpoint of their ability 
to optimize use of the :radio spectrum (recommendations to 
inc lucle implementation ~, teps). 

This file contains record copies of all papers geGerated 
by the Subconm0.ittee. Whr::n an application for a frequency 
assignment is received from a Federal ngency that is not 
compatible with existing assignments in the radio spectrum 
the matter is referred to the Technical Subcomrn.ittee for 
examination to see if some new technical development can 
be applied to accommodate the application. To assist it 
in meetin2 these responsibilities the Subcommittee has 
five WcH·king Groups assigned as follows: (l) 1\~chniques, 
(2) Standards, (3) Electromagnetic Capability/Sharing,
(4) Propagation, and (5) Side Effects. 

As in the case of the Spectrum Planning Subcommittee, all 
of the data in this Subcorrmlittee I s file is not duplicated 
in the agenda and minutes of its proceedings. This data 
is microfilmed at the end of each year and the hard copy 
papers records are transferred to the National Archives _, 
a1ong with those of IRAC 2t tl-11.:.> end of each year.('..u.rr~w..~-1, 

,,/ ~ PERMA~ENT ,.. . . 
.,,.,..- C.r-. ~a1:a. Offer ror transfer to the National Archives 
/ e,,FA- in annual consignments with appropriate IRAC records. 

~........ -t e.-r-, ,::P ,...#T ,, ~ I',,_ 

82. {\dministrativ~ Sub.i~ct~ File - This contains office 
copies of informational and other papers on housekeeping 
matters such as organizati.on, computer program, contracts, 
finance, forms, routine correspondence, personnel actions, 
publications, production reports, staff visits and other 
papers that areunsuitable for filing with the papers on any 
sp~cific tech~ical problem area under examination by the 
Technical Subcommittee, IRAC. 

Move active files forward at least once every 2 years 
and dispose of all ochers. 
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(_frintouts) 

83. Program Listings •· These are printouts of programs 
developed to command the computer to select and automati­
cally process source data. needed in the analysis of one 
policy step in connection with providing higher authority 
with the necessary program reports. 

1hese printouts have value for varied periods of time 
after the termination of the projects which produce the 
program. However, after expirat:Lon of this time they are 
of no value to the Government or the public. 

Dispose when superseded or when 1 year old, 
whichever is sooner. 

84. lntermediD-tc Printo11ts - These 2.J:-c subset printouts 
produced to accomplTsh one work.step. 

These printouts have no value after the workstep has been 
completed. 

Dispose when they have served their purpose. 

85. Source Data Punch Cards - These are cards on ~1ich 
source data have been transcribed in machine readable 
language. 

Dispose when the cards have served their purpose as 
a worktool and the data ·which they contain have been 
transcribed and approved on an accepted ta~e or 
equivalent. 

86. Computer Program Punch Cards - These are punch cards 
on which commands to the computer have been transcribed in 
machine readable language. They are maintained as an 
essential worktool for revising existing programs and for 
preparing new more advanced computer programs to provide 
automatic processing of source data with similar or sub­
ject analytical characteristics . 
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~ispose ·when the cards have served their !pose as 
a worktool and the data which they contain have been 
transcribed and approved on an accepted tape or 
equivalent. 

Deputy Security Officer 

The Secretary of the TEchnica1 Subcommittee also serves as 
neputy Security Officer, OT. Since he maintains the papers 
produced for both positions, the security papers are 
described here. 

87. Security Sub-ject Numeric File ~ This file contains 
record copies cf all papers generated by the incumbent in 
his capacity as Deputy Security Officer of OT. The papers 
are arranged according to a subject numeric classification 
schc1:ie under subject headings, s·uch as; Safe Combinations 
and Locations, Top Secret Control Register, Designation of 
Security Officers, NATO Control, Security Instructions, 
Indoctrination of Personnel, Reports of Destruction, and 
Letters - Incoming and Outgoing. 

The Deputy Security Officer maintains record copies of 
classification, declassification an.d document controls 
and ac~ounts. T~e p~pers are ~o ~rranged ~hat it !s most 
econorr.1.cal to maintain them i111 for ..:1.n opt:unum perJ..od con­
sistent with their value, rather than attempt to assign 
more reasonable periods for the disposal of small segments 
of papers from the file. 

Dispose of individual documents or contents of file 
folders when 15 years old. 
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Ad Hoc Graue_~ 

These are work groups that are designated by IRAC to inves­
tigate, analyze, and recommend resolution of a specified 
problem area. A convenor is also designated by IR.AC and 
generally speaking the convenor agency is responsible for 
the maintenance and pres(~rvation of the official records 
of the Group. Consequently, QT is only responsible for 
the official records of a portion of the total number of 
active Ad Hoc GroLip~~. The exact rn.unber of groups for 
which OT has recordskeeping responsibilities at any point 
in time cannot be determined. However, the number of such 
active groups does not generally exceed six. 

Starting about October 1952 Ad Hoc Groups designated were 
given a serial number in sequence to date. Since 1952 a 
total of one hundred ~nd fifty-two Ad Hoc Groups have 
been designated through October 1974. 

88. Ad Hoc Gr~up PaEers - The Secretary or equivalent of 
each group collects or generates papers containing data on 
the organization and activities of the Group. The respon­
sible official (chairman) also generates a quantity of 
papers containing data used to formulate the groups recom­
mendations to IRA.C. 

The objectives of all one hundred and fifty groups are 
basically the same, namely, to develop and submit~ final 
recommendation on the problem area each is assigned:. The 
nature of the problem area, assigned to the variousi groups 
vary a great deal. Some of the problem areas must be 
handled on a specified or specific time table, whil13 others 
may span a number of years. · ! 

The com11on denominator for determining the value of the 
records is the date of discontinuance of the Group. 

The second cormnon factor applying to all of the groups is 
the fact that all information found in papers held by the 
Secretary or equivalent of each group is summarized or 
d1Jplicated in the records maintained in the irmnediate 
Office of the Executive Secretariat, IRAC. These records 
have been earmarked for retention long enough to meet all 
requirements. 
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a. Files held by the Secretary of each Ad Hoc Group -
Review for disposition 6 months after discontinu­
ance of the group, and (1) Move active file for­
ward and, (2) Dispose of all others. 

b. Active Files of Discontinued Ad Hoc Groups -
Review and move active files forward and dispose 
of all others at the end of each calendar year. 

~ectrum Evaluation Group 

89 .. Proposed New Rad:Lo Systems F.:ngineer:__ing Studies and 
Suppo::::-ting Pane.rs - These are the papers collected or 
generated by the Spectrum Management Analysis Group that 
reviews and analyzes proposed new radio systems, initiated 
by Federal agencies, to determine that each such system is 
comp~tible with the frequency and other assignments within 
the band of the rdciio spectrum involved. The Spectrum 
Management Analysis Group makes a final technical report 
to the Spectrum Planning Subcommittee. The report is 
accompanied by a selection of the principal support docu­
ments behind it. 

After the Spectrum Planning Subcommittee has made its final 
re.commendations to OTP these papers have only a 11.mited 
va.iue for reference to the individuals comprising the 
Spectrum Management Analysis Group. 

Dispose of individual documents or contents of file 
folders when they have served their purpose or when 
10 years old, whichever is sooner. 

90. S ectrum ement Anal sis Grou Work~apers - These 
inclu e printe and processed cop:i.es o stanard reference 
materials and typescript copies of documents developed by 
staff members that are used by the Engineers and other 
specialists within the Group to review and evaluate pro­
posed new radio systems as well as improved systems and 
procedures for data management within the Division. 

These papers are maintained only for technical reference 
purposes, however, they must be kept in close physical 
proximity to the professional concerned. 

Dispose of individual documents or contents of file 
folders when they have served their purpose. 
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Data Base Branch 

Office of the Chief 

As noted above, the Data Base Branch provides administra­
tive support for spcctn1m management activities in OTP and 
the IR.AC subcommittees, The Executive Secretary, IRAC, 
also serves as Chief of the Data Base Branch. Consequently, 
the :r:ecords which he g0nera tes as the Branch bead are inter­
filed amcing the pape1-s he creates a.s the Executive Secre­
tary, IRAC, and the retention periods prescribed for them 
apply to the papers of this activity. 

Data Retrieval (Section) 

The records generated by this activity are interfiled 
among those held by the Chairman of the Technical Subcom­
mittee, IRAC, and the retention periods prescribed for 
them apply to the papers of this activri.ty. 

~Eplications Processing (Section) 

This activity screens and processes applications for fre­
quency assignment act:Lons originated by the sixteen members 
of the IR.AC, Frequency Assignment Subcommittee and by non­
member Government agencies, who are users of radio, and 
prepares them for computer program processing by punching 
data on paper tapes. These tapes are transmitted by high 
speed teletype to the computer site fbr machine screening 
and chC':cking and assembly into weekly agenda ~ections. 
On a monthly basis after each FAS meeting, the decisions 
of the subcommittee are entered into another computer pro­
gram process to produce FAS Minutes, Supplements to the 
List of Frequency Ass ign...ll.1ents, Supplements to the Agency 
Lists, Tabled Items Agenda, Statistics and to update the 
Government Master File. This cycle repeats ane\v every 
month. Semi-annually, the List of Frequency Ass:i.gnments 
to Government Radio Stations is prepared in total. 

The papers created by this activity are interfiled among 
those of the FAS and the retention periods prescribed for 
them apply to the papers of this activity. 
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-Freguency Assignment Review Section 

The records created by this activity are interfiled among 
those of the Frequency Assignment Subcommittee. 

Frequency A~_!ocation S1~rport Section 

~he records created by thi.s unit are interfiled in those 
of the Spectrum Planning Subcommittee> and/or treated with 
them. 

Comp2-~te:r Program Development Section 

91. Users Manuals - These contain the necessary instruc­
tions for the operator which tells him what goes in and 
what comes out and the various other options that he might 
have concerning the processing of various programs for 
auto137_:!_ic~yrocess ing of source data. 

A,e_G-- ~'1~ENJ; 
/µ · Bet~in. Offer a complete set of the last addition 

of the manuals to the National Archives when no 

92. CoE!_Euter Program D~~ve.lopment File -· This contains 
copies OI internal correspondence that relates to the 
general operation of the Section, productivity reports, 
specific requests from users pertaining to implementation 
of new computer programs, updates and others; usual house­
keeping papers, technical data on computer software and 
hardware, and the like. 

Dispose of individual documents or the contents of 
file folders when they have served their purpose or 
when 3 years old, whichever is sooner. 

(Magnetic Tapes) 

93. Program Tapes - These contain the commands to the com­
puter to treat specified source data in a certain manner 
and automatically produce the desired end product which 
might be any one of several possible computer outputs. 
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tl!ei:ain. Wold 'H:tivg and in>lcti.ve1 prcgr:H:::i..peios i-¥v 
~he OT tape libnarv. Offer for tr~nsf@r to the• 
National OrchivQ~ ;~en ng Jgng@r n~QdQd for QYrreHt 

.,};)w; i.mH, a. ..:5~ ✓J e, A /4.J/4e,,,,,,, 1 he '1 A,/-f/e. ,,Je.-v.._ c1.. r,;~ , .,,; 
/u!'/u.Je.- e~- ,d.e.)1 /O /et;i.,.--s "/..I /..J,A,(../4(!.vUV14,,4'tJ-cnuv. 

(Printouts) 

9Li.. Pro.gram Listing2 - These· are. printouts ·which list the 
commands given the cornpi.1tcr for c1 particular prog1arn. They 
are used to revise or update the program tape involved. 
Once this has been accomplished the printout has no further 
value. 

Dispose ,vhe.n the subject progrc1r1 upda.te has been 
accomplished on ci1e program tape and has been checked, 
verified and accepted. 

(Punch Cards) 

95. Program Punch Cards - These are decks developed by the 
Institute of Telecomruuri:fcations Sciences and other ageni:ies 
that are given to OT to advance one of its projects in 
·which the dona.ting agency has an interest. 

Dispose 30 days after the data on the cards have been 
transcribed on an accepted tape or equivalent. 

Computer Systems and Operations Section 

96. Computer Systems and _Qperations Workpapers - These 
a.re the workpapers including 1.nterna·1 correspondence, 
copies of reports generated or collected by the Chief con­
cerning the acquisition of a computer installation for the 
use of OT and its most probable maximum utilization during 
the initial period of operations. 

Once the d~sired configuration of hardware and software 
has been determined, the data in these files will be sum­
marized or otherwise duplicated-in submissions to higher 
authority that will specifically deal with the automatic 
data processing capability, the need for it and its esti-
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·mated costs. When the tr~nsaction has reached this point 
of development the data in these pclp(~rs ~vill have no 
further value to the Governr:.1ent or to the public. 

Dispose of individual documents or the contents of 
file folders ~1en they have served their purpose or 
when 10 years old, whichever is sooner. 

Spec trL'.:ll Branch 

Although this activity is geographically separated from the 
Washington Staff of the Division, it is nevertheless, an 
organic part of the Headquarters of the Division just as 
though it was physically located in Washington. 

This acti\ri.ty i.s primc:ff~dy (;ngaged in spectrum resource 
assessment and the capability of systems in various fre­
quency bands as more fully set forth above. 

97. Division Chief's Subject Corre:~_pondence Files - These 
cons is ts of copies of clocurnents from ·-the.Chief I stiles 
maintained in his Washington Office. 111ese copies are kept 
at this locality purely for convenience of reference and 
they have no continuing value.. 

Dispose of individual documents or contents of file 
folders when they have served their purpose. 

98. Spectrum Analysis Reports - This is a record set con­
sisting oi one copy of each Phase I Report, Executive Sum­
mary and Phase II Report. These specifically are the 
reports usually generated for each assigned assessment 
task. However, there may be other reports that are pro­
duced in the process of special projects that res11lt from 
unanticipated situations. 

Most of the Phase II Reports are published and distributed 
within the Federal Government. However, there are some 
that are not published for security and other reasons. 
Even though, the majority of these manuscript reports are 
published, it should be recognized that they tontain con­
siderable primary source data useful for original research, 
that do not appear in the published versions. These papers 
appear to contain information that will be needed by the 
scientific community for research purposes for many years 
to come. 
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t-/- C F LANENli • 
I c FA- ,Retain. Retire to SHA when no longer needed for 

current business in mutually agreed upon consignments 
and transfer to wNRC 1 year later. or~~ rt)a T~-'ro-6 Y: 
~ ,<).l,J~t, ~IJ.1.JQS ~,.Jp ~0$ .s4S1l.U~)5i! 1 As£ l """ • 

0 ~.eo.v.s /?ii!-~6-IL/-~, 1'c1s1c!!_,. » 

99. Task Status R~orts - This :Ls a mtmthly repo1.·t giving 
the title of the task, names of key people involved, work 
schedule, milestone plan status and the manpower allocated 
for the task. These reports are used for administering the 
task and as a feeder report for Slibrnissions to OTP and 
other higher authority. Once the need for this pu~pose has 
been served these reports app~ar to have no further value. 

Dispose of individual reports 5 years after the sub­
ject task has been completed. 

100. Electronic EngJneers Technic~§ub-ject File~ ·- These 
are the papen, that are gener.Jted or cor1cctea by the Pro­
fessional Electronics Engineers in the process of completing 
their investigation or assigned task. Specifically found 
among the papers are such things as mathematical calcula­
tions and other spre~dsheets, draft preliminary findings 
and conclusions, printed or processed secondary source 
materials, formatted data under tentative analysis, copies 
of internal and external correspondence, and the like. 

Each Electronic Engineer's workload is composed of assigned 
t r'\r,lrr- f-1,...-,.,- ,, ...-~ ~c.,... ,.... ..... r,11T.,. ,,,.....~r-., ... +-.,1,,,..,r; ,.... +- -!--l"'C rr"\rn,ri<•-!- r\.f= ti--~ 

t--t.,:,r'-.,:::, ,,.J..J(",tL. U-L'- CJ -11.,·.J..•.1.J . .J.J Ul.l\.t\. • .J .. '··'·'·'·"•'-- l <..tl., l~J.t·_; ·'-'-,f~''--·'·'C.· \J.L 11'-..., 

OTP. The Electronic Engineer in the course of conducting 
_his assigned task generates and accumulates documentation 
of the content, administration, and scientific considera­
tions that are part of the official record of the task. 
When the task nears completion the Electronics Engineer is 
responsible on a selective basis for segregating all of 
such task papers that should be included in the task record 
located in the Office of the Division Chief, Washington, 
D.C. Duplicate copies of the papers included in the offi­
cial task record that are kept an~ng the papers of the 
Electronic Engineer will be considered as a part of his 
technical file. 

Move active files forward and dispose of all others 
when they have served the purpose of the Electronic 
Engine~r concerned. 
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101. l,clminisi:rn.tive Subject Files - These contain office 
cop:Le s-·o1-t11e usual no~us(?i.(_ee:.p in3 p,1 per s on Sl1ch m& t te.rs as 
arrangements for rneetings; extra copies of conference. agenda, 
minutes and other issuances; budget, personnel actions, 
requisi.tions for services and things, i.ntradivision memo­
randums, space, time and attendance, travel, work assign­
ments, and the like.. 

The file also contains extra copies of papers containing 
technical data that is used for the administration of work 
for which tho. Divi:-,ion i.s committed. Copic:S of pertinent 
directives and other authoritative material are also found 
in the file. 

These papers appear to have no val11e after the administra­
tive need for them has been served. 

Move active file~ forward and dispose of all others 
when 2 years old. 
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TELECOMJvfLlNICATI.ONS ANALYSIS DIVISION 

The Telecommunications Analysis Division is responsible for 
conduct of a ,,,i.de range of activities required to irput the 
technology to use" ·with the mission of developing business 
and trade opportuniti2s and improving human services. 

The goals of the program are to develop and promote the 
application of comrnunicat:i.on systems which do not use valu­
able spectrum space, thus providing opportunities for new 
business and trade; to develop and promote the use of 
telecommunication syst2rrts which can be used a a substitu:~e 
for higher energy consuming technologies; and to develop 
and promote the application of corn.munication technology in 
government operations to reduce costs and provide better 
service. 

The program is accomplished by (1) working with other agen­
cies, communities, and industry to determine opp:)l'."tunities 
and requirements to accomplish the above goals, (2) encour­
aging the development of lacking technology and doing the 
research and development ~1ich cannot be accomplished 
otherwise, and (3) promoting the application of demonstrated 
systems in government and community operations. 

'TL1€~ p1:·og1.~3J(1 is cli·vided lt1Lo L11L~ee suu~1~:ricr1L~: t.elecon1n1u.~.. 
nications analysis, implementation research and technology 
application. \ 

1. Telecommunications Analvsis. The U.S. trade deficit 
in commum..cations and selectect-electron:Lc products 'has 
grown continually over the past 10. years, to its current 
level of $1 billion. The trend includes a ~ignificantly 
declining U.S. share of a rapidly expanding domestic and 
world market. 

World demand for telecowmunications products alone is 
growing at a rate of about 15 percent per year. Although 
the U.S. is credited with many of the major technological 
advances from Hhich this class of products stems, the U.S. 
world market position does not reflect this technical 
expertise. There are consistent indications from the U.S. 
telecommunications manufacturers that many of the primary 
obstacles to expanding exports are remedial through appro­
priate and urgently needed federal actions, both dometi­
cally and through international negotiations. 
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- -To date, no U.S. body has provided needed, definitive 
recommendations to U.S. policy makers or to the U.S .. repre­
sentatives to the General Agreement on Tariffs and Trade 
(CATT) nt:=got:Lations for improving the trc1de deficit in 
telecorr.municc1.tions. 

The function of this subelernent is to prepare analyses 
that identify opportunities for application of telecommu­
nications technology. The objectives for the next several 
years are (1) to have complet~d, through contract with the 
hati.onal Research Council, a study of m•.'~tropolit:an commu­
nications for the future; (2) to integrate the results of 
this study with r2sults of this 3tudy with results of our 
experiments on delivery of ser·vic.:es in a community and/or 
working at dispersed locations and other experiments such 
as the National Science Foundation experiments with cable 
television; (3) produce a pl.an which can be used by commu­
nities and Federal agencies for using communications to 
provide servicE:'.S; rmd (!+) to assess the telecorrrrnunication 
technologies involved for potential impact on future 
business and foreign trade. 

The potential business for the systems under consideration 
has been estimated to be several billion dollars a year. 
The potential for delivery of prograrr.s and services is not 
limited by spectrum available and rc8ulting scarcity costs. 

"'h::, r-equ··LJ_"'__ ...,ts .1. _ ,_- c:, 1•J~,-:iona•.1. 
1 

u~ st ·dy1~p-e•··-~'1 Co··r1,...1.·1 
have been defined jointly by the Federal Com.TTiuni.cations 
Commission; the U.S. Postal Service; the Departments of 
Commerce; Health, Education, and Welfare; Housing and 
Urban Development; and Transporation through the Inter­
agency Committee on Teledommunications Applications chaired 
by the Department of Commerce. 

.L.e .. c,11cc. .c.oJ- L.11.cHa.1_:L.... \,_::,_c11.1..:1 u 

The interest of the administration i.n metropolitan. commu­
nications is expressed in the Report of the Cabinet Co~nit­
tee on Cable Television and in the proposed Cable Communi­
cations Act of 1975. 

The analysis will provide a clear statement of probable 
directions in urban telecommunications that can be used to 
guide new communications development. A feu of the issues 
being considered are postal service planning for improve'­
ment of services and promotion of other national purposes, 
implementation of the Housing and Urban Development Act of 
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1970 to utilize telecommunications technology in controlling 
urban growth, hnplementation by all Federal agencies of the 
Rural Developme:.1t Act of 1972 in considei-:i.ng location of 
their facilities in rural areas to relieve urban congestion, 
telecommunications facilities to support the disadvantaged, 
sick, or undereducated populations and the basic "communi­
cations package' 1 fundamental to any u~~han area. 

The need for inc.i::-eased effort· by industry and government 
~gencies at all levels for the application of civilian 
technology has long been recognized by the Department of 
Commerce. Among the most crit:i_cal national problems today 
are .inflation, energy supply, government costs, and trade 
losses. Therefore, the major efforts of this program are 
focused on identified needs for applying teleco~nunications 
technology for: reducing the costs of doing business in 
terms of energy, time, dollars, spectrum and productivity 
through the use of communication systems; reducing the 
alienation between the citizen an.cl his government through 
the improved use of information systems and conununication 
technologies; increasing business opportunity by demonstra­
ting utility of innovative communication and information 
systems; improving the interoperability, usefulness and 
flexibility of communication systems through interchange·· 
ability, standardization and modular approaches; providing 
associated technical. programs in cooneration with other 
disciplim~s in providing .. hurn,?..n rescu1-ce services, irnp:::-oving 
cormnunity environments and providing governmentsservices: 
assisting the transfer of decision making from Federal to 
state and local governments by providing information 
exchange services and coordinated technical services; and 
assisting other agencies by providj_ng central facilities 
for optimizing services and costs of communication systems.r 
Prior year efforts were concentrated on analyiis, in coop­
eration with the Federal Energy Administration, ·to deter­
mine opportunities and to develop recommendations arid 
experiments for using communications to conserve energy 
and, in cooperation with the Department of Housing and 
Urban Development, to determine opportunities for use of 
corrnnunications and information technologies to improve 
community services. 

Successes have been achieved in past and ongoing efforts 
to: 
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develop the use of information system and communica­
tion technologies to improve community communication; 
perform experiments and demonstrations to show how 
comrnunicntions crrn substitute for transportation; 
dcve lop community conu'11t.micc'.l tion facilities for pro-
vis ion of emergency services; develop techniques and 
systems for more efficient delivery of Federal services; 
develop programs for improving international communica­
tion trade~ increasing the rate of doing business, and 
to enable business to continue in the face of shortage; 
development of standards for Federal systems and 
broadband communications; and consolj_dc1te and improve 
technologies for reducing the costs of time-bandwidth 
products> networking, and terminals. 

Considerable progress is being made by using the results 
of this work in assisting

~-~ 
other ag·cncies

J 
in contracting to 

~ 

private industry. As the program is directed toward reduc-
tion to practice by experiment, demonstration and applica­
tion of potentially useful communications technology, a 
major output is showing by example hcJW to use new technol­
ogies in co111rnon working situations, particularly govern­
ment operations, so that the applications can be repeated 
·with minimum reclundant effort. A second output is inno­
vations and inventions required to fill in missing pieces 
of the technology which are preventing application of 
existing devic2s. A chird output is inform~1tion, reports, 
papers, etc., describing the program findings. 

The overall output is to be operating systems which will 
better provide to the citizens in a community access to 
information available to him in his government, thus 
reducing his sense of alienation. The long range output 
is to be recormnendations to the Secretary concerning 
actions required by the U.S. to participate in potential 
markets for comrnunications end information systems experi­
ments in the 1980's. These are to be based upon practical 
findings of the program designed to pioneer the field. 

Timely and adequate support to selected technological 
development that are key to future markets will serve to 
improve the, competitive position of U.S. exporters. U.S. 
technological advancement in this field has been signifi­
cantly stimulated by military telecommunications procure­
ments and R&D investments -- both of which appear to be on 
a downward trend. The net impact of OT's efforts will be 
to contribute to the channeling of available resources 
into the selected, promising areas of high market potential. 
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. .,_, 1 ~ r:-. • C . l d d ·OT 1-s LDC on y ot..i.::J.ce :cu omme~~ce. °\,.rit.1 a '- eep an ext<~ns1.ve 
enough expertise for a. focused analysis on the telc~communi­
cations field. 

The Federal Government is obliged by law to provide U.S. 
Representatives to the GATT Negotiations, with support from 
Departments such as Commerce. Similarly, trade policy 
formulation is an explicit function of fcdc~ral departments, 
including Commerce. U.S. negbtiators report past disadvan­
tages in GATT negotiations concc~rning telr:.'corrJTiunications 
due to a lack of specific case examples of foreign barriers 
to U.S. exporters. 

In the next year the National Research Council's contract 
will be monitored. Available resources will be used for 
developing experimental models of systems identified with 
FEA and mm for implementation on a laho:catory scale. 

The following year the NRC study is to be completed, the 
technology assessment portion of a two year trade analysis 
is to be completed and the community plan will be started. 

At a minim1m, the OT effort is expected to act as a cata­
lyst in stimulating the provision of meaningful, currently 
unavailable, factual data and, guidance to the U.S. GATT 
negotiators. 

2. lr:1.Plementation Research. Teleco'mmunications can assist 
mater:Lally in the Admiri:Istration I s program to conserve 
energy. A significant degree of energy conservation can 
be realized by increased and better use of telecommunica­
tions in lieu of transportation. Research indicates that 
based on the August, 1974 production demand rate, as much 
as 1,250,000 barrels of petroleum per day can be saved 
through the substitution of telecommunications for travel. 
This can be compared with the total demand rate at t.hat 
time which was 16,600,000 barrels per day. 

The functions of this research are to (1) demonstrate 
applications of the technology in operational situations 
(but on a laboratory scale); and (2) resolve the technical, 
standards, und measurement problems required for full scale 
application. The objectives for the budget year are 
(l) to develop laboratory versions of the communication 
systems required to link together the community centers, 
dispersed work facilities, community and government infor-
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mation systems and other facilities developed in this and 
other Federal programs; and (2) assure that missing tech­
nology is developed either by encouragement of others or 
by performing the required research. 

Many types of information handling equipment are available 
and useful to information and service facilities such as 
microform~ facsimile, video, data terminals, telephones, 
optical systems, magnetic rec6rders, etc. Lackin~ are 

,..,... • • 1 • • 1·. 1.n1<: h toge.thererr:Lcient econorrn.ca.1- co1n,r;-11.u1:i.cations to t em 
into an integrated system, as well as the devices and 
standards to promote orderly development and interconnect­
ability of the system. 

The Federal Telecon1TI1unicc1tion Standards Committee of the 
National Cormnunication System hru; dc,termined requirements 
for standardization of data. 1·ates J rr.essagc for;nats, link 
control procedures, synchronization methods, electrical 
interfaces, network p~rformance, and other parameters. 
The Cable Technical Advisory Committee for the FCC has 
detennined requirements for standardized cross modulation, 
intermodulation noise, discrete frequency interference, 
terminology video beat interference, cross-picture inter­
ference, signal leakage, and other factors. 

This a~tivity is to develop and ciemcnstrate techniques for 
using telecommunication.s to make better use of the nation's 
energy and to promote the use of these techniques i.n govern­
ment and industry and the nation's cornmunities by the 
following subobjectives. 

1. Serve as a catalyst for government and industry on 
telecommunications and energy matters. 

a. Periodic production and dissemination of films, 
brochures, and documents to keep industry and the 
public aware of the need for energy conservation and 
to describe ways to save energy by use of available 
communication services. 

b. Participate in conferences, panels, meetings, and 
discustions to provide technical assistance and tele­
communications know-how in th~ solution of complex 
energy conservation problems. 
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2. Effect a more extensive and effective use of telecom­
munications on a nationwide basis for the transfer of infor­
mation in lieu of such transfer by vehicular transport. 

a. ConG.uc t a baseline study, inc 1.uding survey of 
activity in Australia, Canada, England, and other 
countries, as well as a survey of the state of the 
telecorrm1unications technology to meet the objective. 

b. Test the feasibility of the 'remote work center' 
concept, using available video and audio conferencing 
techniques and fa.cs imile and data terminals. 

c. Design an experiment for work decentralization to 
prove that substitution is feasible and develop a pro­
gram for the conduct of the experiment. 

d. Conduct the .-c:xpcriment. 

e. Evaluate the experimental findings; 

f. Develop and conduct actions to transfer the lessons 
learned and to realize the conservation possible. 

3. Bring about a more effective and more extensive use of 
telecommunications during the en~rgy processes. 

a. Conduct a baseline study of applications such as 
• • ' • 1 • d I •to nav1.gatJ_on, oetection, anct automa.t1.on to e,termine 

the extent to which telecommunications is and might 
be used during the energy processes: i.e., explora­
tion, location, extraction, conversion, and delivery 
to consumers. 

! 

b. Develop and make reconn.nendat ions t"o e f feet a better 
and more extensive use of telecommunications technology 
during the energy processes. 

4. Bring about .reduced energy requirements by telecommuni­
cations devices. We know now that about 1% of the total 
electrical energy generati.ng capacity of the U.S. could be 
saved by redesign of television receivers and if TV broad­
casting hours were reduced, the total receiver and station 
savings would be greater than 1%. Additional evaluations 
are needed: for example, bow can we sp,~ed conversion from 
vacuum tubes to integrated circuitry and to what degree will 
earlier than projected fiber optics transmission conserve 
energy. 
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a. Conducts an evaluation of t2lc-cornrnunications 
devices in order to determine th<?ir energy consuming 
requirements in the context of the total energy con­
sumption of the nation, to identify potential reduc­
tions that might be effected and to determine critical 
energy requirements which should be given priority. 

b. Develop and take such actions as are pertinent 
to bringin~ about the identified reductio~s of energy 
con ~;urn.pt ion. 

Executive Order 11748, December 4, 1973 established the 
Federal Energy Office and charged all Departments and 
Agencies to cooperate with that office. 

1l1e Presi~ent I s S~atemen~ ~-nd H~morandum to all Del?art~1ents 
and Agencies, April 14, 19!4, directed them to assist in 
the m~eting of the Administration 1 s energy conservation 
goals. 

The Office of Telecomrnunications is directed to assure 
effective use and growth of scientific and technological 
resources. 

A central governmental catalyst is needed. The catalytic 
force does not exist elsewhere in the government. The 
Office c.,f Telecommunic;;t:i.ons has th.e required compcrence 
that the Federal Energy Administration lacks. 

It is expected that the results of this work will b~: 
. (a) a public education program achieved through the\showing 
of films to the public over broadcast television th~ dis­
tribution of brochures to other goverrunent agencies iand 
the industry, and by State and local -- as well as industry 
-- elements at fairs, conventions, etc.; (b) up to 16% 
reduction of total vehicle ~iJ.es traveled over the next 
few years -- primarily in commuting and secondarily in 
long distance (intercity) travel; (c) increased use of 
telecommunications in support: of energy functions and 
processes; and (d) an effort on the part of industry to 
reduce even further the power consumption of consumer 
items (television receivers, radios, etc.). 

The analysis of communications for energy conservation, 
prepared in cooperation with the Federal Energy Adminis­
tration, recommended demonstration of nev;r corr.rnunication 
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systems which could reduce long distance travel, allow 
decentralization of ~-m:r.k forces, rccii..:cc. daily commuting 
and more efficient use of vehicles. Cost reductions up to 
26 to 1 and energy reductions up to 500 to 1 could be 
realized by using these communication systems in lieu of 
travel and 40 percent reduction of vehicle use could be 
obtained by mobile communications. 

The analysis of corrnnunity communications, prepared in coop­
eration with the Department of Housing tind Urban Develop­
ment, showed t:ha.t community corn:rnunic21-tion systems could be 
modernized. Interconnecting communit)'~ state, and Federal 
systems with comrnunity centers can be a key to encouraging 
new systems that private enterprise could operate. 

In the next few years Lc1boratory mcde1.s for cornmunity 
information and service centers and remote work facilities 
,\1ill be developed) systems for making Fed2ral infor-nation 
available to these conmmnity centers will be implern2ntcd, 
and recommended systems and techniques for linking tbese 
conmmnity centers will be developed. 

3. J'echnology Appl i<:.__~1.:.J..:9~. Federal a gene ies and State and 
local governments do not now have adequate technical cri­
teria, requirements, and guidelines to assist them in 
applying new and existing telecommunications technology to 
1-f7p-:,~ nrnblPmC 'Tl-.-:c- """''- 1-" ·ic, t·--- ·idc""'.+•.;.f.'., .....h.::, ,-~ct--~-:,-;- 1 

..- .. ,,__ j... - •. --·-·-··""• _..._,,_._.. .,..,J._..,, _._i..J ·'--' ••• 1,\,....1. .J.J 1-lLC \-C .. 1.f__ ..1_., ... :.:t.!.. 

reasons telecommunications technology is not being applied 
to meet potential applications and to see that the ~issing 

1techniques and systems are made available. 

Problems identified by the Mayor's Committee on Cab1e 
Communications for the City of Baltimore for instanbe show 
that more information is needed ori: technical and o~her 
requirements to protect privacy, the extent to which inter­
connected city and reauired systems must carry signals of 
other systems, minimum technical standa.rds for signal trans­
mission, needed and desirable one-way and two-way services 
for incorporation into the system, the extent and distri­
bution of facilities throughout the city, the communica­
tion capacity and system design required, clarification of 
city, State, and Federal regulatory roles, financial 6wner­
ship and control plans. These and other unknowns are 
common to communities throughout the country. 
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- -The Congress in passing the Housing and Community Develop-
ment Act of 1974 (Congressional Record, August 12, 1974), 
finds that the nation's cities, tmffts, and smaller urban 
communities face cr:i.tical social, economic, and environ­
mental problems and that the future welfare of the nation 
and the well being of its citizens depend on the establish­
ment and maintenance of viable urbc=m communities as social, 
economic, and political entiti0s Y1hich 1;.,ill require effort 
at all levels of government to st:ce~unline programs and 
improve the func t:ioning of agt:~ncies responsible for planning, 
imp lernent ing, and evaluat i..ng community development efforts. 

The Housing and Conmmnity Development Act provides for 
assistance to community development programs for neighbor­
hood facilities and centers, for provision of public services 
not otherwise available and for activities necessary to 
develop comprehensive community development plans. 

The function of this effort is to promote and facilitate 
the development and application of nel,7 telec:om..rnunications 
technology. The objectives for the budget year are to 
encourage and assist government agencies to provide infor­
mation and services in electronically locatable and deliv­
erable form. 

Major efforts are underway by the National Science Founda­
tion for delivery of information and servicPs by j_n.ti:ffnc­
ti.ve cable television, by the Depa.rtrnent cf Health,, Ed1.,ca­
tion, and Welfare for delivery to regions of the cobntry 
by domestic satellite, and by others. The Technology 
Application program provides technical inputs that contri­
bute toward the success of these efforts. Further,\ it 
provides a source of Federal information which can be 
queried by federal and community facilities through; new· 
communication networks to improve access by· the people to 
Federal Government information. 

