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G. CERTIFICATE OF ,~G~~JCY REPf/i:SC:in<\TIVE-

OFFICE OF TELECOHMUNICATIONS 

ii.f.:2,~~~2l-=!1r)1~Tlt- Gn Fe>hn_1Ary 9, 1970 the Pr e s i.dent; I 
'transm~ttcd to the Congress Reorganization Plan 
No. 1 of 1970. Pursuant to the plan Executive 
Order 11556, September 9, 1970 was issued Hhich 
e stab Lishcd a new Office of 'I'e Lc commun Lc at Lons 
Policy (OIP) in the Executive Office of the I 
President. 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- .:vE'f'Ad'--+~"r: aF 
communications N-:lnagemcnt in the (Jffice of Emer- a,MM~gency Preparedness was abolished, and its func- CoN~IJ.e.-'F I..J .A-LLtions were transferred to OTP, Executive Office
 
of the President. c1:f~I'J~-~! W\ 1'\-01(3'
 

N~IN.1 /The Director, OTP, was made responsible for
 
developing the Executive Branch position on
• lr..ationaltelecommunications policy, coordinating 7.ct.~.? 
the planning and ope ra t Lon of the telecommunica-

I tions systems of the Ferleral government, dis-
lcharging responsibilities assigned to the Presi- 4-- :<'9176 
i de n t; in the a rc.i s of spectrum manageruen t; and 
isatellite communications, and performing emer- I 

I 

i gency p Lrnn Lng and cont.ro 1 ftrnc t ions. 
I 

I 

i
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sec-an 13 of the orrle r sta t e s t h.i t t.he secret.>, of Commerce 
shall support the D'i.r cc tor , OT1', in p er formanc e o f h i s f'unc 
t ions , sha l.I b« ,1 pr~j'1,l1:'Ysource of t cchn LcaL research and 

« 

analysis and, operatipg under the policy guidance of the 
Director, OTP, shall: 

o	 Perform analysis, engineering and administrative 
functiuns, 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 rad Lo spec trcm , 

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 propogation,
.radio	 systems characteristics, and operating tech-

niques af£ecti~g the utilization of the radio spec-
trum in coordination with specialized, related 
research and anD lysis performed by other Federal 
agencies in their areas of responsibilities, 

o	 Conduct research and analysis in the general field 
of telecorrununications sciences in 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, DIP, to support him in the performance
of his functions. 

Accordingly, a new Office of 'I'e	 (OT)Lecommun Lca t Lon s wa s 
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 Telecormnunications" which had been in existence 
since December 3, 1967, and transferred its functions to the 
new OT. The Institute for Telecornmunications 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 responsibi~ities of OT include those 
which the Secretary of Corrnnerceis directed by Executive 
Order 11556 to ·perform. With these responsibilities the 
mission of OT is to assist the Secretary in fostering, 

2
 



ser.:i.ng, and rroTr.otlngthe. Nation's economiaevelopment
and technological advancement by improving man's comprehen-
sion of teLecornmunLcat ton s science and by assuring effective 
use and grm.vth of the Nation's telecommunications resources. 

Organi.zation. Under the direction of the Assistant Secre-
t ary for Science and Technology, the OT is compr-Ls ed 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 
(includes Lnt.erdep art.ment; Radio Advisory Committee): (5) Tele-
communication Analysis D:Lv~sion, (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-
co~nunications policy, but does conduct research and provides
analytical and scientific reports supporting alternative 
p?lic~ positi?n~, if any , tc; t~e highes~ lev,elof t eLecornmu-
nJCat~0ns decls10n makers, It 15 essenLlal 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 a.t ITS, 
contain a considerable quantity bearing a national security
classification. However, the vast majority of these papers
are classified by an agency of Drigin 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 Long as the records answer to the same descrip-
tion and serve the same purpose. 

http:ser.:i.ng


All l',rovisions of the Gl?llcralRecords Schedules issued by
the Cc nera L Services Aarairlistration are superseded by the 
provisions of this Schedule which covers allOT records 
exccl,t 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 performing the service. 

Perm:11lcntRecords. It is understood that all items of records 
desci~l1)ed in this Schcdu Ie, earmarked for long-term, retention 
by the wo rd .P.R1Mt1AmNTwill be offered to the National Archives 
for permanent preservation, at the appropt'iate time. 

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

/) / /' .c; k~/~ /~ ~c 1'20H /PY/I "\..1 ~eA-t/'~'?<L re:-~.rvv-
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All 'OViS ions of the CerieraL Records SChedules~ssued by
the General Services A-llinl"hlstration are superseded by the 
provisions of this Schedule which covers allOT records 
except records copies of accounting, personne I and procure-
ment transactions performed by a cross service unit. Appro-
priate maintenance of the se records copies is the responsi-
b~lity of the unit performing the service. 

Permanent Records. It is understood that all items of records 
~escribed in this Schedule, earmarked for long-term retention 
by the wor d '~N{dll t,-2 o f f'ercd 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 dnd Budget informed the Secretary of Corrunercethat 
the Office of Tc Lecommun Lca t ions is to be abo lished, and 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 ac commoda te them, and keep the Schedu Le 
current)it will only be necessary to revise it following the 
procedure provided for that purpose in the Introducti~n. 



• OFFICE OF THE DIRI:CTOR 

The Director, aT, is the ranking official of the organiza-
tion and is responsible for executive direction of all ele-
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-
cor and the lJeputy Director wh Lch document their exe cut Lve 
decisions on policies, programs and activities of the 
Office of Telecommunications. The Director makes recom-

.menda t Lons and proposals to the Office of Te Leconmunf.ca-
tions Policy, Executive Office of the President and! to 
the Secretary of Corrunercewith respect to the telecorrnnu-
nication policy and position of the United States. i 
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 t el.ecommun i.c a tions 
history and technology.

6 ~£(' ~RMANENT .·~eLain. Start a new file at the beginning of each de-
-Z C. A..."... (t, 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 outg~'Tngltem "produc cd 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 Correspondence File in 
the future will have a-great need for this £lle in order 
to determine the scope and nature of data in the Direc-
torate Correspondence File. 

/, ~ c (: ~1.~fi~T Start a new file at the beginning of each
 
Z hIJ".,,, decennial and quinquennial year. Retire to SHA
 

P-h",,'Io.I''1 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 Co f -Retain.' Retire to SHA when no longer needed for
 
Ir 'i ~4101tA current business and offer to the National Archives
 
"' .."'IJI.II, when sufficient volume accumulates. j
 

~dc·?tn-IS 
~. 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 OTIs programs and 
activities. 

Dispose when they have served their purpose. 
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Assistant Director for Program
---_ ..._-- --->"'---

Devl'lo12m8n~and bvaluation 

5. Program Suhject: FiJ<::- This contains the vast majority
of the papers generated or collected by the Assistant 
Director on all subject areas for wh i.ch he has responsi-
bility except: (1) papers docum~nting program plans for a 
specific fiscal year which are filed separately, and 
(2) a small quantity of :lapers wh i.ch do not readily lend 
themselves to filing under a specific subject heading. 
These are fi.led 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 - St'fSD 
Accomplis~~ents - ITS 
Accomplishments - OT in Cene ra I 
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 Telecc~~unications Project (ITS)

NAE Advisory Committee - (Basic Policy)
 
Northern Great Plains Resource Program

Planning, 01'
 
Potential Research Topics

Radio Prediction Propagation Service
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Role of OT
 
Satellites, CoramunLca t i.ons
 

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

££R.t\1ANENT
..3 c,,:' Ret<'tirr.Move active papers forward and start a new 
I e.,FIJr file at the begi.nnir.gof each decennial and quin··

qucnnial year. Retire to Sl~ 6 months later and 
offer to the Nationa.l Archives 1 year later. 

6. Pr:-ogramPlans Fi l~_ - This contains the program plans
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 ect Lve s , budgc t calenda r , program category surnmar y
table, guida.nce from OMB, PM draft, budget preview PM,
and appropriate data on the five year plan currently 
under development. 

The p12ns are arranged by fiscal year and they contain 
information that will be useful in the future to historians 
and other researchers. 

/./ c ~P~~r-:T Re ci.re to SHA in annual cons Lgnrnerrt s when
 
5" erA- no longer needed for current bus ines s,L and offer
 

, to the National Archives 2 years later. !
 

7. General Program Planning and Evaluation File - iThi.s 
conta1ns the res1clue of papers generated by the Office 
that are found to be unsuitable for filing under an~ of 
the subject heading of the Program Subject le . .F'i These 
papers are not included in the Program Subject File because 
their subject content is not restricted to anyone sub·· 
jeet 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 i.n the Program subj:]t File, nevertheless, it is 
impossible to satisfactor1.y justify destruction of them 
sooner since the two files are so closely related. 

JUN 75 
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~'£RMANEN'( e3G~ ,orRecatn. Move active papers Eo rwa rd and start a new 
/ ~ file at the beginning of eelcb.decennial and quin-

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

~ecial Assistant to the Director 

8. Special Proj_e.£!~~Support~~:rs - These include the 
background and workpapcr6 generated or collected by the 
Special Assistant to the Director in the process of COffi-

pJeting assign..~ents for the Director and Deputy Director 
pertaining to prog rau , pol icy, 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 DiYRctorate Corresnondcnce File... ~ -..L......-____.
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 
SHP.. when 1 year old, trans fer to HNRC 1 year later. 
Dispose when 5 years old. 

9. Chrono File - Th Ls is a COp~T of each outgoing item 
produced by Lh-e' Special Assistant arranged in chr-ono Log i.ca I 
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 limita tion. : 

I 

I

Dispose when I year old. 
,
I 

Attorney-Adviser 

As the staff attorney at law principally assigned to the 
Office of TelecoITID1unications, 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 
re sporisLbLe for: 
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o	 Providing legal advice concerning the programs;

responsibilities and op0rations of OT, in the 
form of formal opinions and interpretations, or 
in informal docmoents, as is most appropriate, and 
preparing necessary commun i.ca t Lon.s or implementing
documents -relative to sllch advice or to litigation,
court decisions and legal proceedings in regulatory

-agencies with respect thereco; 

o	 Preparing any legislation 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
dle Department; and 

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

hs the staff attorney principally assigned to a primary
orga.nization, the Attorney-Adviser is subject to the pro-
fessional supervision of the Department's Assistant 
General Counsel for Science and Technology as provided in 

.... POC]·t-;'"' ..... dc sc r i.c t i.on '--,	 Lrhp_ .. ~ Ar1-n."..' ev_.).....' s ....., ~_.-vJ.&. '-"'- ..,,, .. -l..l-'L.J- \. Cons e cuent.Lvl.Ly) ,--lIt: Ls.....:.i.	 J10CY,l.lCl 

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. Lega~inions and Interpretations - These are record 
copies of the-wrmal opinions and interpretations of the 
Attorney-Adviser (whet.her 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 wh i.ch 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 administrat.ive 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 f iLe as a whol.e ,-,ill be of !ng term 
value, not only to 01' in the admillistr.:::ttion itsof 
activities, but also to legal dnd other Scholars who are 
conc erne d wi rh issues of communLca t Lon s Law or policy . 

.Z. ~ c F ~~t,~rl~:rStart a new file at the beginning of the 
decennial and quinquennial year and move active file 

/ c. f"rr folders fo rwa rd . Retire all other papers to SHA and 
offer for transfer to the National Archives 1 year
later. 

1,1. ]{e~latory and Lee i.s La t.Lve Activities File - This con-
tains copies of (focumentcltion prepared by the Attorney-
Adviser on the rules and regulations and proceedings of 
administrative agencies or courts on matters wh i.ch are rele-
vant to OTIs program and mission, and which involve OT,
other agencies of the Department or Secretarial Officers, 
as direct participants, or in support of direct pa~tici-
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. Haterials collected or prepared in connection 
vlith 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-
Eretations and Legislation, instead. Theile also contains 
ll'O'gis 12.tive p:::-cp8;,.,d.s ar:a- cormnent s 01.-1 bills and dra f c 
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 co~~unity 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. 

PERMANENTI c,p . Retcl4-B-;-Start a new file as needed and move active 
papers forward. Retire all other papers to SHA in 

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

12. L~al Counseling .:lnc1 Planning - Legal counseling Program
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 wh Lch do not have the formality or subs lance of 
documents to be filed in the Qr:inion~, Interpretations 
and J..egislation file. The distinction bet.ween 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 OTfs 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 c~pluyce~ of the Government, record 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. I~fGrmat~t~L Sou~s:.£:}~latEriul Correspond-SeI..:01:Jc.:r:~ and 
ence Flle - ThlS contalns lnformatlon dnd secondar~ 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~cial 
duties. It also contains copies of incoming and outgoing
correspondence or other written materials, 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 purpose or when 5 years old, whichever is sooner. 
~.~vI~fJ/ Public and Technical Information Officer 

11l~4. OT Publications - This consists of a record set of 
one copy of aIT""i)ubTications, including film and 35mm 
slides and tapes produced and issued by OT. 
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 t t:.F PERMANENI Re t ire to SW-\.when no longer needed for
-? C	 r,t}-- ..--Re-t-tt±n. 
s:	 r , curren t busin~ss and offer to National Archives. 

15. Public Information Files - This contains copies of 
all papers produced or collected by the Public and Tech-
nical Inf6rmation Officer, OT in the course of providing
the public as well as other government agencies with 
information concerning the development, program, and 
technologi.cal 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, some parts of the file arc 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, n C - " t ]-1"'"'1 ""' -:l ,...... ....., .. t " ......"- -: r» .....1 ~ .,..,.,~ ~ nrr ";'"'J, ..... - - ........... ,... "- 1.-. ...... A4 - 1- .-,,-, - 5
t""\ ..... .......
__..... "'-'t'- ...'-4. _....II" ~11. <"1..U .VIl1U.t...A_'-_ ClC' tlllll...!_ 5 C"J..\.,, __t:'::'l:) t-llctt .. e t-:t.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 ;rublic
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 process to above.skiITh'lling referred 

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

£ERMANENT 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 01..ltgowgcOrreSIJondence concerning the informational 
resources of the OT Library and the availability of 
material~ 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 CorresDondence File - This contains incoming
and outgoing correspondence between the Library and other 
elements of OT, Co~merce, and other Government agencies
concerning the administration of the Library including
acquisition of publications, minutes of meetings and 
the like. ' 

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

18. Inter-Library Loans - This consists of copies of a 
'f'orrn	 r eque st i.ng responses on materials on inter-library
loan. 

IDispose of individual documents or contents of 
file fo Lde+s when 2 years old. 

19. Publication Ac~uisitions File - This contains aocu-
mentat10n or the pu licat10ns procured and subscriptions
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 forwar-d and dispose of all 
others when 2 years old. 
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20. News pape r C~ippings - These consist of clippings
from.a:JiilcrnentsO:t:"Ule printed media of articles 
directly pertaining to, or of special interest to, OT. 
The articles are arranged by a subject numerical 
system in standard file folders. 

This mat er i.aI might very we ll, prove to be of great value 
to future researchers interested in the program or 
development of OT. 

/.r G ~ Re tire to SHA when no longer needed~1~'i~~~T for 
, '? c r::~ current business and of Fer to the National Archives. 

21. Request for Hateri.:!lfrom Defense Documentation 
Center - These are form requests for material from the 
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 
mat.erLaL whe cher or not it is security class ified. 

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:i..cal1yby 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 w i.t.hdr from the collection or the card isawn
 
obsolete for some other reason.
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AdrP~tiri-~'t4ative'oiiJc'-e~ 
r~A;"'i";"","'~"l--'1im~ .~ ';"'- J ....~o\fI (~"/j ,'.- -4-~ x),t

.;,~ ~'f,%- 1 ~<:z r~~:·~ The Administrative. 0tf~lt~.rDrov~t&='S:;:>malysisand assistance 
for the to~1:a'td~~~'(lev~10p'iilg'~'for: the manage-Director improving
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. Administrative ~anagement File - The Admini.strative 
Officer is responsible for 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 M~nual. 

This file contains record copies of all papers collected or 
generated by the Administrative Officer in his capacitv as 
the ufficial having ~rimary responsibilitv for the adm~nis-

" t" .' ./ Itration management of OT under the general supervi~ion of 
the Director, OT. i 

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 developlilent Clnd implementation ot 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\TRC1 year later. 
Dispose when 15 years old. 

24. Admin Lstra r Lve Lns t vuc t Lon s Nanua I - This is a record 
copy otevery ~dminls-trQtlve rnstruct:wn i.ssued under the 
manualized system now used by OT. 

1"m- 311 #/>1a/wf.ERMANEN:t
-Ret:8::t.n. Retire to SHA when no longer needed for 

current business and offer for transfer to the 
National Archives 1 year lcJter'~Ira.v~\eA

Co Y"I' '('i' \ 
25. Executive Advisory Baard - The Board advises the Direc-
tor clncf-oth-~'rsenror-oilicials regarding program and other 
problems areas wi th which O'I'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. Coples distributed to other concerned 
offices are wo rkpape r s and may be destroyed when they have 
served their purpose without any further authority.

PERMANEN'I 
/ c y::- Retain-:- Retire to SHA when no longer needed for
 

,Z ~ c ~Pr current bus Lne ss and offer to the National Ar ch Lve s
 
1 year later.
 

Budget Analyst 

26. Budget Formulation PaDers - This is a subject file 
contaI'nr'n-gruling, 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 exa~ination and remain active several 
years thereafter. 
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These papers are userl by the Budgcc Analyst dS 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 helve serve d their purpose or whe n 
5 years old, wbichev2r is sooner. 

27. Opp-ra.tin~BudO"_etPa.e~_ ..The se include fiscal plans
for OT and the aoc~:J.entatJ_ongenerated 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 do cume n t s found in the file that are 
includ2d in the audit trnct are maintained in the Office 
of Administration, Accounting Division of the National 
Bureau of Standards elmS). 

Although, OT receives a considerable portion of its funds 
from other government agencies for telecommunications 
services rendered to them , these funds are budgeted and 
accounted for in the same manner as the appropriated
funds r ec e Lved bv OT. 

Since NBS ma int a Lns the record copies of allOT ac count.Lng 
documents, these papers are generated solely for the pur-
pose of kee p Lng 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
folders 

of individual documents 
when 3 years old. 

or contents of file 

28. Bud~et Submissiq~ - This includes the submissions 
of const1tuent units or OT to the Budget Program Analyst 
who develops from these Clnd related papers the Secretary's
submission, OMB submissions and fiDally the submission 
to Congress of the budget for each fiscal year. In short,
this file contains copies of allOT budget submissions and 
the supporting papers arranged by fiscal year and there-
under by subject headings. 
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These papr rs appear to lose all si.gn i f i.canr value after 
the expirati.on of a short period of time following the 
termination of a particular 5 year budget cycle. 

Dispose ~~len 6 years old. 

(Printouts) 

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

1. Schedule of Hi-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-~eekly period. Thesp 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 hi-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
wh Lch it ho Ids. 

Dispose when they have served their purpose or when 
2 years old, whichever is sooner. 
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Management Annl{sis----~ ~---
Plans, directs and coordinates the internal activities of OT 
whLch include: (1) c Lar i.fy i.ng 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 cl1unscl and advice on management matters 
"to OT o f f Lc La lS. 

30. Reports and Management Trarlsactions - This cuntains 
'office copies of repor"t:sthat arc-generally submitted to 
higher authority in the Dep.:1rtmcnt for COIl4'Tlerce comDutation 
of a Departmental Report covering a broader organiz~tional
ar ea for submission to d r egu Lat.ory 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, wh Lche ve r is sooner. 

Personnel Prof;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 pape~s co~cerning 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 eLs ewh ere . 

Dispose of individual folders I year after separation
of the sub j ec t; employees. " 
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32 ._personne 1 Ro oor t s and In f'orma t Lon File -.lis contains 
office cop i.es ot rcp~orLs requIred by the -O"ffice 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 papers are physically or essentially duplicated in 
record copies maintained in the Office of Personnel, OS, 
or elsewhere. 

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

33. .Job AEl?licp.tion~ - These are aPI?lications from persons
seek~ng employment arranged alphabet~callY' by the na.mes of 
subject individuals. 

a.	 Success ful ApplLcat Lons - Forwar-d 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 a Lso Lnc Ludc s do cumen cat.Lon 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 DescriDtions - This is a collection of relevant 
job descript~ons ma~ntained 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 respon'ble for 
insuring that all employees are given adequate instruc-
tions in the security regulations and procedures. 

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

36. SecuritL Subj ec t Fi l~ - This file contains record 
copies of all papers generated by the incumbent in his 
capacity as S'2curity Officer for OT. The papers are 
arranged under subject headings such as: Authori~y to 
Classify, Classified Document Data Index, Building Security,
Indoctrination of Personnel, Letters - Incoming and Out-
going, Honthly 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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__37. AdmiI.!.~strativ~ C9Lfis-eL 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 saf~ty 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/BLC - Security Building

A/BLC - Door Signs

A/ COH ..Commun Lca tions
 
A/CON - Contracts
 
A/MGT - Meetings, Briefings aT, 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 a pp r-ovc I by h i.ghe r aut.ho r ~ty arc co cumerrtec In trie 
b-dmirdSf:rative IvIanagement 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. Procuremen~.J.._~;.r~~~ Orders ~nd Related pa~ers -
These papers are ma1.ntB1.ned 1.11three-r1.11gbinders an they
include copies of a log showi.ng 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 
S}~ in annual consignments. Dispose I year later. 
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39. .:pFi~ting-L0g.LRe~?sitions and Related Papers - A log
shmling the date, contro.l number, item, appropriation, and 
estimated cost, is kept along Q copy of each requisi-';'lith
tion issued. 

The three-ring binder also contains related material com-
prisecl of memorandums, c Lrcu'Lars , bulletins, and copies
of directives needed by the staff. 

These papers ha-ve no value after the need for t.he.u 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. 

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

40. Travel and Token 1=Qg - Logs of travel orders, travel 
request:CTR) , and or-tOKens issued are maintained in 
three-ring binders, wi.rh respect to each of these items,
the date, name (signature) of employee and the appropri-
ate contro 1 numbe rs are shown. 

A similar log of l\equests for Security and Official Pass-
port Clearance for Foreign Trav~l is also kept. 

Along \'liththe 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. ~1pres.!;~und Ca31:ic'~.sPaper~ ~ Th~3e include doc u-
mentatlon of ehe recelpts, deposlts, dlsbursements,
delivery tickets, and vouchers maintained by ~he cashier 
to account for all monies under the imprest fund for aT 
headquarters. 

Hold until 3 years oJd, retire to SHP. in annual 
consignments and transfer to WrH{C. Dispose when 
6 years old. 

43. Forms Man~i:!!.tentCC?ntrol - These are.maintair:-e~ in . 
three-rlng blnders and Lhey lnclude a reglster and ldentl-
fication of allOT forms issued, forms cdtalogs with 
related directives and other materials needed to manage
and control the forms of O'I', 

D'i.spo se of individual documents when they have 
se~ved their purpose. 

44. Interdivisional and GSA Work Orders - These are logs
of work orders issuec to elements on~BS 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 aT's 
need for them has been met, 

Hold until 3 years old and retire to Sill\.. 
Dispose when 4 years old. 
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SPECTRUH HANAGEMENT SUPPORT DIVIS ION
 

The Spectrum Support Division was created onH.:1nag(?m(~nt
September 20, 1970, by Department Organization Order 30-5B 
as a major subdivision of OT. At that time, in broad-
stroke l.anguage , the Div:i.sionwa s made responsible for 
providing centralized technical and administrative support
for coordin.:1tion of Federal frequency uses and assignments
and such other services and administrativE functions,
including the maintenance of necessary files and data 
bases, responsive to the n~eds of the Director, Office of 
TeleconnTIunications 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 bettey understanding of ~he Division's activities 
and records may be derived by 'taking a look at the program
it conducts, wh Lch is described as follows. 

STRUCTURE OF OT SPECTRUM MANAGEHENT SUPPORT PROGRAl1 

In spectrum management, the Division functions as a sup-
porting activity to OTP, providing it with the administra-
tive, cumputer, 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 w It.h the 
FCC, who h3S 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 wh i.ch 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 frem 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 Nanagcment and Information Center Ele-
ment is a combination of activities intended to support
the first thrust, namely the day-to-day operations of 
frequency assi~nment support and to provide administrative 
and recordskceping support for other day-to-day and long-
range frequency management activities. The second, the 
Spectrum Ana Ly si.sElement, provides engineering/analytic
support for both Immc di.ace and 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 Mastpr File of Frequency Assign-
ments wh ich contains approximately 125, 000 frequency
assignments. Special retrievals from this file are pro-
vided in various forms and formats for internal OT usc 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 orp Hanual of R~g1Jlations and Proce-
dures for Radio Fre~cv Nanagement, assesses specific
requ~rements, and aeterm~nes 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/IRAC 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 manf1gement activities. Federal spectrum
management activities wh i.ch are maintained manually and of 
which are or will be stored in an automated computer-acces-
sible format. The Spec trum Lnforma t Lon element is respon-
sible for the storage and updating of both kinds of files. 
Thi.s responsibility includes the requirement for developing
and maintaini ng the so f twa re ne ce ssary to access, modify,
delete, add and retrieve the data for users. In conjunc-
tion with these data Rctivitiess compuLer operations are 
presently conducted on a customer ~asis, employing d GSA-
owned facility. This operation is scheduled for transfer 
to an OT-owned, SMS-dedicated computer facility in the 
early FY 1976 time period. 

~ect.rum Anal:,sis E'leme nt; 

This element of the program provides the analysis support
to t lie various activities a ssocLa t.ed wLt h 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 
neH telecommunications systems at every stage of their 
development to assure that when they become operational
they Hill be integrated into the env Lronraent without 
causing or receiving h;)rrnfulinterference~ performs dssess-
ments of the degree of resource sharing necessary to accom-
modate several competinB systems in the same region of the 
spectrum; evaluates specific operational intereference 
problems for the purpose of determining solutions through
frequency assign.rnentprocedures or other operational con-
trol techniques; 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 Deve!opment Element 

This element of the Program provides for the development of 
necessary technical capabilities for the conduct of analysis,
in support of spectrum mana.gement functions. The Spectrum
Engineering, Development element also provides measurement 
support to the program; laboratory measurements of equip-
ment parameters dnd behavior under interference conditions;
field me asur-emen ts of equipment parameters and levels of 
spectrum usage. The capabilities and measured data are 
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used by the Spectrum Ana l ys Ls and Spectrum Management and 
Information elements in their management support activities. 
The cap.rb Ll i.r I e s are a I so ava i.lab Lc as may be appropriate,
to other Federal agencies to assist them in their own 
spectrum management activities. Such availability is 
established through the OTP/lRAC s truc tu're . 

PROGRAIvl OUTPUTS 

Although many of the milestones listed for the Program Ele-
ments are importnnt in theoselves, taken as d whole they
form a plan to provide outputs wh Lch are useful in na t i.onaL 
spectrum management. These outputs fall into two cate-
gories: 

Day-to-dJY Operations
Long-range Pl~nning 

The first category involves outputs 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.s t i.ngs of 
these frequency assignments are produced on a monthly
basis. Such assignments are necessary to support the 
sne ct.rurn rp(ll,,;xl?l~!entstr-.c federal Co vernme nt; of vc ricus 
a~encieG to 'perform their mission-oriented tasks. As an 
additional aid in this area, special retrievals from the 
Government Has ter File of Frequency Ass ignInents are pro-
vide~ to OT analysts and to the FeJeral 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 lRAC 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 iLldication of the future work programs of the lRAC. 
Through the IR<\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. nvo 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 th2 results of spectrum
resource assessment of selected bands. Major problem
areas of concern to the Office of Telecomnunications Policy
are analyzed and evaludtions 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 tradco f fs wh i.ch w.i Ll, 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 ope ra-
tional. Large investments in system design and development
must be protected. If the Syst~ms Review Procedure were 
not followed, the Lnve stment; in design and development
could be comple tcly \<72S ted if the sys tern were not allowed 
to operate because it received harmful interference from 
the environment in wh Lch it was intended to operate
because it produced harmful interference to other systems
in the environment. The Sys tems Rev i.ew Procedure ha s been 
implemented in OTP Circular #11 on a limited basis in 1973 
and has recently been expanded in scope. 

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

o	 The Office of the Chief - includes an Actirig Deputy 
Chief, Special Assistant and 2 Program Assiftant. 

o	 lRAC 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 Dcve Lopmcn t 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 o~med computer in FY 76. Will 
operace in.a. transitinnal lflodeunti.l dedicated 
facility is acqu~rpd and operational. 

o	 Spectrum Engineering Branch - conc1ncts 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 for 
each prQ'j ec t clevelope-a-under the Divis ion's Annual iprogram
Plan. The case file contains all of the documen ta tLon 
generated by the professional(s) working on the project.
Final reports or studies are developed for only those pro-
j ec t s tha tare judged to have future promis·e. ' 

Each project and workstep or task performed during the 
project is identified and 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 HN"1{C2 yea rs later. Dispose
10 years after closure. 
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 46. Program Manaj;erncntBooks - These are three-ring
binders contafnTng coples of management charts, status 
reports, project proposals, work statements, milestones-
time plans, for each of the projects and tasks performed
under the annual progr3ffiplan. 

The documentatiqn in these books contain summary informa-
tion on cach project from its initiation to its conclu-
sion. It appears that this summary information wou l.d 
adequately meet research needs of the future following
the disposal of the Proj~ct Cas~ Files ten years after 
closure. 

(~o~ANENr 
c....~ Retain. Re tLr e to when no longer needed forSHi\,.

current business and offer to the National Archives,'7 c-PRr 2 years later. ~ 

47. Fre£:~ncL_~s~~Lgr.rne2~.~_0comrr:..~!=_tQC, This is a__ lR,\c:. f~
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.
4 c, ...l?otn:Ln. Retire to SB.A when no Longe r ne ed ed [or

I C.fk current business and offer to the National Archives
 

2 years later. !
 

48. Chief's Correspol1dence File - This contains incomi.ng
and outgoing correspondence concerning in a general!way 
most aspects of the Division's program, activities,:and
with more specificity the administration of the Division. 
In fact this file may be seen as containing' the residue of 
information that is not presented in the Pa-0j~ct Ca.se 
Files, Program Hanagement Books, Annual an Flve Year 
Program-pJans 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 dispose all other 
individual documents or contents ~f file folders 
when 10 years old. 
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49: Chronolg,&i<:a~ F·i~lt;. -: This contains a copy of each out-
go r ng t.t em that the Cl1J_efpersonally 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 dnd other related 
papers concerning the subject employees employment by OT. 

Dispose 6 months after separation of subject employees. 

51. Personnel Rev.ie0o~1ffi-ittr:e Papers - The se 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 
va.lue. 

Dispose when 5 years old. 

JUN 75 

32 



BackgrC2.~IEd: The stat;c of the radio art during the 1920' s, 
wnen the IRP..Cbegan to function, wa s characterized by novelty 
and future promises. Voice broadcasting, particularly to t.he 
public, wa s an Ln tr i.gui.ng experience stimulated by the public's
first opportunity to eavesdrop on the proceedings of the U. S. 
political conventions. RadiocoMDunication services of that 
period we re confined pr Lma r ;Ly to COD1r.1erc communicationsia I 
companies who provided international point-to-point telegraph
service and telegraph service with ships. The usable frequency
spectrum was reaching upward into the twenty megClhertz region. 
Particular areas of serious crowding were below 550 kHz and 
be twe en 4 and 10 HHz. The high frequency region of the spec-
trum was still an exciting new territory in contrast to the 
longer wave region and its very cumbersome and expensive
Lns ta Ll.s t Lons . 

Stimu.lation 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 and equipments in a very
few services were involved, today every household has its 
electronic devices. The f ew rc La L telegraphy servicescornrne
have evolved into a multiplicity of different applications
of rad io and radio services. Hilit.gry efforts resulted in 
new concepts, complex systems and different services. I High
mobility and lightweight portability of equipment werei 
emphasized, together wi.t.hperson··to-person voice commun Lca t Lori, 
in contrast to telegraphy. Wide band mtl1tl-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 thereof,
in all areas of the government and civil economy, radio fre-
quency managers ~ere 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 IRAC 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: 

~'(50 YEARS OF SERVICE - The Interdepartment Radio 
Advisory Committee, IRAC Secretariat, Frequency Hanage-
ment Support Division, O£'fice of Telecommunications,
Department of Comme rce , ~!a~hington, D. C., June 1972~_ 
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Year International 

1906 Berlin 500 and 1,0001912 London 150 to 1,0001927 Hashington 10 to 23,0001932 Madrid 10 to 30,0001938 Cairo 10 to 200,000
19b,· 7 Atlantic City 10 to 10,500~000195~ Geneva 10 to 40,000,0001963 Geneva (Sp[lCC') 10 to 40,000,0001967 Geneva (t1Ayit:icc:) 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 be t.we cn ships and shore. The 1971 Con-
ference, alone, adcled some fourteen new services to bring the 
total number of allocated services to more than thirty_ In 
terms of as si.gnmenc s to Government radio stations, the numb er 
has gr-own 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. 

9.!"iginand Establishmt'nt: On June 1, 1922, a United States 
Go,-,e!Tl~'O?ntLn teragency c:c:~i. t tec met for the firs t tLme , 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 
Interdepa:-tment Radio Advisory Committee. June 1, 1972 marks 

'50 years of continuous service by that Committee. 

The Interdepartment Radio Advisory Committee, more commonly

referred to as the IRAC, 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 IRi\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 views 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 Corrunission; 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 se Lf= regu l.a-
tion resulting from a reali~ation of the necessity for coop-
eration and coo rd ina t Lon in the common good. 

The IRAC advised and reported directly to the President on 
frequency assignments to Government radio stations without 
portfolio until April 8, 1927, wh en President Calvin Coolidge,
in a letter to Secretary of Commerce Herbert }-Joovel,3.ffirmed 
the Con~ittee action in assuming the responsibility on behalf 
of the President. Flom that time the IRAC has acted ::isa 
clearing house in tIle 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 Advisor to theTelecomrnt1l1icc3.tions President-1951;
the Director, Office of Defense MobiJ.i%ntion and ~uccessor 
agencics-1953; the Director of Hanagement-Te1ecolTL'TIunicat:ions
1962; and the Director of the Office of Telecommunications 
Policy-1970. 

The First National Radi.o Conference, combining both Covernment 
and industry representatives, was held in Washington in 1922 
to discuss regulation and control of the fast-growing radio 
services. This conference awakened several of the Government 
,41"") r'I""Y-+-TY'\'-" -I- .... .J- "...1-._ ..- .... --' r: ._-. - ~ -r ~ • l·' ..J '1 ~i-l· Ln SO~J Lnz t-he~'-_p<.A ..... _"J ......1L.:> !-IJC LI..JL CUUiJC:LdL '-it..- ..:..c ... on .J.. .V .. lLO ilC·1;;:'..1. b 

problems arising from the Federal Government interest inI s 
broadcasting, especially since the Nc3.vyDepartment had estab-
lished broadcasting facilities at the Washington Navy Yard 
and made them available to other Government departments.
It was proposed that a co~mlittee assist in regulating and 
guiding the operation of this station and a.ny others that 
might be established by the Government. At the suggestion of 
Dr. S. ~.J. Stratton, Chairman of the Conference, Secretary of 
Commerce Herbert Hoover, H~ose department regulated radio in 
those days, invited interested Government departments to 
designate representatives for a special Government radio 
committee. The respondents Elet on April 17, 1922 and recom-
mended that a permanent interdepartmenc committee be formed. 
Their recommendation wa s approved and thc first meeting of 
the new comm'i t ,t.ee was held on June 1, 1922. 

Mission, Organization. and Responsibilities: Under Reorgani-
zation Plan ao:-r-of 1970 ""(etfective April 20, 1970) and 
Executive Order No. 11556 of September 4; 1970, the functions 
relating to freGuenci~s used by radio stations belonging to 
and operated by the United States, conferr~d 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 mission of the IRI\C is to formulate and recormnend to the 
Director objectives, policies, plans, and actions as appropri-
ate in connection with the management and usage of the radio 
spectru.rnin the national interest by the departments and 
agencies of the U.S. Government. Subject to the Director1s 
policy guidance and approval, the Comm lt t ee coordinates the 
assignment of frequencies for GOvernment radio station use. 
It rlays major role in preperatio!1 ro2" international con-(J 

ferences and participation on delegations to such conferences. 
As regards the use of radio~ the IKAC bea.rs a similar relati.on 
to the Co ve rnmen t; departments as the Federal Communications 
Commi.ss·ion (FCC) to the non-Governruent 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 Commi.t t.ee from time to time: by the Director. 

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

The firs t meeting had Dr. S. Y,;l •. 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 Corrunerce. Other departments or agencies
represented were: Agriculture, Navy, Post Office, State,
Treasure, Wa.r and the Office of the Chief Coordinator (an
office in the Bureau of the Budget). During that first 

.meeting, the Co~~ittee agreed that its scope should be extended 
beyond broadcasting and that it should be advisory to the 
Secretary of COIThllerCein 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 dnd market news from the A~lington and Great 
Lakes stations via radio telegraphy. These two stations of 
the Navy, plus s i,x 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-
communica
dination 

tion 
among 

to national de Ien se , the 
GOV2rrllilcntdepartments, 

ne cessLt.y for coor-
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 
limitations stated therein and to such instructions as may be 
issued by the President. 

On FeLruary 27, 1927, the Radio Act of 1927 created a five-
member.'Federal Rad i.o Commission (FRC) to regulate certain
 
aspects of non-Government :cadio)-including the allocation of
 
band s of f'requenc Le s of radio services, assignment of specific

power, and issuance of station licenses. The Act assi.gned to
 
the Se creta'ry of COIT'li:l1erCC to as sigu call
au tho rLt.y signs,
inspect radio st~tions, and examine and license radio operators,
but reserved to the President the assign:.llentof frequencies
to all Government radio stations. Although it was intended 
that one year after the first meeting of the FRC mest of its 
powers and authority were to be vested in and exercised by
the Secretary of Commerce, the FRC wa s continued until June 
1934 when it was supplanted by the FCC. 

The role of the IRAC as an advisory body to the President wa s 
confirmed when, on Harch 29) 1927, President Calvin Coolidge,
Lrr a letter to the Secre cary of Commerce, affirmed the action 
of the lRAC in assuming the responsibility on behalf of the 
President of advising him in regard to f.cequency assignments 
for th., Governrr1(2P..t. Se crctary of Ccramc.r llc ove r cc conve yed

this rncssage to the IRr.\Cand [rom that time t he Committee has
 
acted as the coordinating mechanism in the assignment of fre-
quencies of the Government. This procedure Has 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 b et.we.en17.6 and 22,625 kHz. 

The years following 1929 were marked by the increasing
involvement of the Committee in the preparation of proposals
for international meetings and conferences. Soon after 1929,
the CO~llittee first took up the problems of frequency allo-
cations for television broadcasting and the aeronautical 
service. The result of such studies wjth respect to tele-
vision was a re comme nda t.Lon 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 Cornmi t tee in respect of 
aviation were prompted by a desire to bring about a uniformity
of aircraft commun icat i.ons and navigation aids and to avoid 
the duplication of stations and frequencies. To point out its 
thinking for the future that time, the report stateda!..: that,

although extensive use of r3dio~£or aviation h~d not yet
 

JUN 75 37 



"
 

materialized, the spectrum space then available for this ser-
vice would probably prove to be inadeq"lJate. It was only a 
short time later, beginning in 1935, that the needs of the 
aviation service asslwed a prominent place on the IRAC agenda
'vlhenthe Federal Government comrnenced the installation of air-
navigation, air-ground and aeronautical point-to-point facil-
ities on a large sc~le. 

The Communi.ca t Lon s Act of 193~, enacted on June 19, 1934~ 
created a seven-member Federal Communications Commission (FCC)
as an independent agency to regulate interstate and foreign
commerce in ccmrnun i.cat Lon by wi.r c and 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, and to control cornmun i.ca t Lons in an emergency. 

President Franklin Roosevelt wrote to the Chairman, FCC, on 
November 9, 19355 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 
Hay 18, 1936, in a letter to the Chairman, I~,\C, President 
Roosev~lt asked the Committee to select one or more of its 
memhe~s tn appe~r at ~ He~~ing of the FCC with respect 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 wher-eby : 

"The Interdepartment Radio Advisory Committee will coop-
erate \vith the Federal Commun Lca tions Commiss ion 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 t\VO agencies w i.Ll,maintain uf3-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 R set of BylaHs 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 
Telecormnunication Confe runc es held a t; Atlantic City, New Jersey,
in 1947, and in the Atlantic City Conferences themselves. 
During this period, the IRAC 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 IRi\C/FCC wo rk , the TJ. S. Proposals emb rac ed the 
important new c onc ep t s of: (1) a c orupLe t eLy new Table extending
the allocations to 30,000 ~rnz; (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 Freauencv Registration Board 
and, to prep~Te th~ engineered fr~quen~y lIst, the Provisional 
Frequency Board (PFB). The PFB W0S 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 
recoffiLllendationsby the President's Communications Policy Board -
March 1951, provided for.:;.'I'e Lecomrnuni.cat i.ons Advisor to the 
President (TAP) w i t.h 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 lRAC 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 Co:nmunication Satel-
lites was issue2. 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 cOIi1ffiunicat"£.onefficiency and 
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oeffectiveness. As a follow-up, the TRt\C issued a Notice to 
All Federal Users of Radio which cont.:linedtbe statement that 
the Committee hereafter authorize the use of11'1'7111 frequencies
by space transmitters in satellites and other space vehicles 
wh Lch are launched into spac e , only in those cases whe re such 
vehicles are so equipped to assure the ability to discontinue 
radio emmissions therefrom.1i 

Executive Order 1057l-A was issued on October 26, 1954, and 
assigned fre111cncies to Govermnent radio sta.tions as of April 1,
1954. For the first lime since 1928 all station assignments
we re Lis t ed for r cv iew and confirmation by the President. This 
list contained approximately 60,00"0 assi.gnments, 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 ye ar when the Select Sub-
corrunitteeon Frequency Allocations (SSFA) was established. 
The SSFA wa s to ensure equitable distribution of spectrum
space an~ng various 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 
internatic~al rediD ~onfcrcnc2. rcc agrEEd to work widl the 
SSFA on these goals.** 

At the suggestion of the IRAC/SSFA, in 1956 the Office of 
Defense Mobilization adv Ised 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 pRrticulars of assignments shall !?e main-
tained in the official records of the IRAC and that the Com-
m~ttee may, subject to approval by the Director of the Office 
of Defense Mobilization, authorize the use of frequencies by 

,',*Thename of the subcommittee was changed to the Subcom-
mittee on Frequency Allocations in 1958 and to the Technical 
Subcommittee in 1964. In each Lnstancc its terms of 
reference were modified to make it more responsive to the 
needs of the Main Com~ittee. 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 \v3S the last time the List of Fre-
quency Assignments to Covc rnmen t; Radio S'tat Lon s Has 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 IRr\C had been c r Lc Lc i zcd for making many ass ignments with-
out a termination date. /~lthough there had been nume rou s 
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 igmnents wh i.ch, by the terms of their authorizations,
had no ending date. In the latter part of 1967, for imple-
mentation in 1968, the IkAC approved a policy for the periodic
r ev iew of Gove rnme nt; f reciue ncy a ssLgnmcn t s . The review pro-
cedure is on a five-year cycle. The procedure serves to 
eliminate "de adwood'", update remaining assignments and make 
the m3ster file of Government 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 ~Iz in the band 890-942 
HHz could be returned to the FCC for non~Government use. 
Al.so, on Novembc:;:-17, 1969, FCC was told of Government readi-
ness to share most of thE ~adiolocacion bands then allocated 
for exclusive Government use (some 7550 MI:Iz of spectrum). 

In recent years there has been greater sharing of the spectrum
as be twe en Government and non-Government, and a decrease in 
exclusive allocations to Government services. For example,
the percentage of the s pec t rum be twe en 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. Durjng thAt same period the amount of 
spectrum a Ll.o cat.ed exclusively to non-Government has remained 
at 34%. 

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

Recognizing the growing threat of spectrum pollution and the 
increasing need for e10ctromagnetic compatibility, the terms 
of reference of its Spectr.um Planning Subcormnittee (Hhich had 
been established in 1966 as a m~ans of reemphasizing the 
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frequency allocation function of the Con@ittee) were expanded

to include procedures enabling that subcorrunittee 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 reconrnendat Lon s as to potential electromagnetic COlTI-

~atibility problem areas, and propose courses of action 
to resolve these problems; 

- 1'1a1<e as to technical parameters neces-recommendations 
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 telecomnmnical:ions and spectrum matters 
to Llre Office of 'I'e Lecornmurri cari.o n s Policy. Clay T. \<Jhite-W:!\V 

head wa s sworn in as Director on September 22', 1970 and one
 
of his first' actions was to retain the services of the IRAC
 
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 IR/';.C.The Director met
 
with the Committee that day .
 

.The present Office of Telecommunications was established on 
September 20, 1970 by Department Organization Order 3D-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, lRAC was made a part

of the Frequency Management Support Division for purposes of
 
administration and housekeeping. IRi\.Chas a sub st.r uc tur e of
 
the following subcommittees:
 

Frequency Assignment Subcommittee 

Technical Subcommittee 

Spectrum Planning Subcommittee 
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In addition to these standing subcommittees, Ad Hoc Hork 
Groups are designated as npcded to assist IRAC in its work. 
Many of these work groups a:ce not located in hlashington since 
a general practice is that the group is officially located 
wherever the chairman is. To date there has been \'Jellover 
a hundred of such work groups. 

Each of the subcommittees and of the work groups mai nt.aLn 
their 0\\1n records. Howe vc r , there is considerable ctu p Lj.ca> 
tion of the records of these bodies in the IRAC Secretariat's 
Sequence File since ull of the major action papers generated
by the substructure bodies are ultimately transmitted to the 
lRAC for final decision. 

IRA..CS(~cretar:Lat 

52. Haster File - Starting in October 1952, the Committee 
establ1_sheu a system under which each incoming and outgoing
item tre2ted is assigned a document number in sequence.
The documents arc docketed showi.ng the Date ,_Document Number,
Description of Document, Types of Action Required, and 
finally a notation of the action of the Committee, and 
;.jnnv-cn,...;~j-p r.""r"\QC' r e fe r cnc c +-~ orher ,..l~~'JIT~-~-~ .!r ,,---- ~---.-!:-r- ::---.---- u .... .......... ,-.,_, '..11,..1 \.:L 'JV\._I_l1.C11L.':', J..~ Ull)', ct.!.\.:.::
_ ................. ..:....--.
 .L '-_ 

involved. The documents after being docketed are filed here 
under a subject numeric files cldssification scheme which is 
the most responsive arrangement of the papers for current 
business purposes. Howe ve r , before the pa'per is put in the 
Master File, mUltiple copies of it are reproduced for dis-
trfEution to Committee Hembers 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 cOlltinuous series. The Sequence File becomes the 
official record file of IR.A.Cdocuments since the Haster 
File is reviewed and inventoried once a year and all obso-
Tete and other documents on which terminal action has been 
taken are destroyed. 