Many requirements for information from the Federal Govern­
ment and community facilities could be handled automatically, 
particularly for repetitive requests and where referral to 
other sources of information is required. Often the infor­
mation is not available through the Federal Government but 
can be obtained from other cormnunitie.s. Effort is needed 
to promote the use of many systems which already exist by 
supplying com..·1mnications technology to make this informa­
tion available. 
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The Housing and Community Development Act of 197/-f recog­
nizes the increased need by comnunities for Federal Govern­
ment assistance in providing information needed to identify 
problems and opportunities. The Freedom of Information Act 
and Intergoverr~ental Exchange Act further provide for 
better access and interchange of information in the Federal 
Government. These ne.w sys terns ,-Ji.11 contribute to the imple­
mentation of the2e 1\c ts. An e:d_s ting Memorandum of Under­
standing b~tween HUD and DOC agrees th<lt DOC will provide 
technical assistance to HUD ih meeting their responsibili­
ties. 

The objectives of this element are to demonstrate the 
application of information systems and communication tech­
nologies for delivery of services and for improving business 
and goverru.t1ent operati,v1s in U.S. communities, and to assist 
state and local governments in the application of these 
technologies by the following four suhobjectives: 

1. Working in cooperation with other Federal agencies such 
as HUD and HEW and ·with local governments, have in opera­
tion in a U.S. neighborhood an automated "Community Infor-~ 
mation and Service Center" to improve coupling between the 
people and thE.1.r locaf"government and better provide public 
services. 

a. Perform a bA.seline st1.1rl? 01-1tlining hm•.7 coITT.1unities 
now offer various kinds of municipal services '\vhich 
may be provided by telecommunications; prepare a list 
of existing services which might be incorporated into 
the CISC program. 

b. Identify important factors to be addressed rela­
tive to services to be offered and the mechanisms by 
which they will be offered, and develop criteria by 
which these factors may be evaluated. These factors 
will include but are not limited to: expected public 
demand for candidate services, effectiveness of pre­
sent service delivery methods, and thw illingness of 
public and private institutions to support and parti­
cipate in the CISC program. 

c. Develop guidelines for the design of information 
handling and delivery systems to be used in the CISC 
program. Design considerations to be addressed 
include but are not limited to: 
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-o the balance between manual and automatic infor-
mation handling procedures, 

o the degree to which members of the public will 
be encouraged to personally operate terminal 
equipment at the CISC, 

o procedures for accepting inquiries, and 

o training requirements for stc:iff at the CISC. 
itself and at information sources throughout 
the municipal government. 

d. Identify, to the extent possible, institutional 
factors which may affect initia.tionj continued opera­
tion, and phase-out of the CISC progr&n. Particular 
attention will be paid to the means for phasing out 
direct Federal piTticipation in the control of the 
CISC program. 

e. Develop criteria for comparing 111unitiescom.. in 
which the CISC program may be carried out. Factors 
for which criteria will be develoned include but are 
not limited to: d~mographic conslderations, city size, 
and receptiveness of the administration and the com­
mun:i.ty. 

f. Develop guidelines for the location of the Center 
or Centers within the community. Considerations wi.11 
include but are not limited to: the expected number 
of people to be served by each Center, convenience 
of access to the Centers, and the relation to existing 
neighborhoods. 

g. Develop guidelines for assessing the mechanisms 
for transferring findings of the program to other 
communities. 

h. Collect techniques for quantification and measure­
ment of human satisfaction, consensus, judgment, esti­
mation, and preferences relative to existing condi­
tions. Assemble these techniques and findings into 
system'atic methods for evaluation social impact and 
effects such as have been hypothesized to be benefits 
of improved community conmn.inication and information 
services. 
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i. Identify procedures for data gathering and cri­
teria for evaluation of the effectiveness of CISC 
service delivery. Both objectj~e and subjective 
factors will be considered. Objective factors include 
but arc not limited to: amount of use, characteristics 
of users, and costs of installation and operation. 
Subjective factors include but are not limited to: 
public acceptance, perceived effectiveness of service 
delivery, changes in citizens' attitudes toward their 
local government, and benefits ,,1hich may accrue to 
tbe Feder.::1.l and State governments as ·well as to the 
local governments. ' 

j. Assemble equipment such as recommended by the 
National Academy of Engineering for community infor­
mation centers into an operational system for testing 
propo~ed information and personal. service ~1elivery 
tecnniques :;ucl, a.s wculd be used :1_n com.rnunity Cf'nters, 
business es tc:1blishments, homes~ and government agen­
cies. Investigate information substance and struc­
ture and develop procedures £or reducing cost of ser­
vice provision. Utilize system in normal government 
operations to gain practical experience. Provide 
recoIT!Qendations for evaluating and modifying contracts 
and plans to take advantage of advance and practical 
techniques. 

k. Select a S'.tce or multiple sites for implementing 
community information and service centers in one or 
more U.S. communities and arrange for community, 
govermnent, and institutional participation. 

1. Provide technical assistance in the install.ation 
and implementation of the system in parallel with 
assistance of other Federal agencies in their areas 
of responsibility. 

m. Provide technical assistance during the operation 
of the system making modification and improvements as 
required. 

n. Evaluate the system, service, operation a~d effec­
tiveness of the cormnunity information and service 
center. 
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o. Prepare specifications, data, findings, etc. for 
dissemination to be used in transferring the tech­
nology to other communities. 

2. Have in operation ·within the Office of Telecommunica•­
~ions a Communication Tech1'.9l~gy_J.1;_formation System to . 
unprove response to s tau~ and locc:u governments, tfie public, 
industry, and other Federal agencies and therefore demon­
strate the usE.' of electronic comrrniniu:ition technology to 
improve a.vailability of LnforrnatJon for the Federal gover 
me.nt. 

a. Determine information requirements of potential 
users in Federal, State 5 and local government agencies 
c:1nd for the public through the Community Information 
and Services Center. 

b. Develop plan .f::Jr creation of compuf::.er file .so 
that system can be utilized as additional information 
is added including file size, security classifications, 
frequency and speed of file reference, rate of file 
additions and deletions, and ways and means of 
obtaining various levels of cornputer privacy in a 
time and resource shared mode. 

c. Determine access techniques and interface require­
w.ents to ,illow cffici2Et simultaneous utilization. 

i 
I 

d. Determine information sys tern requirements,; data 
base design and retrieval system to be used. 

I 
e. Determine report creation methods to be used. 

I 
! 

f. Detennine cornputa tional, text edit.ing and bther 
programs that would be required. 

g. Determine existing information systems which are 
accessible and can augment the CTIS. 

h. Determine costs indluding operation and mainte­
nance and arrange for cost sharing system. 

1. Arrange for and obtain software and hardware 
which will be required for CTIS, switching, and 
access to other systems. 
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J. Prime and test system. 

k. Develop data Lase and load i.nitial information. 

1. Make system available to CISC and to State and 
loeal govr.::1::-nments to the exte.nt feasible using 
existing conventional communication facilities. 

3. Working with locol governments and other Federal agen­
cies, have in operation P C01nrnun-Ltv-,G0veJ~n;-r;ent Information 
s::zstern to couple Federal gov0.r'I1m011'F-Iiiformau.on systems . 
with community information and service centers and remote 
work centers to provide to the public and local governments 
efficient access to Federal services. 

a. Investigate technologies which may be used in the 
future, if corr.munity co1mmmication systems resulting 
f:i.~om demons tra.t.L)ns and expe:i_:-j;nents implemented or 
planned become operational. These technologies include 
glass f:Lber transmission paths, multimode waveguide, 
active coaxial cables, integrated communication cir­
cuits, and multifunction termi.nals. Estimate possible 
relative costs and possible effects on current systems. 
Determin~ possible effects on direction, conclusions 
or results of contracts and community communication 
policy. 

b. Assemble equipment to pl:"ovide corrm.mnication cir­
cuits between offi<.::es of DOC and other Federal: agen­
cies. Utilize this link in normal government business 
operations associated with the co111.1mmity commuhica~ 
tions program and other programs, to test effe6tive­
ness in reducing travel betw~en agencies, incr~asing 
interaction, expedi.tir1g com.Tiunications_, promoting 
efficiency, and other hypothesized improvements. 
This will serve to put into actual practice some of 
the recorr,rnendations resulting from the New Rural 
Society project and the National Academy of Engineering. 
It will provide operating systems for observation. 

c. Determine techniques •:o be used and routing to 
the test Community Informcition and Services Center, 
the Remote Work Centers and the various Federal agen­
cies. 
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d. Arrange thr~ugh. ca.rr~J:>r:3, contractors or install 
directly cc:._~~~l:'.:E~l.J.~ion links. 

e. Test communication circuits to determine reli­
ability and ide11tify requirements for further research. 

I+. Develop ;-1 model pla·,1 for an inte_gr.ated community commu­
nications sys ten~ in cooperation \v-ith the Nationa 1 Academy 
oI7~ngJ.neer-11~irfa_"nd othci::- Fe:dcra:L agencies. This plan is 
required to opt:i.mize installation, operation, mair.tenance, 
regulation and policy and to be used in assisting Federal 
agencies, industry; 2nd communities in implementing new 
systems for rlelivering h1mran services, for work dispersal 
to conserve energy, for installation of guided systems to 
conserve spectrum and for other purposes. 

a. Obtain. ~rom. t]12 National .~cad~rny ?f Engine:ring. ~ 
study to: :LC.ent1.fy t:::clecnmrnun:icau_cm isst11,~s which vnll 
be faced by Federal agencies during the next ten to 
fifteen years; identify opportunities for the integra­
tion of existing metropolitan communications services; 
describe metropolitan cormnunication technology develop­
ments \,rhich may be implemented within the next fifteen 
years; describe ways in ·which possible new systems and 
technologies could be integrated into or replace 
existing er new systems; identify social and economic 
costs involveJ as w~ll as bcnefics; identify indica­
tors rl1ich show growth of applications with avail­
ability of resources; and describe potential changes 
in present Federal regulations, public, and private 
institutions, and mechanisms available to Federal 
agencies which may be required. 

b. Provide technical assistance to the National 
Science Fow1dation and other federal agencies on their 
contracts relating to corrummity communications incled­
ing cable television experiments, energy substitution 
experiments, and urban cormnunity studies. 

c. Work with community communication officials 
through the intergover~mental personnel act and as 
feasibie to obtain direct input on telecommunication 
requirements and problems delaying implementation of 
required systems and the application of useful com­
munication technology. 
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' Investigate c.xi.sting urban co;.nrnunic::1ti! system, 
which have evolved by a series cf suboptimurn decisions 
over a long ti:rn.:- (mobile communications, cable tele­
vision, over-the-air broadcasting, telephone, facsim­
ile, mail, etc.). Identify current and imrninent 
government procedures and policies. Determine how 
changes in urban communication systems and practices 
could affect the functions of cornr:1unities and their 
govc:'rnments. Provide suggestions for approaches, 
policy, and reson.rch required to improve urban commu­
nic2tions. 

e. Integrate the findings of the NAE, NSF, other 
Federal agencies> the ·work \.•.Tith communities, with 
other reports, and the direct investigation into a 
composite pl;1n identifying gaps in tbe technology, 
equipment ~,ich may be required, specifications and 
standards and areas 'where re.search is needed. 

f. Develop measurement techniques and proposed stan~ 
<lards for urban communications facilities of interest 
to government agencies. These include but are not 
limited to: cable television systems, for which the 
Federal Communications Commission is now formulating 
technical standards; mobile radio systems, of interest 
to public safety agencies as well as to other govern­
ment users; systems which may be included in home 
construction. of interest to the DeDartment of Housing 
and Urban De·~elopment; and systc'.ms {-vhich may provide 
communications for public services of interest to the 
Department of Health, Education, and Welfare. 

g. Develop an integrated plan with details required 
for community officials to identify and implement 
systems as required as guidance for Federal policy, 
operation, and research agencies to use for planning 
and applications of corr.munication technology. 

h. Develop technology to fill identified gaps with 
industry as appropriate to assure that plan can be 
carried out. 

The hypothc\sis of this program is that if useful informa­
tion is provided at a. point in a community in electroni­
cally deliverable form, private -entrepreneurs will provide 
distribution ~ia cable or similar systems. 
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- -The four major objectives of this program will (1) provide 
for access to information bv officials and citizens in a 
community, (2) provide info~mati.on in a form accC?.ssible by 
electronic means, (3) provide te].eco~nunications systems 
to link comnnmiti.e:-:; ·with Fi.::cleral information sources, and 
(4) to provide conununit:f.es 2nd Federal agencies with· guide­
lines for implementation of the rPquired systems. 

The impacts will be: 

L Reduced costs of community infor.mati.on and 
services, 

2. Improved co::nmunication between the citizen and 
his government, 

3. Provision of more services directly to and at the 
choice of thf: CJ t:1-zcn, 

4. Reduced alienation between the citizen and his 
comrnuni ~-.:y, 

5. Provision of better information to the government 
on coa~unity problems and needs, 

6. Provision of opportunities for_a broa~ range of 
11eTJJ a11cl i::~xpar1c~ing ir1for:r:~1tian incl1.::.~.;t1~ic~s~ 

7. Improve the U.S. position for export of comm•Jnity 
and home information products, 

8. Increased U.S. productivity, 

9. Provision of the nation with a valuable new 
resource, 

10. Improve t:he management capacity of State and locill 
governments, 

11. Conserve spectrum space by promotion of nonspec­
trum using techniques, and 

12. Re'cluce the technical uncertainties which hinder 
applicatj_on of telecom.11unications to vital com-
munity processes. · 
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The Office of Telecorrmmnications is directed to assist 
other Federal agencies, states. and corr~unities in the use 
of telecommunications and providing advisory services in 
telecormm.micati.ons to agencies of Federal, State, and 
local governments in support of the Department of Commerce 
charge to assist States, cornmunit:Les~ and individuals 
toward economic progress directly and by assisting other 
Federal agenc:i.e::; in tbe: application of telecommunications 
technology to national needs. 

By Memorandum of Understanding executed July 23, 1970, the 
Secretary of Coamerce and the Secretary of Housing and 
Urban Development agreed to a coordinated npproach for 
performing the flmc tions of the Secretary of HUD through 
the utilization by HUD of the analytical, research, test, 
and development capability of the D2partment of Commerce. 
By subsequent agreements, because this work furthered the 
missions of both Dep2rti:.1cnts ~ joint funding arr;:ingements 
were ma(1e. The f-loush:i.r and Community Develonment Act pro·~ 
vides for Federal Gove~nment assistance for ~uch things as 
developing and analyzing information needed to identify 
problems and opportun:Lti_E:s. The Department of Housing and 
Urban Development is responsible for this assistance. 

Community distribution systems would provide a major market 
American industry is waiting to supply. Government offices 
at all levels nee~ to detP~mine citizen needs and supply 
hi..rn ·with services. OT is working 'ivith the Federal Energy 
Administration on means and requirements for using telecom­
munications to enable dispersal of working facilities as 
will be required to keep the U.S. energy dependency from 
increasing. OT is working with the Department of Housing 
and Urban Development on needs and means to provide infor­
mation to communities and the commtmications systems 
required as a result of comt1mnities polarizing into neigh­
borhood structure. OT is working with the other Federal 
agencies to dcLermine standards mic..1 m2asurement techniques 
for communication systems to be used by the Federal Govern­
ment. These specifications to a great extent will deter­
mine those used by communities. 

It is appropriate that OT, in carrying out its charge to 
provide infbrmation and alternatives for the resolution of 
commercial policy questions and for more efficient alloca­
tion and utilization of telecomrnunication resource, con­
solidate this· information into a form which can be used by 
all communities in the country and the related industries 
as well as Federal agenci0s. 
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The systems required to accomplish these objectives are not 
the products of a single industry and the responsibilities 
for operation not that of a single level of government. 
Therefore, it £<'..ills to the Federal Government to provide 
the central effort to which industry and other government 
agencies can provide assistance. 

To initiate and implement all of these activities, including 
their combined oojectivcs, the Division has a very modest 
staff of only about ten employees most. of whom are highly 
trained and experienced professionals. 

All of the official documentation of the Division is main­
tairted in files located in the Division and arranged 
according to a coordinate indexing system developed by the 
Department of the Air Force. 

Current manual document retrieval schemes dre based on 
coordinate indexing, which is the use of selected words 
that collectively describe each document. These words are 
variously called uniterms, descriptors, or keywords, and 
an average of perhaps 6 to 10 are assigned to each docu­
ment. 

Briefly, the system works as follows: each incoming docu­
ment is assign~d ~ uniq~~ scrial,i~enti~yin& a~cessi?n 
n,~wb2·i: &nd ~~ t-ib l 1..0g1_ a. pH.!..:..: re cc re is rna oc c, f tt1e al.1 tii.OY, 

title, source, and other useful information. This record 
and the document ore then used by the indexer to identify 
a suitable number of keywords for each document. Ten­
column keyword or uniterm cards--are typed with the key­
word in capital letters in the upper left corner of the 
card, and the document nwnber is entered in the appropriate 
column of each card; the column used is that of the units 
digit in tbe accession number. Retrieval is carried out 
by first scanning the BROv/SE list of keywords to select 
several that collectively describe the idea or subject on 
which information is needed. The corresponding keyword 
cards are then taken from the alphabetical card file and 
the document ntmibers on each card compared. Those occurring 
on all cards are selected and can be pulled for examination 
from the document file where they are located by the serial 
accession number. A signed document-out card is placed in 
the document file as each document is removed. Retrieval 
efficiency is about 90% since the words used by the indexer 
and the retriever are not always the same. 
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Information which is not in a form that can be readily 
accessed remotely is often a. primary barrier to effective 
com.'1lunication and delivery of services. Remote access to 
information ca.n lead to recluction of energy use through 
reduced commuting and travel. Full utilization of comrnu­
nicating typei·ffiters and other communication terminals can­
not be realized until intcrconnectable information systems 
become mutually usable. 

In the next few yea.rs ef:♦-orts will be a:i.med at prornrJting 
general business m·.?an)ncss in the use of telecommunications 
for corn;;c~rvat:I.cm of energy. This ,,.1as done by films -,..;hich 
were shown nationwide to millions of viewers and by bro­
chures which were reproduced and distributed by industry 
by hundreds of thousands. 

Efforts include: putting community .lnformat:ion facilities 
into operation; encouraging Federal organLo::ations to use 
decentralized work facilities as an example for the busi­
ness community for purposes of improving operations, 
improving public service delivery, and conserving energy; 
and providing automated information services in a form 
that is compatible with the equipment used in these new 
facilities. 

Office of the Chief 

i 
102. Telecommunications Analysis Subject File - Asi 
explained above this file serv(~S all staff members 9f the 
Division and with one or two exceptions contains official 
record copies of all documentation generated by the\Divi­
sion. 

Within the file the papers are arranged :::mrnerically 
according to keyword and document numbers in consecutive 
order. At present the hard copies in this file are used 
to retrieve data from incoming items to be used with data 
read out by the computer from relevant outgoing material 
which is computerized :i.n its entirety. This arrangement 
looks toward completion of a system wherein the whole con­

.. tent of the file will be completely computerized and sub­
ject to automatic retrieval through computer terminals. 

,, Retire to SHA in 5 years consignments, transfer to 
WNRC 1 year later. Dispose when 15 years old. 
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- -103. Pro}ect A1~l:Lcation Fi.J.es - Thes~ a.re c:1se files 
which contain cop1.e::, 01-doc1.1rnentat~ion concerning the :i.ni­
tiation and conduct of each project undertaken. Papers 
found in each case usually include: (l) memorandum or 
letter project request~ (2) project proposal 1 (3) ·h1orkplan, 
(4) cost estimates, (5) milestone plan, (6) project cost 
report, (7) supporting paper directly related to the pro­
ject, and (8) copy of final report. 

Once the case has been closed these papers appear to have 
a relatively short term value for financial and other 
management purposes. 

File closed case separately ancl retire to SHA in 
mutually agrced upon consignments., Transfer to WNRC 
and dispose when 10 years old. 

104. Administrative Subicct Files - These contain oriice 
copies c,f tl1e··1.1suaT....fi:0·t:iseke0.ping r>apcrs on such matters as 
accounting, budget, conference and meeting arrangements, 
personnel, requisitions for S(~rvices and things, spc1.ce, 
travel~ ~ork copies of Departmental orders and other 
agencies directives, and the like. 

Although these papers are sepa1·atc~ly described as a sEipa­
rate file, ma.nv of them are incorporated in the Telecommu­
nications Anal;sis Subiect File: ind i.t is inter~d t)~t­

0·t-::r-o··--;;··(·_-;· ~c• '•7(: 11 l ]c• ::iny 0 1-]·1,,r· T)a"e:;.,,,.c:, F-.-..,,11C·l l ~l tl~a 0-/:f.; r'C··~fj ,-, . c..1,., \it•. . • (. ~ C.... ~ ._ ._ t !"' "'-- .._,, .,_\..Jli..4 .&. .!. -L!.C .1.. .-l.'-' 

answering the description in this item shall be treated in 
accordance with it. 

a. Personnel Name Case Files - Dispose 1 year after 
separation of the subject employee. 

b. All Other Papers - Move active papers fol.\vard 
and dispose of all others when 2 years old. 

105. Telecommunications Technical Data Files - These con­
tain the papers generated or collected by each professional 
during the conduct of an assignment and kept by him until 
his investigation and findings are completed. 

The materia•l includes ·workpapers, drafts, preliminary 
analyses, spreadsheets, printed secondary source material 
and similar papers of direct or ·tangential interest to the 
professional .in the course of producing a final report. 
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At the appropriate time many of these papers a.re selected 
and filed :i.n th'-'.: J'e):gcornmunidi.t_iohs Analysis_Sublect F:L3=_~. 
The remainder of the papers appear to have no va1ue after 
the need of the professional concerned has been served. 

Dispose o.f individual documents or the contents of 
file folders when they have served their purpose. 

The Telecommunications Analysis Di.vision, OT, i.s provided 
computer services by the National Bureau of Standards, 
Office of the Secretary, and General Services Administra­
tion. _Each of the~~i~~c~e~ :Ls :sesponsi~le. for apprd_opri­
ate maintenance anc1" o1.spos 1.t J.on or rnilgnet 1c capes an 
othe,:· materials gcnei~a.tE.'.d L1 their respective shop in con·· 
nection with TAD cornnute:r operations.6vr-,vurlo,:. /1:ie.J>1sp 0 ,m.. ,.l ,!!--~me­
o.r. 1/.l~~P,-TIO~ ~-O'-°"-Oe:£> ~.,\, 

106. Audio Tapes - The Telecommunications Analysis Divi­
sion, OT, also has records of conferences, briefings, work­
shops, and similar oral discussions on audio magnetic 
tapes. 

a. If Material Has Permanent Value - Transcribe and 
file in :;ubject or project f::LJ.es. 

b. All Other Material~ Erase so media may be reused. 

(Printoutsi) 

107. Pror-ram Printouts - These are printouts of commandsto the-~puter to automatically process specified data in 
a specified manner. 

Dispose when superseded. 

108. Historv Maintenance Files - These are printouts of 
all of the ~ata in the memory bank of the computer. 

a. If Filed Separately - Dispose when 15 years old. 

b. If t"iled in Teleconmmnications Applications Sub­
ject File - Dispose along with i.t. 
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109. Preliminarv Printouts - These are produced to serve 
a purpose for o:1c. works i:ep or process. After the workstep 
or process involved i.s completed, these printouts appear 
to have no further value. 

Dispose when they have served their purpose. 
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roLICY SUPPORT DIVIS ION 

The Policy Support Division, OT, was established August 25, 
1971 pursuant to the provisions of Section 13, Executive 
Order 11556, signed September tf, 1970. Under the general 
direction of and with the approval of the Director, OT, 
the Division is responsible for providing research and 
analytical support to the Secretary of Commerce in national, 
international and FecJer2~? Government telecommunications 
areas. The Division also has a special mandate to provide 
the same kind of policy research and analysis support to 
the Director, Office of Telecomnunications Policy (OTP), 
Executive Office of the President. To facilitate the 
implementation of the program to the greatest benefit of 
the Director, OTP, it was provided that the lines1 of com­
munication between the staffs of OTP and the Division for 
the exchange of nro2:rammatic infcnTi1at:i..on \·rnu1d be direct. 
It was also provide~ that the Director, OTP, would evalu­
ate the program performance executed by the Chief, Policy 
Support Division, OT. 

In performing these functions, the Divi~ion does not resolve 
policy issues, nor does it formulate proposed policies. 
These are the responsibilities of the Director, OTP and of 
the Secretary of Commerce within their respective juridic­
tions. The Division does provide underlying research and 
analysis, which ultimately contribute to policy resplution 
and decision. · 

Although the Division's research mission is one of ~athering 
information and statistics, as well as noting trend$ and 
performing analyses, effective research affecting so vital 
an industry as telecommunications cc.mnot be. done without a 
con~lementary understanding of social and economic realities. 
The staff of the Division fills the needs with an informed 
multidisciplinary tedm of highly qualified professionals 
in such relate.d fields as economics, engineering, comrmmi­
cations, and government. 

Examples of recent policy research and analysis efforts 
include the following subject areas: 

o Structure of teleconnnunications industry, 

o Mobile communications, 
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o Broadband cable systems, 

o Computer cornrnunicc.:tions, 

o Effi.cJ.ent government telecommunications, and 

o International telecommunications. 

As r:io~e~ ahsve al]; o~ these policy research and analysis 
activities Lal] w1thin one or more of three basic areas, 
,~1ich are defined as follows: 

o National (Domestic) - includes regulatory and entry 
issuei; involving common carriers, la::id mobile, cable 
television and do.ta communications and other areas 
related to domestic, non-Federal telE:conununications. 

o Federal Government. - includes the f!ovcrn.ment 1 s our-
4 • .. - '-.J • ,., • 

chas1.ng pol1.cy i 2dequacy of government con-G1llmicat1.ons 
systems, application of new technology, emergency 
communication sysi.~ems, and government data systems, 

o Int~rnational - includes market tariff rates, com­
petition and technology related to international 
telecoIT1mmications, particularly in the area of 
satellite telecon~unications. 

, In l."ecent years ln the National area, telecommunications 
has emerged as an area where policy formulation plays an 
increasingly important role. The problem of regulating the 
common carrier in becoming more complex and demanding as 
applicants for entry into this market bring pressure for 
reexamination of common carrier regulatory policy and Execu­
tive Branch study is essential. Cable TV and computer com­
munications a.re among the growing fields where policy 
issues are numerous. In the light of this expanding market 
and the acceleration of our tec11nological development, the 
need for continuous and informed analysis by the highest­
level decision makers for development of controlling 
policies, can be understood. 

In its area~ the Federal Government, as one of the largest 
users of co~munications systems, must continually assess 
the effectiveness, cost, and suitability of its owned and 
leased communications equipment." The soundness of the 
research and ·analysis efforts of the Division is a large 
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- -part of the insurance held by the private sector that it 
will receive a conmcnsurate share of the industry's 
attention and products. 

With respect to the International area research and analy­
sis efforts have been recently focused on development of 
information abo1.1t international te::lecornmurd..cations systems, 

• l t , ...l r• • 1economics, traoe, tec~noLogy nnu iinancia. matters. 

For instance, a computerized forecast model to measure the 
U.S. internc1 tional tc:lcphorw, telegraph, and telex traffic 
has been designed and developed. This model will help to 

.cf· . . ..l . . ' ana J.yze tra 1.c, to e.s tirrv:i.te: intci:nat 1.cna. c 1rcuit require-1_· 

ments, and to evaluate carrier proposals for the allocation 
of new facilities. 

;he Policy_Support Divisi?n is widely separated geogrnph­
ically having a part of the staff located in Washington, 
D.C. anJ a part in Boulddr, Colorado. 

A part of the Division's headquarters staff was located in 
Boulder in August, 1971 which is dc:.:signate<l herein the 
Policy Support Division Detachmt2nt-Boulcler. It r,-;ras decided 
that substantial benefits would be realized by locating a 
contingent of the Division's staff away from the pressures 
and other distractions of Washington, D.C. and near the 
Bol1lder la])o1:--a.tories. 'fl1e. T)et;:1.ct1n1er~.t And :Lts reco1.--ds are 
described more fully 2lsci·,7 herc in this Schedule. 

Office of tho Chief 

In Washington, a files station is maintained in the outer 
office of the Division, which st2rves all members of the 
local staff. Most of the correspondence handled is initi­
ated within the Division, and it usually deals with actions 
and technicalities r(~CJuired in the conduct of the proiect 
involved. Accordingli, the incoming and outgoing ite~s of 
this correspondence find their way to the professional con­
cerned and he places them in his Policy_{rna~>::sts Technical, 
FilE:_. All papers of any importance in thTs tile are ulti­
mately selected and included in the General CoJ:"respondence 
File which •is kept long enough to meet all needs. 

110. Administrative Subject File - These contain office 
copies of the- usual tlous~~keepingpapers on such matters as 
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accrl1ting, budget, per::,onne:L actions (includ:i_' personnel 
case files, biographical sketches), reports, contractors 
(potential), brochures and relcasc8, l~tters of apprecia­
tion, publications, requisitions for services and things, 
training, travel, work assignments, copies of directives, 
regulations and other authoritative material, technical 
information collected on special tasks or projects and the 
like. 

a. Personnel Case Files_ - Dispose 6 months after 
separation of the subject employee. 

b. All Other Papers - Move active files forward dis­
pose of individual docuE1cnts or contents of file 
fo lclers \·Jhen 2 years old. 

111. General Correseondence (Chrono File) - This contains 
Co r11·ec:- ,--.:r .?,1cr•rr•J·J-1'--Y- ''O"··r::. 0 c·:~;::;-;:Ae·1c'C' -,,;:r~;::-'-·r.:-1-::.,-c--op··,· oF tt..<:>t· ,.:>....,,,.L...1..L ..,1 •. , •. ,::>'-'-c ...,t..,,..,l.!~.11 .... , __ 1 ct _} J._ J.11-:. 

response and any related m2terial that may have been gen­
erated by the Chief of the Division. 

The papers are arranged chronologically and they appear to 
have no further value after the operating and managerial 
needs for them have been served. 

Retire to SHA when 5 years old in annual consignments. 
Transfer to WNRC and dispose when 15 years old. 

112. ~~rc~1latin$ Rcac~~EEi File (So Ca11_cd i:_01 11 or ;1pinl~ 
~OJ~y_[1.l:e") - Tlus is cornprj_sedof a copy of each outgoing 
item generated by all members of the staff including those 
located in Boulder, Colorado. The purpose of this file is 
to keep all concerned currently informed of the most recent 
authoritative actions of the Division, and to establish a 
climate that is most conducive to the cross fertilization 
of ideas among staff members. Further, the file is spe­
cially constructed to respond to certain work habits pecu­
liar to the needs of a professional group engaged in this 
particular type of discipline. 

The unique uses made of the file more than justifies its 
retention for the specified period. 

' Dispose when 5 years old. 
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113. Pc~~-J:cy_Res earch Es timc:1t2 s__Ll">rml__0nd P0:J::£Y__Options 
Formulat:1.0ns CPO)~)_ - As noted above. the Division does not 
resol've policy issues no~:· does it fo:cmulate proposed 
policies. As a result of the requi.red resenrch and analy­
ses, the Division produces _Pol}:.~z._Rc_search Estimates ~n~ 
Policy O~tions ~~QEmulati9~~~ror th?. use ot: the Director> 
OTP and the Secretary of Commerce in selecting the appro­
priate option for resol.ution of the policy problem under 
consideration. 

The file contains one (1) copy of each of the PRE 1 s and 
POF's that are produced by the Division. TI1ese documents 
co;_1tain a summai·y a.nalysos of the resc>arch and data gener­
ated by the Division i.n the course of its investigation of 
the subject area involved. 

To some2 extent the content of these documents is reflected 
in authoritative policy and other stat0nents issued by the 
OTP or the Secretary of C:oinmerce. A selected fe,;-1 of the 
PRE's and POF 1 s are published by OT. However, these treat­
ments cover such a small percentage of the total data found 
in these documents that it is felt that this collected set 
contains a vast amount of information that has long term 
value for general research in the t.elecorrm1Unications field 
and for a continuous understanding of emerging developments 
in the complex field of telecommunictttions. 

~.RMANENT/2 c.~ .;·Rettt±n. Retire to SHA when- 5 years old, in annual 
consigninents and tranfr~r to W1'n<.C.o~-r6Q--tc,i\lp.e"> ~¼le~ ~ 0 1~ol.,i:>, 

114. Card Register of PRE~s and POF's - This is a (3X5) 
card index of each PRE or POF that is produced. It shows 
the number assigned to the report, its title, the name of 
the research leader, the date, and usually an abstract of 
the content of the report. 

These cards are used to produce a ~E:£.tlation of Policy 
Su:eport Divis_io12__ ~PSD) products whTcn--is a running list of 
all PRE 1 s and POF s produced. The cards also serve as a 
convenient source of reference in giving a quick response 
to telephone and personal inquiries concerning the report. 

Dispose of individual cards when they have served 
their purpose. 
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- -11.5. Compilation of Policy Sup.rort Divisi.on (PSD) Products -~r ,.This is a processed-Tist showing· tl1e number, tit .e, name OJ: 

research leader, and the precise description of each of the 
documents. 

P.ERMANENT. R . SHA f l . J .·~. . etJ_re to .. a copy o. t 1.e compi _at1.on 
covering the PRE 1 s and l~F 1 s that are being retired 
at the same time. Transfer to WNRC with the related 
material. offg,::Z.. -\o NA.a.s £i3\+-e~ '2.-o '(~Cf. t..~ , 

116. Policy Analyst I s Technica12~le - This contctins all 
of the papers concerning the admin1.stration of the project 
and all of t:h2 Telated technical m2terials generated or 
collected by the policy analysts in the course of producing 
a final report. Included in the file are such things as 
project proposals, letters of agreement, workplan, cost 
estimates, milestone plan, spreadsheets, drafts, prelimi­
nary analyses, secondary source printed materjaJ., and 
similar items that a professional engaged in original 
research and analyses usually generates. 

Most of this material has no value after completion of the 
subject project. However, some of the papers have a some­
what longer term value for legal and managerial purposes. 
These papers are segregated from the others of a shorter 
term value for inclusion in the General Corresuondence 
File which is kept long enough to 11\PPt at'J Pt?eds. 

a. Selected Documents - Move for,mrd and file in the 
G~:neral Correspondence File. 

b. All Other Papers - Dispose of individual documents 
or contents of file folders when they have served 
their purpose. 

Because of heavy work commitments and the limitations on 
resourees, the Division so far has made only very limited 
use of automatic data processing. To meet its need, it 
has procured computer time from National Service Bureau, 
National Bureau of Standards, and from the Institute of 
Telecommunications Sciences, Boulder, Colorado. To date, 
the policy analysts have managed to satisfactorily main-
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.e. e 
ta:u1 tnr:>. records produced under these arrangements without 
guidance. However, a plan is now underway for the Division 
to establish a broad based data bank under its control so 
as to increase the Division's research and analysis capa­
bility. 

The items be.low are intended to provide for appropriate 
dispos i.tion of tbc machine records no,;,;r on hand and to 
point the way for policy analysts to revise this schedule 
if the Division expa.nds its use of computers to include a 
large data bank. 

117. Program Tap2s for Models - These tapes contain com­
mands to Ll1e computer to automatically process specified 
data to produce a mathematical model. These models are 
used to project cosi. /4 ~ ~ 

~:;;;7i7_ 1Vi:~i~:~{o ~:. ~:;'~o 1:::c:~r.::•foE, 
cn-·-·?'-1·· bn;;·i·ww1· ·'nd 1::~11n@fin· ts H~frlG. g:(ii'p'iJ• ►'••1'•0z &aM,-,t !Np:·· 21~ 

118. Histor.2_Maintcn2nce File - These tapes contain all 
of the c:I'ata storecti:'rl"Ehe computer memory for use through 
an on-line system. The data system is updated periodi­
cally, usually on an annual or biennial basis. 

Ret.::i.in. Retire either the master opera.ting tape or 
a duplicate to SHA when no longer neede<l for cl1:rrent DISPOSAL NOT 
bufj :i.nr>s s and trans fer to WNRC. APPROVED 

119. S~1bs_2t TaP.£~ ~ These are tapes written to automati~ 
cally produce g~ven calculations or to serve a purpose for 
one workstep or process. 