Dispos'e of Lnd LvLdua L documents or the contents of 
file folders when they are inventoried and it is 
determined that they have served their purpose. 
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53. Seuue nc e File - This contains a r least 01 copy of 
everyCfOC'1.1me71t by E(]ch document bears atre-A.tec1 IRAC. 
document number in nume rLcaI sequency as received. The 
file is arranged nume r Lea 11y. The Docket Books cons titutes 
a finding aid to the ~uc::nce File,-:-lsweTfasa control of 
Committee actions. 

Once a year these files are revi0wed and non-current docu-
ments are segregAted and arranged for microfilming one 
hundred images per reel on 35mrn 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 r-et.aine d 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. 

Ltems cens Ldcr ed by the Comrrd trec and tabled are ke p t sepa-
rately in a subgroup designated Tabled Items until the 
Committee takes some action on eacn of these items. After 
the Committee acts on them, these documents are placed in 
the Segu~ce File. 

After the material segregated from the se~uence File has 
been microfilmed, it is packed and retire as a major
part of the official record of the transactions of the 
Commit tee. This supports the disposal o f the t'lasterFile, 
since this material is the most complete documentatloi1Of' 
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 A'M .Ie..", -; 
FReta~. 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 showi.ng 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 are used as an actien and document con-
trol and they must remain in close proximity to the Secre-
tary of the Corrunitteeso 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 f~lc--:--

2 i>~RMnr~ ~(.. .J~ ~ /J}~a~ . 
.;7C (: ~€lt:aiLi. Retire to SHA when no longer needed for
 
/ CFA- current bu~:Lness pur.l?osesand offer for transfer
 

to the Natlonal Arcl.lves.
 

55. Sequence File Microfilms - As noted above, non-current 
documents seIc.-cteclfrom the SeT:lence File are copied on 
35ITh.'1l film in reels containing 10'0 ~[nages 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
gr ow.lng out of a constant emerging technology and socio-
economic struc t.ur e . The Comm i t t ce I s need to hold the copy

~ at relocation is obvious. 
r"./-v"t- 11C;.C./~/M	 ~$"'M~ 

':16	 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 Seguence File. 

I~ e F'/ If4'PERMANENT. 
. / """ Recairr-. Retire to SHA whe n no longer needed fbr 

:7cr.L.Ue current business and offer [or trans fer to the: 
ftf*C National Archives. 

56. AdministrAtive Sub-ject File - This is a small file 
kept in the private oftice 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-
wh e r e . 

Dispose of individual documents or contents of file 
folders when 2 years old. 
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57. Mi.nu~c:s....Q.'L_fl.<?~_ket No~~thly Tl~ -.Listinf\of ..':1.r~sactior1.:?.
These minutes contain a detailed account of the technical 
data considered in connection with approval or disapproval
recommended by the Subc ouuni.ttee. The minutes provide
information in-depth on each transaction handled by the 
Subcommittee. 

The minutes of the meetings 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,
1& c,~ -RetaiR-. Retire to SEA. a f ter microfilmed and offer 
G cr=tr to the National Archives. 

58. Applicati~.ms for FrequenSL,..Assignment Actio~ (Form
OT-19€~ and OT-19B) - Each year IRAC receives app rox imat.eLy 
30, 000 ~clicatio~_for ...E.::..-eque~£~..J\.ssi~.nment.0 from... Actions
 
agencies of the FederaI Government. These 8.pplications

are forwarded to the FAS for the necessary research
 
analysis and a r-ecommende d final frequency assLgrune n t;
 
action.
 

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

! 
All of the data on the applications, plus spme addi~ional 
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 \\711en old.6 months 

59. Scrceners' List - This is a computer printout of all 
the data Orl-tl1cappTication, plus show ing all of the c hange s 
or adjustments that must be made in order to allow a Fre-
~ncy '\.s s i:.g_~~~_~~~Ac t_:!:S?!.~same as, or equivalent 01-,--t the 
~~t requested by the ~gency. These lists are reviewed 
by the s ta f f which marks up a copy to show all necessary
changes. These changes are then post:ed on a workdraft of 
the agenda for a ill2etingof PAS. 

Dispose wh en J months old. 

60. ~genda - The staff analyses thc information on the 
Screencrsr-Lis~ concerning each application under consid-
eration, any d1dnges tha t need to be made in this infor-
mation is poste~ on a rlraft of the Agcnd~ jn the process
of p repa.r-a Lion. .-"'"'----

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~1gi:l for each application, the computer au tornat Lca l ly
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 \Vhen 3 months old. 

61. Application Registration Books - From ~952 until 1966 
regis tration bOOks were--malntalned in wh Lch each paper
concerning an application for a frequency nssignment 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~T. Retire
 
to SR'\ when no longer needed for current business
 
and offer to the National Archives for transfer.
 

/,7G.F b.	 Computer Printout of Registrations _ P~MM.~NT. 
. ~c..f'A- Retire to SHA along with the related minutes
 

of meetings and off0r to the NRtional Archives
 
for transfer.
 

62. Administr~tive Dockets - These are the action papers

}~eceived or gen~~rd.tedby tnc 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 r ecc Lvcd , and the data di.s tr i.but.ed ,
 

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

-7 - ~ .P..ERMANENT
 
C-I ? c... - Ret:a:~_u. Retire to SHA after microfilmed and offer
 
d;c.rA- to the National Archives. 

~~ lIrl,.,..,..;,~,,:~.-~~--":'-r- n~.~' J__ • 'If~'--"of~"!',..,1:. )",nJr" Ln t nc -?_..J. ~~:.'':_"_L~!t......LV~: L'~~_'a"~_L_~	 - LIlt.: I '-t"'t= - ...~..... '- ~~/s ~~ 
docket are periodically rev i.ewcd tor suitability for c.-""Jh"H'j 
microfilming and Lmme d ia te1:"O t Ireme nt . The papers ~selected v..re-.!l-· 

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.o C ~ . .BIBtaiR. Retire to SHA when no longer needed for 
(, 0 cF~ current business and offer for transfer to the 

;:;,..+J....."'_M"'" National Archives. 

64. Administrative Registration Books - These are ledgers
in whLch a registration nu:nber, description, date received 
and date distributed are manua l.Ly posted for each document 
received in connection with a specified action requested
of FAS. 
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.p.aANEN'r-t'r d.jp/I ("'f;--h...J..., e 
;:5'cF Retaiu. Retire to SHA whe n no longer needed for
15~FA- current business and offer to the National Archives. 

65. Ccp~dia~1..~12.I?1_ic.1ti~ns~gendaand Minutes - These are 
applicat~ons received from Canadian Government Agencies
and from organizations in the CanRdian private sector. 
These applications arc reviewed and analyzed dnd 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 peri.odically rev Lewe d for suitability for 
microfilming and retirement. 

PERMANENT

/,'0 c.F J1EtaiH. Rc t ire to SHA after microfilmed and offer
 

o. ID c.PPr to the National Archives. 

66. Canadian Application Registration Books - These are 
bound---r8dgcr books in"wh~ch tEe serial number, date, f'r c-
quency requested, location, date received and the date 
the reply vra s sent to Canada on each action document 
received. These Registration Books have been maintained 
since about the beglnning 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 are not 
microfilmed. I 

.;- c:.;: PERMANENT 
I 

I 
I RGtain. Retire to SHA when no longer needed for 

/"C,FA- current business and offer to the National Arch i.ves . 

67. Canadian Applicati~~ Agenda and Minutes - Two micro-
film cop1es of the Canad~an 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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;';to.> I~c .Am~
..rMta:Ln. Retire to SHA 'i,:hen longer needed forno 

current business and offer to the National Archives. 

68. U_S.-Canadian Coordination - Ihese are applications
from agcncH:s of the-·Veder-a.IGovcrll.mr::nt in certain loca-
tions requesting a frequency assi~nmc:nt in a specified
frequency band. Th ese a pp lLc a t Lo ns must be coordinated 
with the Canadian Government in accordance with the 
requirements of 20 agreemRnt between the U.S. and Canada 
referred to as "Ar r-angernen r D'". Th2 file also contains 
related papers such as the notification to the Canadian 
Government from the lRAC SecretariaL: putting it on notice 
that such an application is being considered . . 
These applications are treated in the Screeners' List,
Ag~nda, and the Hinutes of lRAC Heetings under a code along
with all other applications regularily received from Federal 
a ge nc Le s , 

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

These applications that are coordinated with the Canadian 
Government a ppe ar to contain data o f va Lue La ]J:\.L\C as we IL 
as future researchers and scholars in the field. ! 

I 17 c. r ,P.£RMANENJJ , i 
, Retain. Retire to SRt\.when no longer needed fb r 

t1.z,$' cFk current business ar19 offer to National Ar ch Lves . 
~,t c-r'l -$ 1Vf"t'->tI"fI,.., 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 o.pplication for a 
frequency assignment.

/Li ~v.I J~ANENT.T '<.-lCf '1?:etairr. Retire to SHA when no longer needed for 
current business and offer to the National Archives. 

70. Canadian Freguercy Assignments - This is a computer
printout of a list 0 frequency assignments made by the 
Canadian Governmenc 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 TRAC frequency assignments w i t.h those of the 
Canadian Government. 
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10 years old wh i.chcve r is sconc r .e	 _ 
71. L:i. s !=	 e~L~~C: __~s s i.8..I!.~~Ht s in th e J~ r de r Zon e s __.9_~~:...§_~- n£'y'
and in the. Bands Llf;t(~,J i\rr.:ln£(,!l~cnt- This r.s a como.t n 1) 
peter p r i.n tou t 1 ist:r.l-ig iTl u. S. fr(;(:plencya; s i.gnmen t s coor-
dinated with C~nada. 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 their purpose or when 
10 years old, ~lichever is sooner. 

72. Li s t 0 f rrequE?-nc~0"'? i15nmcnts LO U. S. Govcrnrncnt 
Radio Stations - 1his is a record set of annual lists of 
1:requency asslgnments to Government radio stations. Until 
recently these were computer printouts issued semi-annually
however, the hard copy printouts have been replaced by
m Lc ro f Lchc co oi.e s to f.rc i li tc t e distribution as well as 
to compact th~ record. 

/,l> C. F a.	 Record Set of one copy of the Annual List either 
O. »s: 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
h~vs served ~hcir p~rrosc. 

73. Hydro12p'j~_Fil..§.Documentation for ana Ly sLs and con--
sideration of the effects of bodies of water throughout
the Horld on rad i.owa ve propagation and frequency manage··
ment. 

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


-Z ,C Ret- 3iI in .. Retire to SHA when no longer needed for
 
, G c.FK current business and offer to the National Archives
 

1 year later.
 

74. .~~Vse Permits ~.This is incoming and outgoing
correspondence concernlng permission to use sites for 
telecommun i'c a t Lon s installations and the cha racter Ls t Lc s 
of such sites. 

Move active files forward at the beginning of each 
decenn.ial year and d Ls po se of all other. 
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75. TelephQ_ne Fre..s.ue]"lCY - are requests)\ssiJ.:g2~r.t-~~~~.~ 'I'he s e 
for a frequency nssign@cDt by te]2phone with related.papers. 

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

Di~pose when 3 months old. 

76. ~Eency_.£rC::iJ~~~1C,:CA~~.~gnmen_~..-I-:..~.~_~s" lists the.. These 
frequency assignments given LO ngcncies arranged by the 
names of recipi~nt agencies. The lists are issued monthly. 

All dAta in these lists are duplicated in th8 minutes of 
FAS meetings. 

Dispose when 3 months old. 

77. 22.nerdl Co~n.:~:;poild('nceThis is selected incoming and-
ou tgo i.ng corresponaence tho.t has general application to the 
deveJ.opment 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 da ta on the FAS. 1'11- Ie" :i::s. n:..c~~,,~~'-£ ~~'i' .....tI""", ~Q"",

~:N4N~'~~,- ~~~~ ,
:7 (!..~ .-HeLU!I.' Reth-e to SEA whpn no 1nnC;pr ne~nl?c:1 for 

t cP~ current business and offer to Nat Lcna I Archivels. 
)(.""''' Sl u)'" r~ 

78. Class ifi ed Document Recei.PJsl- These are cop Le's of 
recefpts-ror secu r i tv c'J.aSSl.tle ma t er La l, released ',to 
persons outside of FAS. ! 

Dispose whenj • years old. 
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79. Sys tems Il~vieH D§..t_~_J'i1.(~ - This conta ins record copie s 
of all papers generated by the Spectrum Planning Subc omm i t> 
tee, IRAC. Each document iil.the file is given a document 
number under ",hicb.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 index number is used to bring together all of the 
papers pertJining to a given applic~tion or some other 
agenda item received from a Federal agency. 

1. 14.1 Organization, Officers and Membership
1. 1L~.. 2 Changes in Representation 
1. Itf. 3 Agenda and Summary Record (Minutes)
1.14.4 Workin~ Documents 
1. i«. 5 Renor t s .md Rcc onuncrida tions 
1. l4. 6 Hisccl1aneous 
1. 14. 7 Preparation for 197 WARC 
1. 1L,.. 8 Irnp Lemen t a t ion 19l __-EARC 
1. l~·. 9 Preparation for General Radio Conference 
1.14.10 Systems Review Procedure 
1.14.11 International Space Coordination 
1. 14·.12 Foreign Space Telecommunication System

Ac t LvLt Les (Nurrit Lon s Control Board)
1. 14.1'3 Other T.'()re :i.z,'l SP;Ct ce Te Lecommun i.ca.tLon c 

Sv s t.C;1U.em l~ c t L".; v.LL....t i.e~o) 'l.\-L. 

Unlike the Frequency Assignment Subcommittee, this Subcom-
mittee of I~6,.Cdoes 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 verifylT1g 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- ~ PERMANENT-Retaili. Transfer closed cases to \>lNRC every 3 yea rs 
I tf c. PRr and offer to the Na t Loria I Archives uaozls itt lOyear§ '/l~·VC.a.I./-~v-. 

80. Docket Books - These are ruled ledger books in wh Lch 
each docume'nt received or sent is manually posted show i.ng 
document number, agenda item number, date received or sent,
description, and the action persQn or organization. 

'f;IVA1w b~fl!f-.Nt Transfer to HNRC when no longer needed fort~ current business and offer to the National Archives! - II, \, . , J i.n lOyear s Tt")e.v'(jj""t-f-llJr. 
(Af'\f\JQ.. 
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Te cl rn i.ca 1. Subc oren i t t ec 

81. 'I'e chn Lca L Revie~" Da ta File -.The Technical Subcommit-
tee, IRAC ~·--:i..s-rcspo-n-:~:Ci)re for (~valuating and making recom-
mendations, in the form of technical reports, on new and 
existing techniques frnm the standpoint of their ability
to op t.Lr.Lz 1.13C of the' J,J.cio spectrum (:t"ecommendations to e
 
inc lude .irnp Leme n ta tion ~)tcp s).
 

This file cont~ins record copies of all papers ge~erated
by the Sub cornn-Lt t.ee . ~'~h2nan app Li.ca t Lon for a frequency
assignment is received from a Fec]("ral ngency that is not 
compatible with existing assignments in the radio spectrum
the matter is referred to the Technical Subcomm.ittee for 
examination to see if some new technical development can 
be applied to accommodate the application. To assist it 
in meetin2 these resDonsibilities th2 Suhcommittee has 
five \'\loj:-~dng Groups dssigned as fo Ll.ows: (1) Techn i.que s , 
(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 Subc ornmLtt ee 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 _)
along w lt.h those of lRAC .:1~ ::1-1'.:.' end of each year.('..4.I+~/!IA.tnI 

J/ ~ PERMA~ENT r-"...c.r-, ,~al:fi. Of f er ror transfer to the Na t i.onaL Ar ch Lve s 
/ c"FA- in annual cons ignments with appropriate IRAC records. 

~ ........-t e-r '1 (;;P I"#T " ~ 1'..-
82. {\dm~nis~ra!i~~ Subi~ct~ File - This contains office 
copies of informatlonal and other papers on housekeeping
matters such as organizsti.on, computer program, contracts,
finance, forms, routine correspondence, personnel actions,
public~tions, production reports, staff visits and other 
papers that are unsuitable for filing with the papers on any
specific tech~ical problem area under examination by the 
Technical Subcommittee, IRAC. 

Hove active files forwa rd at J east once every 2 years
and dispose of all orhers. 
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83. Program Listings '.These are p r i nt.cut s of programs
developed to command th~ computer to select and automati-
cally process source data. needed in the analysis of one 
policy step in connection with providing higher authority 
w i t.h the necessary prograiu reports. 

lhese printouts have value for varied periods of time 
after the t~rmination of the projects which produce the 
p rogram , JIm-lever,a f ter exp ira t ion of this t Lme they are 
of no value to the Government or the public. 

Dispose when superseded or when 1 year old,

whi.chcve r is sooner.
 

84. Lnt.e rmcd i.atc Pr i.n tout.s - These 2.J:."C subset p r Lnt.ou t s 
produced to ac comp LTSh 0118works t ep . 

These printouts have no value after the wo rk st ep has been 
completed. 

Dispose when they have served their purpose. 

(Pu~.ch.Cards) 

85. Source Data Punch Cards - These are cards on ~lich 
source data have been trdIlscribed in Illachinereaddble 
language. 

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

86. Computer Program Punch Cards - These are punch cards 
on wh i.ch 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 whe n the c.ards have served their !pose as 
a wo rk toc L and the data wh i.ch they contain have been 
transcribed dnd approved on nn accepted tape or 
equivalent. 

The Secretary of the TEchnical Subcommittee also serves as 
0eputy Security Officer~ OT. Since he m8int~ins the papers
produced for both positions, the security pa.pers are 
descrihed here. 

87. Security Sub-ject l'lumericFile ~ This file contains 
record copies of all papers g~nerated by the incumbent in 
his capacity as Deputy Security Officer of OT. The papers
are arranged according to a suhject numeric classification 
sch eine under subject he ad Lrig s , such 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 and document controls 
and accounts. The papers are so arranged that it is most 
ecouomt.c aL to mai.ntain them ~::tl1 f'or an optimum period 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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These are work groups th« t are des Lgna ted by lRAC to inves-
tigate, analyze, and recommend resolution of a specified
problem are.].. A convenor is also designated by IRAC and 
generally speaking the convenor agency is responsible for 
the maintenance and pr-eserva t i.on of the officia.l records 
of the Group. Consequently, OT is only responsible for 
the officinl recor~s of a portion of the total number of 
active Ad Hoc Cr oup s . The exact numbe r of groups for 
wh Lch OT has recorclskeeping respons ibilit.ies 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 oJ. 
total of one hundred .ind fifty- two Ad Hoc Croup s have 
been designated through October 1974. 

88. Ad Hoc Gr~ 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 Cl quantity of 
papers containing data used to formulate the groups recom-
menda t ions to IRt\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 a ssLgne d'. The 
nature of the problem area, assigne.d to the various: groups 
vary a great deal. Some of the problem areas must be 
handled on a specified or specific time table, whil~ others 
may span a number of years. ! 

The COITh110n denominator for determining the value of the 
records is the date of discontinuance of the Group. 

The second common fac t.or 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 
dup Lf.c a ted in the records maintained in the Lmmedi.ate 
Office of the Exe cut.Lvc Secretariat, IR:\C. These records 
have heen 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. 

89 .. Pr9..EQ.sed	 F.:ngineer:..ing andI':"e~tl Rad_~o S]stcms Studies 
S1..1ppor-ting - are papers orPaDers These the collected 
generated by the Spectrum ManagemE'nt Analysis Group that 
reviews and analyzes proposed now radio systems, initiated 
by Federal agencies, to determine that eAch such system is 
comp~tible with the frequency BLd other assignments within 
the band of the rddio spectrum involved. The Spectrum
Management Analysis Group makes d 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 
recommendations to OTP these pdpers have only a li.mited 
va.iue for reference to Lile 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. Spectrum Management Analysis Grou¥ work~apers - These 
ineluae printed and processed cop:i.es0 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 spectrum managemen t; ac t Lv Lt Lc s in OTP and 
the IRA.C subccmm i rt.ces . The Executive Secretary, IRA.C,
also serves as Chief of tbe Data l\.:lse Consequently,Branch. 
the r-e co t-d s wh 1.c11 he gpop.ra r es a s the Branch he-rd are intcr-
fi.Le d among the pa P(~l-S he c rca tes clS the Exe cu t ive 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 inter filed 
among those held by the Chairman of the Technical Subcom-
rnittce, IRAC, and the retention periods prescribed for 
them apply to the papers of this actiVJity. 

~Eplica~jofl§ Processing (Section) 

This activity screens and processes applications for fre-
quency assignment actions originated by the sixteen members 
of the IRA.C, 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 transmj.tted by high
speed teletype to the computer site for machine screening
and checking and assembly into weekly agenda ~ections. 
On a monthly basis after each FAS me0ting, the decisions 
of the subcommittee are entered into another computer pro-
gram process to produce FAS Ninutes, Supplements to the 
List of Frequency Ass ign.. to the Agencyme nt s , Supplements 
Lists, Tabled Items Agenda, Statistics and to update the 
Government Master File. This cycle repeats anew every
month. Semi-annually, the List of Frequency Ass:ignments
to Government Radio Stations is prepared in total. 

The papers created by this activity are inter filed among
those of the FAS and the retention periods prescribed for 
them apply to the papers of this activity. 
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The records created by this activity are interfiled among
those of	 the Frequency Assignment Subcornmittee. 

'ihe records crea ted by this unit are inter filed in those 
of the Spectrum PlannJng Subcommittee) and/or treated with 
them. 

Comp2-~tc:rProgram Development Sect.ion 

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 o th er options that he might
have concerning the processing o£ various programs for 
autor;y;~.ic~yrocessing of source da ta. 

A,e,~ ~(/~EN.:x;
I~	 Ret~in. Offer a complete set of the last addition 

of the manuals to the National Archives Hhcn no 

92. C0E!Euter Prop.;ramD~~velopme:1t 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, wh i.chever is sooner. 

(Magnetic Tapes) 

93. Pro.8.£amTapes - 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 anyone of several possible computer outputs. 
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tl!O\,;i1:ini We itt %; t j ve ~Rct inOlc t iVQ prcsniH"::t "rHiH5 i... 
~he OT tape libnary. Offer for tr~nE[@r to tho-
Watignal 0rchivQ~ wilien no lonR@r n~QdQd for Gwrront 
J;Hu;i.noH". '::;~I/J(.,A tuAe-YI 'he" A/-f/e. ~~ ..... ";~I,;'cI.. 

/'n'!d.J e, e~- 1J11.e.)1 10 yet;t.v-s ~/..I ",,-,AJ t..M tl-f/iVV i4~6-C nU'V • 

(Printouts) 

9Ll'. Prc~,:~ Li s~ These' are. printouts wh i.ch list the 
commands given the comput er for C1 particular prog i am . They 
are used to revise or update the program tape involved. 
Once this has hpcn accomplished the printout has no further 
value. 

Dispose when the subject prog ram upd a t e has been 
accomplished on the program tape and has been checked,
verified and accepted. 