Scratch when they have served their purpose. 

(Printouts) 

120. Source Data Svstem Printouts - These are printouts 
from an on--Iir.ic system containing OTP library material and 
abstracts of the PRE' s and POF 1 s retrisvable by keyn:-mrd 
commands. •These printouts are used by the policy analysts 
to retrieve source data needed for his current assignment. 

Dispose .when they have served their purpose. 
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. 121. Preliminary Printouts - Ther,e contain data that are 
analyzed for inclusion in a PRE or POF. In other cases, 
the printouts are produced to substantiate or verify given 
findings or conclusions. 

Dispose \-.?hen the related PRE or POF is completed 
a.nd accepted. 

(Punchca.rds) 

122. Punchcan1s > Pa.1:2.9r ~~apes )~nd _Jther Innut M2dia -
These are produced to trai~te data into machine language 
for automatic data processing. · 

Dispose or scratch, as appropriate, when the data is 
transferred to a ~agnetic tape, disc, or some other 
computer media;olt. N\¼Er.\ ,, ~N> !'e-u@ .~ f\)e.r»~· 
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Detachment •· Boylder 

A unit of the Washington-based Policy Support Division, 
the first non-ITS element of OT in B~ulder, was formed in 
August 1971, And assigned quarters in the Radio Building, 
Boulder, Colorado. 

Under a working agreement signed by Assistant Secretary for 
Science and Technology: Department of Comm(~r.ce and the· 
Director, Office of Te1.ccornmunic£ttions Pol:Lcy, Executive 
Office of the President it was agreed that the professional 
personnel of tho Policy Support Division would be selected 
with the concurrence of OTP. It was also agreed that the 
line of co~nunications between OTP and the Policy Support 
Division would be direct. 

• . ' . 1 . 1 ·EarJ.y 1.n 1":i,7 1 1r1 " cons :;_oe::r 1ng t ,e . e::·3 t2t). J..1~;i1ment o f· a Po icy 
,-, ,.. ,_ iu- • ~ . ., • - t . .,, 1 ' . 0 1 d :, . C: i . .. . 1 , .. ·r . :, • ,. ,·, .." ,=, • - T ct".::,uppo" L . l\il.Slull, Ot,- Cc.Vt. t.CJ.,~~(Jll lllcJ.Kc .. S eAd1ll11.:.CI. a.1 
mulled on the proposition th3t there would be advantages 
in locating a contingent of the highly trained specialized 
staff of Telecommunications Policy Analysts at some place 
away from the distractions and pressures of Washington. 
The potential of the idea was so appealing that it was 
decided to adopt it on a trial basis. 

In An~w=:t l.97J_ the PoliC)7 Support Divisi8n Detacl:..:11cr.t ~1.:1s 

lccc1ted in I:;oulcler, Colora.do where d considerable number 
of telecommunication scientists &nd other professionals 
specializing in the field were employed by the ITS and 
other elements of the Department. Although it is geo­
graphically separated from the rest oft.he Washingtcn­
based Division, the new Detachment is still organization­
ally a part of it. 

The objectives, and functions of the Detachment are the 
same as those of the Divis ion. For purposes of managemc~nt 
and leadership the Detachment is headed by a chief and be­
low this level there is no organizational subdivision 
within the Detachment. The individual professionals on 
the staff work interchangeably on one or more projects. 

An official' filing station to serve the whole Detachment 
is maintairn'~d by the Chief's secretary with the assistance 
of such recordskcepers as may b~ necessary. Record copies 
of papers documenting the substantive transactions of the 
staff are placed in a single subject file with a few 
exceptions. 
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Each of the program as~d.gnments given the: Detachment is 
assigned a distinctive title and a case file is maintained 
for it in the subject file along with the supporting docu­
mentation generated in the conduct of the project. The 
staff is now in the process of reviewing the papers that 
have ac:cumula ted in the~ file for the purro se of redefining 
the group, program area, subject headings, etc. for the 
purpose; of improving the filing scheme so as to make the 
file more responsive to demands. 

Office of the Chief 
• 

123. _Policy Sup12or~_Sub·iect File - With the exceptions 
described be.ow,1 this file contains record copies of all 
papers generated by the Detachment. 

The file is arranged first by fiscal year and thereunder 
in two subgroups (1) Administration, and (2) Baseline Pro­
grams. Under this prim&ry group heading the papers are 
furthef arranged under three secondary program areas as 
follows: (1) Internat:i..on.:::i1, (2) Federal Government, and 
(3) Non~Gove.rnment. Within each of these secondary areas 
the documentation is subdivided by tertiary guides.bearing 
the titl2s of subprogram cate8ories and behind these the 
proj8ct case files arc filed alph~bcti.c0lly by title. 

Each case file contains basic documents including (1) Task 
Statement (work plan)~ (2) Memorandum of meetings and 
telepho~e conversations, (3) Prqgress Reports, (4) Abstract 
of Policy Research Est:iJnate, (5) Contract or Project Agree~ 
ment, and (6) All Correspondence related to the origin and 
conduct of the project. Behind each project case file the 
technical supporting data related to the project are filed 
in separate file folders. In many cases, these folders 
are quite voluminous. 

The Administration Group of papers found in this file con­
tainsottice copies c,f the usual housekeeping papers on 
such matters as accounting, budget, committees and confer­
ences, fiscal control, delegations, directives (copies), 
laws and re'gulations (copies), purchase orders) requisi­
tions, space>., training, travel, work assignments and pro­
duction reports, and the like. ·These papers are duplicated 
for record purposes in the appropriate units of NBS and 
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NOAA. However, these papers should be reviewed at 1east 
annually and any found that arc needed for a period of 
time beyond the prescribed retention period below should 
be moved forward and kepc as long as necessary, 

SpecialJ.y noted in the Group is a small quantity of copies 
of outgoing items generated by staffers arranged under 
their names. These serve the same purpose of chronological 
files usually serve anci are called "Staff Correspondence''. 

The papers found in the Baseline Program Groun in the file--· ....,..___~.,...,r-~
contain all of the information in the tie tnat has any 
long term significance. The Prcject Case Files include 
the proponderance of this information. 

a. AJministration Group Papers: 

, 1 ) :.:; t - t: r: C,._ · ~ ~ -- - , ' ··, -·, ,.., =>, . ", , f . ] " ,- ,_ 1 ·, · tl_ __ ·- cl.J,l .__,r l. ,_~;:, pCDLLI1C-c. - f\l, /1.C.v . J __ \::. dt. __ t-aS 

annually, mr)vc a(:tTvc::- tiles forward and dispose 
of all others when 3 years old. 

(2) All Other Papers - Review at least annually 
ancl rnove active documents or files forward, all 
others dispose when 2 years old, 

b. Baseline Program Group Papers: 

(1) Project Case files - Transfer to FRC 2 years 
afterclosure of the l)roj ec t and dispose 10 years 
later. 

(2) Pr1ject Supporting _Papers: Review the papers 
and se ect documents of exceptional value for 
inclusion in the Project Case File. Dispose of 
all others 2 years after the project is closed. 

124. Final Reports - At this writing it has not been the 
practice to put a copy of the project final report in the 
Project Case File. Instead, two copies of the final 
reports are kept in a separate file kept in the Library to 
make optimum utili?:ation of space. Th.ese include type­
script and ~rinted Policy Research Estimates and any other 
final reports produced by the Detac~nent. 

Although, it has been decided t6 keep a record set of all 
OT final repcirts in Washington, it is considered necessary 
to maintain a record set here as well as the one in 
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Washington to meet the need of the Detachment and for 
future research purposes. 

PERMANENJ. .-~s.A.,,. -1-o Fe-G 
_Record set (l copy each) ·· not..1 7 i-:i.. 'Ji: : S Q=- r=r: 
When no lorn:).er needed for current business offer 
to the Nnti~nal Archives /0 7~v-5 ~~.,..~c./fVt,,, 

125. Analyst 1 s Technical Paper~; - These are the usual 
kinds of n--: 1nP1"s r1r•cF-r\"1~ 1-prJ by ··n °r 1 c1lyst in the course of 
1..1.,"'' • "-,oc•~~<l:·:~~=•~ c_~· ~;lH~.L ~:~·--- 1,·,.,,<~·./ ..... '"':~c: ··"·---r~ ·•__ .. . ... 1-. ,·-•
J' __ ,-, J.l1\,_ ..,,c ... 1:.;,:cL2.0f1 01. cl -~',1.ven ,, ... (1_1t;C,_ nl/.u t.he p:r:OCUCLlOn of 

a final report. These include white tissue copies of corre­
spondence, clippings, drafts, selected secondary source 
papers and the 1 ike which he ustw 1 ly kt?eps in his bottom 
desk dra,;,,pr or clo_c;c at hand in work space. 

Dispose when they have served thei.r purpose. 

126. Per~,OT?TlC'.} ]\fan!C C:c1se Files - ':1:hi.:-; consi3i.::s cif a folder 
for ea.ch err,p:Loycc.~ conta.:Lning otf ice copies of personnel 
actions and related papers concerning the subject employee's 
empJ.o~nent. These papers arc duplicated in the Official 
Pe1·sonnE:]- FoJ.dt_?_E for record purposes. 

Dispose 1 year after separation of the subject 
employee. 

12 7 ~ C~J t'() n_o 1..c, F :l C Ct J.. i~'i 1.~~; s ... 'fi-1 E~ s c~ C 011 s 1.8 r Or· l)!}_(; C ') p:..r O .f 
each o",_.:i'fr;ofi-,ri<tc0~11···produ.cc':!d that are kept in addition to 
those maintained in the PoUc_y_S·Ltppor t _Sub.l 2c t: File,. 

Dispose when 3 yea.rs old. 

(~uter Service~_) 

The Policy Support Di.vision Detc,chmcnt is providecJ computer 
services by NOAA Computer Services Center wh:Lch includes 
production of their source data and prc-grar:t magnetic tapes. 
This includes 1:1a~ntena1:ce and~~'s"'pos~_tion of these_ tapes 
under the prov1.s:cons ot a cross serv1.ce agreemen.t 611r ;Jo,-

F"rrt.- f1}6 j)I~!°>' +-, e,S O ~ f"A-E°"" O,T: I IU n;,f~-'1,1\l~Tl o~ ""e"~ a,_ c,ep 

tk~eoJ , 
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(Printouts)·--------

128. .!.'}aster _P_ro,rT,rarn ] ...is ting - 'lr.esc are printot7ts of pro~· 
grams deve1ope.d to comma.nd tbe computer to select and 
automatically process source data needed in the analysis 
of one policy step in connection with providing higher 
authority policy support . 

• 
These printcnits have va.lue for 

' 

varied. periods of time after 
the te.rrnin';t:f.on of the. pro~ ccts whi<;h p3:oduc? the program. 
However, a~ter the expiration of th1.s time tney are of no 
value to the Government or the public. 

Dispose when superseded or l year after termination 
of the subject project. 

129. Inten1H,,cU.dt:e Prh'!.touts ·- Tbe~s an~ printouts of source 
data automatie:allyprocessed and put in a prescribed array 
so as to accomplish one analytical or workstep in the course 
of producing a final project report. 

Di.spose upon compilation of the an.alytical or work­
stcp, or l year after termination of the project, 
whicheve.i.· is sooner. 

'"f')(\ "l-!.!-l~Jp,::..1·1\;· ~.-;::.:- .-· .. ·,-,·L',:..·i· nr··~••f•(L .. - ~-1-~'-' ;'-" ·'-' 11r·!~L•,?-cut-J_ ...,,... , • J.JJ_ . -,--~-•- J -.._; •.) • ., .._ ...... r_.,L.,. - . :'\.-t-''- L •J ..._1, .J.-,J ...L-o.J '-'- £:' -- - -

of therecej~)1:~~obTigat:i.ons·, ex]:-;0nditurcs, and balance of 
funds for the Division and project levels by cost centers. 

a. Bi-Weekly Issues 
retain the June 

- Dispose when 2 years 
30th summary issues. 

old and 

b. June 
old. 

30th Summary I.ssue - Dispose when 10 yea.rs 

( Punch Card~) 

131. · Program Punch Cards - These are punch cards on which 
commands to the computer7.1av'3 been transcribed in machine 
readable language. They are maintained as an essential 
worktool for revising existing programs and for preparing 
new more advanced computer programs to provide automatic 
processing of source data with similar or subject analyti­
cal characteristics. 
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Dispose when the c~rds have served their purpose as a 
work.tool a.nd the cL?..ta which they contain have boc,n 
transcribed or approved on an accepted tape or equiv­
alent. 

1.32. Source Dat.a Decks - These are carcL:_; on which source 
data have been transcribed in machine readable language. 

;1.., ~, ~ t· h . ~ . 1 C, '· .,. . C, C' _, .. - d t-1-, a .• - . , • , ..., "'r1) . C, '\'-il,t.. 1, 1:.E' ccl_(J,, tlc.tV,,. ,:iCrVE' _.,e.J.I purpose o.S ,~1-opose 
worktoo l and the <.:L, ta which they contain hci.ve been 
transcrj_bcd or approved on an ac:ceptcd tape or equiv­
alent, 

~ ., . 1·- ~, , 1 ·133 • t..oclJ.. ng :01_·,ns -· J.'i~e~;e are stc-'reotypeo co.1.umnar -v;,orli: 
sheets wi1idi1J.1e profer,sional ancJ his associ.D.tes hand post 
data for keypunch operators transcriptions. 

Dispose upon termination of the subject project, or 
when the. dc:.ta bas been transcribed and verified on 
some other approved medium, whichever is appropriate . 

., .. ,.. ., ,- . ~ ' 
\1:'.Ll.C.~O_J~ .LliliS) 

134. Microfilm Striyy __and Reels ., These are microfilm 
images produced simultaneously with a cathode ray tube dis­
play primarily for purposes of reproducing inexpensive hard 
copies. Hard copies of the images on the film are main­
tained in the ~roject Case File. 

Dispose when they have served their purpose. 

135. :t1A.C Cards - These are magnetic cards produced as a 
medium for autrim.s.tic p}.:-oduction cf editorial and final 
copies of reports, correspondence and much of the paper 
copies generated by the Office. 

Erase and reuse when they have served their purpose. 
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INSTITUTE FOR TELECOMMUNICATIONS SCIENCES (ITS) 

The Institute for Teleco~rnunications Sciences and Aeronomy 
was one of the Institutes for Environmental Research that 
was established in the Environmental Science Services 
Administration (ESSA) on October 1, 1965 by Department 
Order 2-B. The Central Radio Propagation Laboratory (CRPL) 
of NBS was transferred to ESSA on July 13, 1965. In 1967 
the Institute for Telecommunications Sciences was separated 
from tl1e Aeronomy progr;_:im becau~.;e of major attention being 
given to the org.:1nization of t:elecom,.1mnic-:ltions interests 
in the F~deral government establishment. 

ITS began with the Radio Section of the National Bureau of 
Standards, founded prior to World War I, ,~1ich played a 
major role in tlw evolution of O'.lr und9rstanding of radio 
propagation. 

The military significance or radio propagation was not at 
first appreciated by the U.S. Armed Forces. Following a 
mission to this country from the U.K., however, in the 
spring of 1942, the Washington Comnunications Board of the 
Combined Chiefs of Staff took steps to organize. a radio 
propagation laboratory in order to (a) obtain, centralize, 
and disseminate all ionospheric and radio propagation 
~~-F~•-~"''~-·•ot-
-•-11.J.\.,,J.llt•·~'-.J.. l. 

.(~~~·'-'J.•. .._, __ ~ 
,.,it\..·_-. 

1 1 ---: '-~A 
U!.lJ.•.-1...:,'..l 

C'-1-~,-r.~
\J'-<~t... ,_:.,:__") 

/1_\\_!-') --p--•-•-'•r•
t..1 _.CJ..Cll_\:;:) 

,.._~-'~r•-
.:-,l:JC.._f!..l.,'°:)1_),!_) 

or contract for the~ operation of sucb ionosphere stat ions 
as were necessary to obtain sufficient ionospheric data, 
(c) cooperate and collaborate with propagation organiza­
tions of the U.K., Canada, and Australia, (d) issue radio 
propagation information and predictions f0r the use of the 
armed forces of the United Nations, (e) train, as necessary, 
personnel of the armed forces in the use and application 
of ionosphere and radio p"J'.'opagation data, and (f) make 
special propagation studi.es and solve specific radio pro­
pagation and communication problems. 

Inasmuch as the National Bureau of Standards was the leader 
in radio propagation work in the United States, the Board 
decided to set up the new laboratory, to be called the 
' 

1 Interservice Radio Propagation Laboratory (IEPL) at the 
Bureau, to b2 financed by transferred funds from the Army 
and Navy. The Army funds were to come equally from the 
Signal Corps and the Army Air Forces, the Navy funds from 
the Bureau of Ships and the Bureau of AeronaHtics. 
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In the summer of 1942, the \·Jashin,iit~on Communications Board 
been.me. the Combined Commurd.ca tio;_1s Board of the Combined 
Chiefs of Staff, aIJd the U.S. Joint Ccrnrnunii;ations Hoard 
was formed 1.mc.l(~:r.- the U.S. Joint Chiefs of Staff. Each 
Board had a Wave PropagDtion Committee, and the IRPL was 
established formally under the U.S. Joint Wave Propagation 
Committee. 

During the war, the IRPL rendered continuous service to the 
~ilitary services along the lines indicated above. The 
direction finder s tt!dy, begun under the National Defense 
Re "e·1rcl1 ,..,,.....r:-rn11· t'-nc-. T->"c; j-,,1.(·'l"' ()'••r:-·,• 1)'' <-h· ,, -rnn--r I.,-,-i•_cbJC>- 21 r __ .,1,.. '-...n.J,.._..i.. L-....1.,... '.l \•, U.... 1..:_.~Y'- -· .i. V •.-•.l l _)' Ir... ~C .LJ'-...... L,., _,;,t '-

files of ionospheric and other radio propagation data were 
accumuJ_,-lted from all over the world) training programs were 
ran for large g1~0,.2.ps .from the Signal Corps and the Army 
Air Force, and n1~erous individuals from both Army and 
Navy 111rere ti.'."aincc1 .::-1ncJ :Lnc.loctrin,1t1:'d in the use of r.s.clio 
p:r.opagc:.tion information nnd t,:-:chniques. Continuous liaison 
·was had with the Signal Corps~ the Air Force, and Naval 
Qperations. Staff members from the British Navy and 
R.A.F. were assigned to the Laboratory, and liaison 
officers were named for Australia:- New Zealand, an.cl Canada. 
Regular ionos~1eric pr0dictions were issued in a form which 
later became: the regula:c publication "Basic Radio Propaga­
tion Predictions" CRPL Series D. Also a disturbance 
warn·ing se:c,rice ~,r.:=:is set 1_1p, tc- forcc2.st ionospher:L::: ~tol'."1"!",8 

\·;•h:Lch \voi.1ld :i_nterrur,t radio cornrnunications, lhrndreds of 
special propagation problems were solved 5 of both techni­
cal and strategic value in c01ruu1.m5_cations, intercept work, 
etc., including the determination of best frequencies to 
use, for many c1iffere;.1t types of communication in all 
parts of the world, antenna design, power and receiver 
requirements, and frequency allocati?n- Durins one year 
alone, for example, over 100,000 copies of various IEPL 
reports and charts, tabl.es, etc., were distributed to the 
Army and Navy, not including an operational handbook that 
served as standard for all the allied forces. In that 
same year, about 120 special problems \vere undertaken. 

With the development of radar during the war, there came 
about a need for propag2.tion information of the UHF and 
microwave frequencies need therefor. Most of this work, 
along ,,.rith thc. radar development, was done under 1"'DFC, 
primarily at tbe Radiation Laboratory at MIT. 
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The lrv:Lce perform~~d duri.ng the war not only ,literal 
life saver, through increasing the dependability of radio, 
but it opened the eyes of the military services to still 
greater improvements in all their radio equipment that 
could be attained through research in this field. Expc~r·~ 
ience had left no doubt in the minds of persons dealing 
w~th_any of the i:ISJ:(:cts o~ rac!io communication, <}ire~t5-on 
finding, ra<lar, raaJo navigation - that prop~gotion infor-

- rnation and research \\7 aS vit2l to the use of radio and of 
any devices employing radio waves. 

Accordingly, in Nove~ber 1945, meetings were called by the 
Signal Corps to discuss the post-war situation regarding 
rad~o propagation work. The discontinuance of the National 
Defense Research Committee 2.nd a survey of the future was 
needed by the Army, Navy: Coast Guarcl, FCC, and non-govern­
ment interests, led to the conclusion that the whole field 
of basic propagation research should be centralized. In 
the first place, if the wartim2 ~c~vices and progress were 
not continued, it was apparent that the U.S. would lose 
much of the benefit of the effort expanded during the war, 
and would be at a disadvantage in comparison with other 
countries, ·while at the same time our military and civilian 
radio acti.vities ',:1oul;1 r:e greatly hamp-:-red .. Ir:. the se~ond 
place, many agencies naa, under the exigencies of wartime, 
developed organizations working not only on applications 
of propagation to their problems, but also on fundamental 
research aloDg parallel line3. 

Centralization of basic research in propagation common to 
all the user agencies named therefore the best way to meet 
the needs of the country in this field, since in this 
manner needless duplication of work would be avoided. 

The various agencies participating in the Signal Corps 
meetings at first considered recommending that a separate 
Bureau be establisl1ed under the Department of Commerce to 
serve as the central laboratory. Further study, however, 
led to the conclusion that efficiency would be promoted by 
establishing the Laboratory instead in the National Bureau 
of Standards, inasmuch as the IRPL of the Bureau was c:. 
going concern in the radio propagation field. 

Accordingly, a strong recommendation was made, especially 
by the military memb2rs, that the Secretary of Commerce be 
asked to establish a central laboratory for radio propaga-
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tion research in the Nd.tional Burea..1 0£ Standards. The 
SJ·gn'•tl 1'01·ns 01-="r:-1••:,rl tc·; ·1 1··a' l:i,-er ,-~-·1c1 t·rr:,n•··-<-c-- ··--o t··1·1p• -~ ,.< - \.• . 1', . J_ ... l_. -• , c. L <-- <... • -..<. . . , - c.i . ,") .• ·• j_ L _ 

Bureau a number of persons U,at had been working for them 
in propagation. In this connection, it was pointed out 
that, since the work w2~" :LmportG.nt to all the military 
sei:-vices, as well as in civilian activities such as govern~ 
ment commlmicat:i.ons, civil aviation, cornn1ercial communica­
tions, broadcasting, industrial applications, industrial 
development, etc. , j t 1•Jas desirable thn t the laboratory 
should be supported by direct Congressional appropriation, 
rather than by transfers of funds. 

Appropriate .:ictiou was then taken by tl.,e U.S. Joint Wave 
Propagation Committee, and, on its recommendation, the U.S. 
Joint Cormnunication.s Board of the U, S. Joint Chief of Sta.ff 
wrote to the Secretary of Cormnerce on December 26, 1945, 
recommending th.st sw:h a central l2bc>rGL:ory be set up in 
the :r:BS, and that 1,y :J1i.s means i::]1c needs of the Army and 
Navy would be met as regards basic p1.·opagation work conmion 
to the various services. · 

In order to insure coordination of the work of the labora­
tory with the needs of ~he various users and with propaga­
ti.on work elsewhere, and in accordance with the suggestion 
of the USJCB, the Secretary of Commerce invited various 
agencies to design::1te representatives (•n a.n advisory 11Radio 
P1""("\T';:.lCr0t~c ...... :~ .._.. ,....,-...,.,4-.;_ ..... .-.. r .. ~.•-,;-...... ~ 1." t,rh·i,---'.- -.-,,-,,-"'!; c·ri,-:,..~,.:'I ,;-~"'".'). ___ 1..,_...._ ..._ ..... 1.,.. ~J'"'-'---'-'"-·--v,. '-->--t. ..... _ ... _. ____ , \\_.,. __ ..... 1 \ . ......,u~.u ....~~, .... '-- L.L .. '--6 

activities of the laboracory 1 including the ~reparation of 
the general prograin of wor)z, es t:ablishn:cnt of the u'riority 

. '· I

of tasks, preparation and :review of the annual budget prior 
to presentation of it to the Budget Bureau, and review of 
the program to insure the thorough coordination of ~he 
work mentioned above in order to avoid duplication.\ 

Accordingly, on May 1, 1946, the Central Radio Propagation 
Laboratorv was established in the National Bureau of Stan­
dards as one of the tect1n:i.cal divisions of th(~ Bureau. 
The Radio Propagation E;<ecutivc Council was formed, 
including representatives of the Army, the Navy, the Air 
Force, the FCC, the CAA, the Coast Guard, the State Depart­
ment, and the radio industry as represented by the then­
existent Rad:Lo Technical Planning Board. Included in th8 
CRPL, by agreement ,,,rith the agencies present at the Signal 
Corps meetings, were also activities of the old Radio Sec­
tion of the Bureau other than the IEPL, such as the stan­
dards work (including standard frequency broadcasts by 
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- -station WWV), the incipient standards work on ultra high 
frequencies, the radio countermeasures work, and the 
radiosonde work, all of which ar-2 related, directly or 
indirectly, to prop.:-1gation. The U.S. Joint Communications 
noar<l was particularly interested in promoting the develop­
ment of standards in the then-unexplored, hut rapidly being 
develcpe.d, ultra high frequencies. 

In 19ti.9, beca:use of Congressional concern for the vulner•­
ability of government laboratories located in Washington>
.) C ·i J ,. 1 . , . .,. c• \ l ' • .c: • 1 . . CT I•1 •• , anc, c:cowuing o:..: ::..1:.-, tJJ::,,; ,.asn1.ngton 1ac1 ities, _{p_, 

., t l f ] . . T. . • ro ~ ' f .was seLcc-eu · or re _ocacion. _nree sites, in ,,a11 ornia, 
Colorado, and Illinois were considered, and Boulder, Colo­
rado, was selected. The first group of CRPL staff, which 
then included radio standards workers, moved to Colorado 
in 1951, and the move \·.ras completed in 195!+, when President 
Eisenhower dedicated t:he NBS Ra.dio Building. 

Radio standards work \•JilS separated from propagation research 
at that time, and the latter program has evolved toward 
telecommunicat.:Lons research, engineering and systems appli­
cations. 

CRPL continued with a leading role during the International 
Geophysical year (l9j7-1959). Its Radio Systems Division 
was formed in 1959, and in 1960 the Upper Atmosphere and 
Space Physics Divisinn Anri the Ionosph~re Research ~Gd 
Propagat:Lor: Divis:Lons ,;,,·ere foru1e.d. In 1962, CRPL ,v:as 
reunified under the guidance of Dr. C. Gordon LittJk as 
Director. Shortly tEereafter, Dr. H. Herbert Hollo~an, 
the first Assistant Secretary of Corr.merce for Science and 
Technology, implemented his decision to unify geophysics 
in the Department by creating the Environmental Sci~nce 
Service Administration (ESSA) whid1 uas made up of the 
Weather Bureau, the Coast and Geodetic Survey, and the 
Central Radio Propagation Laboratory. This took place in 
1965. 

At that time, the name CRPL was changed to Institute for 
Teleconrrnunications Sciences and Aeronomy (ITSA) which more 
closely described the dual capabilities of the organiza­
tion. In 1967, the Institute for Telecommunications 
Sciences, was separated, as a consequence of major atten­
tion being given to the organization of telecommunications 
in the Federal gove:cnment establishment. Reorganization 
Plan No. 1 of 1970 and Executive Order No. 11556, estab-
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lished the Office of Telecor.:1municc:1lions Policy (OTP) in 
t 1 E • er.-· i·•. I:> ., d • •:ne ~xecutive l~~J.cc o · the .rcsiacnt, an assigned partic-
ular re2ponsibilities to the Sccr2tary of Commerce in its 
support. To meet these responsibilitles, the Office of 
Telecommt111ic~1t ions (OT) \las established on September 20, 
1970, and ITS, along with its programs, property, personnel 
and fiscal resources i:--1.:.1.s transferred to OT at that time. 

h11ile no major organizational changes have transpired 
s inc.e that t i.m2, rnaj or changes in program einphas is have 
taken place. The ITS serves as the central Federal agency 
for research on the transmission of radio waves, and is 
responsible for: 

o Acquiring> analyzing and disseminating data and per­
foDning research in general on the description,and 
prediction of electromagnet~c wa~e pro~a~ation, on 
the nature of electromagnetic noise and interference, 
and on methods for the more efficient use of the elec­
tromagnetic spectrum for telecommunication purposes; 

o Preparing and issuing predictions of electromagnetic 
wave propagation conditions and warnings of distur­
bances in those conditio:.is; 

o Conducting research and analyses on radio systems 
characteristics, ~nd operating techniques aff~cting 
the utilization of the radio spectrum in coordina­
tion with specialized, related research and ~naly­
sis per:-formed by other Federal agencies in their 
areas of responsibility; 

I 

o Conducting research and analysis in the gene~al 
field of telecom;nunication sciences _in support of 
other Government agencies as required; and 

o Developing methods of me.asurement of system per­
formance and standards of practice for telecommu­
nication-systems. 

ITS satisfies these responsibilities through implementation 
of three major programs covering: 

o Spectrum Utilization, 

o Electromagnetic Wave Transmission Research and 
Se1~vices, 

JUN 75 

103 

https://conditio:.is


o Systems Engineering, Test aud Evaluation. 

-~ectrum Utili?.:ation, Much of the work in this program is 
~voteo to assisting other Federal agencies in the choice 
of proper operating frequencies, i□ the evaluation of 
various moduLs.t~ion techniques, in making analyses of elec­
tromagnetic compatibility problems, and in development of 
transportable facilities for measurement of spectrum util­
ization. A major p:n:t of the effort is in support of the 
OT Frequency Management Support Division and is ccncerned 
with EMC analysis and rneasur0ment of spectrum utilization. 

Another important part of i_::he program is conc.erned with 
efficient use of the spectrum. A major question which has 
received relatively little attention :i.n the past is -~ 11 ho~v 
can the number of simultaneous us2rs of a frequency band 
in a given geographic area be increased beyond current 
pn::.ctir.e without h:1nnfuJ. effects. :r Th2 current trend for 
many se.rvices is to reduce the bandwidth of each available 
channel, thus increasing the availability of channels. 
Unfortunately this is not as effective as might be 
expected, because to the extent that channel width reduces 
m'?cl.1:l~tion index.of FH s:Lgna1s, for +nsta.nce, the.su~cep­
t1b1l1ty of receivers to co-channel interference is in­
creased· and the separation of interfering ~ransajitters 
from receivers must be increased. Thus, in many instances, 
1:l1c. ,:, 1::i t iir1t.1Ifi 1-:, Cl(ic1;:v :L{1 t1~1 :Ls g, ·1. e.2 L:e 1." t.11aI1 the minirrn1m nee es s ary~ 
bandwidth, and the use of minimum band"i"''idths reduces the 
number of permissible users. Another factor which must be 
considered is the way the users are distributed in the 
area of concern and their Eumbers. ITS is embarking on a 
program which will investigate some of these factors and 
the benefits and costs of alternative ways cf increasing 
the number of users per unit of spectrum space. The basic 
probler:1 is. one. of. evaluating the opt~.m\11;1 conttLtions for 
cornmun:1.cat1on 1.n interference From srnnlar SJ.gnals, rathe:i::­
than noise. In general, interference from similar signals 
has different properties than those of noise. As a result, 
systems designed to combat noise effectively may not be 
effective in real world environment in which interference 
is more significant than natural or man-made noise. 

It is planded to investigate some of these concepts by 
evaluating theoretically and experimentally the optimum 
conditions for transmitting PSK and PASK signals in the 
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presence of interfercmce £:com similar dii2:ital signals, AM 
(DSB and SSB) and FM using various modul~tion indices, for 
similar interference. In addition'. a model for comparing 
the performance of various modulation methods and other 
system pc1rarn,2ters in areas c:onta1-n1.ng la.rge numbers of com­
peting users will be developed. 

Exceptions are that the output of these studies will be of 
• t ' ' f 1 

, f - limpor ance in in·Luencing :uture use ot t0e spectrum. The 
analyses should also be of use for frequency utilization 
problems of other Federal Agencies. 

Electromap;netic 1.-.Jave Tnnt5missiDn Re.search and Services. 
=r--,,---, " -,.---- h -F 1 • r ,-- c , · ,nis is u.n area or researc1. o,_ v,7,1Jcl11 Jo ano its prcae-
cessors have made major contributions over an extended 
period of time. As a result, high understanding of basic 
radio wave propag'ltion phenomena. ,'.lt frequencies from a few 
kHz to 15 GHz has bccn developed. This tremendous fre­
quency range encompasses all radio wave propagation modes -
sub-surface, ground wave, irregular terrain_, sky wave, 
scatter and line-of-sight. I~1ch emphasis has been placed 
on development of models for prediction of median signal 
strengths and ITS has made contributions with one widely 
used. Recently there have been deepening concerns about 
uncertainties in estimating the performance of large sys­
tems before they are built, and in devising better means 
fer usi.ng the sr)e:ctr:1;:-: cff:Lc.ic11.t1-J7. J?,c·,t1-i .-Jf the.se aJ:~a.s 
of concern have made us realize that median signal 
strengths are not good enough. 1'-fon_., i;-.,ork is needed in 
estimating the uncertainties in transmission loss and, 
·wI1en possible, reducing them. Simultaneously, because. of 
the development of hardware which permits operation of 
radio services at frequencies above 15 GHz, there is a 
need for adequate models for estimating transmission loss 
at frequencies from 15 GHz to 100 GHz and beyond. This 
need is amplified by the increased susceptibility of 
signals at these higher frequencies to large sporadic 
attenuation by meteorological effects, and be molecular 
absorption which make the optimization of link lengths for 
reliable operation. a risky business at the present time. 
This work is intended to produce engineering models for 
use by systems engineers and designers in the design of 
systems whi'ch are reliable and economic, both in terms of 
cost and their spectrum requirements. 
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- -. The other c1~erging problem associated with the growing use 
of frequenc H'S above about 10 ~· 15 GHz :i..s the expectation 
that they will provide much greater bandwidth and informa­
tion capacity. Na.tural meteorological phenomena causing 
multipath propagation limit the available bandwidths when 
data rates above about 5() MBits/sec are comtemplated. 

Thus there is a need for models \,Ji1.icr, will enable the 
available coherent bandwidths as a function of frequency, 
path length c1.nd climate to be ·estimated. This is of course 
. 'd . . , " .• 1 1 r . .T1.n aa · it ion to tnc ueve .Lopu:ient ot mocc s LO:t· pred1.c ting 
transmssion loss and its VRrinbility referred to above: 

Finally, the use of optical signals transmitted through the 
atmosphere is becbming accepted for short-haul transmis­
sions. Such applications are inhibi.tE~d by lack of knuwl­
edge as to maxLrr,um range which c.an be achieved reliably in 
various clim.::ites. Wo!:1-:: done elsc,:,;,here '..:uggest:--; that coher­
ent techniques may overcome many of the: prcblems of appai:­
ent absorption of infrared by signals, rain, fog, and snow. 
I£ this is truQ, coherent infrared sys te..rrs may offer a 
viable alternative to microwave J.ine-of-.. s:i.ght communica­
tions systems for many applications. 

Systems Engineering~ Tes~, and Evaluation. The work on 
systems engi.::.1cering, testing~ ano. 12w1).uation includes 
<les isrn ,CJnd ::ir1a 1y~ :Ls of c:~ '.·7 ice v2rictv of t9:!:TC 2 tria :!_ .'.:!r,d 
satcflite radio systems including point-to-point, broad­
cast, aeronautical, maritime, and land mobile applications, 
as well as radar, navigation and data transmission systems. 

It has also become evident that there is a need for 
improved engineer:-ing measurement te.c.hniqu~.s for determining 
the performance of communication. circuits. Thi.sis partic­
ularly true for digital systems which will operate satis­
factorily over a rnuch greater range of signal-to-noise 
ratio than with c1nalog transrnission. As a rc!sult they 
give relatively little indication of impending failure. 
Thus, as a circuit degrades it works well up to a critical 
point at which it fails without ·warning. Thus means of 
measuring performance, and for determining existing mar­
gins becomes in1portant. 

\ 

In addition to continuing work, as appropriate, in these 
areas, two new areas have been initiated, namely: (1) the 
use of optica-1 fibers for communications: and (2) develop-
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ment of criteria for prescribing and describing, evaluating 
and measuring tbe performance of communications both from 
an enginc;::ering and from the end user I s point of view. 
Such criteria are ~npartant for both analog and digital 
transmission of voice, video and data signals. 

Optical fiben; have potentially enormous band,,;idths and 
developments by industry have yielded fibers having low 
loss. As a result, one c~n visualize that fibers in the 
future will become very important in high-da.v1-rc1tE-~ c:Lr-

.i::or is lances . - an~-·, r sno:ct ' d. as in l ·1 1 • s h..1.pi:;, · cu.:t.c:s )Ul,_ainp.;s, 
craft ~ and CATV. In acklit:i_on) it is possible that they 
1nay ~e developed for long distance submarine cables, as 
well as long distance terrestrial co~nunication trunking, 
and ultimately may replace coaxial cable and waveguide 
techniques. 

In the area of. performance cr:Ltc::-ia :Lt ba.s becorne clear 
that there is a need for criteria which will be useful to 
those responsible for proctff('.ment and use of data communi­
cation circuits. Such criteria are referred to as user 
oriented 1 but while compatible with the. ,,1ide variety of 
engineering specifications, nrust go beyond these. They 
are intended to be. of vaJ.ue to users who are not communi­
cation experts, and thus have to be formed in user-ori-­
ented terms. 

Means for estirn.ating and measuring the performance of 
voice transmission circ1_dts are also important. In the 
past Articulation Index has been used for this purpose. 
Articulation Index is based on performance in noise. Its 
relevance under conditions of interference of various types 
or in the presence of distortion, echoes, or quantization 
noise, has not been properly evaluated. 

Finally, in mentioned in the section on EH wave ·transmis­
sion, the influence of atmospheric multipath propagation 
in l:i.11;iting the performance of wide--band ccmmunication 
circuits is important. The multipath causes distortion of 
the sign2.ls which introduces "multiplicative noise" which 
in wide band systems ntc.i.y dominate over normal, thermal, 
c1dditive noise. Models developed in the EM wave t:i:-ansmis­
sion program will be used as the basis for laboratory 
modelling and simulation of typical bandwidth limited 
channels. These in turn will be used to evaluate the per­
formance of various equipments intended to be used with 
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such channels. In this way the testing and comparison of 
the equipr11ents cc-Jn be echieved in- the L.-1.boratory under 
conditions more quickly, economically, and accurately than 
can ever be~ achie.vcd hy field testing. 

At this time, ITS is comprised of four major subdivisions; 
(1) ITS Office (Office ot the Director and his inunediate 
assistc:nts), (2) Division 1 - Specl.::rum Utilization, 
(3) Division 2 - Spectrum Technology and Standards, and 
(4) Division 3 - Applied Electromagnetic Science. Each 
of the divisJ.ons is headed by an Associate Director, 
assisted by t\•10 ass:i.stants to the As~;ociate Director, who 
reports directly to the Director, ITS. 

The papers of ITS are maintained according to a decentral­
ized files plan vrherein each operating unit dmvTl through 
the section or group level is a files station where its 
records are keot. Thig svstcm works vcrv well since all 
O ..__ F +-ho.c --oc;r:,-,-,-c··1··1LL ....... -~ . ·11-.rl ._,,J_._, no·,-.L.cc,.,,.,..,,_,l.Jl ]1-y 11'~- ]·.s c1v···11e .... {·:1;,•:1,,-~"1.... -1.<- C ,.1...1 •• c. .;- on ,_ <---.L'-L J 1..1\:.....1.. 

a project basis ai1d the.re is an organized project case 
file for each task undertaken. 

Although nearly all of the research and analysis work is 
done for other Government agencies, ITS performs a tre­
mendous service to the public, especially to the scien­
tific community, since nearly all of its work is published 

1·in 1-pr,}1nir-;-Jl -,...on'"'-,... t·C' r-1'""'"='~ ~-i... 0 ................. ~l ..--: 1-,:-::. -:--. -!.· -,~ --.·Vi 1·,'·ir• \,,·i:•11···-- ._.., ___ :.. ·-'·-~ --1_'--'-'--~J .&.L,..a, ... •...a..1.'-. c.t.v<..I .... _ .... L-....t_ -L LJ..t; !--L..:.L ......_ v '-"-i..• 

SQffi2 exceptions. 
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OFFICE OF THE DIRECTOR -- .. --------

The Director, ITS, is rcspornd.hlc for all programs, pro­
jects and other activitie~ of the Institute. He reports 
directly to the Director, OT, and on occasions to the 
Assistant Secretary £or Science and Technology and the 
Secretary of Com1112rc(-". In cert,::-1in c3.s:..~f; he. deals directly 
with appropriate offi~ials of· sponsoring agencies, either 
personally or through ono. of his Associate Directcrs. 

The Director ha.s made hroacl de.legations to the Deputy 
Director and to the three AssociaLe Directors which gives 
them the necessary authority for iniL:Latives to maintain 
full control of tho. pn)grams, project:s, or other clctivities 
for which they have the pr:i.mary responsibility. These 

•1 .l ] •> l- _; -, 0 1-:C ,_,_,_,.LO r•..l_)t .T .; ' J ' 1 1 . c.nCl ,c,r_.,_.c,.L.lOl;-1 r7 ~ .,__ • f- t-·'-•''-E..Cl 1 r ::,'.'1 • ;- •, • '1 1 f-1, ,~~ .C~ut.....t.Ol;::, .LDC. .,.• CC' c.. ..... 1..- t...O _ 

final action on all correspondence and ot~er action docu­
ments related to their Divisions with very few exceptions. 

The Deputy Director has standing responsibility for main­
taining a general oversight of the operations of the 
Institute. In addition he pE~rson-1.lly supervises and 
participates in certain programs or projects which fall 
within his professional specialization. The working 
arrangement between the two is such that the Deputy Direc­
L:or CG.il give. the Director as niuch relief from any transac­
tion as the Director deems to be necessary. 

The Director is also assisted by a number of consultants 
who are designated as needed. Usually, the majority of 
the consultants are not physically located at the Insti­
tute or on its payroll. 

TI1e records of the Director and the Deputy Director are 
maintained in the immediate Office of the Director. Each 
of the consultants maintains his records where he is 
located since they are engaged on special scientific 
assigni--nents. 

136. Director's Subject Correspondence File - This con­
tains paper.s generated by the Di.rector in the course of 
serving as the chief executive of ITS. A random selection 
of typical subject headings found in the file includes 
Agency corres_pondence, Cornmi t tees, meetings~ reviews and 
briefings, and a sub-group of project papers reflecting 
actions taken on e~ch project hy the Director. 
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.As briefly noted above, delegations of authority by the 
Director op2rate to maintain the preponderance of record 
copies of documentation of programs, projects, and other 
activities in files k0pt in three divisions of ITS, each 
of \·.1hich is under the direction of an Associate Director 
who also serves .:is the division chief. Accordingly, there 
are no papers in this file that have value for research 
purposes after the expiration of a period of time covering 
the neE!d for them for internal management purposes. 

The papers arc a1ranged first by calendar year thereunder 
alphabetically by subject. 

Review a.nd move c,ctive filc>s forward and place 
inactive files in a separate file at the end of 
each calendar year. Dispose of individual docu­
ments or contents of file folder in the inactive 
fj_l0 wi·1c.n they h;::ve served their purpose or whsn 
5 years old, whichever is sooner. 

1?7. Pu1?}.ic~~-~ons and __ ~_peecl~j_ - This is a record set con­
SJ.sting of one copy oT each puolication and speeches, with 
related slides and exhibits, if any, produced or made by 
the Director, ITS. These documents are not available in 
any other record set kept by ITS at this time. The mate­
rial on hand now covers the period 1954 to date. 

This item is intended only to insure proper preservation 
of these documents until an arrangement is made to collect 
and keep them at a central point. 

£ERMANEN.L
3 C.. J- RBtain. Transfer to the Federal Archives and Records 
I t_F~ Cente1; (FARC~ when no long~r needed for current busi­

ness 1n consignments mutually agreed upon. Offer for 
transfer to the National Archives ~' lOyears 
thereafte-r·. 

138. Chronological File - This contains a copy of each 
outgoing°7terri generated by the Director. The file is main­
tained for convenience of reference and as a finding aid to 
the related Director's Subject Correspondence File. 

Dispos~ ·when 5 years old. 

139. Sea Scatter Prorram - NOP.A Sea Scatter is the name 
of a program concerned with interpretation of Doppler 
spectrum signatures, from high-frequency (2 - 30 MHz) 
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· radio ·waves scattered fron the oce8n surface, in t~rms of 
sea state. The advances in the uridcrstanding and inter­
pretation over the last few year8 has i.dentified a properly 
instrumented HF over·-the--horizon (0TH) radar as a valuable 
remote.-sens:.i.ng tool to monitor large areas of the ocean 
surface at long ranges~ up t:o 2,000 nautical miles (Barrick, 
Hedrick> Bogle; and Crombie, 1971.:). 

Because of th~ large potential economic benefits to com­
mercial shioping, ocean fisheries, Naval operatiors, off 

' • 1 - ' ~·. • I • • . ·• hsnore o:u_ 1.na mu1.:Lng opera .::1.ons, marJ.ne sc J_ence., sea.re. 
and rescue, shoreline protection, and recreation; OT, NOAA, 
and the Naval Research Laboratory have undertaken a joint 
program to install 2nd operate an experimental research 
0TH sea scatter radar facility on the north of the San 
Clemente Island, California. 

This radar would monitor the sea state in the Gulf cf 
Alaska, which is important both for predicting North Amer­
ican weather and for providing infonnation to large oil 
tankers plying the Alaskan run. 

As one of the World authorities on sea scatter technology, 
the Director, ITS, personally conducts research on various 
problem areas of the program. This file consists of com­
puter nrintouts and other oa1;er:s generated by the Director 
in the· course of hls t'eSl!2i·c.J1es. All ot hi~ linclin~~s cmcl 
conclusions are published. These papers appear to fiave 
no value after ex-oiration of a short oeriod of time fol­
lowing discontinu~ncc of the project.· 

' a. Computer Printouts - Dispose when superseded by 
a new issue. 

b. All Other Papers - Dispose 6 months after the 
project has been discontinued. 

140. Administrative Subject File - Pursuant to a Cross­
Service AgreernenT.betw0en the three agencies, NOAA pro-· 
vides ITS with central personnel management, printing and 
computer services;• 7'TB"' gives• r·r·~:::i centra ·i, ·.:, . 1 accounting arw ' 
procuremen~ services. Th2 Executive Officers meet at 
least once a week to workout procedural and operational 
adjustments that are needed to make the agreement work 
effectively 4nd smoothly. 
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This fiJ.e contains office copies of the usual housekceoin~ 
papers since record copies of the papers concerning fu~c-u 
tions covered by the Cross-Service Agreement are maintained 
in the appropriate ~,ubcl-.1-vi.sion of the sc1vi.ce .:1gency. The 
file contains papers relating tn matters such as agreement, 
bu~gets, g~als and_o~jec:ti~cs, pro~uctio~ ~eports, person­
nel, security, train1~g and education, vis~tors, property 
and space, requisitions for supplies and printing, travel 
ancl the like. 

a. Name Per sonne 1 Case Fi 1eE3 - Dis pose upon separa ~ 
ti.on by donz(~ion to the subject employee~ if 
there is no pending transaction on which ITS is 
committed to further action. 

(1) Cases on Wl1ich There Is a Pending Transaction.-
- D:i S ~ 0 c /'-' l·,·, 7 (l,"'113 /- -i r·,n ·t O ~ll~, ~ (-'·" t c;·,11) lr vn ° l1J.1_ 011·· 1--':•>~ ;.! .,v ·•----·-'L ·- '-.!_-'--- c.,. UJC-'--. 

ter1111.11e.t~Lo11 of tl1e t;:ar1s~-tctio11. 

(2) Cases Involving Adverse InfoDnation - Dispose 
by treatment as wastepaper upon separation of 
subject employee. 

b. All Other Papers - Review at the end of each 
calendar vea~. move active file forward and 
dispose of ali others. 

11-i-1. Cross Reference Sec_~rity L9_g_ - The Director 1 s Secre­
taqr a1so serves as Alternate Security Officer, ITS~ and 
maintains fj.J_E.s for the use of various uni.ts ·which do not 
have such equipment, logs and related controls of security 
classified rnatf::rial generated or received by the units 
involved. These logs show the classifying agency 1 s con­
trol numbers assigned to each document, its classification, 
date receivc~d or sent, the unit or person from whom the 
document was received, organization or person to whom it 
was dispatched, and a brief description. 

The documents are fiJ.ed by classification, thereunder by 
control numbers when a document is disposed of or declas­
oified a note of the action is appropriately entered in 
the log. 

Dispose of internal log sheets when all documents 
listed on it have been declassified or disposed of. 
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142. Record of Destruction of Classified Material - This 
is a num2ricaT :Usting of matc.rL.d. destroyed by control 
number kept in each safe file. The list also shows number 
of copies, agency of origin, description, of the document 
and the signatures of appropriate officials certifying that 
the documents were desttoyed in accordance with current 
security regulations. 

When the Security Officer is ~otified of the proposed dis­
posal actio:1 he retui~ns to the requesting officer the rib­
bon copy of the receipt for classif:i.ed material and his 
inventory control ~cnl which is wiU1drm-:n from his file 
,,1h,.:n this action is completed. The subject item is 
dropped from the periodic invencory prepared and issued by 
the Security Offie.er. {L ,).= 
~ ~ l ti ~ ~ i? C; l p, ~ "JTt1;::7; ,:;;nin~i.Sf:_1,!.£;.b~'c::t-~~ wh~.n;i ·;,i_lJ i V'1l\s on ;it~ 0, K • 

hTP ]··ecn rhea l, nd and drnpns,d fron) ;-h9 j nn@ntor:,. 2.c..T./~ :?I . ( . \ .._. _,, - - . . .• .._. I C .• - - t• - - . \.!.i - • ' .. IP •· . -- I ...J,.., 1 

li'.:-3 .. Classifie9 r,fr2_!:e_i:-ial_B:.~ceiJJt - These are copies of 
receipts for alf"Ttcms of classITied material received or 
released to an autho1:-izcd government official. All of the 

data~~~ r~~t~ a~u~~~atedci~~e, ~l~)tories. 

Diopuc~of when ~ubjGct :U~f.!!+l 'l::te1to b'-lQA d4lcl.ii,i;.;if;iQd 
,1r rlert,;2~,,zovl. 

Deputy Director 

144. Sub·jcct Correspondence File - This contains PC?-pers 
related to professional puolica tiohs and to special I sc ien­
tific and other assignments given the Deputy Director. 

The documentation of all actions taken by the Deputy Direc­
tor on ITS matters is included in the Director's Subject 
Correspondence File. 

Review and move active files forward and place inac­
tive files in a separate file at the end of each 

.- calendar year. Dispose of individual documents or 
contenls of file folders in the inactive files when 
they have served their purpose or when 5 years old, 
whichever is sooner. 

JUN 75 "\ 

118. 

https://classif:i.ed


145. . Chrcrnols2Z.~-C!.~l_X:i~:::. - T:1is contai12~ 8. copy or eacl:. 
outgoing item gcneratcn by tne D2puty Director. Ine file 
is maintained for ccnvenience of reference and as a useful 
f incling aid to tlw re.la tc~d papers in his Sul_?j c.,c t Corre-~ 
spondcnce File_. 

Dispose \·.rhen 5 yc:ars old . 
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As requ1.red tl1e Dcp·c1ty D::.n::~tor i.s oe~, ignateci to serve as 
Chairmtm of an nv,.c Subcommittee or the leader of an IRAC 
Ad ,._I:fo~ ~forking _Grm~p. In b~th canacities he maintains the 
of~1c1aL records ol th~ bodies involved. 

Working papers and backup data generated by the Subcom­
mittee or working group have no value after the expira­
tion of a ~'.)ho;~t: pe.:::-ior.:.1 of time: after the body has been 
discontin1.1 ccl.. Thc-; ci::,t:,i in these p,Ipers are essentially 
duplicated in the: agenda. and minutes of IRAC and of the 
TRAC Subcommittee involved ·which are retaJ.ned long enough 
to serve all needs. 

a. Backup and Working Papers - Dispose 1 year after 
discontinuance of the subject body. 

(!;oJ~~~-~ 
u - - ] p .I'<~ ~ - . . , I ACb . J:\es :u1ue1 . ..:'.'.'lpers"- 1' orwan1 co t:ne . R,--. , Executive 

-,0 Fi =- .., ,. ~ . - ,. '. r . .• • . • ,..,, '"' r-~ .; ., ' .p. 'T' ~ -1 " ' ,..,.,. - .:; ~ - 1- .:; . ,.
"'w" 0 t::c Lt~ LC... !. ..LG. L' \.,' J_ j,.,. J_C C O ..L ..t.. l..:. . e \...C1,n.1Ji.U.T1J_'-.~c:t -~ .l. G!1.:; ' 

io.Jc.1..',)t)etl ~;Washington., D. C. 1 year after discontinuance of
•~N,:~.., the subject body. Ultirnatc disposition oft these 
~1..~~'i ~ papers shall be made :i..n accordance with the reten-
'r",1..-2'1>· tion period specified for similar papers of simi-­

lar bodies headquartered in Washington, D.C. 
I 

i 

Consultants to the Director 

147. Consultant's Subject File - This contains ~he papers 
generated by a consultant to the Director, ITS, in connec­
tion with standing and temporary professional assigrnnents 
given him by the Director, ITS. Th2 1·:oyk done by the Con•n 
sults.nt and the papers which are created as a result of 
it, have limitless variety. Consultants often serve as 
chairman or members of international, multinational, 
national, or even local committees or organizations con-

JUN 75 

https://sults.nt


Ac.-t 

1 

cernc-•Jith tell~c.:ommunication1; depending on the .turc: of 
the work that these organizations are doing. In addition, 
they are called upon to investigate and seek a solutiou to 
scientific telecommunicati.ons problems that are specially 
complex. 

In this file the documents are arranged under the following 
primary subject headings: CA-Corrnili t tee Administrative~ 
M-Meetings, PB·•Publications, PS-Personnel, TV-Travel, and 
V-Visitors, among others. '.rllis is the record copies of 
these papers and they are not available elsewhere. 

C F ~RM_e-t_~~f~T Transfer to FARC when no longer needed_ for 
cFi4- purposes oi: currc.nt business and offer to the National 

Archives ,,, · &ftH lOyearsthereafter. 

Executive Officer 

The Executive Officer reports to the Director, ITS, and is 
responsible for the direction of the general administra­
tive activities of the Institute including the following 
major functional areas: 

o Bud:.&-'=-t 01?12rati_£:_1s_ ·· Organizes and coordinates the 
tcfrmulat:<~n ar:.cJ EX~t~1.~t:Lon of trj~ I~S buc:1gc:_·~. Pro:­
vide~ g~Lti~nc~ en o~agccary ~na1ys1s and t1nanc1a1 
management reports. Provides program level plans 
in Commerce-funded 2nd ITS overhead budgets,; 
aggregated other agency operations, special budgets, 
rates and volumes of cross~serviced activities and 
financial commitmei1ts to OT and DoC. ! 

o Fiscal Operations - Provides account~ng support for 
ITS. lntegratesrinanci«l systems to inch!de 2.11 
transactions} project establishment and closeout 
controls. Provides various financial reports and 
advance warning of project overruns. 

o Administrative Oocrations and Field Sites - Provides 
general adminisirativ2 services such as property 
control, space negotiation and assig1u.11ents 1 safety) 
security, cross-servicing representation, and pro­
vides guidance covering engineering matters at 
field sites. 
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o Publicntions and Technicnl Inforr.::ation - Provides 
servfces 0£ ec.1ito1~Ta.L &ss·T'stJ.nce, printing and dis­
tribution of technical outJ)t1 t of the Office of 
Telecommunications as well.as preparation of th2 
internal house organ and external bulletin(s) and 
program briefing materials of the Institute. 

o Personnel_Q_perations - Utili~,ing the cross-♦ servicing 
Boulder Personnel Division (NOAA) with a.n Area Per-
,, --.7_,, or:f'·i c·.-- -.:,c,,,·o- ,,l ,:,--~ .• ~ tl:, -f·,,·1 1 ;1 O'.~01,1.e__ J.. ,.Ct:.:1. n . ...-, ..,1.

0 
TIC,1, orco,·-•DJ_ze,.,, . 1.e .c.t.1. r,_n6 e 

of personnel services (to staff) and manpower util­
ization (to ma.nagc-2m2nt) for the Institute. Serves 
in th8 same capacity with respect to accounting, 
computer, procurement, and other services provided 
to ITS by other agencies under cross-service agree­
ments. 

o Supervision Exercised - In2umbent directs the Insti­
tute adminlstrat1.ve staff, and contributes indirectly 
to guidance of administrative staff in the several 
Division Offices for consistency of action among 
all. The Executive Officer exercises essentially 
final management authority for the former group. 

148. _P~crty Manag~ment Documentation - This is the cor­
respondence with rc.1.Jted action aocuments supporting the 
i:..fDrmar:ion. appe<"iring on tile_ property inventory cards Rncl 
on subsequent printouts made from the cards. Much of the 
documentation has been generated by the Administrative Aide 
who serves as the Property Records Clerk, ITS in support 
of the Executive Officer, to fill the: void in property 
management data which occurred when ITS ,,;as taken out of 
ESSA. Currently, there is a considerable amount of out­
standing property that remains to be accounted for, a 
task that :Ls underway for completion by November 30, 1974. 

All of the useful data found in this documentation is 
eventually transferred to the machine readable punch cards 
comprising the property inventory. These cards are con­
sidered the basic ITS property management inventory because 
they contain all necessary or available data on each item 
of property on an up-to-date basis. 

From these cards, computer printouts containing property 
management data are generated as required, including the 
following: Statement of Property Inventory as of (date), 
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oneissue by property number, another alphabetically by the 
nnme of the equipment, and oth::.'.rS rnny he produced as needed 
on a quick query basis. 

The papers are arranged a1phabetica.lly by transaction 
titles. 

Dispose of individual documents or contents of file 
folders 5 years after clo~ure of the transactions. 

1c+9. _Pro.2._e_rt1__l-:1ventory__f~~~1_'.2h C~T:..:::l.~ -· Th2se are punch 
cards f\_,r each piece of ecp.npment: on which is recorded all 
relevant prope~ty management data pertaining to each piece 
of property which is or believed to be in the custody of 
ITS. These cards constitute the basic property inventory, 
and is a self liquidating file. 

Dispose of ind:Lvi.dua.1 carcL 'ivhen replaced, the s1_1b­
j ect item of property is disposed of by removal of 
ITS accountability in accordance with Federal Prop­
erty Management Regulations. 

150. IT? Mast(~J.:- g,.:-op~_y Book - This contains copies of 
the portJ_ons of tr:e Statemc-nt_o_f_P...,.r_c_J;?..,~_S..Y I1:ventory 
broken out for each cTivf'"sTon, or s 1m:.uax maJ or organiza­
tional units. 

These are the accountability ~roupings for each Account­
able Pay·ments Officer, used by the ITS Property Management 
Officer and the Division Property Officers as a worktool. 
Thev have no value after the need for them for internal 
pur~oses has been satisfied. 

Dispose of individual documents when they have 
served their purpose. 

151. Statements of Property Inventory as of Date) -
TI1ese show description of property, serial property number, 
acquisition number, month and year, depreciation expira­
tion date, general ledger code, average life, property 
nl.l.Iilber, depreciation rate and the current value. One 
printout is arrangecl nurno:-ically by tl:w 
the other is arranged alphabetically by 
equipment or property. 

property number> 
the name of the 

a. Annual June 30th Summary 
10 years old. 

Issue - Dispose when 
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b. All Other Issues - Dispose t~1en superseded by a 
new issue. 

152. Job /\_EEJi.cations - Tbis consists of job applications, 
personal resumes, correspondence, 2nd other related papers 
concerning people seckj_ng employment with the ITS. 

a. Successful C.:::.ndidates P<lpers - Transmit to NOAA., 
Personnel Otfice. 

b. All Others - Dispose ~hen 2 years old. 

15 'J I . (' - •r' . . . . d . _; .... nter-·AfienE_y_,....,or:~~22~<?~~S£ - .:nis ~-s. J_ncom~ng an 
outgoing correspondence pertaining to administrative and 
any other matters of interest to the Executive Officer, 
exchanged between him and officials of Commerce Department 
and ether agencies. 

Dispose when 3 years old. 

151.~. Committees and Boards - These are the papers either 
generated cir- collected by-fhe Executive Officer as a mem­
ber of the subject committee or board, or as an official 
having a primary interest in the transactions of the sub­
ject body. 

=· .! .•
.l 1.l J•. ~ 

the Office of the Director and ochers, for data concerning 
these organizations. 

2. C.. ~ £1;:RMANEN'f 
· Reta.Ln. Transfer to the PARC ·when no longer needed 

~ z( c..F'~ for current business and offer for transfer to 
National Archives , 2• tL1_u lDyear.s thereafter. 

155. Manpower Utilization Committee (MUC) - The Executive 
Officer is currently serving as the E::-:ecutive Secretary of 
MUC. These are the papers he has generated or collected 
in that capacity concerning the responsibilities, and 
transactions of the M:UC. 

I C F PERMANEN1j
·-Retciin. Incumbent transfer the file to his successor 

z11 _ 1 or the the Ch,:lirma.n of the Committee. Holder shall 
~ ~~n~~ transfer residual files in his possession to FARC 

when no longer needed for current business. FARC shall 
offer the files to the National Archives ;.;±:t#t...;tn 10year5 
thereafter. 
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1.5 6 . B_~ co r 9_~____Mc112_,~g,__c::_:~!_:::.E_i_~_£_~_!~~- .. Thc· s e cons is t pr imar i l y 
of Records 'i.'ransrr..itt~ll.s and l<.ecei.pts (SF-135 and 1.35A) 
with related documentation concerning the requirements and 
operations of the FARC. 

Records Transmittals and Receipts and Re~uest for 
Disposal Authority - Reta-in. 'l'rap_cfor to ¥!',RC 
whgn n □ -long22 n □ Gdod for current businGsc 1nd 
offer for trnasfgr tF tho Natio~~J ~rchiv@s 

--'!t::::t:1:s:lll.l;;;::::i~CIDCPG:=:l::::li?:irzS!!!t::iE=li?l!EP!IIIM:!t·!lf,.-1~:·hin_ 1 ;ysa:- thGl:!:"2" ft nr _.PGS~111 l.)t-4&i ·"! , C I== l 
.,t:~~!pi,ll~~1p:_;::=-t~-~-~~t,,1,!eell!!t> ~o \)~ oc..i) .' If: s Ifni 1t. : c ~&f!s ~- , 

157. Personnel Name Case Files - These are case folders 
for each-ac·t1v2 employee in the O£f:Lc:e o:f the Director and 
for each of the three Associate Directors. 

The cases contain office copi.es of personnel actions con­
cerning the subj ec:t persons cmpLnymc~nt. These pc1p2rs are 
ciuplicatf:d in the Offj_cial Pe:c:-::o:.u,e:L Folder maintained by
NOAA. . I 

a. Name Personnel Case Files - Dispose upon separa­
0 

t ;C),.(~,r
-1- ~'Cr, i:J. 1 

d',11-::ii-i
1_, .• •~"\. t- ....__ ··1n ..... t-~'- l_; the subject employee, if 

the~t::'i.s no pending transaction which ITS is 
committed to. 

(l) C:a~~es Involving Adverse Information - Dispose. 
by treatment as ~as~epnper upon separation 
of subject employee. 

b. All Other Papers - Review at the end of each 
calendar year, move active files forward and 
dispose of all others. 

158. Personnel Administration File - This contains the 
papers generated or c61lccted by tne Executive Officer in 
his capacity as the ITS official having prinIBry overall 
respons:i.biLity for liaison with NOAA Personnel Office. 
More specifically, the file contains documentation con­
cerning the general implementation of the personnel man­
agement prog:c,'.'!.m that: is not suitable for filing in one of 
the related personnel case files. Notable subject headings 
found in thi~ file include Awards, Ceilings, Co1n..rnendations, 
Directives, Financial Interests, Freeze, Hazard Pay, Legal 
Matters, Merit Promotion Plan, Organization and Management, 
ITS Personnel Printouts, Nepotism, Outstanding Ratings, 
Position Descriptions, Publications, RIF, Retirements, 
Training, Travel, and Work Schedules. 
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These lpers appear to have no v.:ilue after the rf need 
fo"!:' them has been satisfied. 

Dispose of individuaI documents or the contents of 
file folders when they have served their purpose 
or when 5 years old, whichever is sooner. 

159. Bri<:fi~g_§_2 Conferences and _teetj~~ File - These are 
the papers created by the Exec1Jtive Oifi.ccr either as a 
participant in the., subject body OT becausl-=; of a primary 
interest in its considera~ions ~nd transactions. 

These papers are used as a source of primary source data. 

le. F a. Membership Papers ~-F~1~~Hf: The incumbent shall 
pass these on to his successor member of the sub­
ject body or to its chairman. The final holder 
of the papers will transfer th~m to the FARC 
whPn no longer n22decl for current business. cind 
offer them lor transfer to the National Ar~hives 
-wai4.h-ia lOyearsthereafter. 

b. Papers of Primary Interest - Dispose of individ­
ual documents or contents of file folders when 
they have served their purpose. 

160. Off:i.ce Services File -· Thi.s contains papers normally 
associa.te.d vJfiJi cin clcirn:Lnis tr a.Live e J.emcnt supervising or 
providing office services such as ADP Equipment and ;Serv­
ices, Computer Usage, Cafeteria Services, Drafting, \Equip•· 
ment, FAX, Library, Office Machines Repair, Plant Se'r.vi.ces, 
Procurement, Property, Records Management, Telephone Instal-
lation, and Visitors among others. ' 

' 
Review the fi.le at least once a year, move acti~e 
files forward and dispose of all ephemeral or inac­
tive individual documents or contents of file folders 
when they have serv2d their purpose, or ·when 3 years 
old, whichever is sooner. 

161. ~rts File - This contains copies of production 
reports, and progra,11 rc~ports, which the Executive Officer 
produces for transmission to highe:i.:- authority, 01.:- that he 
receives and compiles a broader report for submission to 
higher authority, or that are submitted to him as the final 
user authority. 
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Most of these reports are either printed or essentially 
duplicated in other reports or duplicated in sub.sequent 
issues of statutes concerning the programs and operations 
included in the area under the Executive Officer 1 s juris­
diction. 

Dispose when 3 years old. 

162. Bucl~c.t Files - These are th•:: action papers submitted
-~-""'--,--·7-f f , . . 1 lr. •to the txecut1ve 0:ricer .or aec1s1on ma~1ng purposes JY 

the Budget &n.d F:Lna::7ce Officer and oth2n; in the coUi:-se of 
the preparation of the budget or upon its submission to 
some higher authority. 

These papers neither substantially duplicate records held 
by the Budget and Finance Officer nor do they substantially. 
duplicate papers e lsewlie1·e. I-lo\'.Yew~r, the budget: eye le in ' 
I ,r-, · c- T;") .: .• , ·t· -71~,,•, - ; ·- ,-1··1 ,,.·~ tt, ~, 1- 1· t-·-. ·1 t:=, __ :-:, is _J )ca.is ,1 1,.lJ.,.1, ,)o_nc ,.1.. ... ,1.. ,e ~ ..tos .. an.ivc ca ... 
in these records have been printed either in internal 
directives or in the President 1 s Budget or in one of the 
other printed submissions. It ,vould therefore appear that 
these papers have no value after the close of the budget 
cycle involved. 

Move active files forward and dispose of all other 
papers 1 year after the close of the quintennial 
and decennial fi~c~l ye2rs. 

I 
163. Driver 1 s License Control - The Administrativi Aid~ 
also serves as tlw Driver' s--U-cense Issuing Officer for 
ITS. She maintains records that include applicatiohs for 
licenses, and a register of licenses issued. [ 

The Driver L~censes expire on a set date o~ are revbked 
because of the separation of the subject employee or for 
some other reason. 

Move active files forward and dispose of all others 
when 3 years old. 

164. Chronological File - This consists of one copy of 
each outgoing item produced by the Executive Officer and 
by his principal assistants arranged chronologically, and 
maintained for convenience of reference. 

Dispose when 3 years old. 
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165. Mailing Lists - These are lists of individuals and 
organizations J_nf:!.:;rcsted in p2riodica.lly receiving. infor-· 
mation about or produced by various conferences, or sympo­
siums. 

Dispose of individual lists when superseded or no 
longer used for some other reason. 
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-Technical Assistant for Administration 
and Fiscal Officer. ITS 

Although accounting services are provi.ded for ITS by NBS, 
the Technical AssiE;tant for Administration and Fiscal Offi­
cer is responsible for the maintenance of a system that 
will provide the Director and other ITS officials up-to­
date information on the ITS accounts, needed for decision 
makin.g pt1r·1Josr.:s. A.11 ol->l i.gati11.g doct1m.cnts proc.l1.1ced h:y I'TS 
are processed in tb:L.s off:Lce before suhmission to l'rP.S. 

1 116 r.. O' • • -~ ' C t 'I'i t t t·' -;•o. o 1.:q~acu)ns ;Jy L,os.:. en e~ - .1ese amoun · o · 1 ,_e 
folders for each cost center for e<'.1cb fiscal year. Tt:ey 
contain copies of purchase requisitions, purchase orders, 
printing requests, Government bills of lading and other 
documents. 

Review the file at least annually and move active 
files foyward, file all closed folders in a separate 
inactive file, arranged first by fiscal year there­
under by cost center identification. Transfer to 
FARC the inactive files when they have been closed 
3 years. Dispose when 10 years old. 

167. Proiect Case Folder - A case folder is opened for 
ri,,:.~-..1""' ...,·..,...,....,.;QC.,_f- ... -1-..,,..-..~..., ..!~ .;,... ,,_...., ___ , ......... .-......l T.1- -...-...-.-'-::ii•·-·- - c--,.,-- .. r 
L:......__1.,. 1-'"-·'' ,,-_ L.. v·,:1,.\.....-.ll J.t- .1.. ::, c.1:-'JJ.L1_J\'\.:.:'-'. .L:.- \...". 1._!i!:._c::.. !.!.~ ct "L'~)' UL 

the p~oj~ct proposal, the.order from the sponsoring agency, 
the ITS letter of acceptance, project work plan, cotrc­
spondence and other papers related to the fiscal affairs 
of tlie project. These are filed by fiscal year with 
active folders moved forward at the end of the fisc~.l ~ 
year" /~p ,,_, if"->, c..,,..--7-(;,,, ,41~ / ~ 1w ';~ ~.y..,,~....e rc.-e, ....~; ~ '-'1'A;,i..tt. , 

These papers should be maintained to comple~e the data 
base needed by the scientific and professional communitie.s 
for future research. They are arranged numerically by 
project number . 

.£ERMANENT, 

Retaf'fi. Move active files forward and file closed 
cases in a separate inactive file. Transf2r inactive 
files to FARC in 2,nnual consignments 3 years after 
closure. Offer to the National Archives ·¥i 1$1 10 
years thereafter. 
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168. Logs of Purchase Requisitions, Travel Orders and Work 
Orders Tbis :L~--::1 .d:>g of: ~itcim;--·ror-=- :ctTf-r.::os-t centers list-'·-c 

-1.ng estimated and actuc1l cost of the i.tem, dates, a.nd the 
cost center to which it i.s charged. 

These logs are maTiually posted on a daily basis in the 
order of receipt of the subject documents. 

These logs will serve ITS with a fine screen index on 
Records Transmittal a.nd Rr=-ceipt Form, SF-135 a.nd to the 
Obligations hy Ccst C_~~~te:i:- Files as described above. 

R9t~i~. Transfer inactive logs to FARC 3 years 
after transfer of the related closed Obligations by 
Cost Center in 0utuD.lly agreed upon a.i:muai consign·­
m~~-.-~pose when 10 years old. 