(Punch Cards) 

95. Program Punch Cards - These are decks developed by the 
Institute of Telecomruurllcations Sciences and other age nc i.e s 
that are given to OT to advance one of its projects in 
wh Lch the dona ting agency has an interes t. 

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

Computer Systems and Operations S~5:.!=ion 

96. Computer:__Systems and .2.P.eration~Qrkpapers - These 
are the workpapers including 1nternal correspondence,
copies of reports generated or collected by the Chief con-
cerning the aC1uisition 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 proccssi,ng capability, the need for it and its esti-
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.mated costs. When thp tr~nsacttDn has reached this point
of dcve l opment the data :i.ll these p.ipe r s w i Ll, have no 
further value to the or to the(;overnr:.lent public. 

Dispose of individu.al documents or the contents of 
file folders ~len they have served their purpose or 
when 10 years old, whLchevc r is sooner. 

.,-,. .!:_!:fl neer lrtr~ 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 ac t Lvi.t y is p rirner i.Lv €;ngaged in spec trum 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 
consis ts of -copies of clOC1;;:;entS frorr-l'-fhe'Chief'stiles 
maintained in his Washington Office. The se copies are kept
at this locality purely for convenience of reference and 
they have no corvt Lnu i.ng va Lue . 

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 oro-ne C0l:-<Y at 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 resl11t 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 contain 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 <lgrced upon consignments
and tran sf er to wrmc 1 year later. or~,a P'f)a T~.£"ro-;y~ 
~~~"~UloJes~,.Jp ~OsS~~ )lJ!~~vj /W€n..~.-VI.. :;::1"':'"

99. Task Status R~orts - This is <l mont.hLy r-cpo+t; giving
the title of the task, names of key people involved, work 
schedule, milestone plan status and the m<lnpower allocated 
for the task. These reports arc used for administering the 
task and as 3. feeder report for submi.s sLon s to OTr and 
other higher authori~y. 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 Engineers Technical Subiect Files - These 
are th·e papen-;that"are gerier.Jtedor coIl.cctedlJy-the Pro-
fessional Electronics Engineers in the p~oce~s of completing
their investigation or assigned task. Speci.i:ically found 
among the pdpers 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",,.,l,.r. #-}.....-,I- " ...-,", ~c""''-'''''''r"''I11T''' ",.....~r-., ... +- .....ken +- -!--1",C r"",rf"r'I( • .J.- ,",.f=..... t.h c 

t...(. ...-'r'-.~ , ...J..J(".4L. UL'..- CJ ~ll\.J..·"J .I.y U'l\.t\,.~J '.(J!\.v,-_ t <..tl,., l~'l _ "-"'1~4\"" ~.'c. 'J.L 11"-' 

OTP. The Elec~ronic Engineer in the course of conducting
,his assigned task generates and accumulates docu~entation
 

of the content, administration, and scientific considera-
tions that are part Df 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 forwar d and dispose of all others 
whe n they have served the purpose of the Electronic 
Engine~r concerned. 

JUN 75 

6J 

http:J..J(".4L
http:UloJes~,.Jp


10l. /'.dministI"D.tive Subj cc t; Files - These contain office 
cop:ie s-'ol-tTie-us!Jal nc)-LlS(?!.(;~C:pl1l3-j=)cl per s on S1.1chme; t t.e r s as 
arrangements for meetings; extra copies of con f e re nc e agenda,
minutes and other issuanc~s; budget, p~rsonnel actions, 
r equ Ls Lt Lons for s e r v i cc s and things, intradivision memo» 
randums, spacc, time and attendance, travel, work assign-
ments, and the like. 

The file also contains extra copies of p.::lperscontaining 
technical data that is u scd f'or the adrrdn ist.rat ion of wo rk 
for wh Lch t hc Divi:-;ion~_s committed. Co p Les of pertinent
directives and other authoritative material ~re also found 
in the file. 

These papers appear to have no value after the administra-
tive need for them has heen served. 

Move activ~ file~ forward and dispose of all others 
when 2 years old. 
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TELECOMfvfLJNICATI.ONS i\l·JALYSIS DIVISION 

The Telecommunications Analysis Division is responsible for 
conduct of a w i.de range of activities rcqu Lrcd to ffput the 
technology to use" with the mission of developing business 
and trade opportunities Lind improvin~ human services. 

The goals of the program are to develop and proJllotethe 
applicati.on of communication systems wh i.ch do not use valu-
able spectrum space, thus providing opportunities for ne~ 
business and trade; to rlevelap and promote the use of 
teLecommun Lcat i.on SYSt211lS which can be used a a sub st i tut e 
for higher energy consuming technologies; and to deveJop
and promote the application of commun i.cat Lon 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 opP8rtunities
and requirements to accomplish the above goals, (2) encour-
aging the deveJ.opment of lacking technology and doing the 
research and development \~lich cannot be accomplished
otherwise, and (3) promoting the aprlication of demonstrated 
systems in government and community operations. 

"." • '..':1.. . , , "1 _. ..., 

.!..!.l€" pi ogr ...am lS (;'l\'lueC! .!..t-1LO t.n r e e SUU~_L(:!:rlL!11L~: t.c Lc cotnmu « 

nications analysis, implementation research and technology
application. : 

1. Telecommunications Analvsls. The U.S. trade deficit 
in commum..catl.ons ana selectea-elE:ctronic 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 
wo rLd market. 

VJorld demand for tc=lecoIl'IDunicationsproducts 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 indic<1tions 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 make rs or to thc U.S ..repre-
sentatives to the General Agreement on Tariffs and Trade 
(GATT) negot:iations for Lmp rov Lng the t radc deficit in 
t c Lecomrnun Lc a t Loris . 

The function of this subelement is to prepare analyses
that identify opportunities for appUc<1tion of telecommu-
nications technology. The objectives for the next several 
years are (1) to have completed, thro'Jgh contract with the 
lca t i.ona l. Research Council, II study of me tropo Li.t.an commu-
nications for the future; (2) to integrJte the results of 
this study with r2suits of this 3tudy with results of our 
expor Imcn t s on delivery of se rv ices in a community and/or
'vorking at dispersed locations and other experiments such 
as the National Science Foundation experiments with cable 
television; (3) produce a plan which can be used by commu-
nities arid Fc dercI nge>Eci..es f'or using conununic at Lon s to 
provide s erv Lccs ; and (1+) to as sess the t.c l.e cornmuni.ca t Lon 
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.sand services is not 
limited by spectrum available and re~ulting scarcity costs. 

The.L r equLr emen .. t s J....c.OJ~ ,.- ....", 1. Re search .ell_!";! Couric Ll, st Uidye CillCll L.llt::: Na tLona•. l \._:":> L!~.LHCl.I.:L 

have been defined jointly by the Federal Conmun i.ca t Lon s 
Commission; the U.S. Postal Service; the Departments of 
Commerce; Health, Ecucation, and l-Jelfarc;Housing and 
Urban Development; and Transporation through the Inter-
agency Committee on Teledommunications Applications chaired 
by the Department of Commerce. 

The interest of the administration in metropolitan commu-
nications is expressed in the Report of the Cabinet Co~nit-
tee on Cable Television and in the proposed Cable Communi-
c2tions 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 fcw of the issues 
being consi.dered are postal service planning for improve-
ment of services and promotion of other national purposes,
implementation of the Hcus ing and Urban Development Act of 
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1970 to utilize telecommunications technology in controlling
urban growth, irnplclTI00tationby all Federal agencies of the 
Rural Deve Lopmcnr Act of ]972 in con sLde r Lng location of 
their facilities in rural areas to relieve urban congestion,
telecommunications facilities to support the disadvantaged,
sick, or under cduc ar.ed populations and the basic "commun:i-
cations pac kagc " fundamental to any ur han area. 

The need for inct"e<lsed effort- by industry and government
,'-.g cnc I.es at all 1e vc ls for the ap pLl.ca t Lo n of civilian 
technology has long been recognized by the Department of 
Commerce. Among the most c r it Lca I na t Lona I p rcb Lerns today 
are .inflation, energy supply, gove~nment 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 commun Lca t Lon s y st cms ; reducing the 
alienation between tile citizen and his government through
the improved use of information sys terns and c ommun Lca tion 
technologies; incrcasing business opportunity by demonstra-
ting utility of innovative communication and information 
systems; improving the interoperability, usefulness and 
flexibility of communi.cation systems through interchange··
ability, standardization and modular approaches; providing
associated technical. programs in cooneration with o~her 
d Lsc Lp Lf.ncs in providing" human r e scur ce s erv Lccs , Lmprov i.ng 
cormnunity environments and providing governmentsscrvices:
assisting the transfer of decision making from Federal to 
state and local governments by providing information 
exchange services and coordinated tcchnical services; and 
assisting other agencies by prov i.dLng central facilities 
for optimizing services and costs of communication systems. 

Prior year efforts were concentrated on analyiis, in coop-
eration with the Federal Energy Aclministration, '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 
communications 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 demons trat Lon s to show how 
commun Lcation s can subs titute for t ran sparta tion; 
dcvelop community commun i.ca t Lon facilities for pro-
vision of emergency services; dev~lop 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 bu sLness to continue in the face oI sho rt age ; 
development of standards for f2deral systems and 
broadband communications; and consolid<1te 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 ~g'cncies in contracting to 

~_~ J ~ 

private industry. As the program is directed toward reduc-
tion to practice by experiment, demonstration and appli.ca-
tion of potentially usefuJ. communications technology, a 
major output is showing by example hCM to use new technol-
ogies in wo rk i.ng situa tions, govern-C0111'110n pa rticularly 
ment operations, so that the applications can be repeated
wLt.h minimum rcdundant; effort. A second output is inno-
vations dnd inventions required to [ill in missing pieces
of the technology wh i.ch are pr-even t Lng application of 
existing devic2s. A t:h:i.rii is information, reports,output
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 
infoDmalion available to him in his government, thus 
reducing his sense of alienation. The long range output
is to be recommendations to the Secre.tary concerning 
actions required by the U.S. to participate in potential
markets for cornmuni.ca t Lon s and infor.mation 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. 

JUN 75 

68 

http:cornmuni.ca
http:appli.ca


L-' 1 ~ c s • C . 1 d d .OT· r.s t nc on y 01...L:].CC lX' omme rce .w i t h a \.eep an ex tcns i.ve 
enough expertise for a. focused analysis on the teLecommun i> 
cations field. 

The Fcde r a l. Cove r nrne nt; 18 ob l.f.gcd 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 f'cdcr aL departments, 
including Commerce. U.S. negbtiators report past disadvan-
tages in GATT nego t ia t i.on s c onc ern Lng t eLccornmunLc a t Lon s 
due to a lack of specific case examples of foreign barriers 
to U.S. exporters. 

In the next year the Na.tional Research Council's contract 
\-7i11be monitored. Available resources I..;i.11 be used for 
developing experimental models of systems identified w i th 
FEA and nUD for tmp 1emcn t at Lon on ,1 1abo ra tory 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 minimlm, thE OT 2ffort is expected to act as a cata-
lyst in stimulating the provision of meaningfnl, currently
unav~ilable, factual data and, guidance to the U.S. GATT 
negotiators. 

2. ~lementation Re search , 'I'e canLe commun Lca t.Lorrs assist 
mater:laIly in the Admiri3stra.tLon I s program to conserve 
energy_ A significant dcsree 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 tolal demand rate at that 
time which wa s 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 
(1) to develop laboratory versions of the communication 
systems required to link together the community centers,
dispersed wo rk facilities, community and government infor-
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mation systems and other facilities developed in this and 
other Federal programs; ~nd (2) assure thac missing tech-
nology is developed either by encour-agement; of others or 
by performing the requi.ced resedrch. 

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 rec6rdcrs, etc. Lackin~ are 

o r-r • • 1 •• l' 1 h hc rI Lc t.cnt (~COnOIT,J_Ca.L c ommun Lc a t.Lo ns to r.nx t em toget e r 
into an integrated system, as well as the devices and 
standards to promote orderly development and interconnect-
ability of the sys t.cm. 

The Federal Te10con~unication Standards Committee of the 
National Commun Lc at Lon System ha s d eterm i.ncd requirements 
for s tandn rrt Lzat Lon of d a ra r ates , rne ssagc I'or.nat s , link 
control procedures, synch~oni~ution methods, electrical 
interfaces, network p~rformance, and other parameters.
The Cable Technical Advi.sory Committee for the FCC has 
detenllined 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~t~vity is to develop and demcnstrate techniques for 
using telecommunications to make better use of the nation's 
energy and to promote the use of these techniques in govern-
ment and industry and the nation IS commun Lt.Les by the 
following subobjectives. 

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

a. Periodic production and dissemination of films,
brochures and do cume n t s to keep indus try and the5 

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 
discus~ions to provide technical assistance and tele-
communicatiol1s know-how in the solution of complex
energy conservation problems. 
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2. Effect a more extensive and e££ecti.ve use of telecom-
munications on a na t Lonw idc basis for the traris Eer of infor-
mation in lieu of such transfer by vehicular transport. 

a. ConG.uet a baseline study, including survey of 
activity in Australia, Canada, England, and other 
countries, as well as d survey of the state of the 
teleconlUlunica.tionstechnology to meet the objective. 

b. Test the feasibility of the 'remote work center' 
concept, using avail~ble video and audio conferencing
techniques and fac simile and (12 ta terminals. 

c. Design an experjment for \>lurk decentralization to 
prove that substitution is feasible and develop a pro-
gram for the conduct of the experiment. 

d . Conduc 1: t.hc ;o-:xpcr1.ment. 

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 energy processes. 

a. Conduct a baseline study of applications such as 
• • 't • 1 • d I •to nav i.g at i on , de tect i on , anci aut ornat i.on to e't errm ne 

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

! 

b. Develop and make reconn.nendations to effect a better 
and more extensive use of telecommunications technology
during the energy processes. 

4. Bring about reduced energy requirements by telecorrununi-
cations devices. We know now that about 1% of the total 
electrical energy gencr8.tj.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 speed 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 t.eLccornmun Lca t Lon s 
dev i.ces in ordcr to determine th(."ir energy consuming
requirements in the context of lhe total energy con-
sumption of the DAtion, to id2ntify putential reduc-
tions that might be effected and to determine critical 
energy requirements wh i.ch should be given priority. 

b. Develop and take such 8ctions as are pertinent
to bringin~ about the identified reductio~s of energy
consurnption. 

Executive Order ]1748, D~cember 4, 1973 established the 
Federal Ener-gy Office and c har ged <111 Departments and 
Agencies to cooperate with that office. 

11"18 Presi~ent I s S~atemen~ ~.ndl1~morandum to all DeI?art~lents 
and Age nc Lcs , Apr Ll, 1.1)., 19,d~, d i.rcct ed t.hcm to ,JSSJ_st r.n 
the meeting of the Admini~trationrs energy conservation 
goals. 

The Office of 'I'e LecornmunLca t Lon s 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 else~lere in the government. The 
Offic.e c.' f Te Lecommun .ica t i.ons has the r equ.Lred c cmpc ~enc2. 
that the Federal Energy Administration lacks. 

It is expected that the results of this work will be: 
(a) a public education j;rogram achieved through the! showing 
of films to the public over broadcast television th~ dis-
tribution of brochures to other government agencies 'land 
the industry, and by State and local -- as well as industry
-- elements at fairs, conventions, etc.; (b) up to 16% 
reduction of total vehicle ~i].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, rccommende d demonstration of new comrnun i.cat Lon 
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systems wh i.ch could reduce long distance travel, a ILow 
dec cn tra Iiza tLon of wo rk forces, r cduc o da ily commuting 
and more efficient usc of vehicles. Cost reductions up to 
26 to 1 and energy reductions up to 500 to 1 could be 
realized by using these cornmunicn~ion systems in lieu of 
travel and 40 percent reduction of vehicle use could be 
obtained by mobile c(lmmc.nications. 

The analysis of comnun i.t y communications, prepared in coop-
eration with the Department of Housing arrd Urban Develop-
ment, sb owe d t ha t c ommum.t.y conmun i ca t Lon systems could be 
modernized. Interconnecting c ommun i t y , state, and Federal 
systems with commun Lty centers can be a key to encouraging
new systems that private enterprise could operate. 

In the next f'ew years Labo ra tory mcde1.s for commun i t.y
information and service centers and remote work facilities 
'\\7i11 be d eve loped s ys t::c~s fo r mt:ki ng f'eder'.:ll Ln IorrrationJ 

a va LLab Le to these c omraun Lty centers \-Ji11 be Lmp Lemcn t cd , 
and recommended systems and techniques for lir:.kingtbese 
conununity centers w.l.l I be dc ve loped. 

3. J~~chnol£&L~.EDli~~1.:j.:9~. Fe de ra I agencies 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 
f-llP';'~.... __ T')rnblpmcl"'-~' _ ..... "",,,,-1.....J r -j", t;c..... ..J Ldcr ,,-_,t ifv 1-,,, \-C .',_..1- Lc a l ,, J. '11-.':",__ ..... -"-~ , ••• .JY ....l_tLC t echn .... :.:1.1..., • 

reasons telecommunications technology is not being applied
to meet potential applications and to see that the ~issing
techniques and systems are made elvaLl.abl.c. I 

Problems identified by the Hayor's Committee on Cabie 
COIImlunications for the City of Baltimore for instanbe show 
that more information is needed on: 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 t echn i.ca L standur-ds [or 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 owner-
ship and control plans. These and other- unkncMns 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, town s , and smaller urban 
communities face critical social, economic, and environ-
mental problems and that the future welfare of the nation 
and the well being of its citizens clepend on the establish-
ment and maintenance of viable urban communities as social,
economic, and political entities \iliichwill require effort 
at all levels of government to strcam lLne programs and 
improve the functioning of agt.~nciesrespons Lb Le for planning,
imp Lemerrt ing, and cva Lua t i..ng commun it y dc ve lopment efforts. 

The Housing and Commun i.t y Development. Act provides for 
assistance to community development programs for neighbor-
hood facilities and centers, for vrovision of public services 
not o the rw i se available and for activities necessary to 
develop comprehensive community development pIons. 

The function of ~his effort is to promote and facilitate 
the development and application of nGH .telec:ommun i.c at Lon s 
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-
ti.on for delivery of information and services by j.n.tprfl(,-
t i.ve cable television, by the De pa r trucn t; c f Hc a Lt.hj , Edtica-
tion, and Welfare for delivery to regions of the cobntry
by domestic satellite, and by others. Th e Technology
Application program provides technical inputs that contri-
bute toward the success of these efforts. Further,! it 
provides a source of Federal information ",hlch 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 faciliti.es 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 Fe deraL Government but 
can be obtained from other cOlmnunitie.s. Effort is needed 
to promote the use of many systems which already exist by
supplying commun.i.cat Lon s technology to make this informa-
tion available. 
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The Hou sing and Community Deve Lopmen t Ac t of 1911-f recog-
nizes the Lncrco sed 118ed by conunun Lr i.cs for Federal Govern-
ment assistance in providing information needed to identify
problems and opportunities. The FrAedom of Information Act 
and IntergoverrWlcntal Exchange Act further provide for 
better access and interchange of information in the Federal 
Government. These new SIS terns 'id 11 contribute to the imple-
mentation of the2e Acts. An <:-:<isting of Under-l'1E:ffioranduffi
standing between HULl and DOC agr ee s tha t DOC w i.l.Lprovide 
technical as sLs tanc e to HUD in meeting their responsibili-
t i.e s . 

The objectives of this element are to demonstrate the 
application of Lnf'orrnat.Lon systems and communication tech-
nologies for delivery of services and for improving business 
and gove rnrneut ope ra t i.ons in U.S. commun i t Les , and to assist 
state and local governments in the applicRtion of these 
technologies by the followin~ [our suhobjcctiv2s: 

1. Working in cooperRtion with other Federal agencies such 
as HUD and HEW and wi th LocaI governments, have in opera-
tion in aU. S. neighborhood an automated "Communi!L Infor-. 
mation and Service Cent.er" to improve coupling between the 
people and thE.i.r10caTgOvernment and better provide public
services. 

a. Perform a ba se I I ne stun;' outlining how conmuni t Lcs 
now offer var .lOUS k i.nds of munic Lpa I services wh ich 
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 ~'lillbe offered, and develop criteria by
which these factors may be evaluated. These factors 
will include but are not limited to: expected public
demand for cdndjdate 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 CISe 
program. Design considerations to be addressed 
include but are not limited to: 

JUN 75 

75 



e
 
o	 the balance between manual and automatic infor-

mation hanc Ii.ng Pl-oc8dures, 

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

o	 procedures for accepting inquiries, and 

o	 training requirements for s ta f f at the eISC. 
itself and at information sources throughout
t.he mun ic Lpa 1 govermnen t . 

d. Identify, to the extent possible, institutional 
factors which may affect Ln i riat Lon , continued opera-
tion, and phase-out of the ClSe program. Particular 
attention will be paid to the means for phasing out 
direct Federal p~rtici?ation in the control of the 
elSC program. 

e. Develop criteria for comparing com .. inmun i.t Le s 
wh i.ch the ClSC program may be carried out. Factors 
for wh Lch criteria w i l l. be rlcve l.o oed include but are 
not limited to: d~wographic cons~derations, city size,
and receptiveness of the administration and the com-
munity. 

f. Develop guidelines for the 10cat1.on of the Cencer 
or Centers w I.t h Ln the community. Considerations w i.Ll,
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 guidel:i.nes for assessing the mechanisms 
for transferring findi.ngs 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 commun Lca t Lon and information 
services. 
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i. Identify procedures for data gathe~ing and cri-
teria for evaluation of the effectiveness of elSe 
service delivery. Both objectj~e and subjective
factors w i.l.Lbe considered. ()bj('~ctivcfactors include 
but arc not limited to: amount of use, characteristics 
of users, and costs of installation and operation.
Subjective factors include hut .:lrenot limited to: 
public acceptance, perceived ~ffectiveness of service 
delivery, changes in citizens' attitudes toward their 
local government, and benefits wh i.chmay accrue to 
tbe Fe deraI and State governments as ';'Jell toas the 
local governments. -, 

j. Assemble equipment such as recommended by the 
National Acadefilyof Engineering for community infor-
mation centers into an operational system for testing
proposed infonr..ationand personal service delivery
techniques :,'-lC11 as \\'01..11<1 he u scd I.nconununi.ty cen ters , 
business estC1blishments, homes~ and government agen-
cies. Investigate information substance and struc-
ture and develop procedures for reducing cost of ser-
vice provision. Utilize system in normal government
operations to gain practical experience. Provide 
recoITlfi1endationsfor evaluating and modifying contracts 
and plans to take advantage of advance and practical
techniques. 

k , Select a si.r e or multiple sites for implementing
community information and service centers in one or 
more U. S. communities and arrange for commun i.t.y , 
govern.rnent, and Lns t Lt.uti.onal participation. 

1. Provide technical assistance in the install.alion 
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 commun i.t.y 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 w Lt.hi.n the Office of 'I'e Lecommun Lca» 
~ions a Communication. Tech~91~gU.1].formation System to . 
rmpr ovc response to s tatc and local govc rnment.s, tTie pub l.Lc, 
industry, and other Federal agencies and therefore demon-
strate the USE' of electronic c omrnun i.ce t Lon technology to 
improve ava i.LabLl.Lry of J.nformat:ionfor the Federal gover
ment. 

a. DetermiuE.:information requirements of potential
users in Federal, States and local government agencies
8nd for the public through the Community Information 
and Services Center. 

b. De ve lop plan fo r creation of compu r.or file 50 

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 compu ter privacy in a 
time and resource shared mode. 

c. Determine access techniques and interface require-
mcnt s to nll.ow c f f i.ci.ent; simultaneous utilization. 

i 
Id. Determine information sy stern requirements ,;data 

base design and retrieval system to be used. 
I e. Determine report creation methods to be used. 
I 
! 

f. Determine computational, 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, sHitching, and 
access to other systems. 
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J. Prime a.nd test system. 

k. Develop data o.:lseand load i.nitial information. 

1. Make system available to else and to State and 
local governments to the extent feasible using
existing conventional communication [a.cilities. 

3. 'rJorkingvli th Lo ca 1 governmen t s and other Fe dera 1 agen-
cies, have in operation Co ve rnme nt: In forma:' Cornrrrun "ltv·, t Lon 
S~stem to rcdcra.~ govcr'rlmoI1F~illformdl:f.oncc:'uplE:: sysfems--· 
-vn.thc ommun Lt.y f.n forrnat Lon and s erv i.ce centers and remote 
work centers to provide to the public and local governments
efficient access to Federal services. 

a. Investigate technologies wh Lch may be used in the 