1G9. Pro·iect I'rono~;d:!s ... Thes(~ are Dropoc.:aJ s tn ot]yw 
FederaT agenc:Les to develop support :eo~ ·a;1 ~.ge~;y ·sp~;sored 
project. 

Funded proposals are filed in the appropriate Project Case 
Folders. Unfunded proposals have a short term value. 

Dispose after statistical sum.rnarizations or when 
3 years old:, •✓Jhichever is sooner. 

170. fiscal Subject Corre.s_pondence File - This contains 
incomfr1g and outgoing correspondence concerning the :finan­
cial status of any accounts that are not suitable fdr case 
filing or needed ~n fil0 in both places. The papers are 
arranged alphabetically by subject and they do not ippear 
to have a long term value for any other than intern~l 
purposes. : 

Dispose of individual docunwnts \·Jhen they have 
served their purpose, or when 3 years olcl, whichever 
is sooner. 

171. Chronological File - This consists of a copy of each 
outgoing item proc:~ucedby the Technical Assistant for 
Administration and Fiscal Officer, ITS and is maintained 
for convenience of reference. 

Dispose "1:.·:hen 1 year old. 
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A ] R~ 1 n - ('-'f ·7c,, '1'1 • ' - •172_. ~ry _oyee 'C:icorc 1..,a1·ct .~ · -- o ,1 ,c ,1is :ts a carc11 record 
,;vhich ~1s the nam,2 and atidress of each employee, the 
nature of each personnel action, its effective date, the 
position title, and number, annual salary rate and the 
name of the employer cn~ganization. These cards a.re dupli­
cated by record copies maintained by the Personnel Office, 
NOAA. 

Remove cards from the active to an in~ctive file upon 
seoaration of the subject employee. Hold i.nactive 
file 1...mtil :Lt has ::-,ervt'd th::_, purpose of ITS and 
dispose. 

173 .. Job D(~scJjJ)tions These are copies of the most cur­
rent job desc1::-iptlons of each employee of ITS. 

Dispose when superseded or when the subject. employee 
separates from ITS. 

174. Technical Reference Files - This contains copies of 
ITS, OT, NBS, NO.A.A, DOC and other agency directives which 
the Technical Assistant for A~ninistration uses as a work­
tool in completing his daily tasks or assignments, 

Disnose when supersP.ded or when tlwy have served 
their purpose, whichever is sooner. 

(Printouts) 

175. Bi-Weekly Proj_~~ Cost Rep9rts - These are printouts 
of cost statements at the project, group, division, Insti­
tute, and program area and the Boulder Policy Support 
Division. They show th~ reporting period, funds on hand, 
expenditures, obligations, paid and unpaid orders, and the 
balance of funds. · 

a June 30th Summaries - Dispose when 5 years old. 

b. Supporting Detail Reports - Dispose when 3 years 
old. 

176. Su...EJ7ort Service Charges - These reports give the 
detail for cross-service charges to ITS including photo 
laboratory, computer services, storeroom, drafting, and 
other charges in the support area. 
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These tpers give the detail on each spsc i.fic ch,ge 
against a cost center that is rendered by an organiza­
tional element outside of ITS. This information supports 
each charge involved that appears in the Project Cost 
Report. 

Dispose inunecliate3-y after thd close of the fiscal 
year. 

177. Deta~l List:i);JL of S\J_:1"JJJOJ'.'t Ch~:Xf!;S _to Cost Centers -
'I:10_~,--,_, 1"'-:. i,:.C,V"O•.•,_.._ 1···11-,::i~m.•.1._,.... c. 0~.~o.......:. - l .. -. .. n·y•,- ., 7 nJ-0_ 

1 •t·c• -r;l __ ._,s·tJ11c,
•• t!--J _J. ('11"'-ges....1...1.. L c· 0r1i:-1~,:,. Ll_...., 1·C1e.1-~, w 

each cost center. They are rnen~ly used to verify charges 
a' ·1 • tm· ue unc er cross-serv:Lcc agreernen -s. 

Dispose when the final bill for the fiscal year 
has been received and checked. 

17~. .~nth~-~-1::..\1~:!!X::_l':._1:m. - Thi::; i,3 an intc~~mcd :La tc print­
ouc givu1g ust'.:l.il suuporr:ing the: cnar,2cs b:u.1.ec1 to spon­
soring agencies. These lists are surniarized at the end of 
the fiscal year in a cumulative issue. 

a. June 30th Cumulative Issues - Dispose when 10 
years old. 

b. Monthly Issues - Dispose after the June 30th 
cumulative issue has been received and checked. 

179. NBS General Ledger Account - These are the General 
Ledger of ITS accounts prepared-by NBS and include labor, 
other objects, and unliquidated obligations, journals and 
reports combining all journal a.ccounts in 1-line summary 
and cost center statements. 

a. Cumulative Cost Center Statements - Transfer to 
FARC in the tr iennium. Dispose. ·when 10 years 
old. 

b. Supporting Issues - Dispose when 3 years old. 
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___-1, _________________Bud~1 ct and Finance Officer 

The Budget and Finance: Officer is a major official on the 
staff of the Executive Officer. He is responsible for 
coordination and preparation of the budget submissions of 
ITS for appropriated funds. He monitors and analyzes the 
operating budget on appropriated funds as well as other 
agency funds and prepaxes tlH.:. necessary financial reports 
pertaining to the budget of such funds. 

A very large percentage of the funds available to ITS i.s 
derived from contracts o~ from oth~r Fede~al age~cies 
sponsored a program at 11S 011 a reJ.I11bursable bas is to the 
NBS Worki.ng Capital Fund. These funds are treated in an 
internal OT budget submission. 

A major concern of the Budget anrl Finance Officer is analy­
sis and calculation of the overhead costs of ITS and even­
handed distribution of these costs among the approved p-.r·o­
grams conducted by the Institute. The objective of this 
discipline is to balance out at the end of the fiscal year 
with zero surplus or deficit. 

In addition the Budget and Finance Officer has a standing 
responsibility for participating :ln the milestone manage-
,.,r..... 11 :· ..:..• '✓ •.· l • Jlrt r ·i ·1 l ;, I l (. ·i :..i ...1. t"'l"' ! . ._-i· 1:r IJ1·•'1(_, · t L'- t! .L(" ,L•- 'r I,,~ ,. .. ru· ,:, s ..... -.; ,_,.L··' (·i.· I'• (..l,
4._Li..,:. J..'- L_) ,)\,..'- .. ...__,_,,,._,~1...t..'l,,.J..l-"-•· ~<....-4 J.l. ,::;'--'-~•-!. '-J. , L'-- - ._,._ ,._.,.._., 'v ~-

agreem~nts ~nd is given other special financial management 
assignments as may be required. 

His papers are arranged by fiscal year thereunder by sub­
groups in a functional arrangement. 

180. Financial Management Files - This file contains 
copies. o:f:alTact1.0n·· papers and rcla.ted supporting docu­
mentation generated by the Budget and Finance Officer. 
These papers are more specifically identified in subgroups 
as follows: 

(1) Direct Fund_ing ApJ2ropriations Budget - This con~ 
ta ins Program Mcmoranclur;1s, as revised, a.nd supporting 
paper~ including the final version submitted by ITS 
to the Office of Budget and Programs Analysis (OBPA), 
Office of the Secretary. After approval of the sub­
mission is included in the Secretary's Budget Submis­
sion wh{ch in turn is submitted to the Office of 
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Management and Budget, Executive Office of the Presi­
dent. After m,m a.pprovaJ., the Secretary's Budget 
Submi:-:os :Lon is included in the President I s Budget for 
submission to the Congress. 

Although they arc purposely not mentioned every work 
step involv~d in the process of collecting data, and 
the analysis of them which occurs in the course of 
preparing the final action documen_ts is adeq1Jately 
documented here. 

(2) _Q_r_erating_Bl~~IBet - Following the allotments of 
appropri:ite.d funds by 0MB the Budget and Finance 
Officer prepares, for submission to OM.B, an appropri­
ate plan shO"wing the allocation of such funds. Among 
various elements of ITS after this plan is approved 
it becc'.mes the :~TS op~rat:ing __ budget whicl7- is moni~,. 

1

tored tor comp11.o.nce oy the J:,udget and Fu1ance 0£:f::i-­
cer. 

Each step or action taken in this process is ade­
-quately documented in this subgroup. 

Although they are not budgeted for in any submission 
going outside of OT, funds derived from other Federal 
Agencies are handled in the operating budget in very 
~·--1ch t!~.2 3<.>.r;:10 rr~Di1iieL· :15 EiiJf>.C(Jp1· 12 i:ed funds. t.\.s a 
part of the final negotiations with an agency 
requesting the Institute to undertake certain work, 
the agency is given a work statement which shows the 
tasks to be done and the projected total cost of the 
undertaking. After d letter of acceptance is sent 
out informing the sponsoring agency that ITS will 
accept the work based on actual cost, the work state­
ment becomes a part of the operating budget. There­
after, the Budget and Finance Officer and the Program 
Officials make every effort possible to detect any 
adjustments that need to be made on the work state­
ment and to notify the sponsoring agency of such 
changes as soon as possible, so that no project will 
be closed showing any profit or loss. 

(3) Milestone Management Evaluation and Control 
P~ers - In AprfT-'ITTT the-lSlrec tor announced the 
TnitJ_ation of the ITS Mile~, tone Management Systems. 
The System is to provide a continuous, objective mea-
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- •sure of project achievement and progress to the 
Director, Associate Director 1 s, and project leaders. 

The system was envisioned as a tool to assist the 
project leader in anticipating problems requirements, 
and co~nitments and to access project progress by 
comparison with the project plans. It also serves 
as a gulJe for programming work and facilities. 

The.Budge~ and Fina~ce Officer ~cceives ~ copy o! all 
pr0Jr2ct r,nlestone plans. H'-"- maKe.::; a mcnt11ly rev:LE:'.W 
of such plans for nll ongoing projects, and evaluates 

• the data in them to determine the fin2ncial status of 
each with emphasis on the overhead budget including 
such items as program development, publication costs, 
depreciation, cost of leave, arnong others. 

His findings and conclusions are essentially dupli­
cated by re.ports 2nd similar pape!'.'S E-ubmitted to 
higher authority. 

(4) Cross-Service Ag_~eements Papers_ - The Budget and 
Finance. Officer partic1.p~1tes in meetings of the rep­
resentatives of the agencies involved in Cross-Serv­
ices Agreements to determine the actions necessarv to 
insure adequate financial management of funds and~ 
otl-1e·r resn1..1r:-c(~s tJ1c1t n_1_1Jst l-)e s1-1.pplietl far tl12 ~i\... grG.c-· 
ments to function in a satisfactory manner. 

These papers provide the data base for future require­
ments of the agreements in the financial area. 

With very few exceptions, these papers appear to have 
no value for future research purposes. Based on a 
3-year budget cycle most of the papers can be destroyed 
on a selected basis by the Budget and Finance Officer 
upon the expiration of thot peJ:-iod of time. However, 
the residual documentation plus the currently active 
papers in the file mu.st be maintained in close physi­
cal proximity to him because of his responsibilities 
and activities. 

Hold dctive and inactive files in the office of the 
Budget and Fi.nance Officer, or its equivalent. 
Review all files at least once a year and move for-
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- -ward individual docuraents or contents of file 
folders for which there is a need. Dispose of all 
other documc.nts or contents of file folders when 
they have served their purpose, 

181. Technical Refe:rence Mate.rial - These include printed 
·copieso"Cthe Presf<lE~nt 1 s Budget :.mcl otber budget submis­
sions, copies of directives and informational issuances 
distributed by the Departrnent of Commerce, Office of 
Manag<.::rnent and Budget_, Gsrn,ral Accounting Office, and 
other agencies. 

These papers are onlv used as a ·v-;-orktool a.nd have no value 
once the Budget and ~inance Officer's need for ci1em has 
been served. 

Dispose of individual documents ·when superseded 5 

1-e"' C.: J~ 010.:.-1.')C1 
• '"··11-~'"',.·-.t,,:: . .;._( t- 't1 "'''...:.....l 

1
~ r - ,r. '":, r·... V·ec~ ___ r·)uJ-r)O-t Se ,.. u ...Jr_ 11.a.Vc. ,.)·..- .l '·)1·,, ·i 1-.· .l...:. •- L.c-. ! .. 

whichever i.s sooner. 
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Public 2nd Technica J. Inforrna tion 
----•--•------• a

Officer (OT Boulder) 

The Public and Technical Information Officer (PTIO) is a 
member of the staff of the Director, OT and reports di­
rectly to him and the Director, ITS, as appropriate. To 
facilitate his daily activities, the PTIO is a m~mber of 
the staff of the Executive Officer, ITS. lk is :cesponsible 
for: 

o Serving as project leader on the Editorial Review 
Board and as Senior Editor for the ITS, 

o Processing, printing and distribution of all ITS 
publications, 

o Maintaining control and a record set of each publi­
cation issued, 

o Keepi.ng the public fully informed of the signifi­
cance of ITS ·work and accomplishments through the 
printed media, TV and radio in terms regarding 
scientific matters that are understandable to most 
layme..1, 

"' l,7'tA4 t.;_..,.,... . ..... ..._ ..1 ____ ,._, -~ --"- .! .- -... , . • , ""t ·,-·-,.,Q~,-;j:;:(, l.:a .-,-.··--

~ "'"'- ...... _ .... 1.t6 c1-!.!,•.• t-'u.uJ.._!_b!.1J_11b !..:.te lii(Jrlt:nJ_)r .1.tJ~...::, ... '1 j .l.L·O, ~ 

newsletter for employees of the Office of Telecom­
munications, and 

o Reporting monthly issues and other publication 
management data. 

The PTIO :i_s a. prime source \vhere the public and the out­
side scientific community can get current as well as his­
torical information concerning ITS and its programs. 

182. Record Set of Publications - This consists of one 
copy oTeach publication iss'uecby ITS including Technical 
Memorandums and Technical Reports, TELENOTES~ and other 
items. 

Technical Memorandums are inter:Lrn or preliminary reports 
on various stages of a program or project while it is still 
in progress. 
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Technical Reports are generally the end product of a pro­
gram or proj cct., 'dhich documents i.n detail the scientific 
steps taken during a program or project and the conclusions 
that they support. 

TELENOTES is a newsletter published for OT employees. 
PERMANEN]J
~·Transfer to FARC when no longer needed for 
current business c2nd offer to the National Archives 
W:d;;jg....:_11 1.0ycarsthereafter. 

183. Press Rc,le.:1ses and St1_EPort:i.nr( Paners - News items 
releaseo to the rc:i.'1S-,', rrle<.fL1 -Fy ITS ~~re ~wL cl2arcd i;-;rit.h any 
headquarters office in Washington and a complete set of 
such items is not found among the. records of any such 
office. 

This file contains folders for a orinted coryy of each 
release with supporting work papl~rs, Suppo~ting papers 
include drafts with comments, local clearance sheets, and 
clippings of the story as it appeared in the news media. 

~~ '--~ a. :Printed Copy - ~~'\W:I'{fmc copy each) as a record 
r:3/~1,-11d-{ set ar.d transfer to FARC when no longer needed 

for current business. cE="n::-7L--\.s NAaS It>~~ fl+sze-~ · 

184-. Authors Index S8t of Reprints - This consists of one 
copy o·reac.b pro£2ssional publ.icat:i.on produced by s,taff 
members and copies of relevant publications produced by 
selected outside authors. 

This is a record set used as a daia bank containing: 
' 
pri-

mary data needed for future scientific resriurch. 

This file is deemed to h<lve long term value and must be 
maint,1ined in close proximity to the professional users 
on the ITS staff. 

P~-i_~fi~~ Transfer to FARC when no longer needed for 
purposes of current business a.nd offer for transfer 
to the National Archives ,,.; 1I · r. lOycar.s thereafter. 

" 
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- _n,.q.o, -
185. Pt· inter I s MedL~A,Q~egatives...2_ Photo:')YL.,.~ - These 
negatives, photos> anct other pri.nters' media have no value 
after the need for them for reprinting has been satisfied. 

Dispose 5 years after publication date or when they 
have served their purpose, whichever is sooner. 

186. Photo File of Fi.eld Sites and of Cr~rtain Ecni.nment _(!_;/;le.~
-r:: -·-:-----, h • - . . ;//1u--r,-~These are pi:1otcgrc1pinc prints· s owLng var:wus views o ~ ~~,;.,,..,~ 

field si.tes and of c2rtain notable items of equipment. ;w/,/t,,,._;.,,,,,,-.4, 
These are produced and collected for purposes of publi~a-
tiou, and appe3r to have only a short term value. 

Dispose of individual documents when the installation 
or use of the equipment has been discontinued. 

18 7,, ~jO_S]-~h ~cal_Sket:c!}cs an_9_2t2 f._f P1EJto File - This ~:c.,,.o~,:'(~~"4.,j 
Col-c·~s1-c .. .J C'J,:·, <-""'., 1).:0°-~-,.,~-•1·'.c:11- cr1~c"'·lJ1. 

1 
1. ·,7 J'.-l1-L- i--~ .. aL'--- p11ot-0L.I,.p:r"'"'"' ~ .. .J --~ .1.:,J.. L _ sl,,.,,'-·c'1 \v a- 1'Jf'-,-onr·L•"',_.:·- 0 

_ J.. .'-\.::L 1 ........---ar--
graphs of key or notable members of the Dep;:-:_rtment of ~"''~J-~­
Commerce, OT anc1 ITS staffs. Greater emphasis is placed~~:,~ ..sl+\c.1\­
on the ITS staff. ••\~'(It.~~-

Dispose. of individual documents when superseded or 
have otherwise served their purpose. 

188. Editor l::~1-_13~.Y--i':'-.::-:Jl?_~~~-__(~}3.Ql__ fil_V~:rs - This Board 
reviews and acts on cill oublications issued by ITS. It is 
made up of senior scientlsts with the final author{ty to 
approve or disapprove of publication of the items ~r~duced. 

All research projects undertaken by ITS are conduct~d under 
the personal supervision of a project leader. \-Jhen: the 
project leader produces or receives a report that meets his 
requirements, he forwards it to the technical reader who 
reviews the document and prepares a four page form which 
gives his impression of the subject report. The form and 
the subject report is returned to tbe project leader who 
sends them to a sponsoring member of ERB. The sponsoring 
member reviews the papers and recorrunends final action on 
them to the full Board. The full Board acts as umpire of 
any differences on the matter and takes the necessary final 
action. 

This file is a cumulative record of the Board's transac­
tions including readers comments, transmissions to GPO and 
OT, and other papers relating to distribution, costs, and 
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the like. ThE! papers are c1.rranged :?.lphahctically by names 
of th2 autbors. 

a. Move active files forward, at least once a year 
and place all others in a separate inactive file 
after separation of the author from OT. 

b. Active and Inactive Files - Review files annually 
and dispose of al.l editorial or similar supporting 
papers when 5 years old. 

c. Printed Copies of Articles and Other Issuances of 
the Authors - Dispose when they have served their 
purpose. 

189. Editorial Reviei:.; Board J~~~<l~.L Summa}'.'Y Minutes and 
Transa.ctions - Tbis consists of agenda, minutes) and issu­
ances oi the Board. 

All of the information on the agenda appear in the related 
copies of the minutes, including statistical information 
on the current status of all public~tions. 

These papers appear to have only a short term value si.nce 
they_a~e generat?d and maintained_t? establish the highest 
Po ~<"',b .l'"' p-:-.....1-ofc.cc1.o·~-L)._., LJct._I C- l m'1n•,r,C,]A"),.,.:..z. u.,:_:,. .. ::. ___ c;__ fL. Lu . d. '- •::J...>..,._ ....__ \.-... ···nd -~ s~....,nd~ra's 

a. Agenda - Dispose wh~n l year old. 

b. Minutes - Dispose when 5 years old. 

190. Editorial Review Board C3rd Index - This is a card 
index wTuch shm-,rn the various s teos Irlvolved in the ERB 
process. It also shows for each item treated a readers 
list, date released by the Associnte Director, author's 
name, title of publication, and the ER.13 control number. 

Dispose of individual cards when superseded or when 
they have served their purpose, whichever is sooner. 

191. ?ul~ject Corre_§..P_Q_ndence File - This consists of in­
coming and outgoing correspondence generated by th2 Publi­
cations and Technical Information Off:Lcer. '11-"Je papers are 
arranged alphabetically by subject headings of which some 
of the most notable found in the file are as follows: 
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o General OT reports series, 

o PTIO contacts with outside medias, 

o Public information requests, 

o Copies of invoices:, GPO final billings, 

c Administrative orders,· 

o Proposed brochures, 

o Freedom of Information Act, 

o Personnel Actions, 

o Training, 

o Staff meetings, 

o Reorganization of OT, 

o Briefing material, and 

o Mailing lists. 

These papers s,:'.:rve the sa.rne purpose fer tht~ P'l'IO as a nor­
mal admin:Lstrative subject file ·would for another official 
that would be expected to keep one. 

Review the file annually and move active files for­
·ward. Dispose of a.11 other iadividual documents or 
contents of file folders when they have served their 
purpose, or ~1en 3 years old, whichever is sooner. 

192. Cbronoloc:,;ical Fi le •· This consists of a copy of each 
outgoing item produced by the PTlO and is maintained for 
convenience of reference. 

Dispose when 1 year old. 

193. Technical Reference File - These are work copies of...,--, --r • , . . 1aut11oritative documents conta1.n:Lng te~ecomnmnications po -
icies, printing and tecbnical procedures, and other infor­
mation needed by the PTIO in the course of performing his 
daily tasks. 
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This documentation is of no value after the need of the 
PTIO for it has been satisfied. 

Dispose ,vhcn superseded, revoked, or when they 
have served their purpose, whichever is sooner. 
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DIVISION l - SPECTRu;v;· UTlLTl.ATION--------·----------

The Spectrum Utilization Division both develops and applies 
engineering techniques and instrumentation needed for im­
proved efficiency in the use of the elcctrornagn2tic spc~c­
trum. Work is pe:cforrned in support of the frequency managc~~­
mcnt activitie.s of the Office of Telecommunications Policy 
and for other F'edercd. c1 6enci'?.s. The work ranges from . . 1 . . "J 1 1 . . . ;; •un.~J_nce:r:LrHr c es 1gn s cue'.~ cE.~ \-,-,1J_c 1 qudrtLLcat:t\!-='lY incorpo-
ra~e opera~ional and technical factors, to res~arch needed 
foJ".' irnpn)vecl 1mc1erst,:1nriing of both theory and applic2.tions 
in antennas and propagation factors. --

The work of the Division is concerned with the design 
aspects of radiating tclecomrnunicati8ns systems and equip­
ment and with those non-dcsjgn aspects that affect elec­
tromagnetic comp2.t:ibilicy. At prc'sent tht"c'. w·ork is sprea.d 
among five groups: 

o ~i.2,_ Sp~_~trum O~_S:2-_1)3.1::SY_ - is primarily concerned 
,;.,;,it:h an improvea 1.H;.derst2nding of the electromag­
netic signals which constitute the working envi­
ronment of radiating telecorr~unication systems. 
Instrumentation is developed and applied in the 
measux-enient of both no:1 se and i nt:ent~ i.rinn l s i_p;na 1 
e··i.1·\,7 ------u·----i -~ ..·e:r\i-Y,!C~P,.t s . Ll.b c1 -: T~ )1"' C' G~ LAJ.J.'. n.A.J_) ....... ""i !,1c:.1...1 

1·1c-d ~:, 'C' r- e _ iv~,'-.-·· ,:, ~- 1 .. r .;- ; ,...... -3 .f-- ) ~ L..\.\.....U.J... Cl. 

under development to assess the influence of these 
results on telecommunication system performance. 
At this writing the Group is conducting the 
following projects: 

- Emission Spectrum Simulat:i.on, and 

- Measurement Van Development and Operation 

o Antenna Performance - work pl'."imarily on the design, 
pro to-:typer~lbrica tion, and mea.s1.ircment of antennas 
operating in real (as opposed to free-space) cir­
cumstances. This group also develops special 
instrumentation for the me.asm~cment of sys~ems 
performance as influenced by antennas. At this 
writing the Group is conducting the following pro­
jects: 
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- Buried Antenna Studies, 

- EPA Antenna Studies, and 

- Antenn:L Polari~atio~1 

o EMC Analysis c1nd Developrnent - performs broad scale 
~,. ? - C· - ' (.: i- 'I -i ., r-.r;·,, . ., -, -• '"',- .,_ " - t." ,... .• :.:i, , •- ~ • • ,-o.n,:.. l y..., L~ S 0.1... ,_C..LCc~•··••1:c1J... lL.c.l1_J_o11., ,,,ystems co optunize 
sys tern cost, d(;ploy:nent, and covc:T2ge. In support 
of thes2 and other s tud:Lcs, comprehensive rneastr.r"e­
ments of tele.ccmmunications system characteristics 
are made mid empirical mode ls are derived. Much 
O ~= L '-}1e.. r 1 0·.-.l,-

.J ... '-
of "t•-,1-{ 

.._:,
(' baro11-. .... -'---.:, J0 

_1 _,_,,,:, ~ eJ_ ....,"., •.• ___,__ f- rc-"1•1·-sL ·1L . ...1. !..-11'.:.. dnvn"' op 
ment of computer models. At this writing the Group 
is conducting the following projects: 

- U.S. Coast Guard Consulting, 

- National Data Buoy - Shore Station, 

- Compatibility of Collision Avoidance, 

- VHF Digital Data Link, 

•· Probability of Interference, 

- Analysis ServicPs~ 

- Flight Tests of CATV Radiation, 

- Interference to Geo-Stationary Orbit, 

- Digital Interference Evaluation, 

- Resource Assessment Support, 

- Probabilistic DIC Model, and 

- Engineering Techniques Development 

o VHF/UHF r-fodels and Mobile Systems - develops and 
applies improved computer-based models for predic­
tiort of transmission loss variability and system 
performance for systems operating at frequencies 
above 30 ~rnz. Resulting·models are widely used 
throughout government and ind us t1-y in the design 
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- of tclc:comrnur1ic.:.:ticn syste.ms. At this .ting the 
Group is conducting the fol.lowing projects: 

- Air Navig3tion Aids, 

- Tropospheric Predictions? 

- Mobile A:Lds, 

- Sensor Communication Aids, 

-- Off sbo:re Extended An,a, 

- NWS Coverage, and 

- Urban/Irreg~lar Terrain 

o The Telecmnmunications ServicC's Center -~ makes fore-
( .. . , .. -~,,.··1-(,.:, OL -----·11 ,. ,i-.c--i-~

~ _:_Jll..,l.<..LCL.S-·.·,:-j 1r.:i·1·, ~-- CJ~n ~,,..,()' ~ ' •.,:, ·'·· ctl.,11._),·,J;·•• -L. J.U,,1:_, rc...nber"r COH1-

municati011c,, issued on daily and weekly schedules 
.tand distributed by mail, telephone, teletype, and 
broadcast over WWV to users around the world. In 
addition, the Center also provides special services 
to a. varic=:ty of users, primarily through the appli­
cation of computer models developed in the Institute 
for Telecornnrunications Sc:Lences. At this writing 
the Center is conducting two projects: 

- VOA Time-Share Service, and 

- Inonospheric Warning Service 

Office of the Associate Director 

194. General Correspondence Subiect File - This contains 
copies of corresponoence geneJ~:.:Ited by the Associate Direc­
tor in the course of giving che Division executive leader­
ship. The papers pertain to all of the projects and 
activities of the Division. Most of these papers are not 
suitable for filing in a project case file, however, some 
of them are fiJ.ed both places to serve the Associate 
Director 1 s need. Among the notable primary subject 
headings found in the file ar2 the follm·1ing: administra­
tion, marketing, capabilities, computers, planning, new 
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- -technology, decision making, and radio spectrum measure-
ment: ;-;ystem (VAN). 

Only a small percentage of these papers appear to have a 
very lon~ term value after the needs of the Associate Di­
rec~or f~r them have bcon satisfied. For convenience, the 
Associate Director keeps technical and currently active 
matters in his personal office and his secretary keeps 
routine Jnd archival portions of the file in her office. 
Ultimately, tho file Folders ·from lJending work files kept 
in the Associate Dir0cto~ 1 s personal office are moved to 
those maintained by his secretary when he has finished with 
them. TI1e small percentage of residual documents that are 
an exception have a much long2r term value than that of the 
other papers. These are the pa.pers that hu.ve finally 
reached the point where they arc of no more use to ITS but 
that are deemed to be worthy of retention for an additional 
period for purpe.1 sos cf sat is f yi.nz; :::c icnt: if i.c and other 
research purposes. 

a. Resic..i'ual Documents - Transfer to FARC in mutually 
agreeable consignments and dispose of when 
25 years ol.d. 

b. All Other Documents - Periodically review the 
files at least once a year, move ~ctive folders 
fm:-·wanl ,-:i11.il rH~::,0s0 of iivJi,_ridu::1-l dc~t~m2~ts o-:.­
thc c..'.ontcnts of. f :Lle fo lde:i: s '<vhen they have 
served their purpose. 

195. Administrative Subiect File - This contains office 
copiesof the usiiaJ.. t1ousdc-eeping-papers pertaining !to such 
matters as accounting, budget, conferences, forms, berson­
nel name case files, requisitions ·for services and things, 
staff spread sheets, production report, travel, visitors, 
and the like. 

a. Personnel Name Case Files - Dispose upon separa­
tion of the employee. 

b. All Other Papers - Dispose when 2 years old or 
when they have served their purpose whichevc~r 
is sooner. 

196. Project Case File[; - These papers are generally kept 
in folders under the project number and are readily iden-
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tifi- as case. file~;. However, the physical ar-ngement 
from group to group varies to meet the needs of the respon­
sible parties concerned. This file contains record copies 
of all projects conducted by the v::rious subdivisions of 
the Division. The basic papers found in each file include: 
proposals, ITS and sponsoring agencies letters of agree­
ment~ contracts, if any, or work plc:.ms, (m.iles tone plans), 
financial documents including project cost reports, man­
power costs, correspc.mdcnce relating to ITS and sponsoring 
agency and others, any other papers needed to document the 
origin and conduct of the project. 

These papers A.ppear to have no further value to the Govern­
ment or to the public after the expiration of a.reasonable 
period of time following the closure or termination of the 
project. 

n;spos~ 3 years after the date of closure or termina­
tion ot the project. 

197. Pending Proposals - These are proposals prepared by 
the Division or some oTher element of ITS that have or 
have not resulted in a project. 

a. Successful Proposals - Move to the approved 
Proiect Case File. 

b. 1Jr,,s~:cc.c:,~;f~1]_ P}~Of,C,.;uls .,. Dl:--p,:--,sf. \\71-!.e.i-! 1-10 fu1~tl1t!r· 
action on them is anticipated. 

198. Chronologj_cal FiJ.e - This contains one copy df all 
outgoing lt(~msproduced by the Associate Director c;ross 
referenced as to the location of the incoming mater~al 
and maintained for convenience of reference and ash 
finding aid. , 

Dispose \,/hen 3 years old. 

199. Cornmitt0.es-t National and Interrn1tional Organizations 
ParticiAatJ.OE. - These are the p,1.pcrs generated or collected 
by the ssociate Director as Chairman, member or party 
interested in one or more of the subject bodies above. 
Although, he usually pdrticipates as the official repre­
sentative of the U.S. Government. The responsibility for 
record copies of the cor,1mittee or organization papers rests 
in the sponsoring agency involved. 
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Dispose 6 months after.publication or by transmission 
'to the Chairman or to another member, or by outright 

destruction, as appropriate. 

Consultant to the Associate Director 

All the consu1tant 1 s e>utput is pt1blished and al]_ of the 
papers of substance supportin6 these publicationE, are 
filed among tbose of thQ prim.:.13:-y office for which he 
undertook th~ assigrunent. 

Assistant to the Associate Director 
for Administration 

200. Admi.nistrative_S1.~eject Fi}_c - These are office copies 
of housekeeping papers generatectby the Administrative 
Officer who provides the Division ·with administrative 
management and the usual array of office services. The 
papers deal v?ith such matters as accorapll.shments ~ advi­
sory panel, annual rcpo~t, budget, cost reports, computer 
charg-12s, depreciation fund, equipment, ed1ting~ floor 
plans, forecast kit, keys, packing and shipping, objec­
tives) c,rga.n:ization. pe:csormel 2.cti.ons, rn::-operty, ·publi­
cations, requisitio1is, purcl1ase orders, shipping. and 
receiving, security, space, telephones, travel and the 
like. 

a. Personnel Actions - Dispose 3 years after sepa­
ration of subject employee. 

b. All Other Papers - Dispose of individual docu­
ments or the contents of file foJ.riers i:d-ien 5 years 
old or when they have served their purpose, which­
ever is sooner. 

201. Motor Vehicle Inventory and Use Record - These are 
(5 X 8) cards showing the vetiicTe identi:(Ication, acquisi­
tion date, and the annual cost summary, accessories, equip­
ment, accidents and d3mage and the current assignment for 
each vehicle under the jurisdiction of the Division. 
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Dispose of individual cards when the. subject vehicle 
is released or otherwise re.moved from th2 j urisdic ·· 
tion of the AJministrative Officer. 

202. Motor V~ld.~Je __ M;}n_~..f~..!.:.~S'nt Fi:Je - This contains papers 
re lat:ing to the acql:;_:Ls it ion, ass i.gnmcnt, performance, tort 
claims, motor pool service, ITS drivers licenses, purchase 
orders, vehicle accident revi~w board, monthly and annual 
reports and related correspondence. 

Dispose ·when 5 yb'"Jrs old or when the vehicle is 
removed from the jurisdiction of the Administrative 
Office.:r, whichever is sooner. 

203. Field Site Papers - TI1is is real property documenta­
tion inc\uding papers- such dS deeds, easements, leases, 
intc!rferences, phot:ogra.phs of sites, and relat(.::d papers 
concerning the m&nagernent and control of each site. 

a. Transferred Site Papers - Transmit deed and 
related papers of entitlement to the acquiring 
Government agency. 

b. Surplus Site Papers - Dispose 10 vears after the 
sub}ect property was declared sur~lus. 

2()~.-- ProQ'J~a.rn ?:1.an.a_gcmt:n·:::. 1\nc1.ly·se~. - T11ese are tables and 
charts pr~ared by~ the Acirn.inistrative Officer to show the 
key technical characteristics, planned, expenditure rate, 
periodic projected and actual accomplishments ,,v:i.th related 
financial data, ta.. sk statements, project proposal) funds 
available by origins, current status statements and simi­
lar papers for each project relating to its financial 
management. 

Dispose 2 years after the proj ,~ct is terrnL1ated. 

295. Prag.ram L~ - This. is a log showing the description 
title, pr □ Ject task, action person, date due, status, 
delivery date and method) and remarks for computer pro·· 
grams identifying the machine, etc., of all documents 
transmitted to Washington by Telefax. 

Dispose when 1 year old. 
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206. ~1Ia.n12ower RE:_I-?_OC t - This j c: ;1 computer printout showing 
the social sc.cur:Lty 11.umbf•r, narr;e, and salary of all employees 
of the Divi.sion hrokr:!n dm·m b:/ group, and project. 

D • 1 · 1 . 1spos2 wnen c~ey have served their purpose . 

207. Proi2ct Cost ReDorts - These are printouts of cost 
stat8mc~n€s·--:1 t the d:Lv:C,Tcin, gr011p and project levels. 
They show the reporting period, funds on hand, expendi­
tures, obli0c:tions, pah: nnd c.mpaid crdc:cs, and the bal­
ance of funds" 

a. June 30th Summaries - Dispose when 5 years old. 

b. Dispose ~1en 3 years 
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TeJ.ccornrri.un:Lcations Service Center 

Ionosoheric Forec~stcr--~---------
208. Geomagnetic Datn Files - These comprise a three hour 
inter:nal--uidex geomagnetic activity ,;,d_th a. daily index. 
Trie:se a:ce l1and posted form logs containing data received 
from several_ ohsecv:1tions. The post('~cl sheets arc accm;-iu-~ 
lated i.n three-ring binders and appeaJ-- to bave a short 
term since the data are fully i?Xploited and published 
within the period. 

Dispose when 5 years old. 