future, if c orrununLty c ommun Ic at ion sys tcms resul ting 
f'r om clernon s crati.ous iilJU (?:-:Pf):-=-jin'~nts implemented or 
p Lanncd become opc ra t Lona l.. These technologies include 
glass fiber transll1ission paths, multimode Haveguide,
active coax La 1 cab Les , Lnt cgrat cd communication c ir-
cuits, and multifunction t.erm i.na l.s. Estimate possible
relative costs dnd possible effects on current systems.
Dctermin~ possible effects on direction, conclusions 
or results of contrncts and community communication 
policy. 

b. Assemble equ i.pment; to prov i.dc commun Lcat Lon cir-
cuits be tween o f f i.c es of DOC and other Federal: agen-
cies. Utilize this link in normal government business 
operations associated with the cornmun Lt.y communica~ 
tions program and othe r pxog r.ams, to test e f fec t Lve.-
ness in reducing travel betw~2n agencies, incr~asing
interaction, expe d i.t Lng commun i.ca t i.ons, promoting
efficiency, and other hypothesized improvements.
This will serve to put into actual practice some of 
the recoIT'unendationsresulting from the New Rural 
Society project and the National Academy of Engineering.
It will provide opc ra t Lng systems for observation. 

c. Determine techniques ':0 be used and routing to 
the t cs t Commun Lt.y Lnf orrnation and Services Center,
the Remote Work Centers and the various Federal agen-
cies. 
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d. Arrange thr~ug;};.ca.rr~J:T:3,c on t r-actor s or install 
directly cC:"~~~l:::E~lJ.-lon .Lf.nks 

e. Test communicdtion circuits to determine reli-
ability and ideJltify requirements for further research. 

!~. Develop;'l model pla"ol [or an integrated community c~~~ 
nications s y sterr in cooperation "v-itGthe NatlonaI- Acaaemy 
Of'J~ngJ_neer-1J-)ffa-ild o t.hc r Fcdc ra L agcncip.s. This plan is 
required to o p t.LmLze t.ns t a Ila t Lcn , opera t i.on, ma i.ntena nce , 
~egulation and policy ~nd to be used in assisting Federal 
agenc Le s , industry, and ccmmun i rLes in implementing new 
s y s t.ems fur de livcr Lng human s erv i.ccs , for wo rk dispersal
to conserve energy, for installation of guided systems to 
conserve spectrum and for other purposes. 

a. Ob t a in from U12 National Academy of Engineering a 
study to: t.e Lecommuni ca t Lon iSSUl~S wh Lch .i.6.entl.fy w i.Ll 
be faced by Federal agencies during the next ten to 
fifteen years; identify opportunities for the integra-
tion of existing metropolitan communications services;
describe metropoli.tan cormnunication technology develop-
ments wh Lch may be implemented w i t.hi.n the next fifteen 
ye ar s ; de scr i.beways in wh i.ch po ss Lble new systems and 
technologies could be integrated into or replace
existing cr new systems; identify social and economic 
costs involveJ as well a~ bcnefics; identify indica-
tors ~lich 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 wh i.ch may be required. 

b. Provide t echu i.ca l assistance to the National 
Science FOWldation and other federal agencies on their 
contracts relating to cornmunLt.y communications inc led-
ing cable television experiments, energy substitution 
expe r ime nt s , and urban corr.munity studies. 

c. Work. with community communication officials 
through the intergover~mental personnel act and as 
feasib~e to obtain di.rect input on telecommunication 
requirements and problems delaying implementation of 
required systems and the application of useful com-
munication technology. 
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, Investigate system,cx i.s t i.ng urban cOi_nr\lUnic~lti!
which h ave evolved by a series of s ubo p t Lmum decisions 
over a long t irnc (mobile conanunLcat.Loris, cable tele-
vision, over-the-ail- broaclcasUng, telephone, facsim-
ile, ma i 1, etc. ). Identify current and .irn..mi.ne n t 
government procedures a.nd policic-os. Determine how 
changes in urban communication systems and practices
could affect the func t Loris of commun i t Les and their 
govC'rnments. Provide suggestions for approaches,
po licy, and res e arch requ Lr 2d to I.mpr ove urban commu-
n i.c a t Lons . 

e. Integrate the findin~s of the NAE, NSF, other 
Federal agencies> the "'70~k w i.th c ommun i t Les , with 
other reports, and the direct investigation into a 
composite p Lan identifying gaps in the technology,
equipment ~lich may be required, specifications and 
s tanda rds and a rea s whc re r e E' e arch is ne edod . 

f. Develop measurement techniques and proposed stan~ 
dar ds for urban commurri cat i.ons facilities of interest 
to government agencies. These include but are not 
limited to: cable television systems, for wh Lch 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 wh i.ch may be included in home 
construction. of interest to the DeD~rtmcnt of Housing
and Urban De~elopment; and systems ~hich 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 identi.fy 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 hypo the-s Ls 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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It	 e 
The four major ubjectives of this program will (1) provide 
for access to information bv officials dnd citizens in a 
c ommun Lt y , (2) p rov idc info~mQti.on in a form ac cessLb l.e by 
electronic means, (3) provide tel.eco~nunications systems
to link c ommun i t; 1.12:-:; w It.h Fcde ra I information sources, and 
(4) to provide c ommun it Lc s and Federal agencies w Lt h guide-
lines for implemcntaLion of the rpquired systems. 

The	 impacts will be: 

L	 Re duc od cos ts (J f community i n Forrnati.on and 
services, 

2.	 Improved coromun i.cat Lon be tween the citizen and 
his goveJ:nment~ 

3.	 Provision of more services directly to and at the 
choice' o F th e CJ t Lz cn , 

4. Reduced alienation between the citizen and his 
c ommun Lr.y , 

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

6.	 Provision of opportunities for.a broa~ range of 
new c111Ci (..~y.paTl(li!!.g Ln fc rma r i.on ~n(lt::.:·~t1"lC~S~ 

7 .	 ImprOVE: the U. S. position for export of commun Lt.y
and home information products, 

8.	 Increased U,S. productivity, 

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

10.	 Improve the m2.nagcment capacity of State and locill 
governments, 

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

12.	 Rerluc e the technical unc erta Ln t Le s wh i.ch hinder 
app Ll.c.i r Lon of t eLe communf.c.a t Lon s to vital com-
munity processes. . 
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The Office of 'I'e Le commun Lc a t Lo n s is directed to assist 
other Federal agencies, states, a~d corr~unities in the use 
of t.e Lec onmuni ca t ions and prov i.di.ng advisory services in 
te Lec onununica t Lon s to agencies of Federal, St.at.e , and 
local governments in support of the Department of Commerce 
charge to assist States, cornmunit:Les~ and individuals 
towar d e conoroi.c pr-ogr es s direct 1y ;mcl by ass is ting other 
Federal ag enc i.es in thc a pp Li.cat Lon of teleco'mmunications 
technology to national needs. 

By Memorandum of Understanding executed July 23, 1970, the 
Secretary of Conmerce and the Secretary of Housing and 
Urhan Development ngreed to a coor~inatcd npproach for 
performing the tunc t ioris of the Secretary of HUD through
the ut iliza tion by HUD of the c.t113 lytical, research, tes t, 
and devc=lopment capability of the D2partment of Commerce. 
By subsequent agreements, becallse this \York furthered the 
missions of both Dcr.c r r.ncnt s ~ joint funding drrDngements
were ma.ie . Tb e Hous Ln« and Communi ty Deve Lo pme n t; tv: t pro·~
vides for Federal Govc~nment assistance for ~uch things as 
developing and analyzing information needed to identify
problems and oppo r runLt Les . The Depa r tmerit;of Housing and 
Urban Development is responsible for this assistance. 

Community distribution systems Hould provide a major market 
Ameri.can Lndus t ry is vJaiting. to s\lP1?ly. Government offices 
at all levels nee~ tn rlo~p~m~ne cltlzen needs and supply
h Im with services. OT is v;orking \vith the Federal Energy
Administration on means and reqllircments for using telecom-
munications to enable dispersal of working facilities as 
Hill be required to keep the U.S. energy dependency from 
increasing. OT is wor k Lng w i th the Department of Housing
and Urban Development on needs and means to provide infor-
mation to communities and the communications systems
required as a result of cODllIlUnitiespolarizing into neigh-
borhood structure. OT is working with the other Federal 
agencies to determine s t.andard s mlC..1 me asur-erne techniquesn t; 
for communication systems to be used hy 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 alternativC's for the resolution of 
commercial policy questions and for more efficient allocCl-
tion and utilization of telecomrnunication re sou rce, con-
solidate this" information into a form wh i.ch can be used by
all communities in the country and t.he 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 falls to the Fe deraL Government to provide
the central effort to wh i.ch industry and other government
agencies can provide assistance. 

To initiate and implement all of these activities, including
their combined obj ect LV2S, tlie Division has i:l very modest 
staff of only about ten employ8es most of whom axe 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. 

Cur reut; mariua I document .,:-etrievu1 s cherne s .irc based on 
coordinate indexing, ~hich 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 assigned ~ unique serial identifying accession 
n'~1iIr,2·j: and o.~ r ccc rd of the autho r , bibli0guttJl~~:..: is made 
title, source, and other useful information. This record 
and the document are then used by the indexer to identify
a suitable number of keywor'ds for each document. Ten-
co 1umn keywor-d or uni term cards --are typed w i th the key-
word in capital letters in the upper left corner of the 
card, and the document number 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,7SE 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 nlmmers on each card compared. Those occurring
on all cards are selected and can be pulled for examination 
from the document file whe re they arc located by the serLa L 
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 b-trrier to effective 
com.'1luni~ationand delivery of services. Remote access to 
Lnforrnat Lon can lead to r educ t Lon of energy use through
reduced commuting and travel. Full utilization of c ommu-
nicating typewr Lters and other communication terminals can-
not be realized until intcrconnectable information systems
become mutually usable. 

In the next feVJ y ears e f f ort s wi lI be a i.med at pr-omo t i ug
general business awa r-enc ss in the use of t.e Leccmmun Lca t Lon s 
for cc ns er vat Lon of c.icr gy. This wa s clone by films wh i ch 
were shown nation~ide to millions of viewers and by bro-
chures which were 'reproduced and distributed by industry 
by hundreds of thousands. 

Efforts include: putting community information facilities 
into opc rn t ion ; cncoIJr<lg.;.ng organ i.z to useFederal a t Lons 
decentralized work i.e as an example for the busi-I'ac i.Li.t s 
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 
f ac tIities. 

Office of the Chief 

i 
102. .Telecommunic~i.C?r:s__Analysis ~~lbj~ct file, Asl 
exp LaLned above t hi.s tlle serve s all. staf f memoe rs o f 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 numerically
according to keywo rd and documen t 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 
wh Lch is computerized Ln 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 retriev<Jl through computer terminals. 

Retire to SHA in 5 years consignments, transfer to 
HNRC 1 year later. Dispose when 15 years old. 
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'03 •• Pr 1 -- t AupA:.A: l Lc a J_ t i.on. Fill'S_.J. '- .... - The'- s e 3"'" ca'-' U - f i.Le'- s..L .&. oV iec - c \.	 ~ V._ ......\,.;.. -4. s e 
which contain	 concerning LnicOpJ.OSor-llOC1JH1011tat-ie.n the 
tiation oDd conduct of each project unde~taken. Papers 

» 

found in each case usually inc Lude : (1) memorandum or 
letter project r eque st , (2) project proposal) (3) wo rkp Lan , 
(4) cost estimates, (5) milestone plan, (6) project cost 
report, (7) supportin~ papor directly related to the pro-
ject, and (8) copy of final report. 

Once the case has been closed t:hese papers appe3r t.o have 
a relatively short term value for fin~ncial nnd other 
management purposes. 

File closed case separately and retire to Sf-III. in 
mutually agre;ed upon consignments. Transfer to VlNRC 
and dispose when 10 years old. 

104. Adrni n Ls t r a r.Lve Sub j e c t; Pi I c s - These c on t a in or: Llee 
copies of' -i)apcrs on such matters ClStlle··l.lsuii'lhCJ'{iS"2kep.pIng
accounting, budget, conference and meeting arrangements,
personnel, requisitions for s ervi.ces and things, s pac e , 
travel~ ~ork copies of Departmental orders and other 
agencies directives, and the like. 

Al.t hough these papers are sepal-at eLy described as a s epn -
rate file, ma.nv of them are incorporated in the Telecommu-
nications Anal~sis Subiect File. ,;tnd it jc; int'Artff'l?c1 t!1-8t-
't'~o"";;(''-;~C' T'1""-'j 1 1" O111y01-J11>1' T)d"e-;';"c .('·.....und Ln the o f f i.cc~rj .., c..1\., "".'-. t. ~ c.... ~ __ ..... t t... "'-......._\.../10...4 .&. .!. _L!.C .L.. .-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 forwa rd 
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 ma ter La-I includes wo rkpape rs , drafts, preliminary
analyses, spreadsheets, printed secondary source material 
and similar papers of direct or ·tangential interest to the 
profess ional .i.nthe course of producing a final report. 
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At the appropriate time ma!l.Yof these papers Dre selected 
and filed in the J'e ~~..£()lnmunl ca t}Oi1S ...;~ndlys i5 __Sub:'ec t F:L~~. 
The remainder of the pa pe r s appear to have no value after 
th~ need of the professional concerned has been served. 

Dispose of individual documents or the contents of 
file folders whe n they have served their purpose. 

(Nagnc__ t i__ c ,_, __:J:.~__,._-,,-, ~ Tape s ) 

The Telecommunications Analysis Di.vision, OT, is provided
computer services by the National Bureau of Standards,
Office of the Secretary, and General Services Administra-
tion .. Each of the~~~~~c~e~ is :sesponsi~le. for apprd.opri-
ate ma i.n t cuanc e ancl" 0 lSpOS rt r.on 0 [ I!klgnet IC capes an 
o tile):' gcnecjtc.~d L1 their respe ct Lve shop in COD'·rua t erLa l s 
nection with TAIJ c onmut.er operations~vrNurro.:.I1:te.J>,sj>o,m ..".l t!!-~me-
0.1. 1/.l~~p..'TIO~ J::'.... (,O,,_Oe;o ~p.\, 

1~6. ~,~~dioT..:::1>,23The An~ly~is Divi-- Telecommunications 
slon, OT, also has records of conferences, brlefl.ngs, work-
shops, and similar oral discussions on audio magnetic
tapes. 

a. If Material H2S Permanent Value - Transcribe and 
f ILe in s.ub j e.cc or pr oj cc t Lues. 

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

(Pr Lnt out s) 

107. Pro?-,ramPrintouts - These are pri.ntouts of commands 
to the-~puter to automaticCJlly process specified data in 
a specified manner. 

Dispose when superseded. 

108. Historv Maintenance Files - These are printouts of 
all otthe ,dAta in the mcmo ry bank of the computer. 

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

b. If F'i.Ledin 'I'e Sub-Lecommun Lca t Lon s Applications
ject File - Dispose along with i,t. 
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109. Pr-e I Imi.nar v Printouts - 'I'he s« are produced to serve 
a purpose for O!l-:~ vvork s i:ep or process. After the workSlep
or process involved is completed, these printouts appear
to have no further v01ue. 

Dispose when they have served their purpose. 
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roI-ICY 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 t~, 1970. Under the general
direction of and with che approval of the Director, OT,
the Division is responsihle for providing research and 
analytical support to the Se cr-et ary of Cormnc r-ce i.n na t i.oriaL,
Ln t ernat Lona l and Fe dera' Government tel ccommunications 
areas. The Division Hlso has a special mandate to provide
the same kind of policy research and analysis support to 
the Director, Office of Telecomvuni.cations Policy (OTP),
Executive Office of the President. To facilitate the 
implementation of the program to the grec~test benefit of 
the Director, OTP? it wa s prov ided that the Li.nes' of com-
munication between the staffs of OTP and the Division for 
the exchan0e 01: prozranun.t tic Lnf orma t Lori vrou Ld be direc t. 
It was also prov~de~ that the Director, OTP, would evalu-
ate the program performance executed by the Chief, Policy
Support Division, QT. 

In performing these functions, the Divi3ion does not resolve 
policy issues, nor does it forrnuLat;e proposed policies.
These are the responsibilities of the Director, OTP and of 
the Sc.crctnry COTIiITIerce their res;:>ective juridic-of within 
tions. The Division dues provide unrlorlyjng 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 we II as noting trerids and 
performing analyses, effective research affecting s6 vital 
an industry as telecommunications Cd.nnot 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 related fields as economics, engineering, communi-
cations, and government. 

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

o Structure of teleconnnunications industry, 

o Hobile communications, 
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o	 Broadband cable ;3jstems, 

o	 Cornpu ter c ornmun Lc c t Lon s , 

o	 Ef f LcLen t; government telecommunications, and 

a	 IntcrnLltional telecommunications. 

As noted above all of these policy r esen rcb and ana Ly si s
 
activities fall within one or more of three basic ~reas,

l~lich are defined as follows: 

o	 National (Domc3tic) - includes regulatory and entry
Lssues .invoLvLug common carriers, Land mobile, cable 
television and cio.tacommunications and other areas 
related to domestic, non+FccleraL t.eLccommun Lca tt on s . 

O	 Fe!df:-t- ;.1 Cove r nme ,-,t- J' nc Lud r, C' ,_1.. P o-ovC"- .uuen t ! S ou r ___ ........ J ...::~~_ l.t-.n-_.L - _1 __ .L.. -<.t.. .... 1 '-lJ ..... t: .Ll.u - --

lchasi.ng po Iicy adequacy of 6overn~ent com:1lLlIlic~tion::;
systems, application of new technology, emergency
communi cat Lon sy scems , and government data systems, 

o	 Int0rnational - includes market tariff rates, com-
petition and technology related to international 
teleco~nunications, particulDrly in the area of 
satellite tcLcc oamun lcat i.on s. 

.» In recen t; years in the National area, tclecornmunications 
has emerged DS an area where policy formulation plays an 
increasingly important role.. The prOblem of regulating the 
common carrier in becoming more complex Cind 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-
mun Lc a t Lon s dre among the ~;rowillgfields where policy
issue.s are numerous. In the light of this expanding market 
and the acceleration of our tecl1nological development, the 
need for con t.Lnuous and informed analysis hy the highest-
level decision ma.kers for development of controlling
policies, can be understood. 

In its area~ the Federal Government, as one of the largest

users of co~munic~tions systems, must continually assess
 
the effectiveness, cost, and suitability of its owned and
 
leased communications equ ipme n t . The soundness of the
 
research and -analysis efforts of the Division is a large
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e e 
part of the insurance h21d by the private sector that it 
will receive a conmcnsurate shnre of the industyy's
attention and products. 

With respect to the International area research and analy-
sis efforts have been recently focused on development of 
information about; Lnt orn at.Lona I te l.ec ommun i.ca t Lon s systems,

• , t' ..l r- • 1econom1cs, traoe, tec~noLogy anu L1nonCla. matters. 

For instance, a computerized forocast model to measure the 
U. s. international tc Lcphone , telegraph, and te lex: tra f f i.c 
has been designed and developed. This model will help to 
analyze traffic, to es t Lmat e Lrrt crna t Lcnu I circuit require-
ments, and to evaluate carriey proposals for the allocation 
of new facilities. 

The Policy Support Division is w~dply sepa~ated ~~ograph-
ically having 2 part of the staff l~c~[cd 1n W~shLngton, 
D.C. and a part in H0L11deT, Co Lorado , 

A part of the Division's headquarters staff was located in 
Boulder in August, 1971 ~lich is d~signated herein the 
Policy Support Division Detachment-Boulder. It wa s decided 
that substantial benefits would be realized by locating a 
contingent of the Divisionfs staff away from the pressures
and other distractions of Washington, D.C. and near the 
Boulder laboratories. The Det-;:l('hn1ent ~n(l :U:s record s are 
described more fully elscwhcr c in chis Schedule. 

Office of tho Chief 

In Hashington, a files station is maintained in the outer 
office of the Division, wh i.ch serves 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 reou i.red in the conduct of the proiect
i.nvolved. Accordingly, the incoming and outgoing it:e~s of 
this correspondenc~ find their way to the professional con-
cerned and he places them in his Policy_~na0:sts Technical,
File:. All pape rs of any Lmpo rt.ance In thT'S tile are ulti-
mately selected and included in the Gene_ral Co~respondence 
File which 'is kept long enough to meet all needs. 

110. Administrative Subject File - These contain office 
copies of the usual 110us~~ke(~ngpapers on such matters as 
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:3.CCrlli.:ing,budgc t , pe r s onrie L actions (inclu(H' personnel
case files, biographical skctch(3), reports, contractors 
(potential), brochures Jnd releHse~, letters of apprecia-
tion, publications, requisitions for services and things,
training, travel, work <J.ssignments, c:opies of directives, 
r egu Iat i.ons and other aut.ho ri tari.vo ma ter i.aL, technical 
information collected on special tasks or projects and the 
like. 

d.	 Personnel Case Files. - Dispose 6 months after 
separation of th2 subject employee. 

b.	 All Other P2pers - Move active files forward dis-
pose of individual doculJcn-::sor contents of file 
fo Lde rs when 2 years old. 

Ill. General Corre~onde:lce (Chr'ouo File) - Th i.s contains 
.: C'	 rv :r. .! t TO-:-;;-~... --::...::"~":~-";:~-, ---;'''~~.~ --- ..-; -r- t+t	 <:>cople,:)~.L. ,lCOIT,J.lt,."::>oJ.rC~lj0d'-.ell(.c. COpy.... ..... \\J_ II d. OJ. 1]0.;:. 

response and any r c Ia t.cd G~lter La I t.ha c may have been gen-
erated by the Cbief of th2 Division. 

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

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

112. ~~rc~llatina r{e;j(i~EEi File_ (SQ Cal1.cd 1:_0111 or~_!.nl~ 
~oJ~Y~11ell) - TIns is comprised of a copy of each outgoing
l.tem generated by all members of the staff including those 
located in Boulder, Colorado. The purpose of this file is 
to ke.ep 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 . P~~ icL.R ~f:..~~!:.~11 l~~!:i~~lt~3_-D~13..l~L.0 .9pt i C?!1 sn.~~0:1:Sl __
Fo rmu La t ion s _.r.PO)~)_ - As noted above the Div~Slon does not 
resorve policy issues no r does it f orrnu La te proposed
policies. As a result of the required research and analy-
ses, the Division produces Estimates ~n~Tol?:.~Z.J~_c.s~~rc_h __
yo1:!:._~.Y~E.~ion.~X~n~mul~.ti()~~~tl1'2 o f the D'ircc tor , ror use 
OTP and the Se cre rary of Commerce in selecting the appro-
priate option for r-e so Iu t.Lo n of U1E: policy problem under 
consideration. 

The file contains onc (1) copy of. each of the PRE!s and 
PDF's that are produced by the Division. TIlese documents 
cont a i,n a summary ana Ly ses of the research and data gcner~
ated by the Division in the course of its investigation of 
the suhject area involved. 

To some extern: the content of these documents is reflected 
in aurhoritative pc~icy and other stnt0nents issued by the 
OTP or the Secretary of Comme.r ce . A selected f'ew of the 
PRE's and POFfs are published by 01'. Howe ve r , these treat-
ments cover such a small percent~ge 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.e Lc comrnun.icat Lon s field 
and for a continuous understanding of emerging developments
in the cornp Lex field of t.c Lec omraunLca t Lon s . 

/ Z c, t= ~.RMANENT
":'-Rettlin. Retire to SHA when - 5 years old, in annual 

c on sLgnment;s and t ran fer to ,.;r}\;1{C.or-~-toNp.e~ ~~~ ~oF~iPo\.-S), 

114. Card Regif;ter of PRE~2_al~.d POI" s - This is a (3XS)
card index of each PRJ~ or por 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 ~.~EJlation of Policy
SU}2port Divis.i0l2..~PSD) products vlhTCn---fs-aJ':unninglisE of 
all PREIs and IUF 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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e 
11.~.. Compi.lation of...	 Divisi.on CPSD) Products -",TOlicy ~~~PJ?,?,.E!:. -ThLs lS <3 pr-OCC:SS~C11.lStshow..ng t.ne number, t1 t r(~,name OJ: 
research leader, and the precise description of each of the 
documents. 

P£RMANENT. R' SHA fl']'.~. et t.re to . a copy 0 t .ie compa .at i.on 
covering the PRE's and )~F1S that are being retired 
at the same r ime . Transfer to ~'mRC wf.rh the related 
material. offg¢. -\0 NA.(l..S ()3\+-e~ 'z-o '(~c;. t..~ r 

116. POl~~~l"tlyS~~ T('S'~hni:~,~2~le- This con t.a Ln s all 
of the pap~rs concerniug the aJmlnlstration of the project
and all of tb2 Telated technical mAl:eriC11s genel"C1ted or 
collected by the policy analysts in the: conrse of producing
a final report. Included in the file are such things as 
project proposals, letters of agreement, wo rkp Lan , cost 
estimates, milestone plan, spt ead sh ee t s , drafts, prelimi-
nary analyses, secondary source printed materjal" 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 som8-
Hhat longe.r term value for legal and managerial purposes.
These papers are segregated from the others of a shorter 
term value for inclusion in the gencra] __,g.s>rrc~pondenc~
File which is kept long enough to H\ppt al '.I I'1Pecis_ 

a.	 Selected Documents - Have forwa rd and file in the 
G~~nerc'llCorrS'-spondence File. 

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

Because of heavy work commitments and the limitations on 
resources, the Divisi.on so far has made only very limited 
use of automatic data processing. To meet its need, it 
has proc ur ed computer time from National Service Bureau,
National Bureau of Stafidards, and from the Institute of 
Telecommunications Sciences, Boulder, Colorado. To date,
the policy analysts have managpd to satisfactorily main-
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.e. -t a i,n ttlr:". records pro duc ed under these a.rrang eme n t s without 
guidance. Howcve r , a p lem Ls now und erway [or the Divis ion 
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
d Ls po s ilion of the mach Lne records now on hand and to 
point the way for policy analysts to revise this schedule 
if the DiviE'ion expands its usc of computers to include a 
large dAta bank. 

118. Histor.LMaintc112l.1ce File - These tapes contain all 
of the-'([lta-'st"(Jreclllit:he-COllll)uter for use throughmemory
an on-line system. The data system is updated periodi-
cally, usually on an annual or biennial basis. 

Ret.2in. Retire either the master operating tape or 
a dup li.cate to SRA when no Lorige r neederl for ('1.1Y'YC1"l.t DISPOSALNOT 

bus ino s s an-t t r an s fc r to \,!NRC. APPROVED 

119. S~lbs.'~t'fa.££~ ~ These are tapes written to au tornat.L« 