209. R.ac]~_o Propa.r.:atfr;n Conchticins .. 11-ics-2 consist of fonn 
SJ-. r:, ,-., 

......... 
t ~ -~-~~~s-;~l--,-~-c-G•1-7t--,l-;;---l:---J,-:...~ll-;:-~--.-,--y:--~~---

.. "L-.L,. ~~-~ --... .. u~ t...... .,1._,
,, t e rl 

........ 
f--L-- ··1n1 t'L·'11--· ,, C c·ornn1t1-........ , VJ- l ...... ._.. ... .:. ..... t.i_.1- ~ J- t~ ...... 

nicatio~ centers on selected radio circ11its on the recep­
tion on the monitored circuits. 

These arc cumulutecl at a very modest: rate in three-.. ring 
binders. From the data the Ionospheric Forecaster prepares 
a quality index wl1ich is published. 

Dispose when 5 years old. 

210. Weekly Radio Telecommunications Forecast Releases -
The qua:rf'f);:--:1..rldex lS puiJli°si1e·cr aiong··--¼1:Cth. other-similar 
data in a larger NOAA publication for which that agency is 
responsible for retaining a record copy. 111e quality index 
is also published weekly as an ITS release. Record copies 
of these releases are maintained by the PTIO, ITS. 

Included are the predoccssor forecast which are entitled
"d -. }1 • 1 ,- ,- . . .., . C d . n _vonce rorecasts 1.i-::_i-2,_1_•·:?~quen.cy t<J!_,JJ_o 1-ropagat1.on on J_-

-E'Ions~ These are unpuD1ished, 

a. Current Forecasts - Dispose when they have 
served their purpose.

>--t-,.,. iN..i.._'4 /9'l-u~ . ds- .__, "'1"~~~ '!J>~XNENT 
• ~ C P b. Pnedecessor Forec,1sts - Rot·•:1:1~. Transfer to FARC 

when no longer needed for current business and 
offer to National Archives lOyears later. 
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times (L1il.y shm,d.ng the level of '.3ol.J.r activity. These 
data are anc1lyzed and n-;fl.ected i.11 a monthly index. 

Dispose when 5 years old. 

212. Worksheet Rccu::T-'·lnc:e Trends - The.se are worksheet 
tables prepared by t1-::c 1onosphs:cic. Forecaster which show 
hi:" analysis uf the combined values 2nd meD.surement of 
~ihen.rnncnurn sbo"i,n1. in scvc~raJ. other qu,'.llity :f.ndr:;xcs. These 
worksheets accumulate at a very small rate of volume. 

Dispose when 25 years old. 

213. Strip Charts and Similar Media - These arc photo­
graphic and oth~1-· types_ or_1ned:F1. that are aut.omatical;y 
Pre. ducer] l)v or,u·· 1)!T'("'r cf· .-.•--1 ~o t 1• ·::, r:v,ac·••rcmo1·1t "r ,,,1,., lJ t-)-J -.._ .] ...-:.\.I. ·'·-; !.--~l..; ,.~.J.1..}\'\' .. J.l,-

.) 
_t,t___ ~.s. . ._.,U \·_:1 ~- _ ,•.) 1,,\...C"l- _ .. . ) 

' 

r-..... l-•uc~ --1·1 -,1.l1·1,rr1•"'.) ..............J,,~---- :,.,l_ --~, .-,,J.• ,.,..... i··J-J' -· r•l··rl:) ...0- l'il.1 ., .LCc-.. j., ..1C..,.C,,,c,,-ci Lk<1.d.. l. lC'c,(.-:: l..1dL·.·.'. .._ --<-. s in... uu(:. spe-
cifically paper tapes, paper discs, reels of photographs, 
magnetic tapes and a va1~iety of other physical forms. 
These data cannot be rec.reatecl. Eowever, the great mass 
of such data is scaled, analyzed, and published in offi­
cial publications. 

Dispo~e 6_months after publication and after full 
explo1.tat1.on. 

211+. In~ofmin_g_~nd Oui.:_go~ Te J;:.,etypes - These arc mes sages 
received ·rom v;-irious points of observation containing 
solar and geological data. This data is analyzed and 
posted to various indexes and other control papers. 

a. Incoming Teletypes - Dispose when 30 days old. 

b. Outgoing Teletypes ~- Dispose when 2 years old. 

215. Daily Ionospheric Dat"!-_ Record - These are sheets on 
which various ionospheric data are posted received from 
about 20 points of observation. The data are analyzed and 
summarized in the Weekly Radio 7:'elecommunications Forecast. 

Dispose when 1 year old. 

216. Gf::neral Subject Corresr;ondcnce File - This contains 
copies orlncor.1ing and outgoing correspondence generated 
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by the Ionospheric Forecaster and copies of informational 
and authoritJtiv~ documents relevant to the discipline. 
Notable subject headings found in the file include: 
administration ITS~ u,,cr requests: co;:1.1puter forecasts, 
project proposals, ApoJ.lo Twelve ,md Thirteen, personnel 
accions, meetings, reports and the like. 

Dispose when 5 years old or when they have served 
their purpose. 

217. Flare File - This contains documentation concerning 
the occurrence of some flares and their effects on radio 
wave propagation anc1 tronsrn:Lss io:1 in th-2 ionosphere and on 
the magnetic field of the earth. 

It appears that research and all other values of these 
papers v.rill have: been exl.1austed upon die completion of tw·o 
SolJ.r Cycles plus c: i,-\ort period. 

Dispose when 25 years old. 

218. lo!!2_~J)l1erj_c T2~-ta ~Iessac_i;e Forms - These are sheets on 
which the Ionosphcn_c Forecaster records data received over 
the telephone and codes it for teletype distribution. 

Dispose when 30 years old. 

219. Horth Atlantic (!1..L::1.~ity figure K£ES'..E.!:. - These are 
worksheets on which the Ionospheric Forecaster post~ his 
analysis of data as it will appear in the subject r~port. 
The report is included in a Ls.rger NOAA publication;. 

I 

It is more economical and convenient for the Ionospheric 
Forecaster to keep his sheets rdther than a complett set 
of NOAA publications for use as a ·worktool.· 

Dispose when 5 years old. 

(_Printouts) 

220. Comput_er Progrc:i.rns - These 2re printouts of the pro­
gram commands to the computer to select and process input 
dat& on the solar and geophysical conditions. 
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Dispose when superseded or ,-:hen the p1.:-ogram is 
dropl)ed. 

221. _Qutput Printou;.~~c:,_ ·- These are printouts of the final 
product of the comput2J: after i.t has processed source data. 
These products are usually in the form of D table of 
measurement or in a compdrat:ive summary of such tables. 

Published Prin~outs - D;s~ose 6 m?nth~f after accept­
ance of the printout ana its publication. 

222. Project Case file - This is the record copy of the 
project case Tiie. They include basic papers such as 
(1) proposals, (2) ITS and the Sponsoring Agencies Letters 
of Agreement, (3) Contracts, if any, or work plans, 
(4) Financial Documents, (5) Manpower costs, (6) Corre­
spondence relating to Lhe project Letwecn ITS, the spon-
so]-1·1,g ac.,.,,.J1r•y a"'c1' ()tJ'·,:a-t-· Pnd i-1·;' ,_,,,y otl-,0-r ·o...,1)"' 0- 1-,c,erJ,-,c:l0 _ . .... •,J ,_. . - _ 1. L ·- L •..• ' -.... I \_ <..:,.__ J. _ ... 1 -- .- l Cl .._ L.. •..J •.l \.,, \.. .._. 

to document the origin and conduct of the project. 

These papers appear to have no further value to the Govern­
ment after the expiration of a period of time following the 
completion of the project. 

Transfer closed ca3es to FARC in mutually agreeable 
consignments and dispose 10 years after closure. 

\ 
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,. 

As stat.ed i.n the introductory 2t-:1tcmcnt for the Division 
there an~ four CJ:atms i.n it at this \vrit:Lng. The number 
of Groups in a give; Division varies according to workload 
and other needs:· The. number of pro ·i ec ts fo:t 1,.rhich a 

• • . ~ • • ... ...J • ..

given g:roup 1_s n~sp,JnsJ_ble J_s al_so var:1D.b.1e. 

The subject matter found in papers generated by the Groups 
varies at the pr;:,_ject lc,_·cl. Ho1:•1cvcr> a.11 papers found in 
the Group.s follow a conman pattern of filing and rnainten­
a.nce, and serve a common purpose. 

T9 avoid needless repetition all of the records found in 
the Groups have been included below. It is not likely 
that any single Group ,~ill have all of the files listed 
'l d :J .. <• ' 'l... /J '~.ij- . -, 1 7 r.:, "'<"'() j: tl- ,c;c·,c.n ( £2.~,Cr1.ue, , l, __, _ 01.,.y ... Qi., .., 0 _ 11,.,,.l, 

223. S1:Pj ect Ccrrc~JHrndence Fil~ - This contains incoming 
.::i.nd outgoing corr2spcmd2nce gc~nerat2d for the Group and 
Project Leaders and their Associates pertaining to the 
scientific work and administration of the Group. The file 
is maintained in the Group Leader's Office. 

Most of th2 items of correspondence are not suitabJ.e for 
filing in the Proiect Case ~ile~ however. some are filed 
in both for co·n\;~;rdPT1c·e .snd qufc1( rctrie~.r:'1..l. 

These pRpers with a few exceptions, appear to have ~o 
long te1:-m value to the Government or public after the 
need for them by the Division has b2en served. 

Review the file annually, move active files for,,.rard 
and dispose of all other papers when t-hey have· 
served their purpose or when 5 years old. 

224. Technical Source Data Files - TI1ese are the papers 
generated or collcctea by the: Croup Leaders, Program 
Leaders, and his associates in the process of conducting 
the necessary experiments and analyses to produce a pro­
ject final report. 'il1e.se include secondary source mate­
rials, correspondence, mHnually prepQred calculations and 
formulas, tent:ati--.re observations, a,:.d related drafts and 
·workpapers. 
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These papers appear to have no further value to the 
Govern;:1cnt or public after the e.'~piraticn of a reason­
able per1_od following termination of project. 

Dispose 1 year after the project is closed or 
·when they have served their purpose. 

225. Administrative Subiect File - This contains office 
copies ot the usua.l. hcnrsE:keeping pa:pers concerning such 
matters as accounting, budget~ committee pc1pers, confer­
ences, deleg~tions of Juthority, program information, 
printing rcquisiU.on:,, publications, shipping documents, 
tc,J.egrarns, ·work orders, speecho2s, '.';ecurity, space require­
ments, time ,..md attendance reports, travel and the like. 

Review the file at least annually, move active files 
fon·1arcl .1nd di~~pose of all others \·.rhr::n they have 
S "-r,•~,,no'.l '-- --J .. n·i-r ~ L- .,.. QY--- ·-1·1·~~"' ...... 

' 
r, 

) J_ 
olo' 

•' D1 1 (')•)"C,·" ,.. /.. 
...: 7 le::-.•l""S' '" L L..:, [- '· ,·: j • 

226. Personnel Case Files - The8e are folders for each 
emploiee on the sta:iTEontaining office copies of person­
nel actions and related papers concerning the employees 
career. 

Dispose upon separation of the subject employee. 

r~ 7, Chrono} ogi.ca.1. File - Tl1i.::; contains a copy of c>A.ch 
outgo1.ng fi::.em of corresponde·nce produced by the Group and 
project leaders. 

Dispose when 2 years old. 

228. IRAC Papers - These are copies of IRAC docwnents 
co llec tectfoi::··-iise as a worktool. 

Dispose of individual documents when they have 
served their purpose. 

229. Weekly Forecast Mailing List - This is a list of 
designate3 ~ecipients of the Forecast. 

Dispose ,~1en superseded. 

230. Phojcct Case File - This consists of a case folder 
for eac sponsored project undertaken by the Group. The 
cases are arranged nlm1crically by an identification number. 

JUN 75 
15.§ 

https://outgo1.ng
https://rcquisiU.on


Basic documents found in each cast: includes: (1) proposal, 
(2) ITS and sponsoring agency's letters of agreement, 
(3) work plans (milestone plan), (4) cost statements, 
(5) progress reports, (6) related correspondence, and 
(7) other papers concerning the origin and conduct of the 
project. 

These papen-; appear to have no further value to the Govern­
ment or public after expiration of a reasonable period of 
tirne folloH:Lng termination 0£ the project. 

a. Record Set - Dispose 10 years after the case 
is closed 

b. All Other Copies - Dispose when they have served 
their purpose. 

231. Pending PrCJpos,:_]_s - On occa:.d on tne va:cinus Divisions 
and other (!1cmentsof ITS develop a proposal when it is 
known that an agency or agency's have a responsibility or 
primary interest: in ha.ving the proposed scientific work 
done. 

Most of these proposals become approved projects, but some 
do not. 

a. Appr0ved P~oposals 
Case file. 

b. Unapproved Proposals - Dispose when no further 
action is anticipated on the proposition. 

232. l~rts and RE:pr_ints - These are copies of reports 
published by ITS and copies of reprints of articles pro­
duced by members of the ITS staff and some outside authors. 
They are collected and mctinta.ined as a \,To:r.ktool • for members 
of the Group. 

A record copy of each report published by ITS, and a copy 
of each article produced by a member of its staff along 
with reprints of articles produced by selected outside 
authors are maint::iined by the PTIO. 

Dispose of individual documents ~~en they have 
served their purpose. 
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233. J:i,~12~.r_~pts and D1~a.fts - Tdhc~,e _are the author's 
manuscript copies oi reports an artic 1es. 

Dispose 6 months after date of publication or ~1en 
they have served their purpose. 

234. !J~ps - These c1rrc: copies of maps produced by the 
Coast andGeod(::l:i.c Survey, Defense Happing Agency and simi-
l ar- o·r \:... '.t . • -· I 

mapr,I _1 
]. n . LC..)er '-')·ro·c-r,0 l 1· ·7 ·~t-;

J.. 
r)·1~
• 1 of- - A. 

uci··-0ront1i· -v,q]-· p 
en,_L l:) I. • ,_,.... 

fc)re- i· o-n b -- I . - ,._ ~ ,::J 'V \.:.. rr1-
r~ents .. ~'hese rnaps a:rc: maintained for primary soff~ce data 
ror original research. 

This collection is an essential worktool and must be kept 
in close proximity to the professional users since there 
is probably not another set precisely like this one any­
where in the World. 

Dispose oi indiv5d,j,,ll 1:1::;.ps wh2n superseclE::d or when 
they have sc~rved the:Lr purpose. 

235. Source Data Documents - These are the paper copies 
of documents conta.J_ning the original. data generated by 
scientists and other professionals in the process of their 
investigation for specific program areas or projects. 
These data are partially or wholly transcribed on punch 
cards or some other ir.put m~dJ.1im fnr computer treatment. 
TI1~ <lacu thac are noc transcribed cannot he regenerated. 

In the case where the data are wholly transcribed on an 
input medium the papers are of only short-term value, 
however., \vhen a part of the dat::1 in the source document 
is so treated the value of the papers is of a much longer 
term value, 

a. Wholly Transcribed Doc1~ents - Dispose 1 year 
after transcription. 

b. Partially Transcribed or Untreated Documents -
Move active. files fon;ard and transfer to FARC 
in agreed upon consignments. Dispose of all 
others when 15 yea1~s old. 

236. Strip 
\ 

Charts - These are photographic and other 
automat1.caily prod'uced recordings made by various types of 
equipment showing the original measurements of various 
phenomena under scientific investigation. 
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-These charts contain ddta that cannot be replaced or recre­
ated. HowevcJ~, norm::illy the charts are scaled within a 
short time after they are produced. This is not the case 
in a few instances. Even though thu charts have been 
scaled they sholilc1 be maintained a reasonable period of 
time to allo·w for full scientific and other professional 
exploration. 

Transfer to FARC i.n mutuolly agr0,2d upon consignments. 
Dispose when 15 ye21Ts old. 

237. Technical Reference Material~ These are bookcase 
materials inc lt1d ii1.g pri.n t.e:d or rii"c=jces sed items used by the 
scientist ~nd other professionals for reference. These 
materials are purcha~ed from various sources or collected 
from other Government agencies or private organizations in 
the private sector without charge. 

a. Purchasedltems - Return to the proper property 
officer when they have served their purpose. 

b. Free Items - Dispose ·when they have served their 
purpose. 

238. Technical Parameters Laboratory Notebooks~ These 
conta in the It1easurements of antcn·i~1Jed~1nce measure­
rt1~~1Ls r11a,i,2 ir! 'L.11•2 lc1.bo·j_-a. l01 ·y· .Lrt'"': lud 'i1.1g C..tr1tef!.i.'1.:t gair1, 
impedance and radiation pattern. · 

Dispose 5 years after publication of the final report. 

239. ~guipment Operatinz,_ Manual._;. - These '-;re copies of 
operating manuals and specifications supplied by the manu­
facturer explaining the items operation and maintenance. 

Dispose v,)ith the equipment \•1hen it is removed from 
ITS accountability in accordance with the Federal 
Property Management Regulations. 
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240. !licrof:i.]_m s_1:_r:~rs .. These ;i.re strips of microfilm 
made of: a. grapt1 or sornt,i other display of data on a cathode 
ray tube. The strios are generallv mnde for purposes of 
rapid and inexpensi~e reproduction; of the imagE~. 

Dispose 2 years after termino.tion of th~ subject 
project. 

241. C,oninu+-L'~r .._P,·o.._ 
0 t· C 

1J'l "['r1n(-->Q-~ -. ·- 'T''r·1c.'''C.1. ..:.> ~ ·1 1 --e- n1a- ·E,'-'11Pt·1.'c )t--' - ('~ • .. , ~• <, ,- pa-,--.c.rJ-~ ._ -I J_ 

tapes or equi.Zraic'i1t·cc;-ntafi1ing commands to the computer 
to select specified source data and make c&lculations in 
a specified array. 

Scratch 5 years after termination of the subject 
project. 

242. IPtermP~iRtP Fr0gr?m Tapes - These are nrogrnm tapes 
tha.t Ji.2_s.t1bjec·t to--p-c(i:Tocfrc revisi(ln or replacement.. 

Scratch when superseded or ·wlwn no longer needed. 

0 /, 3 S . . .c • ~ A D 'l" Tl . d,:..,. . . c.:i.ent1 . .L1.c ,_om_ce 2ta ~apes .. 1ese contain ata on 
geophysical pbenomen.a measur6li1ents a.nd pnrameters taken at 
many observation points either manually or automatically. 
These tapes or equivalent are produced by ITS or provided 
to it by other agencies. The data is frequently reviewed 
and corrected and updated on a new tape. 

a. Superseded Tapes - The latest version of the data 
cannot be regenerated and has enduring value. 
Tapes replaced by the latest edited version 
scratch when the edited version has been checked 
arrd accepted. 

b. Last Edition Tapes - 9At~jn, Transfer to FARC 
when no longer needed for current business and 
offer to tbg N~tionil Archivg~ w~_thi~ 1 vQar 

0t; 1::i.lelr•;.~;Ct.,; r, ~~o5? /S/-<!.c?-v..f /idtt-re.~~, 
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24tL Inte:rrn.C'diatc. Pr-h?tot,ts - These are printouts of 
smirce·-cw1-::ci.. to be u!~l.'cf7:Z.ir one analytical step in the pro­
cess of producing n final report for the project. The com­
puter makes the nece~sary calculations and displays the 
results in the form cf a gr2.ph on a cathode ray tube and 
a m:i.crofilrn stri.p rep:coduct.5..on of t:he graph is simultane­
ously made. Hard copies oZ the- graph are produced as 
net0)dQc1. 

This also includes sim:uar printouts snch as one listing 
air~raft aloft in the area. 

Dispose one month after the materials involved have 
been accepted 3nd the necessary by products have been 
prepared for the next analytical step. 

245. Pro_gr~;Ei1 Printout~_ - These are progrA.m printouts for 
which no tapes are retained or any involved. This also 
includes some outputs produced from these printouts. 

These are kept as a scientific worktool to produce more 
advanced computer programs in the same subject field. 

Dispose ~1en they have ~erved their purpose. 

246. Pr2_trra.m __Printouts ·· These are. the usual computer com­
mands on antenna oerfon,1ance data transcribed from paper 
tapes described above. 

Rotain. Transfer to FARC in mutually agreeable con­
signrnents and Qffei- t;o f,;l;~Q r~iiltiot1..il ¢.;i;ch:i.ve~ J year 
thor€L!d.:t"1r, d}1.s1ese. /$1.ea-,,~- 4e,..vt~ • . 

247. Bi-Weekly Cost Reports - These are printouts pro­
duced at the Division, Group, and Project levels showing 
obligations, expenditures, and balance of funds at each 
level. The part of each report received at the Division 
level is distributed to th2 other organizational units 
involved. The accounting copy of these reports is main­
tained in NBS. 

Dispose when 3 years ol<l. 
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(Punch Cards) 

2Li-8. Prc~ram Punch Curds - TI-~ese. a-cc. cards produced to 
~ranslate_computer progrmn corrrroands to machine readable 
language. 

a. Research Programs 
project is closed. 

- Dispose 5 years after the 

b. General Purpose Programs 
the data has been 
tape, printout or 

- Dispose 1 month after 
transferred to an approved 
equivalent. 
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DIVIS ION 2 .. SYSTE?-·rs TECJ-mOI.DGY AND STANDARDS 

The Systems Technology and StancJ.:-1rds Division, is involved 
in a broad prograra of applied research and engineering 
directed toward systems analysis and the technical assess­
ment of operation2l and potentially new comrnuriications 
systems clnd technologies of the Department of Commerce 

pv· L~, -1 - , ' 'ClQ·•·,· -· - (• '1"'1~--, D·i r·· < • IC' ,.. - C,
1c.a n d o tl1~-.L rc-.c..e::rc. .1. <·b"-CJ.c.Lv..,, _\J.s1on ~ pro6 ram .:iup-

p(.)rt the devc lop,11cnt o £ £.np;ineer-Lng standards, sys tern 
evaluat:ion and the dissemination o:E information by means 
of engin~ering reports, consulting and advisory services 
and training or educational programs. An objective of the 
Division is to intl'.grate the capabi.lities throughout the 
Institute as needed to solve problems in existing or new 
systems applications. 

('l-i'J. ] ,~]1,-.1~-,,.,. ~ • • 7- t·• - t!)·• c:, ·r 1 • <~ , , I ,0 I,,,,._ 11ne .. ,, ____,_._c,.1._1,E.ll. ... J. ion .,.1.~ vrouD J.~ a IJroLrdm 
- ='!. 0 • "' element ennancing our technology for efficient 

. . f . -F • • • , •transmissJ_on o ~ in..::ormation 1.n commurn.cac:ton sys-
tems. Emphasis is placed on the transmission media. 
For example, in situ measurements of the impluse 
response of transmission channels in the VHF-SHF 
range are 1.nade ·w:Lth. an instru.rnented probe system. 
The mult:Lplicative type signal distortions that are 
caus 1:.v-ll::-y c!:c.1.•:~ri.el flui:tt1c1.tions ,=1.r0 st1..1died both a~a--
1 __ ,ctl.L\' -- ~-- - ""-·-.Lil Jab··,--U .• c:tL.Jl.,...c· -•\r s .! •.r· 11 a ~L-' 01·1 expe···'·r~.1.cll,t:,l.·,·1 l"J.JL.,_ 1..c ~ 11 

cLJJU 
1 

.. .Llll.~ J_. ,:, 

to cvalu~te svstem perfonn~nce. Signal stru~tures 
,/ ; ' 

ranging from the human voice to high-speed digital 
data are considered :Ln the progj::-am: with the, obj ec-~ 
tives to improve traru;mission capacity, qualtty and 
our ability to predict performance. At pres~nt the 
group is conducting projC:>cts to examine: ! 

- Speech intellibility, 

- AFAL simulation, 

- Scintillation and "Sea State", 

- Multipath model, 

- Boone-Fowler propagation, 

- RADC/ARPA Hawaii experiment, 
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-- Time dorriain object i.ve mc::~t:~;urements ~ 

Multipath handbook, 

- Channel probe studies, 

- RCAC colocation, 

,- Seashore proximity measurements, 

Channel simul:..:ition, and 

- Noise and interference study 

o Sys terns A ~~.sc s srr:enl:_ -~ this grnup applies advanced 
analytic,._d, experimental and simulation techniques 
to determine performance estimates of cable~ micro­
wave and satellite telecorrmmnications systems. 
Examples include satellite system studies for the 

i C ... 1) 0 t ;7 1 Cr~ •l 4 ,-i r (_l D .. r . .~ ~.. ·' · ......, :;... T) 7 .- .. .- -1 r er C' '.-, f--::-. ·-: ] -• "-- JU .,..J • .i:(),_; -· L •. ,-.,.\ ··----·, l,:,-l~•Ll..L \·,cl1.I1~I.~:, •.J•-•~"-L _J,LC 

Ci.rcuit building losses for the NASA, some National 
Weather system circuits, the National Environmental 
Satellite Services GOES data collection satellite 
system, the ATS-6 educational television satellite 
broadcast experiment, cable television systems and 
digital picture coding applied to satellite and 
cablf~ television transmission. At present the group 
is conducting projects to examine: 

- Te lecomrnunications survey and assessment, 1 

i 
- Teleconferencing and satellite telecormnunications, 

- Frequency allocation (study), 

- Direct Printing Telegraphy 5 

- GOES Telecommunication (study), 

- GOES link analysis, 

- Atmospheric noise simulator development, 

- PBS TV station coverage, 

- Building attenuation, 

EM location of trapped miners, 
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- Computer communications, 

- Satellite propagation studies, 

- NCS voice quality study, 

and 

~ Performance. crj_teria.. for telecommcrnications. 

o S' r t- -·•· " 1~· ,.J' i · c, ··' ,_ -• r r:r '-' n d .1.. t<.,.,, -,'-) s• L,c, -· t-] ' 
6 

·roup 11as·'_2-..:..'.::in:-, .-=:22~----e.1. .Ll~ a.,. !' r T • ._ :us 0 

been in exJ_stencc ~or many years and has a long and 
successfu1. record in the support of DoD and FA.A 
comrnunication systems. The group has developed 
the procedures and methods for system design, :Lm-­
plementation, testing and operation of worldwide 
radio syst~ms. At present the group is conducting 
proiects to examine: 

- DCS microwave radio, 

- SCOPE engineering, 

- Test acceptance upgrade, 

- Automatic technical control, 

- Systems applications consulting, 

ASA communication network (study), 

. . f · 1 · iDigita_] systems engineering test ac1 ity,; 

- VICOM interface (study), 

- Wideband cormnunications at 15 GHz in Germany, 

- Microwave system studies, 

.. RADC automatic data system, 

- Telecommunications glossary, 

- FKV Data Systems, and 

- Radio communication syst2ms performance. 
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o Systew.s Tc~chrn"'!O?Y - this group has two thrusts:
·rouo:°;pfi_e_:rT(:co::i;:i·f--;-1 sirnuLition v1hich results in 
extensive modem testing nnd evaluation; and systems 
standards developmsnt and technical studie:; for 
major cornrnun:i.ca.t:Lons systems of the Defense Com­
munications Agency. This work is vital to the 
Institute in achieving a role in technology trans­
fer, through the development of t2lP.communication 
systeras stnndarcls for non-defense applications, one 
of the most challenging fields for OT in the decade 
ahead. At present the group is conducting projects 
to examtne: 

- Digital Selective calling, 

- Stratcom DIDS study, 

- HF modem specifications, 

- Technical control standards, 

- JvfARA.D program, and 

- Anti-spoofi::;.g. 

o New Techno1o_g_y Develop~.~::...~. - this group is d~signed 
to explore new areas ot system applications 6r tele­
communications technology for the Institute. ', Typi­
cally these exploratory activities lead to t~e 
establishment of new groups. A current example is 
the assessment and evaluation of fiber optic~ and 
associated techno].ogy for applications in telecom­
munication d:i.str:Lbution nnd trunking networks. At 
present the group is conducting projects to examine: 

- PCM/TDM test bed, 

- Military application of optical fibers, 

- Optical handbooks, 

- Optical Data Systems, 

- Optic2.l communications, 
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- Undersea coble handbook, and 

- Man-made EM interference. 

The number of groups in the Division do not remain static 
nor do the numher of projects within the group. Both vary 
with the need and worklod<l priorities. Further, the per­
sonnel assigned to groups and projects are interchangeable 
an short notice in order to achieve the g~eatest utiliza­
tion of professional c~pabilitics and to advance each pro­
ject most eff~ctively. 

Office of the Associate Director 
and Assistant to the Associate Director 

for Program DeveloGnent 

21,9. £~L~c~::~ for Gover~==~:::~:::~hese 
are the papr:!rS of the Assoc1att; Director who serves as the 
local coordinator for the annual conference which is a 
interagency body sponsored by OT. The coordinator makes 
all arrangements for the meetings and directly contributes 
to the organization and agenda of the conference. 

""'J.1.t··.,r.::..",~ i·,~,,-,,:..•,. . .._. a·,~-,.,.,_,_. er, ......;_._,,. o·F-'- 1·~~s \.,:.... ~ 
C.J.. ••.

t-•"Tv-'...J .L-::ou·-~ i·n t··1,~
.- - t"'-...J..t.,-.1,...u .._,;_...,_._.~._, r 

~ 
.. ''-'• ,.,.:..' 1 J .... , ... 

!!\...t _t:!'-L.__.,~ 

office of an official occupying this kind of position. 
_ ~RMANENJj : 

~' S- t- r -R~. Transfer to successor or to FARC and :offer 
15 11"-"'1tvo{ for trans fer to the Nation2.l Archives lOyears t~1ere-

after. : 
i 

250. Subject Correspondence File - This i~ incoming and 
outgoing correspondence g2nerated or collected by the 
Associate Director pertaining to professional and mana­
gerial direction of the Division. More specifically, it 
includes budg1c:t, fiscaJ. year pl:rnning, scientific commit­
tees, education an<l training, speeches, information and 
public relations, talks (internal), workshops, conferences, 
briefings to NAE and others, mission statements, publica­
tions and reports. 

The papers appear to have no value after they have served 
their internal purpose. 
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Hove active files forward and dispose of all otbers 
when 3 years old. 

251. .t~~e~-~--.I.ec1~!7:!:.C'cl_L__na~.~--=....B:~~u.~. Tnterfer~~~a: 
tion Program (RIPF) -· These are the rec::oi:d copies of papers 
gcne1~;.ii-ectby-i.:l1f2 committee :LncJ.1_,_ding agenda, minutes, 
correspondence, reports and other research papers. These 
papers should be kept long enough to insure full exploita­
tion for future sci~ntific investigations. 

Transfer to FRC lA:cn no long8r needed for current 
b 'l''."ln"',...S ·1,-c~ 0'1' ·, )n,·•r. -,1~c1- ] .Jr::; -1c:.-a•~s o 1 ··',.,0 .... c,,:,, ~-d., -~I--·~'- w,,:...l _> .a.L,. ..L\..l, 

252. JR.AC St:anclaE~:._-~?dd.ng Grour_ (' t;' ·required, the 
Associate Director is designated to serve as chairman of 
an IR.AC Subcommittee or the le.:.:ider of an IRAC Ad Hoc 
Working Group. In both capacities he maintains the offi­
cial records of the bodies invo~ved. 

Work papers and backup data generated by tbe subcommittee 
or working group have no value after the expiration of a 
short period of t:Lme after the body has been discontinued. 
The data in these papers are essentially duplicated in the 
agenda and minut2s of lRAC and of the IR.AC subc01m1ittee 
involved \vhich are retained long enough to serve all needs. 

a. Backup and Workoaoers - Dispose l year after 
discontinuance ~£.the subject body. 

b. Residual Pap'=:1:~ - Forward to the IR.AC Executive 
SecrPtary, Ottice of Telecommunications, Washing-· 
ton, D.C., 1 year after discontinuance of the 
subject body. Ultimate disposition of these 
papers shall be made in accordance with the 
retention period specified for similar papers 
of similar bodies headquartered in Washington, 
D.C. 

253. Chronological File - This contains a copy of each 
outgoing item generatecT-by the Associate Director and 
Assistant to the Associate Dir2ctor. This file is main­
tained for convenience of reference. 

Dispose when 3 years old. 
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2.54. G~-2!:~) Con_·esp~?.E!:.~~1:.::~12.<:.;: - Th:Ls consists of copies of 
correspondence g,_,:11r::,J:·a.tco oy the several groups St'~nt to the 
Associate Director for post audit reasons and informational 
purpose.s. 

Dispose when l year old. 

Assistant to the Associate Director 
/,dminis trat ion 

The Assistant to the Associate Director is directly respon­
sible to the Associate Director on matters concerning divi­
sion administration, and looks to the Executive Officer, 
ITS, in matters which pertain to the whole of the I.TS 
m_·gc.~niza t.ion. 

The Assistant plans, controls and directs the administra­
tion of the Division including the provision of a full 
array of office services usually required by a major sub­
division of a primary operating unit. His special assign­
ments include serving as the ITS Space Officer, as a mem­
ber of the Joint Space Utilization Committee which is made 
up of representatives of the major operating units involved. 
He also serves as the ITS member on the Interference Com­
mittee which deals with frequency manugement matters. 

The Assistant to the Associate Director regularly meets 
with his counterparts from cross-service organizations to 
refine the terms of the agreements or to make adjustments 
irt the implementing methodology under them to get better 
results. 

255. Financinl Papers and Reports - These are the papers 
gencra""Eccr by the Ass:i.sta.nt so a.<:: Co have an up-to-date 
account of the funding and work status of each project or 
other line items involved in the Divisionis activities with 
the capability of making satisfactory forecasts for each 
such item or combination of items. More specifically, the 
papers include budget materials, project cost reports, 
monthly st&Lus reports, individual cost accounting from 
support services, payment documents on communicating type·• 
writers, feeder reports, copies of all ITS project propos­
als and similar documentation. 
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Revie\'J pap'!rs annually am] move active files forwai·d.•
Dispose of individual documents or the contents of 
file fcldcrs when they have served their purpose or 
wl1 C)""'\ 1 ·,-r~,... ,A ., 0 ·1 ., t.·,,1; c1 r: ,,. ,.. ]' 

... <..-it .., _,'COL;:i 1.CL, v.! . .l.. Ll~V~:r ·_s sooner.. 

256. Personnel Name Ca~e File - This contains a folder 
for each.emp-:loyce i.1: \\,hich oITice copies of personnel 
actions and related papers concerning the career of the 
subject employee are placed. 

Record copies of all these paper8 that are needed for long­
term purposes are maintained by the Personnel Offices, NOAA 
in the Official Personnel Folder. 

Dispose 3 years after separation of the subject 
employee. 

D1'L)1° L-oc·•J- ::.ci,·e 1•'-i ·1 (-''.0: f\l 'L ()Jc: ,_·[•~,::, ,,,,., ,,17,ti .(C,'.c·· ,,7,·)r1 
J257 • .i. '--, ._ -. .. , ~.) _. J. - _ ... - •-

·-
.• - . ·- L . C -..) '-- __ \. . • ·- .L .. . - v l 1r D(-'''-,'\,, - .L 

fonned-lj-:f\::Fe 1:J.'S anci -:tlie Division is broken down :i.n pro­
jects. Each project is given a distinctive numerical 
designation. The papers for each project are case filed 
to meet the needs of the organi7-:at:i.on segment holding 
them. Generally speaking these case files contain a copy 
of the project proposal, letters of acceptance from the 
sponsor and ITS, project milestone (work) plans, progress 
reports, and selected papers containing scientific or 
technic3l d2t3~ ~~d ether rcl~tcd p~pcrs of special 
intert:!sL. 

These particular project case files are generated to en~ 
able the Assistant to the Associate Director to quickly 
respond to situations or inquiries concerning the adminis­
tration of the project and on certain scientific charac­
teristics of the project. These case files appear to have 
no value after the need of the Assistant has been satis­
fied, since record copies are maintained by the Groups. 

Dispose 5 years after the project is closed. 

258. Pendi~g Proiect Proposals - On occasion the ITS 
prepares a project proposa1_ for submission to a potential 
sponsoring agency. Such proposals are usually agreed upon 
and reach f~uition in a fornIBl project arrangement and the 
pending proposal is placed in the Project Case Files. The 
remainder of the pending propos2ils-fs'°7i:elcf-I'nthisfile 
for a short p·eriocl of ti.me. 
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Dispose when tlw proposal is dropped from the pro­
posal list and is no longer being considered for 
acceptance. 