cally produce g~ven calculations or to serve a purpose for 
one workstcp or process. 

Scratch when they have served their purpose. 

(Printouts) 

120. Source Data SYstem Printouts - These are printouts
from an system con ta i.n Lng OTP library materialon--1Tr.1"c and 
abstracts of the. PRE is and POFf S re tr Levab Le by lceywo rd 
c ommand s . -I'he se 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 ~ The s e contain data tha t are 
analyzed for lncTus iori'-Tn' a rnE or }'OF. In other cases, 
the printouts are produced to substantiate or verify given 
findings or conclusions. 

Dispose when the related PRE or POF is completed 
and accepted. 

122. Punc hc ards , Pa'l:2.9l" ~~(ipes )~nd _I)the~ Innut l1C:'ciia-
These a re produced to tl:ai1sIate data into rnach Lne language 
for automatic data processing. 

Dispose or scratch, as appropriate, ~rllGn the data is 
transferred to a ~dgnetic tuP~. disc, or some other 
comput e r lnE::dia)o it. N\:k;r.\ ,,~~ !'e-u&'J> I~ \>\)~~. 
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Detachment ..Boulder 

A unit of the Washington-hased Policy Support Division,
the first non-ITS elcm~nt of OT in Boulder, was formed in 
August 1971, Rnd assigned quarters in the Radio Building,
Boulder, Colorado. 

Under a working agreem~nt signed by Assistant Secretary for 
Science and 'I'cchno l.cgy ~ Department of Commer-ce and the 
Director, Of fi.ce o f 'I'e Lccommun Lca t Lon s Pol Ley, Executive 
Office of the Presidpnt it was agreed that the professional
personnel of tho PoJ.icy Support Division would be s8lected 
with the concurrence of OTP. It wa s also agreed that the 
line of co~nunications between OTP and the Policy Support 
Division would be direct. 

Early in 1971 in c ons Lde rLng the "(::-;;tuhJ i;;hrnentof a Policy
Support Division~ top-level decision makers eXilluinedand' 
mulled on the proposition that t.he r'ewou Ld 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 Lde a was so appealing that it was 
decided to adopt it on a trial basis. 

Tn Al]~l1<::t l.97J_ the Po Li.cy Support lsLcn Dc t achmcn t ~l.'lSD'i.v
Lcca ted in Lou Lder , Colorado whcr e d considerable number 
of telecornmunication scientists and orher professionals
specializing in the field were employed by the ITS and 
other elements of the Dep3rtment. Although it is geo-
graphically separated from the rest of t.heWashingtcn-
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.Division. For purposes of management;
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 wo rk interchangeably on one or more proj ecrs . 

An official' filing station to serve the who l.eDetachment 
is rnaLnta i.ncd by the Chief's secretary with the assistance 
of such rccordskcepers as may b~ necessary. Record copies
of papers documenting the substantive trans~ctions of the 
staff are placed in a single subject file with a few 
exceptions. 
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Each of the program as sLgnrnerrts given the Detachment is 
assigned a distinctive title and a case rile is maintained 
for it in the subject file along with the supporting docu-
mentation generated in the conduct of the project. The 
sta£[ is now in the process of reviewing the papers that 
have accumu La ted in t~1(: file for the pur po se of r-e de fin ing 
the group, program area, subject headings, etc. for the 
purpose of improving the fili.ng schewe so as to make the 
file more responsive to Jemands. 

Office of the Chief 
• 

123. . Pol:!:£YlSUPp'or~.Su.Q.lectFi~ - With the exceptions
described be. 0\'1, this file con ta i.ns record copies o f all 
papers generRted by the DRtachment. 

The file is arranged first by fiscal year and thereunder 
in two subgroups (1) Administration, and (2) Baseline Pro-
grams. Under this p r Ims r y he ad i.ng the papers are... group
further arranged under three secondary program areas as 
fo l.lows : (1) Lnt.e rnat.Lcnal, (2) Federal Government, and 
(3) Non~Gove.rnment. Witbin each of theSe secondary areas 
the documentation i.s subdi.vided by tertiary guides· bearing 
the tit12s of subprogram cate80ries and behind these the 
p~0j~ct case files ~rc filed 31ph~bct~.cnl].y by title. 

Each case file contains basic documents including (1) Task 
Statement (work plan) ~ (2) Hcmo randurn of meetings and 
telepho~e conversations, (3) PrQgress Reports, (4) Abstract 
of Policy Research Estirnate, (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 coPles e,f the usual housekeeping papers on 
such matters as accounting, budget, committees and confer-
ences, fiscal control, deleg3tions, directives (copies),
Laws and re'gulations (copies), purchase orders) requisi-
tions, space?, training, travel, \Vork assignments and pro-
duction reports, and the like. ·These papers a~e duplicated
for record purposes in the appropriate units of NBS and 
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NOAA. Howe ve r , these papers should be rev Lewe d at least 
annually ~nd any found that arc needed for a period of 
time beyond the prescribed retention period below should 
be moved forward and kep~ as long as necessary< 

Specially noted in the Croup is a small quantity of copies
of outgoing items g2neratcd by staffers arranged under 
their names. These serve the same purpose of chronological
files usually serve and are called "St a f f Correspondence". 

The papers found in the B2sc]tnc Pro~yom GrOUD in the file--- '--''''--~''''''I-~contain all of the ieform3tion in the t~ e tnat has any
long t.e rrn significance. 'Lhc Prc j ec t Case Files include 
the proponderance of this information. 

a. Administration Group Papers: 

(1) Stalf Correspnnd~nc2 - Review file at least 
annllaIlj~-ITl6\~ c::l(:tl\i(::' fIles forward and dispose
of all others when 3 years old. 

(2) All Other Papers - Review at least annually
and 1110veactive documents or files forwar d , all 
others dispose when 2 years old, 

b. Baseline Program Group Papers: 

(1) Project Case files - ~ransfer to FRC 2 years
aftercJ.osUi:-e of the l)rojec t and dispose 10 years
later. 

(2) prrj ec t S1.lpportjng ,Papers : Rev Lew the papers
and se eet documents of exceptlonal 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 ut Ll i.zat Lon of space. The se inc lude 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 rep6rts in Washington, it is considered necessary
to maintain a record set here as well as the one in 

JUN 75 



Washington to meet the need of the Detachment and for 
future reseClrch purposes. 

PERMANENJ. i~ r.A..r to FeG 
Rec or d set (1 copy each) .. not»;;;).. 'j 3 ; 5 s: "f"§S 

When no Loricer needed for current business of f e r 
to the NClti~n..11 Archives /0 7~V"5 ~~""~c.fIVt.-, 

125. Ana 1v s t; f S 'I'cchn i.c a I Paper s - TIles e ecce the usual 
kinds ofr:)~,',r('r-:s--iJ.ccl~~:lIate(l.·-·by-'~nanalyst in the course of 
h i,s Lnve s t.Lgar i or, of a gi.ven ~YC()Jt;ct ilCl.d the p:coduction of 
a final report. Thc s e include whLt c t i s sue copies of co r re -
spolldencc~ c]-Lppings, drafts, selected secondary source 
papers and r.he 1ike which he 1.lSlW \1y kce ps in his bottom 
desk dr awer or c Los c at hand i.n wor k s p.rc e . 

Dispose when they have served thejr purpose. 

126. Pc r s or.n o I ;\[:1l.!C C:.ISC Fi12s - ~~1:i..:,;con s i.s cs (If a folder 
for ea.'c·11'-ei:-;-i)r0y·C(;--co!·~ta.-:~nli1'g--otfice copies of personnel 
actions and related papers con~crning the subject employee's 
emp l.oymcn t . These papers ar e dup lLc atcd in the Official 
P5:'rs~nn~]=-F(lldt?E for record purposes. 

Dispose 1 year after separation of the subject
 
employee.
 

127~ C~"';L()n_O;CI~~tC;-tJ. i~'il~~;s ... 'I'lre s e C011S1.t->C of or.c C0P:..r of 
each o\.j"ff~Oli')f~·-~CE-~11-'·1-)rodu,c-l':!d a r e kept in addi t Lorithat to 
those maLnt a i ned in the POJ.jCLS'LlPport_~i~~,~] l:,. 

D'is po s e when 3 ye ar s old. 

The Policy Support Divis ion Det achmcn t is pro v ideel computer
s e rv Lce s by NOAA. Computer Services Center which includes 
produe tion of their source dat!'f1'Q "1J~dpr-cg r am magnetic tapes.
"'h . . J l' d 101' •• f h t.l 18 r.nc .uc es ~a::-ntenar:ce an 1'\ ] sPOs:.t10n 0_. t ese, apes
under the p rov i.s r.ons ot a cross s e r v i c e ag rc ement; bPr Alo'-
F"rft.- "(1J6 j)/~jO>l+-,e ...\ 0 ~ ,*e- o.\. IIU ~~Tl()~ -e"~Il-t>~ 

lk~tOkl, 
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(Printouts)._------' 

128. !1astE;~"-.EE2~i~aTII - a r e	 of]~~_~;t~~g Th e s e pr Ln t ou t s pro~' 
grams de ve Loped to c orrnnandt'he computer to select and 
aut.oma t Lc aLl.y process source dat a ucoded in the analysis
of ODe policy step in connection with providing higher
authority policy support . 

•	 , 

These pr i.ntout.shave va Lue for vc r ied periods of time after 
the te.rrrd_n~t--f.on 0 r tbe. pro~ cc t s ,·.;hi<;11 p~()duc? the pr.ogram.
How~ver) a~ter the eXplratlon of thlS tlmc they are of no 
va Lue to the Covcr nruern: or the public. 

Dispose when superseded OT 1 year after termination 
of the subject project. 

129. Lnt e rmcrl La t c Pr i.nt ou t s .- Tbe~s a.n~ printouts of source 
data autom:'ltI.:.:i:1TIjprciccs3ed and put; in a prescribed ar ray 
so as to accomplish OHe analytical or workstep in the course 
of producing a final project report. 

Di.spose upon compilation of the ar....alytical or wo rk -
step, or 1 year after termination of the project,
wh Lch eve r is sooner . 

.,. ...." ') (\ 'l,':J..'! 
• __ ~ J ~ fJ-

~
;:::-
... 

,-
........

r" 
... 

T'\r"'~I .f', l L' 'J - 7:--1-~ c: -'-oJ\-"'-l r:- ! ~L"t c ut
J_ ...I. oJ 
-1~7p.,:,

_,, 
t~l \. 

-
.~. L' .:.. t' 

.~,-.	 
~ '-"- 1lr" 

•• V' _.L. - .....1..J.-LJ	 _ 

of the	 eX]:}0nditures, and of- rccej~)j:~3;---obTrgafIons', balance 
funds for the Division and project levels by cost centers. 

a.	 Bi-Weekly Issues - Dispose when 2 years old and 
retain the June 30th sumn.ar y Ls sue s . 

b.	 .June 30th Summar.y Ls sue ..Dispose when 10 years
old. 

131.· Program Punch Cares - These are punch cards on which 
commarids-"fC)'thecompu-ter!.1aV'3 been transcribed in mach Lne 
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 wi.th similar or subject analyti-
cal characteristics . 
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])ispose when the c~rds have scrv0d their purpose as a 
wo rkr co I and the -:12.t<1 wh Lch they contain have b cc-n 
transcribed or approved on an accepted tape or equiv-
alent. 

1.32. Source D2t.~ Decks - These ar o c ards on wh Lch source 
data hove tran·scl:Tb(::d readable language.been in mac h ine 

Dispose ,,;h(-:'11 the cards have served their purpose as a 
wo rk tco 1 and the dc; ta wh i CD thcv contain h ave been 
tran scr f.bcd or appr oved OIl. c1n ac ccpt cd tape or equiv-
alent, 

(Cod Lnz Fo rrns )----~---

133. C~d in..E_..I£l.-ms -- T'he are sU'reo typed co 1umna r viC':.k. se 
sheets wn Lch t.n e pro fess i.ona L and his assoc Lates hand post
data for keypunch operators transcriptions. 

Dispose upon termination of the subject project, or 
~len the data has been transcrihed and verified on 
some other approved medium, wh i.che ve r is appropriate. 

134. ~!S:I~J(i~LnStr~:iJ2s_J~~J-.E-e~ls are.,These microfilm 
images produced simult<lneously 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 C~se File. 

Dispose when they have served their purpose. 

135. M.'\CCards - Thesc are magnetic cards produced as a 
medium for autc)ma.ticproduc t Lori of 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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The Institute for Teleco~rnunicatjoDs Sciences and Aeronomy
wa s one of t.he 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 transfcrrc~ to ESSA on July 13, 1965. In 1967 
the Institute Cor 'I'el ccommun i.czt t Lons Sciences v.JC}S separated
from tileAe ronorny p rog rarn becau se 0 L maj or ar.t en t i.on being 
given to the or,£!anization of t.e Lccommun Lc at i.ons Ln t ere st s 
in the F~(leLal government cs t.abLishmcn t . 

ITS began with the Radio Section of the National Bureau of 
Standards, fo~nded prior to World War I, which pJayed a 
major role in the evolution of 0'.11:" ur.de rst and i.ng of radio 
propagilticn. 

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 19Lt2, the Hash:illgtOTlCommunications Board of the 
Coml>incd Chiefs of Staff took steps to organize. a radio 
propagation laboratory in order to (3) obtain, centralize,
and disseminate ull ionospheric and radio propagation
~~-F~"~-"'~-';Ot~ .(~~~ ''It\''-·1_~ ".~.:'_~r1 C''''~'''r,~\J'-(~t. (1_\,'_') t.'--r-·~'-'·r.Col. ~[JC._!.I.~_.!.,_'_II.Jw\~J I""~,-..J.. 1. .'_'J.' .... '_J!.lJ.·_'-_'.l '_.:.... ) (..(1_\:., '"--n"~n'-

or contract: fo r t.he operation of such ionosphere stations 
as were ne:.cessary to obtain sufficient ionospheric data,
(c) coopcrate and collaborate with propagation organiza-
tions of the V.K., Canada, and Australia, (d) issue radio 
propagation information and predictions fGr 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 propagation data, and Cf) make 
special prop8gation studies and solve specific radio pro-
pagation and c.ommun i.cat Lon problems. 

Inasmuch as the National Bureau of Standards wa s the leader 
in radio propagation work in the United States, the Board 
deciderl to set up the new laboratory, to be called the 
"Interservic2 Radio Propagation Laboratory CIEPL) at the 
Bureau, to be financed by transferred funds from the Arrey
and Navy. The Army funds wcrc 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 \·Jasl1"in.(~[-on Cornrnun i c a t Lon s Board 
became. the Combined COfTIIN;rd.ca t Lon s Board of the Combined 
Chiefs of Staff, and the' U.S, Joint Cornrnun ic a t Lon s Hoard 
was formed und cr t he U.~;. Joint Chiefs of Staff. Each 
Board had a Wave Propag~tlon Com~ittee, and the IRPL was 
established form~lly under the U.S. Joint Wave Propagation 
Committee. 

During the war, the l1U'L r cnde r ed continuous service to the 
nil i tory ser'.d ce-s a long the 1inc::: Lnd Lca ted above. The 
d i r cc t i.cn f'Lno e r s tudy , begun under the National De fense 
Research Corun.i t te c , P(lS r akcn over by the IRPL. Lar ge 
files of ionospheric Dnd other radio propagation data were 
accumulated [rom allover the world) training programs we r e 
ran for large gro cp s f'rorn the S:l;;nal Corps and the Army 
Air Force, and nurae r ou s Lnd Lv Ldu-i ls from both Army and 
Navv,,,Jere t r a incd and :tn(luctrini]~\:'d in the use of r ad io 
p.r.ol)agation ir.forma t i.on ancl tr-chn ique s . Continuous liaison 
was had with the Signa 1 Corps ~ the Air Force) and Nava L 
Qperaticns. Staff me~hers from the British Navy and 
R.A.F. were assigned to the Laboratory, and liaison 
officers were named for: Aus t.ru li a , New Zealand, and Canada. 
Regular ionos~leric predictions were issued in a form which 
later became: the r egu l.ar publication "Basic Radio Propaga-
tion PredictionsH CRPL Series D. Also a disturbance 
y,Tarn·irH? s e r vi c e ~,r:::1S Sl?t ur- , 1::0 Lo r cc as t; Lono s phe r Lc s t o rms 
wh Lch ~oi.l1d interrupt r ad Lo connnun i c.at.Lons . Hund r eds of 
special propagation problems were solveds of both techni-
cal and strategic value in c ommunLc a t i.ons , intercept wo r k , 
etc., including the determination of best frequencies to 
use, for many d Lf f e r en t types of communication in all 
parts of the wo r Ld , an t erma design, power and receiver 
requirements, and frequency allocati?n. DurinS one year
alone, for example, over 100,000 COplOS of varlOUS IEPL 
reports and charts, tables, etc., were distributed to the 
Army and Navy, not including un operational handbook that 
served as standaLd for all the allied forces. In that 
same year, about 120 special problems wer e undertaken. 

With the development of radar during the war, there came 
about a need for propag at ion Ln f'orrna t Lon of the UHF and 
ml.cr owave frequencies ne ed therefor. Host of this work , 
a long w i.th the radar de vo lopment, was done under }""UFC, 
primarily at the Radiation Laboratory at HIT. 
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The Irv-lce pe r Io rmcd du r Lng the wa r not only 'literal 
life saver, t hr ough Lnc rca s Lng t hc de pc nd ab Ll.Lt y of r ad J.o , 
but it opened the eyes of the military services to still 
greater improvements in all their rad i,oequipment that 
could be attained through research in this field. Expe r « 

ience had left no doubt in the minds of persons dealing
w Lt.h any of the aspcc t s of rad Lo commun i.ca t Lon , direction 
finding, rariar, radJo navigation - t~at prop~g8tion in[or-

- marion and rcscar-ch Has v Lt al to the use of rad Lo and of 
any devices employing radio waves. 

Accordingly, in Nov~~ber 1945, meetings were called by the 
Signal Corps to discuss the post-war situation regarding
rad Lo propagation wo rk . The discontinuance of the National 
Defense Research Committee and a survey of the future was 
needed by the Army, Navy: Coast Guard, FCC, and non-govern-
ment interests, led to the conclusion that the who Lc field 
of basic propMgatjon research should be centralized. In 
the first p]~ce, if the ~artim2 ~c~vices and progress we~e 
not continued, it was apparent that the U.S. would lose 
much of the benefit of the effort pxpanded during the war,
and would be at a disadvantage in comparison with other 
countries, while at the saGle time our militc:.ryand civilian 
radio ac t Lv lt Le s wou Ld b~~ greatly hampered. Ln the second 
place, many agencies had, under the exigencies of wartime,
developed organizations working not only on applications
of propagation to their probleos, but also on fundamental 
reseRrch aJ0Dg parallel 11n03. 

Centralization of basic research in propagation common to 
all the user agencies named therefore the best way to meet 
the needs of the counrry 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 estab Lfsh cd under the Depar trnen t of Commc r-ce to 
serve as the central laboratory. Further study, however)
led to the conclusion that efficiency wou Ld be promoted by
establishing the Laboratory instead in the National Bureau 
of Standards, inasmuch as the IRPL of the Bureau wa s a 
going concern in the radio propagation field. 

Accordingly, a strong recommendation was made, especially
by the military members, that the Secretary of Commerce be 
asked to establish a central laboratory for radio propaga-
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e e stutlon WWV) , the incipicnt standards work on ultra high
fre~uencies, the rurlio countermeasuros work, and the 
r ad i.osoncle work , all of which are related, directly or 
Lnd i.rec t Ly , to prop':-1[~ation.The U.S. Joint Commun Lc a t Lon s 
nouru was particularly interested in promoting the develop-
ment of standards in the then-unexplored, but rapidly being
develCiped, ultra high frequencies. 

In EILI9, bcc au se of Congress ional concern for the vu Lne r>
 
. Ll.Lt r: 1 b . 1 d' r h I
 ab i.Lt.t.y O[ government a or at or i.e s Loc a t.ec 1.n vJas t.ng ton , 

D.C" and c rowd i.ng o.~ ::..h::-,NB~) HDshington facilities, CRPL 
., t 1 f ] . ' 1'" , • r> ~. f .was seLcc-eu nr re _ocaClon. _hree sltes, 1n I,all ornla, 

ColorRdo, and Illinois were considered, and Boulder, C010-
r ado , was selected. The f ir st group of CRPL staff, which 
then included radio standards wo rke r s , moved to Colorado 
in 1951, and the move wa s cornp Le ted in 1951+, wh en Pres Ldcnt 
Eisenhower dedicated the ?fBS Radio Building. 

1),'1('11.'0 !O','C'ancla r ds T,70~_-lc '\-I,'lS seuar-a t.e d f r orn D'·O"),,,,"t·j on r c s e ar-ch\.- - ..... >..u._." '<- o. ~ .r" CJ .I.. ' 1" tOo'''- ~L _'- ,' ... ·L 

at that time, and the latter program has evolved toward 
telecommunicilt.:Lons research, engineering and systems appli-
cations. 

CRPL continued with a leading role during the International 
Geophysical year (19~7-1959). Its Radio Systems Division 
was formed in 1959, and in 1960 the Upper Atmosphere and 
Space Physics Divi~jnn Anri t~0 Ionosph~re Research ~~d 
Pr opag a t Lon Divisions wcr e fo rrned , In 19CJ2, CRPL was 
reunified under the rruidance of Dr. C. Gordon LittJk as 
Director. Shortly tSereafter, Dr. H. Herbert Hollo~an,
the first Assistant Secretar.y of COlT'..me rcc for Science and 
Technology, implemented his deci.sion to unify t;eophysics
in the Department by creating the Envir.onmental Science 
Service Administration (l~SSA) wh Lch wa s made up of the 
Heather 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) "'hich more 
closely described the dual capabilities of the organiza-
tion. In 1967, the Institute for Te1ecommunicati0ns 
Sciences, was separated, as a consequence of major atten-
tion being given to the organization of telecommunications 
in the Federal gove rnrnent; es tablishment. Reorganization
Plan No. 1 of 1970 and Executive Order No. 11556, estab-
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tion research in the Na t Loria L Bur-e au of Standards. The 
Signal Corps o f frr ed to, ana later di d , t r ans fc r to tbe 
Bureau a number of person s U I;:] t had been wo rk Lng for them 
in propagation. In this connection, it was pointed out 
that, since the work vJ2~" Lmpo r t aut. to .:111 the military
s er v Lc e s , as we J.I as in civilian activities such as gove rri-
ment a t s , aviation, rc I communica-communLc Lon civil c ornme La 

tions, b roadc.is t:i ng, indus tr i.al .:lppl Lc a t Lon s , indus trial 
de ve Lopmon t , etc", I t; ('.'1.S de s i r ab Lc t.ha t; the Labor a t or y 
should be s uppo r t e d 1>y d J r ec t Cong re s s iona L a pp r-op r La t Lon , 
rather than by transfers of funds. 

Appropria te ac t i.on \'/QS t.hr-n taken by t.he U. S. Joint Have 
Propagation Committee, and, on its recommendation, the U.S. 
Joint Comrnun Lca c Lons Board of the U, S. Joint Chief of Staff 
wrote to the Secretary of Conrnerce on December 26, 1945,
recommend ing tho t such a centra 1. Labo ra tory be set 1.1,) in 
the l':BS, and t hc t 11)' :.h LS means c]](.~ needs eX the Army ar:c1 
Navy wou Ld be me t a s regards bas Lc Pl:oP.J.8at workion common 
to the various services. . 

In order to insure coordin~tion of the work of the labora-
tory with the nced~ of ~he various users and with propaga-
ti.on work Glsewh~re, and in accordance with the suggestion
of the USJCB, the Secretary of Commerce invited various 
agencies to design::lterepresentativC:'s (In an advisory "Rad Lo 
P1"" ,"\ T';:.l Cr " t ~c..... . c....,....,.....,., r --., ~1 l I t,rh -i f~ 't - -.'" v, -"'! ; c t"1 .: ,. ~ , f- ~"' ~"1f- .; ......-.. ,

---1-'----0"'- ..... 1.1.. ~"')\.-'"""'I"-._· \I,. ".... '.. .'_ , \\_!._ r I \ U~.U I::J"-~~''''''-- L.L_I\...'!.! ...... ........ .. '-.:.
 

ac t.Lvi.c i.es OL uhe Labo racory ~ including the preparation of 
the general pr-og ram of work , e s tab ILr.hmcn t of the p'riority
of tasks, pr-epar aci.on and revLew of the annual budget prior
to pres0ntatron of it to dle Budget Bursau, and review of 
the program to insure the thorough coordination of ~he 
wo rk men t Loried above in order: to avoid duplication.! 

Accordingly, all. Hay 1, 1946, the Central Radio Propagation
Laboratorv was established in the National Bureau of Stan-
dards as one of the t ccrm ica L divisions of t.ne Bureau. 
The Radio Propagation Ex ecu t Lvc Council wa s 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-
ex istent Radio Te chn ·;.cc.11 P'l.ann L11.1; Board. Included in the 
CRPL, by agreement with the 2gencies present at the Si.gnal
Corps meetings, were also activities of the old Radio Sec-
tion of the Bureau other than the IEPL, such 2S the stan-
dards work (including standard frequency broadcasts by 
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lished the 0 f f Lc e 0 f 'I'e Lec onum..m Lc at.Lon s Policy (OTP) in 
t.he Executive Office: of the President} and assigned partic-
ular re2ponsibilities to the Secr2Lary of Commerce in its 
support. To meet these responsibilitles, the Office of 
'I'e Lec ommun Lca t; ions (OT) 'VIase s tab Li.she d on. September 20, 
1970, and ITS, along with its progr~ms, property, personnel
and fiscal resources was transferred to OT at that time. 

h11ile no major or gnn Lza t I ona I changes have transpired
s inc e that t Irne , rna] or' ch angc s in program empha sis have 
taken place. Th0 ITS serves as tbe central federal agency
for research on the transmission of radio waves, and is 
responsible for: 

o Acquiring) analyzing and disseminating data and per-
[onning research in general on the description,and
prediction of ~lectromDgnetic wave propagation, on 
cl.e nature..of (;lee t romagnc t i,c noise and inter f ercnc e , 
and on m0thods for the more efficient use of the elec-
tromagnetic spectrum for telecommunication purposes; 

o	 Preparing and Ls su irig predictions of e Lec trornagnet Lc 
wave propagation conditions and warnings of distur-
bances in those conditio:ls; 

o	 Conducting research and analyses on radio systems
ch2racterjstics, ~nd op~rati~g tech~iy~es a{[~ctIDg
the utilizHtion of the radio spectrum in cosrdina-
tion with specialized, related research and ~naly-
sis performed by other Federal agencies in their 
areas of responsibility; 

I 

o	 Conducting research and analysis in the gene~al
field of te Lec omrnunLc a cLon sciences .in support of 
other Government agencies as requirGd; and 

o	 Developing methods of meas uremcn t; of sys t om 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	 Electromagnotic Wave Transmission Research and 
Se r v Lc e s , 
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o Systems Engineering, Test Rud Evalu~tion. 

~ec trum Ut i l.i.z at.Lon. Huc.h of the vzork in this program is 
'aev'otpoto ass Lstfrlg o the r Federal cJ.gcnc].0 s in the cho icc 
of proper operating FreC;uencies, in the evaluation of 
various modu LarLon techniques, in mak Lng analyses of elec-
tromagnetic compatibility problems, and in development of 
transportable facilities for measurement of spectrum util-
Lzot Lon . A major par t of the effort is in support of the 
OT Fr-equency Managern<2nt Support Divis Lon and is cr:nC(~:Ciled
Hith ENe analysis Cind measurement of spectrum utilizatIon. 

Another important part of che program 'is conc erne d w i.t.h 
efficient use of the spectrum. A major question wh ich has 
received relati.vely little attention in the past is .~ "how 
can the number of sIrnultane ou s US2rs of a frequenc.y band 
i.n a given geographic .::lre3 be Lncrccsed beyond cur rcn t 
prac t icc w Ithou t hu rir fu I e f fee t s .II 'f£-:2 cur ren t trend for 
many serv i.ces is to reduce tile baudw id ch 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,?d~l~lion index.of FH signals, for +nstance, the,su~cep-
tlbll1ty of recelvers to co-channel Interference ~s 1D-
creased" and the separation of interfering ~ransmitters 
from receivers must be increased. Thus, in many instances, 
1:J1(, o 1)t iifLt.1Iii. 1:, Cl(lC1\v :L{lt.h Ls g,'!. e.2 L.e 1." t.l1~1·1 the mi.n irnurn nee E: S 8 ar y 
bandvrf.dt.h , and the use of minimum bandw Ld th s 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 lLumbers. ITS is embarking on a 
program wh Lch w i.l.Linvestigate some of these factors and 
the benefits and costs of alternative ways of increasing
the number of users per unit of spectrum space. The basic 
problem is one of evaluating the optir:1umconditions for 
cornmunLcat.Lon in Lnt erf'erenc e from similar signals, rat.her 
than noise. In gene.rD1, 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 Lnterference fr orn 5 .irrrilar dLg LtaI signa Is, AM 
(DSB and SSB) and Fi"'l using var icus modu La r i.on indices, for 
similar Ln terfcrenc c . In addition. ~l inod eL for comparing
the pe rforinanc c of WLrlO1!S modulation methods and other 