259. Administrative Suhjcct File - This contains office 
. 1 , l • . • •copJ_es on matters sue 1 as o:IC.get J_nscruct1.ons, cqlnpment, 

equal employment opportunity, interference comrn:i.tte.e, 
minutes of meetings, military '.::;pec:Lfications dealing with 
forms and other issun.nces, purchase requisitions, sumrrrary 
log of time and attend21nr.e, training and education, travel 
and travel logs and the like. 

Move active files forward and dispose of all 
others when 2 years old. 
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GrouEs (also called Sections) 

As described in the introductory statement for the Divi­
sion, there are five Groups in the Division. The number 
of Groups in the Division varies accoring to the need for 
scientific research in the Division's subiect field and 
other factors r:i1..1.cl1 a.s 1·1crk load. 111e numb~r of projects 
for which a given group is responsi.blG is also variable. 

The subj 2ct mJ.tter covered by papers generated by each 
group is different from that covered by papers created by 
all _other groups. Subject matter found in the records of 
each project is also peculiar to it. However, the records 
created at the Group and Project levels, in many cases, 
answer to the same description and serve the same purpose. 
Accordingly, all records found in the several Groups are 
given a con@on description below. It is not likely that 
any group will have all of the items listed, but only some 
them. Should any element of the group start a new file 
covered by an item in its part of this schedule, the terms 
of that item shall apply to the new file. 

The allocation of the records between the Group and Pro•­
ject Leader~ is arbitrary and is done only to show a pat­
tern of phy~;ical l~cation_. The tE:_rms. of each item apply 
to records in chc Group wnerever rouna. 

2 60. Proj_ec t Ca Sl~ Files - 111ese papers are filed numeri­
cally ·Dy-proJ ect number and are readily identified as case 
files. The basic papers found in ec1ch file incJ.ude: 
(1) proposals, (2) ITS and sponsoring agency letters of 
agreements, (3) contracts, if any, (4) work plans (mile­
stone plan), (5) financial documents including the project 
cost reports, (6) manpower costs, (7) correspondence 
relating to the project between ITS and the sponsoring 
agency and others and (8) any other papers needed to docu­
ment the origin and conduct of the project. 

Transfer closed cases to FARC in mutually agreeable 
consignments. Dispose 10 years after closure of 
the project. 
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.261., -~~!2,5ling P!:_<_?ject Pr..52.]292.<-1ls_ - These axe papers gener­
atea by the Group in the torm of Pendin2 Project Pronosals 
and related papers which have not-yet-cfevelopeu int~ an--
approved project. · 

a Established Projects - Move relevant pending 
proposals papers to the record copy of the 
Project Case Fi~£~· 

b. Unestabli.shcd Project Proposa.1. Pc1.p0rs - P0r:Lodi­
cal~y r~view ~n0 dispose of those on which no 
action J.i, ant:LcJ.patecl. 

262. Svm~_iu,E,__ Papers -· This is cbcumentation of symposiums 
conductecf oy the Group including preparations for the sym­
posium, compilation of materials for attenckes, agenda, 
programs, n1inutes, copies of unpublished speeches and other 
presentations) cind Qr;·c.:t:-1f~cr:;ents for payment of obligations 
involved. 

Dispose 5 years after termination of the symposium. 

Pro ·icct Le.c1.ders 

263. i;_t1~:l1ors ;.1aE-t.13C!.~i_y)t:; - Th_e.sc ttrt copi,=:.s c,f iT1()stl~y 
publis'f1ecf..authors m~1.nu'sc"r.ipts. 

Dispose when 5 years old, or when published which­
ever is sooner. 

264. Ad~inistrative Subject File - This contains office 
copies of71ousekeeping papers on the administrative manage­
ment of the Group :Lncludi.ng such things as requisitions, 
incoming and outgoing internal correspondence) meetings, 
notices, speeches, personnel name case files, shipping 
doct~ents, security, time and attendance, travel and the 
like. 

a. Personnel Name Case Files - Dispose 6 months 
af,ter separa ti.on of the subject employee. 

b. All Other Papers - Dispose of individual docu­
ments or contents of ff le folders ,,;,hen 2 years 
old.· 
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- -265: R~129.rt~_31n~i_R~_p:ci.nts. of Pap5:£~ - These are selected 
copH~s o.t rep(ffts a.nd reprints ot. pnpers produced by staff 
and outside authors which are collected by the Grou~ for 
use as a worktool. 

Copies of all reports and papers produced by ITS staff 
members are maintained by the PTIO, ITS. He also collects 
copies of reprints of papers produced by selected authors 
outside of ITS for inclusion in a record set. 

Dispose when they have served their purpose. 

266. MaJ:>..::!. ·- 'J.112se a;:2 copies o:f maps produced by the 
Coast and Geodetic Survey, Geological Survey, Defense 
Mapping Agency and similar or equivalent mapping organi­
zations of foreign goverruncnts. These maps are maintained 
for primary source data for original research. 

This collection is an ess(mtial worktool and must be kept 
in close proxim:Lty to the professional users since there 
is probably not another set precisely like this one any­
~1ere in the world. 

Dispose of individual maps when superseded or ,,11ben 
they have served their purpose. 

267. Proiect Technic~l Support ~apers - These a~~ the 
1 

P~-e·-~-- i. gr:-.-;::,r--,~-s~ (.-.i L- e u 'I.._u •.•y t'·1··c:.~ ,-----up-,.1. c.•·,ad·· a11c·1 "tJro·~,:.,c·L·-J '-- · vLt t.J ~ 11 ..... . _ 6 !... '-' •,a _ ,·1 c ..._ ]eJu'e·rc. 

while the project is in progress. They contain scientific 
data supporting the findings presented in the final pro­
ject report. Essentially all of the clata found in these 
papers are sun@arized or duplicated in the report. Also 
included are multiple copies of reprints of both outside 
and internal papers on the subject area involved. These 
are kept for reference and distribution purposes and one 
copy of each of these produced by a staff member is 
retained in the record set by the FTIO. 

Periodically review files for closed projects and 
dispose of those that are not needed for current 
business. 

268. Strip Cr:_arts - These co~sist of pho~ographs and 
other automatically recorded aata on physical phenomena, 
These charts show the original rt1ec1.surements of various 
phenomena under scientific investigation. 
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These charts contain data that cannot be replaced or 
recre.:-1ted. However~ nonnally the charts are scaled within 
a short time aft0.r they are produced. This is not the case 
in a few ins tanccs. Even though thC?. charts have been 
scaled they should be maintained c.l reasonable pC?.riod of 
time to al.low for full scientific and other professional 
exploration. 

Tra.nsfer to FPJ:ZC: in mutually agreed upon consigru:nents. 
Dispose when 15 yea:-s oTcl. 

269. National and International Organizations Participa­
_tion Pap·c~s - -··Th~·se are -tile papers··ge.nera ted by a s ta"f}:­
rnember of the groups serving as the official representa­
tive of the U.S. Government on one or more of these organi~ 
zation~. Gen~rally, the~e r~presen~ative~ are members of 
a reLn.ed natJ.onal orga.n1.zat1.on hc1v:rng a .Large representa­
tiori frDm go\1ernr.1cnt ~igcncics. E.::,ch of tlws0: members 
would have copies of participant papers. 

Record copies of these papers are maintained in the State 
Department and other sponsoring agencies. These papers 
are generally published at least once every 6 years. 

Dispose 6 months after publication or by transmission 
to the chairman or another member as appropriate. 

2 70: EqL!ipmens-:,,-~P..~~jl~<~a tions and ~:ranua ls - _These :a1:e 
copies or spec1r1cations ana operating manuals supplied by 
the m&nufacturer ·with an item of equipment which explains 
its construction, production capacity and procedure~ for 
the best utilization of the subj2~t equipment. 

i
Dispose with the equipment when ITS disposes of the 
equipment in accordance with the Federal Property 
Management Regulations. 

2 71. Source Data Input Do':?~1ments -~ These are the paper 
copies of documents or records transcribed to a medium in 
some other physical form (includes punch cards, tape or 
equivalent) containing the original data generated by 
scientists and other professionals in the process of 
their investigation for specific program areas or pro­
jects. These data arc partially or wholly transcribed 
on punch cards or some other input medium for computer 
treatment, The data that are transcribed cannot be regen­
erated. 
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In'·w case where tbe data are who11.y transc1,ed on an 
input medium the pupers are of onl.y short-term value, 
however, when a part of the data in the source document 
is so treated the value of the papers is of a much longer 
term value. 

a. 'Whollv Tr.an~.cribed Docume.nts - Dispose. 1 year 
after-transcription. 

b. Partially T'i_·arn;cribed or Untreated Documents -
Move ac t:i.v2 files fcn-:a.n.J and t;:ansfer to FARC 
in agreed upon consignments. Di s:Josc when 
15 years nld. 

_Qfagnet:Lc and Other Tapes) 

j2 .., 2 1vf ;1 c -'- 0 -- --, - 1 ;- . l 1 r, t ·- ,.., ,. ...._ o ... "L1 1 l -· . J P 1- - ,..,] ' ::,, ••L0Lcr J_,,p.L d_.:.:~-__':_1.1 nut::_ J'."'~l::.:::-. or 1Jc.... iv3 __ J1_ J..1esE. 
are the master input and output tapes, or equivalent, con­
taining the fundamental data used to produce the project 
final report. These tapes are of great significance 
because they cont::1in data for generating new scientific 
projects as well as the information needed to verify the 
findings in the final report backwards and forwards in 
time. 

Rct ai n, T1·ons fer to FARC \•:hen no longer :1eedcd for 
current, business, and offer to ths ~latioi_1al Ju,hiv~~ 
within /1 year therc.u.ftGr, ~YIJJc. /'G'y~..1 ~ .e--c...rr :v... • 

2 73. Intermediate T~ - These inte1.711ediate tapes, if 
any are produced to accomplish one workstep. They have no 
further value after the ,planned workstep has been accom­
plished. 

Scratch when the d.::2 ta. has bcci.1 transferred· to an 
approved printout. 

2 71+-. ~onsorii:1g Agency Programming T~~ - These are tapes 
supplied by a sponsoring agency to the group involved 
under an arrangement for their return. 

Dispose by returning to the sponsoring agency when 
the projects need for them has been satisfied. If 
there is no arrangement for return scratch 6 months 
after closure of the project. 
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275. Master _'f_Eogra~ _ _g_c1ssette. Ma_gnc_:__1=_!-_c Cards, Paper Tapc~s.2.. 
or I.T-1ivalent ·· These c.Jre: storage media dev(::loped while a 
project is in the process with any related hard copy papers. 

Turn over to the sponsoring agency in accordance 
with the project agreement. 

276. Master _Source. PrC2£ram_Tape:s 52,r Equivalent - These 
are selected program t2pcs, or cquiva1ej·1t, kept :for refer­
ence after the record cories have been turned over to the 
sponsoring agency. 

Scratch when they have served their purpose. 

277. Master P~ram Discs - These are magnetic discs 
which store the computer program f:or the system. When 
t~e ~yste~ h~s been in satis~~ctory operation for a_period 
of: time tlH-2 data D.rc tTn.nscrJ.Led on a rnastE:r rnagnetJ.c tf;pr~. 

Erase. when the data has been transcribed on tape 
and the disc is needed for reuse on another project. 

278. Tcd~nical Dai:a Tc~~~--..L_pi~c~~; o~- Eq~_dvalen!:_ - _These 
are storage medJ_a containing a1l of che data needed by the 
scientist to reconstruct physical phenomenon data, dates, 
times, locations, 
t1:1e pa.1:Cit-ieLers of 

weather information and 
!...1!.~ pl1.yslca.l ·µl1en1..J111e11011 

the values 
t:1e.asui:~es. 

of 

These m0~dia contain all of the data needed 
validate the final report. 

to verif6, 
' 

or 

Scratch when they have served their purpose. 

(Printouts) 

279, Intermediate Printouts ·· These are subset printouts 
produced to accomplish one workstep. 

These printouts have no value after the workstep has been 
~omplcted. 

Dispose when they have served their purpose. 
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280. l'faster Cu.mulativ:.9 Pri.ntcu_~~0.-2l:'.:J21~2Et~:.3 tho. Final 
~~ort ·· These printouts contain cbta from t~ Mas tor Input 
a~_u lJ2Ut T~~pc~: Hm--,e~re~:-, i.t i:3 :i.mpo~~ s ib le ~o re';ch a 
r1nal cl,:,)tcrm:;_n:1tJ.on. on JUSt he:1·.r lon;; each series or these 
printouts must be retained for pi.n:-pcses of verification 
and scientific investigations. 

Dispose when they hn.ve served their purpose or 
when 15 years old, which2ver i~ sooner. 

281. Summary Proj ec~-- Printouts ·· ThesE:~ a.re surrunary print­
outs orthe system procluccci just b(c:forc or duJ'.'ing early 
operation of the system. They arc used to make necessary 
adjustmenti; or to veri.Ey th.e validity of the data or sys~ 
tern operations. 

Dispose when they have served th2:i.r purpos2, 

282. Final Program Printout - This printout contains com­
mands to the computer to automat:i..cally process the input 
data. 

Transfer to FARC in mutually agreeable. consignments 
anc1 dispose when 15 years old. 

283. Project Cost Renorts - These are biwceklv orintouts 
~ .."-t-c:'t~~p;-,1,::.ntC-'. c,f- ~1-,,-, "uTi,ns10·1 c,1~nun ;..,nc·l ·pro·,;,,r,·:-0:t ',.., .. ~ c L----·-·- -~ ,__._ L_ - -•---• -~•, c.,·--' i:-, - • , .;--~ 

levels. They show the reporting period 5 f-un.ds on hand, 
expenditures, obligations, paid aad unpaid orders and 
the balance of funds. 

TI.1e group leader receives two copies one of which he for·­
wards to the project leader to keep him informed of the 
fiscal status of the project. Both copies are worktools 
and are duplicated by a set maintained in the Office of 
the Technical Assistant for Administration and Fiscal 
Officer, 

Dispose 1 year after close of project. 

(Punch Cards) 

28~-. Program Punch Cards - These are cards produced to 
facilitafe·-ec1·rung or revising tlie subject program. 
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Dispose after the related system :r.s installed and 
accepted, 

2~5: Pro__grDm and Badc1.1p R~_port Decks - 11ws~ are cards 
gJ_ving d1e ccirnput.er commands on the aggregation, storage 
and array of data for automatic processing. 

These decks are used by members and orga.n:Lzations of the 
scientific community fr,,r re:iea.:cch fo:c a period of time 
during ·which t.he deck(~:) ,1re mack available to tlwm as 
a package. 

a. Master Input and Output Decks or Tapes - Rutain. 
Transfer to FARC when no longer net~ded for cur-
r~nt, business and @f~Gr to b:ati.ornl Archiv:e~ _ ~A, 

,;nthJn J ye..i;i; t)wre;aift·Qr, ~,roic. zo,71!!1L"_j ,r7.12,,,.-e,7,--, 

b. All Ot:hc;c:; - D:isp,')se ,-.1hcn super.sede:d or whe!1 
15 years old. · 

286. Technical Source Data Decks - These are punch cards 
on ,;-.1hi.-ch tecbnic2l source data have been transcribed in 
industrial standard machine readible language for auto­
matic processing. 

a. Untaped Decks - Review decks annually and move 
ae:Li·ve t.~~cl--... ~ .L0rv✓ ard 2.11d dispost: c,f all ot:11.e:rs. 

I 

' 
b. Taped Decks - Dispose 1 month after the da~a has 

been written on a tape or disc that has bebn 
checked and accepted. 

(~Ja_g Cards) 

287. 1jag Car~~ - These are cards pr8pared to store :Lnfor-· 
mation on documents, lists, and the like that arc subject 
to constant revision. The information on the card auto­
matically activates a typewriter that will automatically 
type all of the information on the card or any selection 
of informati.on on it in typescript or cornrnunicate such 
data to a computer for further processing. 
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These cards app<?.ar to have no value after the :Lnternal 
need for them has bc~en sat is f iE~d. This system is used 
throughout the Division and this item sho~ld be applied 
wherever the cards arf:o found in the Divis ion. 

Erase when they have served their purpose. 
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DIVIS ION 3 - /\PPLIED ELECTROMAGNETIC s!NCE 

The work of the Division under tbe Associate Director, who 
also serves as Division Chief, has as its objective the 
application of electromagnetic science to telecommunica­
tions problems. This ~.-,ork includes the delineation of the 
effect of the propagation medium on el1:.ctromagnetic waves 
propagated thnrngh it (e.g., atternwtion, dispersion, 
multipath effects, etc.). The work of the Division is 
conduc t:ed among six r)j:-c);rcim area. groupings a:; fo lio,:--1s: 

o Navigc:ticm .::rnd D---R~ion Science - undc~r a group 
learJ2r 5 performs th.coret:fcal and experimental 
studies of radio navigation systems, their design, 
performance c:m~ ca~ibrat~on tm._rard~ imp1;ovcd ac~u·~ 
racy. The navJ_ga tion science~; cDgincer ing exm1nnes: 

- Loran C/D theory and experiment, 

- Experimental and theoretical Loran temporal 
variations, 

Differential Loran-C applications to high preci­
sion harbour and estuary navigation, 

Ao-pnr-v
- ··c, ----- ..I 

- Defense Nuclear Agency Partial Reflection studies. 

Studies are also made of the Ionosphere D- and E­
regions cind the:ir effects upon telecommunications, 
and models are also developed to predict the effect 
of ionospheric scintillations on digital microwave 
communications between earth and space. 

o Ionospheric Transmission T~chnolc_g_y ·· under a group 
1eader, studic:~s the etic~cts ott:he ·ionosphere on 
telecommunicatj_ons systems and on ovc-~r-the-horizon 
radar. The radio frequencies of interest range 
from a few tens of hertz through VLF, LF, and HF to 
the microwave range, where ionospheric scintilla~ 
tion's may limit the performance of high-data rate 
systems. A sample of projects includes: 
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HF over-the-horizon radar for remote sensing of 
sea surface conditions, 

~ Deve1oI?ment: of ~-ower i~nosI?h~ric n~odels needed to 
predict the time availability ot VLF and LF 
radio syscems at high latitudes, 

- Development of r1:=:a1-time ionospheric radar fre~· 
quency man,=•gemcnt technicp.1es, and 

- Regular and spccLal predictions of the performance 
of HF radio systems for various users. 

o l\dvanccd Comrnunicc1tions Tc~d1no}:.~f;)_: - under a gro1.1p 
1eader, conducts experiments to determine environ­
men~al e~~ects on ~i~rowave ~nd optica~ propagation 
of 1nte]ligcnce ana information. Studies are con­
ductccJ ,;:ith in'.~~:-.:,lJ"•lcnts sr,ccifically de'-'igncd to 
measure p1~opagc1 tion effects such as attenuation, 
dispersion, depolarization and scattering. 

Performance comparisons between micro'wave, mil li -
meter and optical transmis~dou on an :important 
objection. A sample of studies includes: 

- 35 GHz statospheric propagation, 

- Depolarization of X-band signals on long atmns-
pheric paths, 

- Optical signal availability on short paths, and 

- Propagation measurement equipment evaluations. 

o Advanced Analysis and Spectrum Ext~nsion - under a 
group leader, conducts studies of the effects of 
transmission through the atmosphere on communica .... 
tion techniques operating in the 10- to 300-GHz 
spectrum to obtain basic information for the 
effective application of this band. A sample of 
activities includes: 

' Availability measurements of wide-band (1 Gb/sec) 
data links in K- and .V-bands, 
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- - Organization of international rnillim.er~,..;,ave 
symposium on the application of this spectral 
region, ~nd 

- Invention and development of specialized research 
instrumentation and techniques required for the 
above. 

o Microwave Theory and Predictions - under a group 
leader, :tn\;;est~i:.:cs cl_imatological and atmospheric 
effects on EM wave propagation at microwave fre­
quencies. They conduct theoretical and empirical 
studies of the attenuation, phase del.ay, and depo­
larization. of si.P,na.ls, all of i:-.1hich limit the 
effective banciwidtb and pcrfornw.nce of very•-wide­
band (megabit) systern.s. A sample of studies 
includes: 

Prediction rn,:)uCJ.S for rainfc:;_ll, its geogr<'..1.phical 
and temporal variation, 

Signal bandwidth limitation by rain, wind blown 
soil, and atmospheric turbulence, 

- Impact of atrnospbcric conditions on frequency 
assignment criteria, such as coordination dis­
tance, and 

- Ground/satellite propagation parameters. 

o Met:hodolog_y~q_Q.Eeration..'.?---13.:.~searrj} - under a group 
leader, involve the devc1opment ol: the methodology 
for performance and operational capability assess­
ment of software-•supported tactical electromagnetic 
and weapon related systems, and the development and 
application of simulation techniques to predict the 
character of EM environ~nents a.~d resultant e.lec-~ 
tronic system or equipment performance degradation. 

Electronic system capability evaluation includes 
modeling of energy coupling phenomena (singular and 
multi-mode propagation, inter and in.tra system con­
duc~ed and radiated components); equipment/system 
functional simulation; and operational capability 
compromise because of the EM environrr.ent. System 
applications include active and passive EM sensors 
and comrnunications/coITu.7land control functions. 
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Office of the Associate Director 

288. Subiect Correspor..dcncc _Fil_e - This is incoming and 
outgoing correspond,::'.nce that h,J.s application to all or 
several of the projects a.nd activities of the Division> 
but is not suitable fo~ filing in the case file in any 
particular project or activity. Primary headings found in 
the file include: B-Ronds, B-Budget, CA-Committee Adminis­
trative, COM-Corn1mmic8.ti0ns, DE-Df_'.fense and Emr:::rgency 
Planning, E-Lducation, F-Fonns, HS· 0 Hcalth ancl Safety, IA­
Incentive A-wan.ls, IP-Information and Public Relations, 
L-Legislation, Vi-Meetings, M0-·Manage,'t1(~Et trnd Organization, 
PA--Patents, PB-Publ:i.cati.ons, PS-Personnel 1 PT--Printing and 
Duplication, R·•Records, RP-Research Programs, S-Space, SE­
Supplies and Equipment, SEC·-Security, S~>S tatis t ical Serv·~ 
ices, T~Training, TL-Translations, TV-Travel~ V-Visitors 
and \TH-Vehicle::;. 

The papers under each primary heading one appropriately 
arranged alphabetically under secondary subject headings. 
Subject headings are added or dropped within the file as 
needed. 

a. CA-Committee Administrative - These are con,mittee 
papers g~nerated by the Associate Director as a 
mcm1)i::1~ c.J~ tl1f: sL~1:,':c·c.t 1:,oc.i), ..:.1 1... ~J-2,::2.. use 1-!e 1-ias 2. 

primary interest 1.n its proceedings and transac­
tions. 

1. Membership Papers - Transfer to successor 
or the chairman of the subject body. 

2. Papers Collected to $atisfy a Primary 
Interest - Dispose when they have served 
their purpose or ,;vben 2 years old, which­
ever is sooner. 

b. PB-Publications - Dispose upon separation of the 
author. Record set is held by the PTIO. 

c. Review all other papers at least annually, move 
forward active files and dispose of all others 
when thcv have. SETved theij~ purpose or Hhen 
2 years ~ld 1 whichever is sooner. 
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Th::Ls file would therefore, appea")::- to h2.ve no value beyond 
the separation of the subject consultant. 

Dispose upon sep~ration of the consultant. 

291. CoIT'mi.ttee P,:,pers and Re_Rcrts Indc.,x - These two (3X5) 
card inclcx,~s to u~c 11!::l tcrlaT'" cfos-c1~--·1;3"ecl above; ODl~ arranged 
by author or title, the other arranged by subjects found 
in the documentation. 

Dispose upon separation of the consultant. 

L ,. --..n 1., -~ 1··J· le ;_ ~ ,r, 9? ,.JC'l1·h1'"'cC...."\ i- Cr,.J1"••1·..... c:,.,,1-,·,..,,,... C."' ,.U·c·,·1c.. 1 ~r, '_ ·' -· '1..·,~1i· ;::, ('. ('J nt u. '-1 i',..,,;.,s .: r---- . ()ffi1..1· ng.--• .L.sC.. 

and ·outgoing correspondence concerning the consultants 
current activities at ITS, and on a great variety cf mat­
ters related to his scientific expertise and interests. 

The pd.pers are ,01,.:-ranged alp];ahetic':!} .i..y by names of corre­
spondence or by subject. These papers appear to have no 
continuing value to others than the consultant himself. 

Dispose upon separation of the consultant. 

293. Technical R~ferc~n~e Papers_ - Th2se are printed and 
processed materials collected by the consult.::mt 'dhich con­
tain data on his area of sp~cializotion t~at_h~ uses for 
.tcf0.1_e.1.1 1_e .. Tl!t::SS a.re :::ecu~;.Udty ~t)~ll:C~ 1n~1Lc:rlB..LS. 

Dispose when they have served their purpose. 

Assistant to the Associate Director 
for Prog~am Develc~_pment 

The Assistant to the Associate Director also seives as the 
Group Leader for Methodology and Operations Research. 

Nearly all of his records are among those attributed to 
and described under Group Leaders. Described below are 
those most closely related to his responsibilities and 
activities in the capacity of Assistant to the Associate 
Director. 
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28?. Technicnl_B~fere:nc(~_ r•~t-~E.:!:.~l~ - These. .-.:irf~ monthly 
printed or processed covu:~s oi boc)l°<:s and documents needed 
by the Associate Director in the course of discharging his

.b.... . . l.dai_y'J respons1 1i1t1es, or in. . h 11.s persona1connection wit. 
involvement in scientific research. 

Dispose when they have served thi::d.r purpose. 

ConsultDnt to ; he /\.ssoci.nte Director 

As required consultants are designated to assist the Assa-
. n·irector w1tn. , 'f' an 1 f . 1 pro-ciate . d ot~er pro·-essionasc1ent1~1c 

blems in very much the same rn.armer ;1s consulUmts to the 
D• T,:,;., Tl . ~1e 11.ssociat.:e. . . 1D . 11:ector s consu l_tantsirector, J.L:,. I 

e e ,·, · .-,j~,-, · • 1·,.., .• .-~.,.., - ·f <Cr>. nnt; f. .,-,.., .0 ft pc..D S ·crV c.S meic, J.:.-r S 0). C.1csluil~>-I: 0. ~._,J_..:.. •• ~- .J.C ort.)'-'·nl~ 
~ations such as the International R~dio Consultative Com­
mittee or one of its subordinate subcrnrnnittces or work 
groups. In. addition, the consultant is subject to such 
special assignments as the Associate Director may deem 
necessary. 

290. Connnittee Paners and Reports The consultant serves•Q 

as a member of -va-r1:ous corrimi tfee~3-·and these papers are 
collected or generated by him in the course of performing 
the attendees rEsponsibiLLties of such service. For the 
most part these papers and reports are products of podies 
with which the consultant hn.s no connection. He coJlects 
the reports as a data bank containing the primary source 
data for research. All of the papers and reports dral 
with the particular consultant 1 s professional speci~liza­
tion which in this case is ionospheric propagation and 
spectrum utilization ond management. Compr-e.hensive·col­
lections of these reports are available in some highly 
specialized libraries, and in depository libraries, to 
serve the needs of the professional cmmnunity for future 
research purposes. 

This file also contains copies of printed or processed 
reports provided by the consultant, however, copies of 
these are earmarked for retention in the record set held 
by the PTIO. In most cases this set also includes copies 
of all reports produced by a particular consultant during 
his career with ITS. 
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29.. A.drnin:Lstrativ 1:: ~~2-.~_1.?j.:::,ct 1~ile - This contlns office 
. ('op·1 es of p"ne-1·" n-r:n7c,,·~f-,=:.rl or coT1 Pci·r?. -:,s t 1 CA ,.• t t 

- J. - • _ •-•J - _,., ,._.,._.. s: .... c1.~--~ -· _.,___ .... ,::u "'· 1.1- .ss1.s an 
to the Associate Director pertaining to the areas within 
Division 3 for which he has a standing responsibility of 
oversight. More specifically, it in~ludes correspondence 

r • d . .b y emp 1-?yee s name; comm:L t t0.e, groups an mee t1.ngs 
(papers;, progress reports, purchase requisitions, per­
sonnel name cases, informa.tion and public relations, time 
and attendance reports, trip reports, travel and the like. 

a. Personnel Name Case Files - Dispose 6 mo~ths 
after separation of subject employee. 

b. Requisitions and Purchase Orders - Dispose when 
2 years old. 

c. All Other Papers ... Move active files forward and 
dispose of nU. others when 2 y1:~ars old, or when 
they have served ci1cir purpose, whichever is 
sooner. 

295. Proiect Proposals - These are copies of pending and 
approved project proposals whicl1 the Assistant to the 
Associate Director needs for purposes of internal manage­
ment. 

Dispose \•1hen 2 years old. 

296. Chronological File - This consists of a copy of each 
outgoing item produced by the Assistant to the Associate 
Director and maintained for convenience of reference. 

Dispose when 1 year old. 

Assistant to the Associate Director 
for Administration 

The Assistant to the Associate Director for Administration 
is responsible for providing for the Division, most of the 
administrati·,,e management functions including the full 
array of o:ffice services found in most offices. 

In discharging these responsibilities he works closely 
with the Executive Officer, ITS, and has to assist him 
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and J.:laisor.. officers j_n s 1.Jb--divisions of the Div:Lsion for 
certain specified key functions. 

It must be remembered that the A~sistant to the Associate 
Director helps to plan and implement the provision of 
cross-service agreements 1mder whicb other agencies pro-

; ,i,::, -· · 1 · •\ .r_L(:;___ r·1·•·s.• , o.n,.. d J_n t:urn c...7e ,_.uiv.1.s1.on.• 
1 

cer..:aJ_nt cen,._ra,... 1 ser--
vices including accounting, procurement, personnel manage­
ment~ and other key functions.- Th-.Ls being the case he 
·p~r1-ic]~•-:1l-es. ~ .pc.'·· ln_,. .-·,r..:i(.>tir1ns.. . b'· \··JL..t, e+-l·•tJ"1..... Y.f.J\f•·'-·) . , ,.c•.. :- . •.1.- • . ~:'-l, .J ': cs.~,--:\drn·'n1'c•tr'lti\1°·;'·' • ..l. _ 

officers for the purpose of making plans 5 policies, and 
other adjustments nu:'ded to refine the cross--service 
agreement arrangement. 

The Assistant to the As~rnciate Director and his staff helo 
in the planning and policy making to meet the administra-· 
tive needs of the Divi:d.on aEd pc~rfocm tbe work J~equired 
to r~ieet tl1e. 1~(~ecl0 of tl-ic lJ:Lvi~"3i.on fo:r l1c)i1se:'.1~ec~riing :E1Jr1c.­
tions with a few exceptions. 

'[1 " . t t 1 O'.C/J_'f.~ <' ·t ot·f·_ 1.e 1:.ssis an. a so serves as .. ~ oecuri -Y ···icer. 
Under the existing arrangement, the papers generated in 
this office are of short term value since record copies of 
them are maintained else·v,'bere long enough to meet all 
needs. 

297. Froiect Case Files - All of th0 scientific work per­
formed~b-y.. ITS and the Division is broken down in projects. 
Each project is assi.gnecl to clist:i.nctLvc nurnerical de;signa­
tion. The papers created by each project are case filed 
to meet the needs of the organizational segment prodµcing 
them. : 

These particular case filecs are created to meet the heeds 
of administrative rnan.s.gernent as directed by !::he Assistant 
to the Associate Director. Each project case file contains 
a copy of the project proposal, letters of acceptance from 
the sponsor and ITS, project milestone (work) plan, pro­
gress reports and related papers. 

These particular project case files are generated to enable 
the Assistant to the Associate Director to quickly respond 
to situations or inquiries concerning the administration of 
the project and on certain related scientific characteris­
tics of the project. These case fil.es appear to have no 
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1• I'·• " .. C' -4- ' - r- "" • '.l C' r'" C ·• , • · b - . f' dthe need of the. ,-.~·,Sl,.,t.dlh. llas ,..en ,,a,_)_.:, J_e'vale af tc•r 
since the r·ccord c:.opies of the project case files are kept 
by the group or project leader. 

a. Pi:oj ec t: Propos2 ls, Letters of Acceptance, and 
Project Milestor.e Plans - Dispose 1 year after 
the proiect. ..., has been closed. 

b. Progress Reports and Other Papers - Dispose when 
tli.e project is closed. 

298. PC'ndinr.: Proiect Prooosals - On occasion~ the ITS 
works lll)---.1-·µ1:c)rc=.c-t Drop6s..,al for submission to a pot:enti.cl!. 
sponsor:i.n'.', .'F:.>;ei1cv tl1at· is known to hciVe smne n~sponsibility 
for and .1 primztr)7 intsrest in or need for the resolution 
of some t·clccomrnunications problems that requin~s scien-­
tific rcr,:::n-ch. Such proposals are usually agreed upon 
and re,~ch fruition :L-1 a for;,,nJ. project arrztngernE-,nt between 
the spon::, 11·.i.ng agency ar~cl ITS. Th(!:~c proposals are of 
course nude a pat:'t of i:he group or project leaders case 
files. The small percentage of rejected proposals are 
held in this file for a short per:Lod of time. 

Dis ['u:::;e when 1 year old. 

299. Per:.:onnel N,1me Case Fil es - These are folders bearing 
the narnc -l~i eact1 emnlcvee now on the Divisio;1 J staff. 
The £old:}i-::; cont,-:i5_n- office c.opi:~s 2nd :r:elated papers c:on-­
cerning Lhe employment of the subject employee. These 
papers .:.11·c'. accumulated and maintained to meet the internal 
management~ nePds of Division 3. After they hc1ve served 
that pllr]h)Se they have no vah1e. 

a. l\~rsormel Name Case Files - Dispose upon separa­
tion by donation to the subject employee, if 
(:here is no pending transact:i..on on which ITS 
is committed to. 

l. Cases on Which There is a Pending Transaction -
Dispose by donation to subject employee upon 
termination of the transaction. 

Cases Involving Adverse Information - Dispose 
by treatment as wastepaper upon separation of 
subject employee. 
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b. All Other Papers - Rcvisw at the end of each 
C 'l J ("lll--1 ~ ·1- u •) ,:, .;_ r~,o, ·(> 

Cl.
,, Ct.:

• ..L V(" f·.;
.J.__.._._..:,

., ,.-,,;, and<--.--. ~r...1.. _y1.-. ....... _, i .I_.. -- forward 
dispose of all others. 

300. -~~~ijcl :i~]Lt0:.ss..c:'..!2......~:~2.L~-1:.~~ - This office :t.s respon-·
si.ble for issuing OT building passes for employees and 
other pe.r:3:Jns of con,..:crn t(, ITS. The C(Hltrol of the 
P c.r• Ce s j s s u:, '1 Ollf- ,. I~ i'JP a' i· 17 ,y ~n--1 t· 0 rrn1· 11·1t0 --1 1'.s I1.',~_.J·.n_tcc,_ .J:_r... ed•• ,.~..:,.:, •, •. ,. ~-- ,_;:,1... .• ,·•.. u ... u .c_ . ,_- :.L _ • ,, .1, 0 

in this register. 

Dispose when all entries in the ledger have been 
terminated or otherwise satisfied. 

301. Entrr.mc(: on Duty Slips •- This is a (5X8) card con­
trol certifying to th; employment :.ind status of each nei;•? 
employee alo1:g. w~th th~ type of positi')n held and some 
oti1er reJ.&tec1 J_n:corm.::ttJ.on. 

Dispose of individual slips when the relevant data 
on them have been transcribed ou security clearance 
control card and on the identification process Data 
Control Form J.CD-•l_S). --

302. Idcntif:icat:Lon Proc(~ss Data Control - Th~~se are con­
trol cards containing the data fJ~om tbe Entry ..·on-Duty 
Slips needed to issue building passes and s2curity clear­
c1.uc·2s. The df,ti.:.a includes name of the cmnl.ove2. o-::;eratin2 
unit or office~ sex, height, weight, eye;, hai{, ~ate of~ 
b:Lrth, :ldenU.fication card number and tbe date is sued. 

Place the cards for separated employees in an 
. . t·J d ,. r, 1inactive 1.e, an aispose L years ater. 

303. BuildinB Passes - These are official credential 
cards Tor the -Bou.Ccfci employees for identification pur­
poses such as admission to bui.J.din.g after hours, and for 
identification for admission to other government buildings. 

Dispose upon separation of the subject employee. 

30~ .. _§_~curi ty Ca~_e Fi_!._es : The~e are case files con: 
taining requests i:or secur1.ty c.Learances and the actions 
taken on them. Also included are requests for visitation 
to security areas in other agencies for ITS employees. 

Terminated e~ployees 1 cases are filed in a separate file. 
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• • Dispose 5 years aftc:;r separation of subject employee. 
Ll).1.1~~~~ 1> ';:,;;;,c,.oN'l?>l~.:~C,.. 

305. Clc1 s s_i f is:_~..)22.'::..':1~-~'--~.!.~~-~~-~t:r:_~) l __B:~gis ter"- This is a log
for each clt1.ssJ.. n ..cc1 cioe:urnent ncJJ or sent out bv 

·' 
OT/ITS. 

It shov1s po~; t o:C:fi.ce registration nl..n:1ber, date received, 
cont~ol nu.'Tlber, d.as~:Lfi~ati.on; originc:.ttor control_nu~1ber, 
rcce1.ved from (organ1.,:a.t:wr:, person, title), descrJ.. pt1.on 
of materia.li date of correspondence, report or copy number 1 

num~?~ of pages, dis~atci1ed t~,_rlnte of action, final dis­
pos:u:ion or destruct:1.on, certifJ..cat:r;~ number or dat~ and 

the n~~~~ ~4~°-!? •~-a eLS) •• (G es ,~I~) .. 
r-,,~·1~ern l.,.,,. ,,,,, -,r,,.!,i-d••,-,r•A xz,+-1- rl~r~ "'-1-rqr,c•·,~n~ ~(.Us.b_.,,,D--~-L :.CL1 ec.v_A_ ..... ktv.:rg •A.+..41 .1.1& p:-.v:v:1.. ~ .. vx~ vL 

E::eeutive Order 11652·. 
t#-t~lf8" i)T -rS, llooc:..u~~.S-

306. Cl3 ss if:Led Document __Contrcil Car~ - These arc ( 3X5) 
C ..,,-<·"t·c

. ,.,Il.:.J,·,cr.::0,,ai',..,c· t'hr-, 1,·o,,1.•:,.""<- .. i~ ..__ 1- /-h.c, o·;•.;r:,.:,1:>trp•..... ... ""' G·.r t·1..1e rl0c-......:.._, 1 ~mert ,<..:. • .1- w J.Lo -1.L.__ 0,:: ._L,.L.. ·-cl..l. ......L. .1.. .l ,.__. .. ,.1 

r,:,c C .Lt,_/ (~ll , tr12 f)~:. r S ()fl iJI' C;r f:~ ari :i.z ,J_ t j_ cn1 tl1(=-~ il12i t21· j_c-1 J_ i S 

addressed to, and a description of the material received 
and some othi~r data transcribed from the register above. 
l~der remarks the prescribed decldssification action is 
noted with any necessary information. 

Dispose of individual c3.rds when the subject 
material is declassified or otherwise disposed of 
by an authorized step. 

€')(..cl..u.!.:< v<.roF1S~..o,""e..:.~ 
307. Classified Material Receipts/\-- These receipts 2ccom­
pany the -do-cuf'.":ent to 'be chargedto the designated person 
who signs the ribbon copy and returns it to the ITS 
Security Officer. Copy of postal registration receipts, 
if any, are attached to the ribbon copy of the Cla~sified 
Ji_c:ite1:_~~l Rr.'.cci,2~ and then filed a.lphab';tically under the 
name of the person receiving the material. . ) 

a. D~~ ~~~~n ~~~"4w~-~-%h o{f:c~)~}~!~jot➔ 
to 1;'hGi;A thG -::locrnmm:t i;oi·H· clrtrgod \•rhon th~ 
secur; ty sl:Jc£ i::=i@d docum@nt ~.. s ?.ppropriatoly 
acccunt@d for. 

h. Receipts for Material Ma:i..led 0l1t to Other ~ts. 
Agencies or Outside Persons - ~f.lOOe when -,--~J~(.,u 
.!_years old. ~ii:o'-\ (J~,"'~ 

., "" 
308. RE.h □ rL?f Des trued.on of Cla~~..Lf:i:cd M~r,eriaJ~ - _This 
report s iO'dS the name. ot the custouJ_an anctF,Ls org,:m1.za-
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--
tiona.l code with the document controJ. nun:bcr, number of 
copies, Gnd a pa~aphrased description of the document and 
when it was clestroved. 

., 
Dispose A';cars after the des true t ion date shown 
for the group of documents on the list. 

309. Safe Report - This is a report of all safe files in 
u.se in~ Cl'.OJTS-~fc)r storage of _clD.ssifi.ed milterial. Thi.s ~~ 
g:ives the na.mc~ of the persons chargccl with the safe, his ¢ 11~'1 
ad,<rcs s and t,., l.ephone ncuuber. .,,,~ ,'< ...-:,-~ 

Dispose 'i·Jhcn 2upcrs2ded. ~ ,u r· 
1-"(r 

J-fvJ.t:r-:r'.,.,310. Incomi.n_g, Cl.a~ i.fie.cl Vi.sit Authorj__ zati.ons;_- This con­
.f.-," tains appI:LcatJ.cns tor authority to vi:,it OT/ITS and deal 
1-f-\4,v~A ,--7:i.th s12curity classi.fied infon:12t:Lon from outside partles 

!JJ"' 0 ,,. -,--i,- ··1 • ,;- --, -·-· -· --, c- ,..,_ · r-; l, ci -, ~,.. -. , 1 t ·• -i ,.• ,. c:i ,, f tl·-"ur Lll.,._,,'.li..J.1-,.,.L.1.CJ!. .. ->. .L!.•C..'. J..J. ~ <.. J.,.,_) CCL cl., .. Lt.w , .. cop.i O ,ef authorization granted showing dates of their visit with 
related papers. 

A"lilJS t::·:o::":t 2:::::_:fci=r*<l:c::::::,::::: ;::c :::{:·: p~~< ~.K, _ 
.-eation gr:rnt@d has expired or othen.zice disposed o:f. i?.c.1~.P, 

311. Time and i\ttencJanc2 S;.:urnnary - These are semmaries of 
time and attendance of each employee in the Divisions 
"'1""""",...,.-;.......,,"'r .,_.;m ...., ,....11,....,.,..... ..... ~-,,....,,1 i-.~ r.,-.,..,,l, .......,rr-~,..,,, ..... -t-· .....

1
..... "--..-.... '---1,... ,..... .-...-..1-.-.,-..,_ •• _ ... 

•-.-.,.... " ......... ..)_,,~:; '-.L.•U ... - t,A,J_.,_,,,~,.,.•_.... "--1 ..._,_, \. .• 1....,.L-L.'. ., ,,_j"-··-··- • .. .:.... t...•.• •.. , ... 11:... ._.. f.':!l .• •:-oi~_.,...!._Y1 
of leave taken. From these feeci~r reports the assistant 
can dr2.w clata to evaluate patterns of leave takin.g ,: both 
annual and sick, and ·work done outside of the Divis'ion 
'dhich are very impo:ctant factors in con.sidering financial 
management matters. '

I 

Dispose upon receipt of the June 30th Summary ifor 
the next fiscal year. 

" l " -;:;- · --, r • · ., , ,:, -·y P -'1 ,__ ~ n - t· · •· ,~. h · ;:i - c- r• • ··. ·,1,,1· ··:.) L. ,.1.na1,..~ia1 nctL,.•.r;~-me.1~- !'.ep,.r ... s 1..ese <;.re ..,pe_J..,l_ 
reports, prof~les, and similar evaluations of the finan­
cial status of Division 3 prepared by the Assistant for 
submission to higher authority for decision making pur­
poses. These papers have no value after the need for them 
by the Assistant has been satisfied, since all the data in 
these papers are essential.ly duplicated in budget submis­
sions and other printed material issued. 

Dispose after the fiscal year closes, 
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313. Trainine and Etlucation Paoers - These include recom--.----··-·--. •------··------- __,.______,.T___._______
ruendations from the group leacers 011 the types of training 
needed by mcn~bers nf }.-;_is group. Tb-:'. Asrd.stant reviews 
these recomrncndations ,-1nd forwards the applications of 
those employees recornnended by the group leader within 
budget resources. Al.so included arc progress reports and 
related fiscal papers as the employees training progresses. 
The transaction.s involved are closec1 upon final payment to 
the organ:i.z,J_tL,.1n gi.vLng it or· upon the cor:1pletion of the 
course, as appropriate. 

The a<l~quate document2tion with respect to the employees 
and the Goverrnnent I s 1~ights and on other fo llo-w--up matters 
is kept long enough elsewhere to meet all requirements. 

Dispose of individual doeuments or. the. contents of 
fil P folders 6 n,~:,nt:hs after th_~ t1.·c,nsaction has 
been ciosed. 

311.i-. Administrative Subiect File •- This contains office 
copi.esat the us,..ial housekeeping ··papers related to inter•· 
nal communications with group leaders~ mail and messenger 
service, property reports, requisitions, space, telephone 
service and the like. 

Move active files f:orward a_nd of r,11 
whet!. l year old. 

i 
I 

315. Budget File - These are the papers generated iby the 
Assistant: in the ~ourse of preparing various budget sub­
missions for the Division. 

Dispose when they have served their purpose o~ 
when 5 years old, whichever is sooner.-

316. Chronological Fj_lc - This is a copy of each outgoing 
item procfucc<lby the Assistant and his immediate aides. 
These are retained only for convenience of reference. 

Dispose when 1 year old. 
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i__ -'r:rntoutsJ 

317. Bi ·~\)c-c>ekly__})~;.:~i:_.'.?._?:.~.~--~12cl Sect ion Summ.:1~y_Cost State~. 
ln"'r..,•·s,L.. -- ._.._,_-,'-,;. . nJ~·int"u'·,-_ ..r... ,::>,-J·10··,· ,.;.,e - cc'nt-·,·-- 11•w-,al1 t)er n·1:·n-l.\._. '1,·t,"''""'<'. ._ -'-' .L. ..J \ ✓ LJ.t.. eo· .....~t: ~t-L , 

ner of large purchases, unU.quidated obli8ations, charges 
for reporting period, credits for the period, man hours 
year to date, labor plus personnel benefits, overhead 
year to date, othc:r ohjects YTD, charges YTD, allocations, 
J:-eserv•~ and balance YT'D. 

a. Bi-Weekly Printouts - Dispose l fiscal year 
::1.fter receipt of the o.nnua 1 .Tune 30th cumulative 
printout. 

b. June~ 30th Su:mnary Issue - Dispose when superseded 
by the next issue. 

318. Stat:crnent_of ___Propcrty Invcr.toi:-y_ as of (Date) - This 
is a 1;v0rk copy of a printout prod:.1ced oy the Executive 
Officer. 

Dispose when it has served its purpose. 

319. ~i~l in_g_ Cha~es !_or ~rb_:r o'.?-~t~ .. : TI~:s: are pri1:t-
outs bro,\.eu out 1.01 ea ..... b of t.Le od.er obJ ect:~ c:.ccounts for 
each pay period against cost centr::r n1Jmlwr. ThP dA1~:=i yn::-o­
\.ri.ded eri.ablefJ the 1\.~•~sistar1t to cie;t2riliir1c tl1e f:Lr1c1r1cj~2.l 
status of project money for other objects at the close of 
each pay period. The papers appear to have no value 
shortly afteJ:- the close of th2 fiscal year. 

Dispose after the close of the fiscal year. 

320. !'13:EJ~S)W_'=.r Cost Stat_~_Er.:§~-~ - The Assistant to the 
Associate Direct:or has cieve.Loped his own financial infor­
mation retrieval plan to establish a data bank for evalu­
tion of overhead costs for manpower and othC?.r costs. At 
present a printout of these costs is produced showing the 
identification number and name of each employee involved, 
grade, step, base salary, base per pay period, base per 
hour, overhead per pay period, project period, other 
agency projC?.ct costs per pay period, and other agency 
costs per hour. This data bank holds out the opportunity 
for the Assistant to the Associate Director to utilize the 
data in these summaries to automatically provide special 
reports showing any allocation or array of data in the 
computer . 
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~ispose at the end of each fiscal year. -

As stated in the introductory st<~t,~ment for the Division 
there are six Groups in it at this writing. The number of 
Groups in a given Division varies according to workload 
and other needs. The number of projects for which a given 
grou.p is re.spcns ib le is al so varib12. 

The subject matter found in pan2rs 2en2rated bv the Groups 
varies ut the project level.· Tlo\·.'GV~r, all the" papers 
found in the Groups fo11.oi;~· a common pattern of filing 
and maintenance, and serve a co~non purpose. 

To nvaid needJ.ess rep0tition all of the records found in 
th2 G1·oups have been- ind.uded be low. It is not likely 
that &ny single Group will have all of the files list~d 
and described but only some of them. 

The allocation of various files made herein to an organi­
zational subdivision such as Grc~ Leader as opposed to 
Pr,2ject Leader are not intendec-to-hinaer disposition of 
papers found in a particular Group. These allocations 
we.re niarlP. jn nrnPr t0 p1:0.se 11t thr:• 11.1.0st c:cm~on p2.ttey::,, 8f 
the physical location bf the records found in ~he Groups. 

321. Pro·iect Case File - 111ese papers are generally kept 
in foJaersi:mcler tfie project number and are readily iden~ 
tifiable as case files. However, the physicRl arrangement 
from group to group varies to meet the needs of the respon­
sible parties concerned. Whatever the arrangement, the 
basic papers found in each file include: (1) proposals, 
(2) ITS and sponsoring agencies; letters of agreements, 
(3) contracts, if any s or 1·10rk plans (milestone plan), 
(4) financial documents including the project cost reports, 
(5) manpower costs, (6) correspondence relating to the pro­
ject between ITS and the sponsoring agency and others, and 
(7) any other papers needed to document the origin and con­
duct of the project. 
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- -. These papers .:ippear to h.-ive no further value to the govern~­
m2nt or the rn.1bl:Lc c1.fte 1:- the ex.Di.:cat:Lon of n period of ti.me 
following th~ completion of the-project. 

a. Transfer Closed Cases to FARC in mutually 
agree ab le cons i ;~nments. Dispos s 10 years after &>~.. u,rt ~l 

r, ~ I\'\ CJ.G,t-o-r- l,,u f'f~('closure of the project. .}tr' ..., ~~h\'c.t4 , ,.~ ~,,u, 
t, L ,. ,\-C-,c l ' CJJ-A-"""' • 

t Ii, t-"°' 
b. Se lee ted Un:Lquc. Project Case Filesf\ •· -R~ l cl it 1-~RMANENT 

Transfer to ):',6.RC in mutually agreeable consign-
'~ ments and offer for transfer to National Archives 

.g;1uv~ W years later. 

322. Projyc t T~chnic_.,0:1,. s,1...P...£.Or~ PcclJW.rs - The~e are the 
papers generated by tne Group Leader and ProJect Leaders 
,,.-,bile the pre:ject is ~n 1:rogress, They. contain. sc~enti.f.i.c 
data supportJ.ng the~ fine u1gs prcsE'nted :1.n tho Ltnal p:ro-
j ect :t:C-:·port. E~_;sc:,nU.,.d_Jy all of thi:! ci.:1ta t"ound in these 
pci.pe,:·s c:ire su,mnarizcd nr d·upli.c2tsd in th0 report. Also 
incl~ded ar? multiple copies o! reprints ~f both outsfde 
and :interna.L papers on U-10 subJcct areas involved. Tnese 
are kept for reference and distribution purposes and one 
copy of each of those produced by a staff member is re­
tained in the record set by the PTIO. 

These 1?apc1;s. 2ppear t<;: have no value for \\1 idcspread use of 
the JC l~n :_: l f ~.::: S crr..:n:.1r:.:1- t:~y' ()]~ 20~v""C: 1~rrr:~c·;;. !: ;J f ;~C.j:"" 3 C j)C.1~ C. ~ i.r~u ;J f 
the incumbent wbo built the ~ollcction si.nce its arrange•• 
ment and characteristics are tailor·~made to accommodate 
his professional expertise. 

Speeches and other prcscnta.tions made by the Group Leader 
and his colleagues are published or summarized in the 
journals of GovernmGnt organizations and similar bodies 
in the private sector. 

Di:~pose 2 years aftt::J: compleLion of the project. 

323. Pending Project rroposals - These arc papers gener­
ated by the Group iil the form of Pending Pr~iect Pro__posals 
and related papers ,vhich have not as yet-aeveloped into 
an approved project.

' 
a. Established Projects - Move relevant pending 

proposal papers to the record copy of the 
Pr(?_Ject·· - 'Le.· case r· 1 
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b. Unestablished Projects, Proposal Papers - Dispose 
when 5 years old or when they have served their 
purpose, whichever is sooner. 

324. Q,,Data. Pertc1in_ing_ to the Gr01p - These are sectnity 
c1.assi1:Led materials gE.'neratea or acquired by the Croup in 
the course of the investigation and research for a given 

.. projEct . 

Often the final reforts for projects utilizing such mate­
rials are also classified and kept in security safes. 

a. Dispose in accordance with appropriate statutory 
authority and the regulations issued by sponsoring 
agencies. 

b. Dispose by returning to originating agency. 

c. Record Copies ITS Reports ~Ett~JWlj_ copy in 
1)rop2r security equip!ncnt for ultll'late inclusion 
in the record set maintained by the PTIO. 

325. Administrative Subject: File •- This contains office 
copies-of papc.1-:s on the adrnTn:Ls trative management of the 
Division including such ~hings_as r~quisitions, ~omputer 
ch,"3T\:!2S.- -.._::. ., authors.. rnan1.1scrJ_nt!=:.., Jncorn:u:w.-"-..I and .........- . . . • 011to-01nQ

.._,J 

• n-r,·, ,~,-, ,, ~J ~ ~'"r"' C ,..,,-..,~r1,._..., ~ 0 rl oc·· u•~r,,~ ~" !- ). O'l li·~r"' "'q' 'l.pr··1°~ t.1. L ,_ L. .J~ J J.. ~ ~ t...,.. \J .!_ c; U l·' U .a.'·'--"-"'-' J. t \... ,_ ' u. ,, .I.J.1. \.... i. 1 L.. Ll \_. - J • J. ,_ . U. . l ...... LL ) 

meetings, notices, and speeches, publications reports, 
security papers, personnel name cas0 files, time and 
attendance, travel and the like. 

a. Personnel Name Case Files - Dispose l year 
after separation of the subject employee. 

b. All Other Papers - Dispose of individual 
documents or the contents of file folders 
when 2 years old, or when they have served 
their purpose, whichever is sooner. 

326. _ghE~g_g,__!£§..!..X-~-e - This consists of a copy of . 
each outgoing item proauced by the Group Leader and main­
tained for'convenience of reference. 

Dispose ·when 2 years old. · 
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327. Maps - These are copies of maps produced by the 
Coast anJ ·c(::Cc~eU c Survey, Geological Survey, Defense 
Mapping Agency and s~nilar or equivalent mapping organi­
zations of foreign ?,overnm2nts. Thes~ maps are maint:a.ined 
for primary source data for original research. 

This collection is an es~ential worktool and must be kept 
l• 11 ,.'- -1· OS",_ /\, __ 111· i-\ ,. 7 j·l~, 'L-1~,c, ...... . ;:::,, 1:in,.,.,...•:11 ·u 0 e'r<:.',_,, ~J rhcn-e·I..- C.,.J._--· .. .... nr(J'·-·,· 1. ... L... I,_.. _t.__ p·,-o Fe:··,, s ·1·.. , '-' i· Il('e.-t·- .:, 

is pr.obably not ar10ther SE!t precisely like this one any··· 
where in th~2 \\lurld. 

Dispose of :Lnd:Lvidual maps when superseded or 
when they have served their purpose. 

328. Lc,r:m-C Skv-1-,'DV,:' S1·.~na.1.s Ch.1rts (VorlcJ•;-,,:i_dc.) ·· Loran-C 
sys terns are 1ow 1:)~('T,-lE:ilC)~ ~ 100 KtL::;") pulse~ transmission 
radio navigation systems. By sampling early in the pulse 
the ground wa.ve signal fn!e skywave. contamination can be 
obtained. Navigation is obtained by measuring the phase 
time of arrival from three or more trd.nsrnitters. The phase 
differences (called tDs) describe constant lines of posi­
tion (LOF), Two cro~;sing LOPs give:: a fixed location. TI1e 
necessity for calibration and prediction comes from the 
-r-0~r 

"-
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..,__,_.,. 

t-ho ,..-~"-~..;
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light in a vacuLUn. l:r.-r,:2gular terJ'."c1in and variations in 
surface impedance produce changes in the static gri~, 
often refc~rre.d to as "grid warp." These variationsi are 

• 1 • ' · • , C' - ,, f tlconstant wit,-t t1_me anu can represent p<'irts in 1..J ..) o - 12 

speed of light propagation time. The variations also 
change as a function of height above the surface. Changes 
in the index of refraction and mor~ particularly the lapse 
rate ~f tl~e i_;_:dex o~ refr~c~j~o12_ "f:att~nin~· f':~~or'.' can_4produ-e to1po1al changes 1.-hcct ludy represent pcL1'.tS J.n 10 
of the speed of light propagation ti.me. Tbese temporal 
changes can be related to seasonal and diurnal temperature 
variations, as well as weather front systems. All of the 
variations become very small over sea water paths because 
terrain is smooth and j..,1.1pcclc:mce, refractive index and 
lapse rate are all very constant over sea water. 

These charts are produced for ITS to collect research data 
on Loran-C Skywave Signals throughout the world. The need 
for this data for the. past and future is not restricted to 
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anyone project and is often useful for research being con­
ducted by numerotis related projects. The charts consti­
tute an essential 1:,1or!<:tool which must be kept in reasonably 
close proximity to the professi.onGl users. · 

Tra.~1sf~1:·. in ~ui.tab1e c~msignrnents t:o FARC. Disnose 
of indivuluaJ. cnarts wnen i,upe:cseded or when they 

.J have served their purpos<:'. . 

32 9 . ~~ t :;,- :i E..J.~l-~0..r~~ - The s e a:c e o s c i l J. ographs , j.c: n <?gr ams , 
and other photo~raphically recorded data, and similar 
recordings produced automatically by various types of 
equiprL1ent showinp, the o:ciginal i.li2asurements of various 
phenomena under scientific investigation at the ITS. 

These charts contain data that cannot be replaced or 
recreated. However, nc;1:T1aJ.ly the c1,cJxts are sea led ·with­
in a ~,hort time after they arc produced, Th:i.s is not the 
case in cl few instances. Even though the chart_s have been 
scaled they should be maintained a reasonable p~riod of 
time allow for full sciE!ntif:i_c and other professional 
exploration. These materials maybe donated to any approved 
organization in the private sector after they are eligible 
for destruction. 

T~3.n.sfe.r tc F.l\P...~~ i:1 :::utl1~11 "./ a61:-c.cd t1r,or. 
rnent.s. Dispose ,11Jcn 15· years old. 

330. Source Data Input Documents - These are the paper 
copies of docunents contcnning- the original data generated 
by scientists and other professionals in the process of 
their investigation for specific program areas or projects. 
These data are partially or wholly transcribed on punch 
cards or som,:;; other input medium for computer treatment. 
The data that are not transcribed cannot be regenerated. 

In cases where. the data are wholly transcribed on an input 
mediu..'11 the papers are of only short-~tcrm value, however, 
when a part of the data in the source document is so 
treated the value of the paper[, is of a much longer term 
value. 

a. Wholly Transcribed Documents - Dispose 1 year 
after transcription. 
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• Partially Tr~nscribed or fotreated Doc!ent:s -
Move .:2ct:ive fiies forward and transfe1:· to FARC 
in agreed upon consignments. Dispose of all 
others when 15 years old. 

3")] Ent1i· rn1c,n<·• c,),.,. . .; {:l· ,.• ~ 1· . ,., a· ·,1·~ . ,, 1 Tlr C'->... _:'...:J..• ~i:''· ~- '.· ,., 1 .,.c ,..L <--dL ...on .., ~,n _J- c.n,J(.,_ .s - 1ese are. 
copies of spec LL:Lca t ions a.nd opera t fng mt'>nuals suppl i0cl by 
the ma.nufactu.i:-2r w:Lth an ite.rn of t"TLI:f.pmcnt which explains 
its construction, production capacity and procedures for 
the best ut ili~~ation of the subj c~ct equipment. 

Dispose wi.th the ec:ui.pment when lTS disposes of the 
equipment in accord.:1:-icc. v:i tb the fee1cra. l Property 
Management Regulntions. 

332. National and International Organization Particioa­
tion Pa12._crs - These are the papers··~~crn~rated by a staJ.=:t 
f'l erP• i...L-;-,.,, ·r--n - -i:-.=t-, ~., (:_>0 J·" rq l ') 

•.J __ V ...L .•
,~ (:.J•.Y ;.' 0 r }-,...... n r=: F ...._ 1·· i r• .;.._(.l,,_ " ·1 1·.o ;' ·r~,... ~: or·•

I. 
t

~I-..
"1 r:·· 1' ""P.••- -· _,,_,_ 1,...r.s.,,.. ._,. l (' -, 

_. 
't"' 7 ; ;...,.,J L- .._,. ____ ._ . -1.·• c_;..__~t.:.:... • V 

of- the U.S. Government on one or 1n.o}::-r:: of these organi~:::a­
tions. Generally, these representatives are members of 
related N2tional Organizations having a large represen­
tation from Government agencies. Each of these members 
would have copies of participant papers. 

Record copies of theiH:' papers a.re maintained in the State 
Department and other sponsoring agsncies. These papers 
are p1.1l<!.i <hP<l abn11t: ev•,,.)'.'Y 6 years. 

Dispose 6 months after publication or by transmission 
to the chc.1irn1an or another member as appropriate. 

3.33. Papers o~ N~tional Pr.~?,fessional Ory~1n:.~~:i.tions in the 
Private Sector - As a matter~ meeting the:i.r responsi­
Eilities to themselves and to ITS members of the Group 
staff participate in the activities of such organizations 
and as a result generate papers. When appropriate the ITS 
finances such meDbers trios and other activities. Never­
theless, the p~pers are a~ extension of the participating 
scientists professional creativity. 

Dispose (1) upon termination of participation, or 
(2) upon separation of the incumbent professional 
involv~d. 
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33L~. Mas tc_r _Ir_t_put _.:Jnd Output Ta r::c or Equivalent - These 
are the master input ancl output tapes or equivalent con­
taining fundamental data used to produce the project final 
report. These tnpes are of gn::at significance because 

• t ' • r •t:~eyI con:ainf ca1 a f generating new • ,:or sc1ent1r1c proJects 
as 1-:ell as the inforrna t:ion n.::::cdul to verify the findings 
in the final n~port backwards ancl forwards in time. 

R0 t~·i,n~ Transfer to FARC when no longer needed for 
currc-~_nt busin0,ss, nnd 2f:"f9r to th9 Neiticn?,l~rchiw;;w 
uith:i.n 1 y""1::r tl--~r,,1ft-PX::~3/"><:. /S-7e.p..,..,,-.5 /.i '.&-r-e..~, 

335. Intermediate ~G:J?es - Tbe.se i..ntermediate tapes, if 
any, are produced to accomplish one wGrk1,tr:)p. They bave 
no further value aftei_· the r::L:inned workstep hc:.is bec.n 
accomplished. 

Scratch when the data has been transferred to 
an approved printout. 

336. ~onsoring Ag~n-~_)_7_~:i:--oJ~_Eli~g_ TaP-,§_§. - These are tapes 
supplieo Dy a spc.nsor:i.ng agency t..:o the Group in\.rolved 
under an arrangement for their return. 

Dispose by returning to the sponsoring agency when 
the project need for them has been satisfied. If 
there is no arrangement for return scratch 6 months 
after closure of the project. 

(Printouts) 

337. Intermediate Printouts ·- These are subset printouts 
produced to accomplish one workstep. 

These printouts have no value after the \,;orkstep has been 
completed, 

' Dispose when they have served their purpose. 
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- -338. Master Cumulative __Printouts _Supp.;..rting__the Final 
B-~ors_ ~ These pr:i.ntc,ut~, contain delta rront the M.Jster Input 

..--0 t t 1' 11 • t . . . b 1 -· 1a~o._ u -pu .. a2.::_~- Lov.1E:'\7C:::r, i - 1.s 1mpossi 1.e to reac ·1 a 
Tinardetermination on just how long each series of these 
printouts must b2 retained for purposes of verification 
and scientific investig2tions. 

Dispose when they have served their purpose or when 
15 years old, ·whichever ~s sooner, 

(:Punch Card~)• 

3~9: Pr~_g_ram and Backup_ R~p9rt Decks •· These are cards 
gJ_ving tne computeI" COin:11f.lllets on the aggregation, storage 
and array of data for autoQatic processing. 

'I']1oco ct··,..~ 0 c•J.rc {.:.·tr·e ..:,...:~. bv 1·t10.n1bo.·~s , ... e-,'iJ~a'..... --'--~~ -- • of...... ut:·. -_ uc·r,d L oro-...,ni,,;:,tions _,u ....... -c,<-A ·L'-}.1eJ 

scientific community for research for a period of time 
during which the cleck(s) a.re made available to them as 
a package. 

a. Master Input and Output Decks or Tapes - Retaiu. 
Transfer to FARC ·when no longe.r needed for c.ur-
r~nt. business a~1d effe.r t~llation21 An·hi~ ~"-
w::..thin 1 :mar tl.'23'."G".ftsr, -~~.f<:: zo y..e.:w-.s :,t,,ye.7-v--, 

b. All Others - Dispose when superseded or when 
15 years old. 

'\'"" '' 

340. TechnicaJ. Source D·at,i Decks - TI12se are punch: cards 
on which technical source ctata have been transcribe9 in 
industrial standard machine readible language for auto­
matic processing. 

a. Untaped Decks - Review decks annually and move 
active decks forward and dispose of all others. 

b. Taped riecks - Dispose 1 month after the data 
has been written on a tape or disc that has 
been checked and accepted. 
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(Property Liaison Officer) 

This official serveR as the Property Officer for the Group 
his record:; are essentially dupli.cated ty those or the ITS 
Property J_vianagement Officer, the Executive Officer. 

3Ld. I)n?J;.::.r~y Rcc?r<ls_ - T~ese incluc;e r<:-~~cipts,. p~operty 
r('ports) J.t.emized :u1vcntories. of 0qu:1.prn2nc contain:i.ng the 
11sw.::l data on each p:i_(;C2 of .:"!quipm,=!nt for \•.ihich the Group1 

is responsj_bl2 and related correspondence and worksheets. 
Also include.cl arc listings of laboratory and other equip­
ment needed that are prepared by the responsible officials 
in the Groups, 

Dispose when 3 years old. They may be kept for a 
longer period until problems of accountability 

, J ·.. : o f' ··- 1- i1 -. ,· -~ ,. ,, ·, ,, .; • ~ ,_ .; , n F ~i' c.;-=: ~ -eresu .t.1.nb .LOITI ,_i_t-. _,_o(),. .'.:,~--t!..t.t'c~J.J •• 0,.. ~--•Ji"\, ar 
resolved. 
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ALL UNITS 

Where any of the records listed below are described else-·· 
1 • ]. • ' ' ·1 • .(." • 1 •WDere in t1i1s scneau~e among tnose 0£ a particu~ar organi-

zational unit, the retention per:Lod provided there shall 
prevail. Othe1~wise, the retention per:i.ods for records 
~escribed hereunder shall apply whe~evcr they arc found 
in OT. 

-~ILJ-2.. Nationa1. Securit:y CL,ssificcl Docrnn~'nts •- These are 
documer:ts -~-;yitT1hefJ--fi--"orn- any out auth,-,rized inspection 
because they contain i.nfonnation th.:1.t must be protected 
to maintain the nationa.1 security. To provide such pro­
tection of their subj cct cont(mt, these documents a.re 
filed in special equipment separate from open papers, if 
there are Qny, that :cc L: te to the:: same function or ma. tter. 

a. Documents security classified by the Department: 

(1) Copy kept in classifying office - Make dis­
position in accordance with retention period 
prescribed for the open file in ·which it would 
h~ve been filed if it had been unclassified. 

0(2) Copy h.ipt :i.r:i. (_' l H d :Cyh1,g cf f·LcQ th · t l·'9Pld 
nat ::~·-.·:: :~2::::: C::_L::'. ~::: -:::-. .:.~:-::1: .::..~_: ~~::.oe··;i.1.:::::c1. WllttDRAWN 
herein @von if it in:} b~,,m_ ur~cl.q;:;g :_fi:;;,,d RJeit.ai~, 

(l.) Information and supporting action copies in 
all other offices or units - Burn 1-Jht~n the trans= 
action is closed, or when the need to know has 
been satisfied, whichever is the case. 

b. Documents classified by and received from other 
government agencies: 

(1) Documents on which the Department took signif­
icant substantive action(s) - Make disposition in 
accordance with the retention period prescribed 
for open file> described herein, with which they 
would h,1ve been filed if they had been unclassi­
fied. 
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(2) I?:)Gt.1.TI1@.1'tf OJ.1. I,(n i cl1 :-j"Q r1ey,n~,...1-nv•:q-,t- 1-aolr a r;;] b~T 
nificant sub:; tantivo as tion,, bvt ,;,-,hicl:t c ;;;innot b•a 

WJTHDBAWtfcor1?;ider:n~·c-,d .., p·1rt C?~~ a1.1 CJffs 1~J fi.l<z l)€l.c~1.1.go of 1 . .:1c;+it 
of nny cimil?rity of subject cantont RetaiR. 

(~). Documen~s. on i::ldch tl7e Department took sig­
nificant suoscant1.ve action) but under agreement 

. tl ' 1 . ~ . • 1 ....:i 
y 

wi:1 sponsoring agency c_assirieu materia is 
returned to them - Return. 

(B) I.nfon1a.tion Copies ., Burn when the need to 
know has been satisfied. 

343. National Security Classified Document Control Files -
These Tnc1uc1e rcg1.stc1-s-- or. Ton Sccn~t 2.nd Secret documents 
maintained at co~trol points ~o indicate accountability, 
receipts, i-ecorcls of :,afc and lode coi11bin2.tion, and lists 
of persons knowing combinations. 

a. Registers and Receipts - Dispose 5 years after 
docurilents have been downgraded or trans £erred. 

b. Safe and Lock Combinations and Lists of Names of 
Persons - Dispose when superse.ded or upon turn-in of 
equipment. 

31+ 1.'.i. i:chronoloo-icaJ., i; "R(~aclins! " "Ti.ckler, 11 or ''Suspcns2 1
; 

File - These a~ extra copies ;t correspondence maintained 
Tm::--convenicnt reference or to flag a due date for an ac­
tion. In some cases, the extra copies are removed from r 

such files and used for cross-reference and other purposes 
in subject files. This, of course, liquidates the extra 
copy file. 

Dispose of residual copies when 1 year old. 

345. Re~roducibles File - This includes manuscripts (cam­
era copy, paper, photographic, and other types of plates. 
or media used to reproduce multiple copies of documents 
for distribution. 

Dispose when no longer needed for reprinting. 

346. Directives - These are work copies of printed and 
processed Departmental Orders,OT issuances, 0MB bulletins 
and circulars, GAO regulations, and similar authoritative 
issuances governing current operations. 
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r 
Dispose of individ:.1,-11 ciocurncnts when ri:?voked, super­
seded> or no lon2cr anolicablc to the office or unit

l_,, t ._ 

concerned. 

347. _0J_:iortt~I1d Ij,2.!:_~~s.2__'.:}k._,, and QicJ.nt:i_on Ta_res' Belts 0~ 
Discs ·- These generalJ_y contain7.crng,1age for transcrip­
tion or instructions requiring specific actions. 

r 
Dispose 3 months after t~anscription or complPtion 
of the subject transactions. 

{_' 

• 

, 
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