sys tem pa rame ters in area s c on t.a.rn r.ng Lar ge numbers of com-
peting users will be developed. 

Exceptions 2.re that the output of these studies will be of 
importance in :LnfJ uenc -i.np; Eu t.u+e use of the spectrum. The 
ana Lys es should also IA: of US(~ for frequency u t Ll.i zation 
problems of other FcJ~ral Ag0Dcies. 

Electroma;;n<2tic 1.-.]2ve 'I'r an srn.i ssLou Rcs earch and Services. 
T;iT-r---. ---,.------------- --- -------------'I'h i.s r.s an a rea 0,[ rc:se<.irchof wh i ch ITS and its prede-
cessors have made major contributions over an extended 
period of time. As a result, high understandIng of basic 
radio wave pr-opag at Lon phenomena. at f rcque nc Les [rom a f ew 
k Hz to 15 Cllz has bocn dr.vcLope d . Th is t.r crneridovs ETe-
quency ~ange encompasses 011 radio Wdve propagation modes -
sub-surface, ground wave, irregular t.erra Ln, sky wa ve , 
scatter and line-of-sight. I~lCh 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 
fc r 1..:sing the GI)c:~~r:l;:-: cff:;C.1C"t1_J7. J?'C·t1-1 o f t.he s e aj:(!a.~
of concern hav<= made u.s realizC' that median signal
strengths are not good enough. Non." wo rk is needed in 
estimating the uncertainties in transmission loss and,
\,\711enpo ssib l.e , reducing them. S'Lmul.t.aue ou sLy , because. of 
the development of ho rdwar-e which perm i t.s 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 GH?: and beyond. This 
need is amplified by the increC1sed susceptibility of 
signals at these higher frequ~ncies to large sporadic 
attenuation by meteorological effects, and be molecular 
absorption which make the optimiza.tion 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 wh I'cb are reLi.abl.eand economic, hoth in terms of 
cost and their spectrum requirements. 
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.The other el~erglng problem ilSSOC iLltec1with the grov i.nguse 

of frequonc Les a hove abou t 10 ~. 15 GHz is t hc cxpe c ta t ion 
that they will provide much greater bandwidth and informa-
tion capac] ty. Na tura I meteoro logical phenomena c au sLng 

-. 1 :>ImUltlpatD prop3gaclon limit the aVJllable bandwidths when 
data rates above about S() MElts/sec are comtemplated. 

Thu s there is a need for models wh i.ch w i.Ll.e nab I.e the 
available coherent bandwidths as a function of frequency,
path length arid climate to be ·estimated. This is of course 
a.n. 'd .t . to t,ne uT"evc Lo pr.ien r o.- moc1 c S r j . .ace L • i.o n [' 1 1..Gi- pr ec r c t i.m; 
transmssion loss and its variability referred to above: 

Finally, the use of optical sIgnals transmitted chrough the 
atmosphere is becbming accepted for short-haul transmis-
sions. Such applications are Lnh i.bi.t od by lack of know'L» 
edge as to max irnurnrange which can he ach ir-ved r eLiab Ly in 
"T~lr·1·01JSc .... l jlI1.:1'-"" 'i,T(),_~,\'-_.t' ....... JJ.,-' e_ Ls cwhe __ .l \.--:: (:"(:>uec;t'--; t'-_....ha<..l....r ('0]"''''1--v~_ '- \..- .. ~.-'. '!n"';:' u ..1..-:; r e .. "U':Ju~-' 11\.- ..• 

ent cechn i.ques miJY ovc rcorao rnany o r tho pr c.bLems of appai:-
ent absorption of infrared by signals, rain, fog, and snow. 
If this is true , coherent infrared sys t.ems may offer a 
viable alternative to microwave Li.ne= o f- ..sight communica-
tions systems for many applications. 

Systems E~ineer~ng~ TC?"::'~_t_~.~tio~: T~e wo rk on 
systems cng r.ne er .i.ng , t est ang , ano e va Lua t r.on U1C Lude s 
desip-n ,"lnd ::IT:.aly~:Ls of <:~ '·~ice va ri.ct;v :J£ t errc ctr ia I 3Y',::i 
satcYlite radio systems including ~oint-to-puint, hroaJ-
cast, aeronautical, maritime, and land mobile applications,
as we IL as radar, navigation and data transrni.ssion sys terns. 

It has also become evi.dent that there is a need for
 
improved engineering measurement techniques for determining

the performance of comrn'Jnication circuits. This is partic-
ularly true for digital systems which will operate satis-
factorily over a much greater range of sLgna Lc to=no Lse
 
ratio t.h w i.t.hana Log trc.:.n::;rni.ssion.a re su Lt; they
 an As 
give relatively little indication of impending failure. 
Thus, as a circuit degrades i.tworks well up to a critical 
point at wh Lch it fails \Jithout war n Lng . Thus means of 
measuring performance, and for determining existing mar-
gins becomes Impo rtant . 

\ 

In addition to continuing wo rk , as appr-opr-Late , in these 
areas, two new areas have b~en initiated, namely: (1) the 
use of optical fibers for communications: and (2) develop-
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ment of cr~teria for prescribing and describing, evaluating 
and mca sur i.ng the per ro rm.inc e of communications both from 
an eng LneerLng and from the end user's point of v i.ew . 
Such c r i.t or La an: Lmpor t an t; for hoth analog and digital 
transmission of voice, video and data signals. 

Optical f Lber s have potentially enormous bandwi.d t.h s and 
developments by industry have yielded fillers having low 
loss. !\..S a r-o sul.t , one c an visualize tha t fibers in the 
c· '111 • • h'l d ' r ur ur e ~":C.L. !JCCO~lle very tmpo'r t an t a,n J-s 1- a.tfl-rat(-~ c r r> 

'd' 1cu i" C.S .L sno r t r s t.anc es as , '11' Sh.1P~:;,i an~-.ror rn )UlJ_Gll1?;S, 
c ra f t , and CATV. In <1(k1il:1on) it is possible that they 
Inay ~e developed [or long distance submarine cables, as 
we l I as Long distance t.e r r c s t r LsI comnun ic a t.Lon tnmking, 
and ultimately may replace coaxial cable and waveguide
techniques. 

If' the orca of p cr fo r mancc c r it rr La it bas IJp.comc c l ear 
that there is a need for cr Lt.cr La whi ch will be useful to 
those responsible for pr ocur emenr and use of data communi-
cation circuits. Such criteria are referred to as user 
oriented s but whi,Lc compatible wi rh the. vri de variety of 
engineering specifications, nrust go beyond these. They 
ar e intended to be of va Lue to users who are not communi-
cation cxpe r t s , and rhus have to be formed in us cr+o r L> 
cuted te::rms. 

Means for estifllating and measuring the performance of 
vo Lce transmission c Lrcu Lt s 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 lilliitinr; the performance of \vide-,band ccrnmunication 
circuits is important. The muLtLpa t.h causes distortion of 
the s Lgrial.s which introduces "mul tiplicative noise" which 
in wide band systems lTlc.LY dominate over normal, thermal, 
additive noise. HodeL:, developed in the EMwave t r an sm.i.s
sion pr ogr am w i.Ll bc used as tbe basis for laboratory 

» 

modelling and simulation of typical bandwidth limited 
channels. Thpse in turn will be used to evaluate the per-
fo rmanc e of various equ i p-ue nt s intended t.o be used w i th 
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such channels. In this way the testing and comparison of 
the e'Iulplllents c an lw ach i.evcd Ln the Labo r atory undc r 
conditions more quickly, economic~lly, and accurately than 
can ever bo ach i.evcd by field testing. 

At this time, ITS is comprised of four major subdivisions;
(1) ITS Office (Offico at die Director and his inunediate 
as si.stant s) , (2.) Division 1 - Spe c t.rum Utilization,
(3) Division 2 - Spectrum TeChnology and Standards, and 
(4) Division 3 - Ap~lied electromagnetic Science. Each 
of the di.vi.sions is headed hy an A ss oc ia te Iri.rec tor, 
assisted by t.wo a ss i.s tan t s to the As soc i.a t e D'ir cc t.or , who 
reports directly ~() the :Jirector, ITS. 

The papers of ITS are maintained according to a decentral-
Lzed files plan whc re in each opcr a t ing unit down through
the section or group level is a files station where its 
records [Lr-e kent. Th:L~ SVStCI,1 wo rl: s Vi.:.'~'::·V ~\Tel1. since all 
OF ~h"C --cS'-"'y'cl'lL "_~'" ';1-',.:1 { ...";":l';~';_t.<_ .....J_'-, pc!.:.I.l r Eorme d l 1"'"y 11'~

-.._ 
]',S doJ1e on..... f_ .... c, ,L .....l J c '_'-l .• C. J. 

.:1 pr oj ec t ba si s and there is an organized pr oj ec tease 
file for cach task underts.ken. 

Although nearly all of the research and analysis work is 
done for other Government figencies, ITS performs a tre-
mendous service to the public, especially to the scien-
tific community, since nearly all of its wor k is published
··In l-pr'r1n-!r-~1 -""0Dr-..,"',,""C' r-.f"""""1 "''' ... 0 ~1 .. -:-- .. !..,-,::.... -'.'I",,"·i,· "\1'1.-:-11................ "":1-,:-::.


.&.L' '.A__ ......... .... L_, __ --l'-'.t--~J .... ... , 1,'- (.lv<.l. __ L-....I __ L LJ..t::: !__L..:.L-. ..._ y,-,,-

som2 exceptlons. 
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OFFICE OF THE DI~I:CTOn 

The Director) ITS, is r c spon s i.b Lc for all p rog r ams , pro-
jects and other activitie~ of the Institute. He reports
directly to the Din:ctor, OT, and on occasions to the 
Assistant Secretary for Science ~nJ Trchnology and the 
Secretory of C0m111crc(-". In c cr to in C3S:..""~; he. deals directly
T .! tl'" . f r- " 1 f . " th•\\1.L.1 .:;:.ppi~()prH1C~ 0.' L ic i.ai s 0." s pon s o r t.ng ag enc i e s , e i. -L e r 
per sona Ily or chr ough one 0 f h Ls J\ ~~s{Jci:1 t.e Direc tcrs. 

The Director has rnaclc b roa d c1c.lezations to the Deputy
Director and to the t.iir ce As soc i.ar.e Directors wh Lch gives
them the necessary authority for Ln i.t.Lat Lvc s to ma Lnr a Ln 
full control of the prog r ams , pr oj ec t s , or other ac t Lvi t Lc s 
for which they have the primary responsibility. These 
U1c]c•o"'-';OJ1"(' ~ 01-: aur ho .... r4. t t v Lnc l.udo '. (".,J. c.................u t ho f r Lz a ..... ..... J t.Lon.. "0 t-·,l·C. E" _
~. ~_..., ~..L • f_ .. 1 t., _. .L \ .. ~_,,~- "'l! J, ~ , L. L....... 1'-

f i.naL Gt('tlon on <1.1.1 co rrcspondenc c arid o t.nc r a c rt.or.oo cu-
ments related to their Divisions with very few exceptions. 

The Deputy Director has standing re3ponsibility for main-
taining a general oversight of tho operations of the 
Institute. In add Lt i.on he pe r son.i l.Ly supervises and 
participates in certain p rcg rnms or projects wh ich fall 
within his profes~ional specialization. The working
arrangeQent between the two i8 such that the Deputy Direc-
Lor CG.i1 gi.ve the Dir"-.'ctori:',~ much relief frr-m Any tr.insac.. 
tion as the Director deems to be necessary. 

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

TIle records of the Di~ector 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 
as s i.gnment s . 

136. DirectoJ? I s Sup j ec t Corrcspondc-mrE:'File - This con-
tains paper'" 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 co rresponderice , C01f1l11i mel:' ~ rcv Lews andttees, tings
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 o perat;e to mc int ain the p reponclcranc e of record 
copies of documen t at ion of programs, proj cc t s , and other 
activities in files kopr in three divisions of ITS, each 
of wh i.ch is under the direction of an Associate Director 
\'J11oalso serves as t.he d i.vLs Lori chief. Accordingly, there 
arc no pape rs :~n this file. that Jlavc va l.ue for rcsea rch 
purposes after the expiration of a period of time covering
the ne ed for ·i~herr, for internal manug emcn t purposes. 

The papers drc al~angcd first by calendar year thereunder 
alphabetically by subject. 

Rev Lew and move ac t.Lve f i Les f'orwa rd and place
inactive files in n separate file at the end of 
each calendar year. Dispose of individual docu-
ments or contents of file folder in th~ inactive 
fi10 'V;·li::n they h;;v,:' served t hc ir pu rpo se or when 
5 years old, whichever is sooner. 

1?7. Pu1?}.ic~~_~g~~pd_.~.peecl~j_- This is a record set con-
si st Lng of one copy aT each publ i.cat Lon and speeches, w i th 
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.

£ERMANENJj
3 c. J- RBtain. Transfer to the Federal Archives and Records 
I t-Ff;r Center (FARe) when no longer needed for current busi-

ness in consign.ments mutually ag reed upon. Offer for 
transfer to the National Archives ~1 lOyears
the r e a f t.er . 

138. Chronolog~cal Fi Le ..This contains a copy of each 
outgoing-Iterri genera~ed by the Director. The file is main-
tained for convenience of reference and as a finding aid to 
the related Director's Sutject Correspondence Fi.l~. 

Dispos~ \\7he11. old.5 years 

139. Sea Scatter PrOQra.m - NOAA Sea Scatter is the name 
of a program concerned'WIth interpretation of Doppler
spectrum signatures, from high-frequency (2 - 30 MH~) 
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radio waves scatterpd froM the G~enn surface, in terms of 
sea state. The advances in the undc rstandi.ng and inter-
pretation over the last few year~ has i.dentified a properly
instrumented Hli' ove;:·-the--horizon(OTH) radar as a va Lu ab Le 
remote-sensing tool to mon Lt.o r :I <'ll'gc areas of the ocean 
surface at long rRngcs, up to 2,000 nautical miles (Barrick,
Hedrick) Bogle; And Crombie, 1971.:). 

Because of th~ large potential economic benefits to com-
mercial shipping, ocean fisheries, Naval ope.rAtiors, off 

, • 1 ,.. I . ..	 hsnore O:LJ_ .ino rm.ni.ng opera :'lons, mar r.nc sc renc e , scarc 
and rescue, sho reline pre.tect ion, and rccrea ti on; O'I",NOAA, 
and the Naval Re sea'rch Labo ratory have undertaken a joint
prograrn to ins tall and operate an expe r Imerrt aI research 
OTH sea scatter radar facility on the north of the San 
Clemente Island, California. 

This rad~r would rno~itar the sea state in the Gulf af 
Alaska, wh i.ch is important both for predicting No r th 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 prinLouts and other papers generated hy the Director 
in the cou r s e of his L-eSl:!2r(:~les. All 01. h i s Li no Lnz s cUl(J 

conclusions are published. These pdpers appear to fiave 
no value after eXDiration of a short Deriod of time fol-
lowing discontinu~nce of the project.· 

, 
a. Computer Printouts - Dispose \.,1he11 bysuperseded

a new issue. 

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

Ilj·O. ~clmiTlistr'a_t:..~v~~1..lb.Le:E~File: - Pursuant to a Cross-
Service Agreement betm:~en the three agencies, NOAA pro « 

vides ITS w i.t.hcentral personnel management, printing and 
computer services; NBS gives rrs central accounting and 
procuremen~ services. Th3 Executive Officers meet at 
least onco a week to workout procedural and operational
adjustments that are needed to make the agreement work 
effectively 4nd smoothly. 
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This file contains office; copi.es of the usual housekeeping
papers since record co p i.cs of the p ape rs concerning func-
tions covered by the Cr()ss-Serv~.ce Ag reeme nt; are ma i.nt.aLried 
in the app rop ri.a te nubdi.v i.sion of tile sc rv i.ce .:1gcncy. The 
file contni.ns pap~rs Tel~ting to ffifitterssuch as agreement,
budgets, gonls and ohjcc:civcs, production reports, person-
nel, security, trDjni~g and 0ducalion, vi~itors, property
and space, requisitions for supplies and printing, travel 
and the like. 

a.	 Name Per SOl1lV-' 1 Case. Fi ~e s - Dis pose upon s epar a ~ 
tion by donar.Lon to tho sub j ec t employee ~ if 
there is no pending transacti0n on which ITS is 
committed to further ac t i.on, 

(1)	 Cases on \,JhichThere Is a Pending Transaction. ~ 
".	 , . 1D·:l spc:S(~ [;'.it o ona t:ccm to SUD.! ~:ct E'!:'lD o ye c upon

ter11111-;.r-:.l.i.Oll of t.h e t]:ar)S~-tctlOi:1. 

(2)	 Cases Involving Adverse InfoDnation - Dispose
by treatment as wastep~per upon sepdration of 
subject employee. 

b.	 All Other Papers - Rev Lew a.t the end of each 
calendar vea~. move active file forward and 
dispose o~ ali others. 

ltd. q~_ J~~fel~encc Se.s:_~rityL9.B_ - The Director! s Secre-
t.ar y also serves as Alternate Security Officer, ITS ~ and 
maintains f Llc s for the use of va r Lou s units wh i.ch do not 
have such equipment, logs and related controls of security
classified ma t.cr-La ra tcd or received by theL gcrie units 
involved. These logs show the classifying age nc y ' s con-
trol numbers <1ssigncd to each document, its classification,
d atc rece f.ve 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 flJ.8d by classification, thereunder by
control numbers when a document is disposed of or declas-
Dified 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 0[ . 
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lLl.2. Hecorc1 of of Cl,lS::~i.f:L(~d l"bterial - ThisDestn..lc~,:.l()n
j s a nurri2rlcaT-1:i sFill:;:--C;t matc.r:L-l.l"des'troyed controlby
number kepr in ~ach safe filc. The list also shows number 
of copies, agency or origin, c1escription, of the document 
and the signatures of appropriate officials certifying that 
the documents were ~estToyed in accordance with current 
security regulations. 

When the Security Officer is notified of the proposed dis-
posed ac t io» h e r et orn s to the requesting officer the rib-
bon copy of the receipt for classified material und his 
i.nventory control ~;:lJ~c1 which is w.i t hdr awn from his file 
when this ac t Lon is completed. The s ub j ec t; item is 
dropped from the periodic invencory prepared and issued by
the Sccu rI ty Officer. {; I ~ 

~ =1 A ~ ~~:r1 ~ ~~ : ~on O. K.rtj;=:7; ~h'"'tn~i.'\!.~b~'Gt-~~Fh~.h :Li;"':. :i t~ 
hTro\..... j-'CCR_ _ i c. 'mQ drr;pnrx,d- J.- frolt)_ i-hi)- , ;p. -.. 2·c.·T./~:7,IoJ 

('heal. I,d ....... - - _ \!J - jnn€lRtor,f ...J,.. ,
 ( _. l . 

lL:-3.. Classif~e9 - These are copies ofrJr[2.!:e.j:-ia13~cei:.pt
receipts [or aTrTtcms of cli1.ssITiedmaterial received or 
released to an aut.ho rLzcd government official. All of theC2~~e,data ~~~ r~~t~ a~u~~~ated ~1~3tories. 

Digp(Jc~of ~iihen ~uhjE'Gt :U-f.!tt:t h9l6 b""GI?l d~CJ.ill'lii;if;iQd 
()r rlC'rt1??~?9v1. 

Deput.y Director 

144. Sub -1 cc_t:... Pi 1e conta in~ pap e~s Corr~_spo!1d2nc_C' .- This 
re La tea to prOIes S 10na1 puollca t i.on s and to spec La I I sc 1en-
tific and other assignments given the Deputy Director. 

The docu~Entation of all actions token 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 scparate file at the end of each 
calendar year. Dispose of 5.ndividual documents or.- contents of file folders in the inactive files whe n 
they have served their purpose or when 5 years old,
wh ichever is sooner. 
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145. . ChronolS2t.~.C!~L ..X:i ~::. - T:lis contClilJ~ 8. copy of, eael?
 
ou t g o i.ng :t.temgC'Ul:.rc.t['~:~ by t.ue D,:,puty Ihrcctor. The f i Le
 
is lO.a:i.ntailled ccnvcnlencc of rp.fcrence and as a useful
for
 
finding aid to the r e Lr t.cd pa pe r s in his Su12jColC l Cor ro-
spond~~ce f'il~ ...
 

Dispose when ::; ycn r s old. 

146. I~~: S~1)C(~f::ni_ttee and Ad }'!.Q£..~~s.:.r'ki~~GrouI?_Fa~_rs -
As r-equ i.rcd t112 DCP'city D::.n:t:'tor Ls Ot~::;j,l~n(ited to serve DS
 

Cha i rrnan of an nv..C Subc orruni t t ee or the' Le ade r of an lRAC
 
Ad Hoc Horkint; ex-oup. I!" both c a oac i t Le s he ma Lnt.ai.n s the
 
official records o[ th~ boJies ~nvolved.
 

Working papers and backup data generated by the Subcom-
mittee or working group have no value after the expira-
tion of a sho r t 'Ci0.:::-iCJr.:.~ (If Lit1l(~artf~r the bod v ha s be en
 

I	 " 

d i.sc ou t i.nucd . Thc; CJ:,L:.; in these p-t pe r s are e s s en t La l Ly
 
duplicated in tILC: <::LE;eI1(la. and rni.nut e s of IRAC and of the
 
IRAC Subcommittee whi.c are long
:i.rr;.Tolved h r e ta Ined enough

to serve all needs.
 

a.	 Backup ,,~nd H01'ldn6 Papers - Dispose 1. year a f t er 
discontinuance of the subject body.

00J~~~-~ 
bu" ] P .J'<~ ~ , , I AC E .• L\eS.L(1UC1.":.'lpers,,- !'orlvai.."G to tUe . Hi...., ~xecutlve - D=-,.,	 ., ,,<""r" 'T' - .-r-IQ~~ ~ecr0tal~~L, vLLLCC OL ~clecommunlcatlGnS,

,o.Jc-I..-.l;:.etl s:-; v!ashington., D. C. 1 year after d Ls cont Lnuanc e of
 
I ~ ,~ ... ,.., " 1. • l- d "]' d ' "" f h
~NO~ tue SUOJcct DO y. U ,tunate lSposltlon o-lt .ese 
~1..~~'1 ~ papers shall be made in accordance w i th the re teri-
'r,I..-2'I> , tion pe r iocl specified f or s Lrni La r pa pe r s of s Lm I,» 

lar bodies headquarterAd in Washington, D.C. 
I 

i 

Consultants to the Director 

147. Consultant's Slhject File - This ce:ntains ~he papers

generatecr-bya consu-tant to the Director, ITS, ln connec-
tion with standing and temporary professional assigrnnents

given him by the Director, ITS. The:'wcr k done by the Con -
su l.t an t and the p ape r s which are c r ea tcd 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 



cernc.,,rith t e Lecomrrumi c.t t i.on s depG'lHling on the .ture: of 
the wo rk that these organ L7.ac i.ons are doing, Tn add i t i.on , 
they are called upon to investigate and seek a solutiou to 
scientific telecommunications prob Leins that are specially
complex. 

In this file the documents Are arranged under the following
primary sub j ect h eod Lng s : CA-COIlllili Adm i.n i.s trative ttee ~ 
Jv1-i'1eetings, PS-Personnel, andPE··Publications, TV-Travel,
V-Visitors, D.lT:.Oi.18 others. Th is is the record copies of 
these papers and they ar« not ava i Lab I.e eLsewhe re , 

~~_~~f~TL-tA Cr:r _~ Transfer to FARe whe n no longer needed for 
I CFt4- purposes o f currcnt; business and offer to the National 

Archives Ii,' J$n lOyea.rsthereafter. 

E~ecutive Offic(~ 

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 ]!ud~~QJ.'er§.t:1£~~_..Organizes and coordinates the 
7.":::-::-:r'll'll')t-l)'-l '>--'(j ~ "';--'C1- of '-1-'r, ITc.' bud c ct P)AO('V1. c; r l..... ca '- .. (.,'" ~.J j " ..:::~~; ...- \..~,,-.L ) J - L J j : .. I..J b L_ :- • ~:-

v~d~~ ~~LtiJnC~ en D~a~crary ~naJysls and tlnanClal 
management reports. Provides program level plans
in Commerce-funded 2nd ITS overhead budgets"
aggregated other agency operations, special budgets, 
rates and volumes of cross~Eerviced activiti6s and 
financial comm i tmerrt s to OT and DoC. ! 

o	 Fiscal 0Ecrations - Provides account~ng support for 
ITS. Integratesrinancip.l systems to Lnc Lud e 2_11
transactions} project estab Li.shment and closeout 
controls. Provides various financial reports and 
advance warning of project overruns. 

o	 Administrative ODorations and Field Sites - Provides--~	 - ---general administrative services such as property
control, space negotiation and as sLgnmcn t s 3 safety)
security, cross-servicing representation, and pro-
vides guidance covering engineering matters at 
field sites. 
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o	 Pub 1:lcnt Lon s and 'I'e chn i.c a 1 Inforr:::l tion - Pr o v Lde s 
ser:vfEeso-£ e(nL:ol~Ta.l&SS'lst8'nce, printing and dis-
tribution of technical out.pu c of the Office of 
'I'e Le commun Lc at i.ons as well' as pr-e parat.Lon of t.he 
internal hou se organ and external bulletin(s) and 
program br Le f Lng rnatcr La Is of the Ins t itute. 

o	 PersQnl1~l OJ?erclrions - Util Lz i.ng the cross ..servicing
BouIdc r Personnel DLvisi.on (NOAA) with an Area Per-
sonnel Officer assigned, org~nizes the full range
of personnel services (to staff) and manpow~r util-
ization (to managernent ) for the In sr.Lcut;e. Ser ve s 
in th~ 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 - I~2umbent directs the Insti-
t:t:it:e--alfi1l:G)TstJ~·atl.\;'C--s-tdff,contributes indirectlyand 
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. .Propcr!:;L~n~p-;e~~!-t	 - This is the cor-J?.9~~~er;!_at:.~on
respondence w i.th rc.l ated action documerrts supporting the 
Lnforms rLori appe ar i.ng on tile proue r t.v inventorv card S and 
on subsequent printouts made' traIn th~ cards. ~luch 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 t.he void in property
management data wh Lch occurred when ITS wa s taken out of 
ESSA. Currently, there is a considerable amount of out-
standing property that remains to be accounted for, a 
task that Ls und erway 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 
fo Ll.owi.ng : Statement of Property Inventory as of (d~..!:~"L, 
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one issue by property numb er , another aLphabe t i.c al Ly hy the 
name of the equ i.pruen t , and ot.hurs mny he produced as necdcd 
on a quick query basis. 

The papers are arranged alphabetically by transaction 
titles. 

Dispose of Lncl Lvi.duaI documen t.s or contents of file 
fold0rs 5 years after clo~ure of the transactions. 

1-49 . .F-I .0.2..e_1' cy~. :2.:>1 en t ~y. __f~~~~~2h ~~T:.5:l.~ _. Th2 S e [l reo: p1J nc11 
cards f(·r each pic ce. of equ.lpment:on wh i.ch is recorded all 
reLevan t pro pe rt y data pc rtotn ing to each piecem:iilagen;r..:nt
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. 

Dj.s po xe of Lndiv Ldua l c ards when r cp Laccd , the sl.1b-
jeet iLe~ of proD0rLy is di~posed oE by removal of 
ITS accountabili~y i~ accordance with Federal Prop-
erty Management Regulations. 

150. IT~X'pste]~ gl':-OP~::._J3_c:?.9~ - This contains copies of 
the por t i.cns of tne of_P~.T;?",,~.s..Y ....- '§J;a~~;~'S-nt I~ventory __
broken out for each dlvls1.on, or Slml1~r major organlza-
tional units. 

These arc the accountability ~roupings for each Account-
able Payme n t s Officer, used by the ITS Property HDllagement 
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 gf Prorerty Inventory as of Date) -
TIlese show descriptlon of property, serial property number,
acquisition number, month and year, depreciation expira-
tion date, general ledger code, average life, property 
numbe r , deprec iatlon rate and the current value. One 
printout is arranged numc r ically by the property number)
the other is arranged alphabetically by the name of the 
equipment or property. 

a.	 Annual June 30th Summary Issue - Dispose when 
10 years old. 
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b,	 All Other Issues - Dispose ~len superseded by a 
new issue. 

152. :Lob ~l?.E..~.i.c~lionsTbis consists of- job applications, 
personal resumes, cor:cespondence, and other related papers
concerning people seeking emp Loyme nt:with the ITS, 

a.	 Successful Ccnd i.dat.cs Pupe rs - Transmit to NOA./\.,
Personnel Office. 

b.	 All Others - Dispose ~hen 2 years old. 

15 'J I . C . rr'····	 d 
. ..J'. " ntcJ;.:~:genE.L_~or'~~~_§J~2~~~~S£ - •.n r.s ~.s.].ncom~ng on 
out go i.ng cor re sponcteuc c pc rt a i n rng to admi.n Ls trat Lve and 
any other matters of interest to the Executive Officer,
exchanbed between him and officials of Commerce Department
and ether agcncles. 

Dispose v.71WIl 3 ye ars old, 

15L~. Committees and Boards - 11188e 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, 

.,." • .! .•
 
il t t. ~
 

the	 Office of the Director and ochers, for data concerning
these organizations,

2. e, ~ £}::RMANEN'r
. Re La.tn. Trans fer to the FARC when no longer needed 

~z(	 c...F'~ for current business and offer for transfer to 
National Archives ,,2' LL1.l! lDyears therea fter. 

155. Manpmver Ut Ll.Lz arLon Committee (MUC) - The Exe.cu t Lve 
Officer is currcntI)7 serving as- the E>:ecutive Secretary of 
MUC. These are the papers he ha.s generated or collected 
in that capacity concerning the responsibilities, and 
transactions of tbe l1TJC. 

/ c F PERMANEN1j
'-Rete' in, Incumbent trans fer the file to his successor
 

Zll ., or the the Cha irman of the Committee. Holder shall
 
~ ~~n~~	 transfer residual files in his possession to FARC 

when no longer needed for current business. FARe shall 
offer the files to the National Archives w±t;;;:i ....;tn lOyears
thereafter. 
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1.5 6 . B.~cor 9.~_J-1Cl12:~f.,-(::':~!.:::.!:!_.. Th (. 5e con sis t P r Lma r i1 Y ~-'£'~1:~~.
of k cco rd s 'i.r an sm i.t ta l.s and kcc o i.pt s (SF-135 and 1.35A)
with related documcnt a t i.on concerning the requirements and 
operCltiollS of the FARC. 

Records 'I'r an surl t ta Is and Rece Lp t s and Reque st for 
D'i.spo saL Aut+o r Lt.y - Retain. 'l'raRcfor to ¥!,J\C 
~Ih,:m no' 2.0i1!FC HOGGod for current businGsc 'HJcJ 
cffer fOE trnDsfGr tF tho Nation~J ~rehivoG

~~~~=c~~~~~?~'dE~csq~r~l'~'-~,' AiH_ 1;IS::- ~qGl,!:,G" ft:nr . .PGS~b1 ~"'&i.~ , , c ' =: l 
-t:~~!jiiIlI~~IF:_~'~_~_~~..!e!!,.b~o \)~ OC,.i) .' I" s 'tai IE ' t ~&f!s Hi') f 

1.57. Per sormc 1. NiHT:C Ca s(: File s - 'These are case folders 
for eacll-ac"tlvE'en~pIoyC(-;-Tn-tl1c O£f::'c:eof the Director and 
for each of the three Associate Directors. 

The	 cases contain office copi.es of personnel actions con-
c c rn	 l na t.hc s ubi e c t l)f"r<'r)n~' cmn l:...v.,......,.".,j- Tho s e p~-JP'-S "--0... ~ -6...-1 - .:,J ~.J _L- .,"- .j, ,,-,.) -.I ...··-·.l:J ..~--'l ....... \''':::>1:.:. t'ut ~-JL. C...tL·
 

dup l.Lc a ted in the O.ELj.cial h::c:-;o~,:i'e.L Fo Lcle r maintained by
NOAA. . I 

a. Name Personnel Case Files - Dispose upon separa-
t;C)"':;:-~'T-L i:J., dou.aI.. t Lon1... '- l..J the suhject employee, if~-~ 
the~c~'i,3no pending transaction wh i.ch ITS is 
committed to. 

.I.A'CIc .~"\. t- ......

(1)	 Case s Involving Adver-se Information - Dispose.
by treatment as ~as~~pnrer upon s~p2ration
of subject employee. 

b.	 All Other Papers - Review at the enJ of each 
calendar y~ar, move active files forward and 
dispose of all others. 

158. Personnel Administration File - This contains the 
papers geno:Latecor-Col.lcctEd by the Executive Officer in 
his capRcity as the I1S official having prinlliryovcra]l 
respons Lb L Lity for liaison with NOAA, Personnel Office. 
Hore specifically, the file contains documentation con-
cerning the general implementation of the persollnel man-
agement pro gram that is l1CJtsuitable for filing in one of 
the related personnel case files. Notable subject headings
found in the file include Awa rd s , Ceilings, me nda t ions , Com ..
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 'pel's appear to h avc no va Lue after the I~ need 
fo"!:' has satisfied.them been 

Dispose of f.nd i.vLduaI documents or the contents of 
file folders when they have s ervcd their purpose
or when 5 years old, whichever is sooner. 

159. Bri<:fi~10.2.Confc-r:~nc~sand _~5.eetj~~_ Fi1e ~ The se are 
the papers created by the Exec ur Lve Of f i.c cr either as a 
participant ill.the.' subj eet body OT b ecau se of a primary
interest in its conside~a~ions ~nd trans~ctions. 

These papers are used as a source of pr irna ry source data. 

/: F Membe .h . PopeL .. .P...E~NENT~ T'nc . b ent sh 3.11a.	 er5 ..lp C' ·- an]. ~neum 
pass these on to his successor member of the sub-
ject body or to its chairman. The final holder 
of the papers will transfer them to the FARe 
wh=n no longer n cede d for cu rr c.nt; bus i.ncss . a nd 
offer them lor transfer to the NHtional Ar~hives 
-wb4BEn 10yearsthereafter. 

b.	 Papers of Pr irnary Interest - Dispose of individ-
ual documents or contents of file folders Hhen 
they have served their purpose. 

160. Office Servi.ces File _. Thi.s contains papers no rma I rv 
. r "\ ...... - .. v::--_~~ .. -.- '.. ) ., J' ) . .. (::) T·· -..... .;,"\	 ,.4 ~7.-:;--- "'"d"SO •..J.<',LCu 'C.,_tel eLL. ecLft,.ul.LstLi?.LlVe e i.emcn t supe rvn s i ng OJ. 

providing office services such as ADP Equ i.pment and .Se rv-
ices, Computer Usage, Cafeteria Services, Dra fting, :Equip.. 
ment, FAX, Library, Office Hachi ne s Repair, Plant Ser v.ices , 
Procurement, Property, Records Management, TelephonQ Instal-
lation, and Visitors among others. I 

, 
Review the f:Lle at least once a year, move active 
files forward and dispose of all ephemeral or inac-
tive individual documcnts o-.c contents of file folders 
whe n they have served their purpose, or when 3 years
old, whichever is sooner. 

161. ~rts File - This contains copies of production
reports, and p rog rarn repo rt s , wh i.ch the Executive Officer 
produces for t ran smi.ssion to hi.ghcr authority, OJ:" that he 
receives and compiles a broader report for submission LO 

higher authority, or that are submitted to him as the final 
user authority. 
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Most of these reports are eith~r printed or essentially
duplicated in other reports or dup li.c at.ed in s ub seque nt; 
issues of statutes concerning the programs and operations
included in the area under the Executive Officerls juris-
diction. 

Dispose when 3 years old. 

162. Budze t; Files - These arf? the action papers submitted
-~-'""--'--'7-fr- • f ' .. 1 I•to the Execu t iV8 0 :I.lC[:2':" .or 08ClSl(m max r.nt; pur po ses ).'7 

the Budgc t arid F'Ln.mc e OfFicer and o rbors in the c ourse 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 lsewhe re . Howcve r , the budget: cycle in . 
ITS is S Y(:::1.1"'8 ,H: wh i.cl: point .J.J J. of the subs ran t Lvc da t a 
in these records have been printed either in internal 
directives or in the Presidentis Budget or in one of the 
other printed subm Ls sLon s . It wou l.d 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
Cif!Ll (:!ec.~':'-Ll.!i_':ll [i.~c.:_Ll yectrs. 

I 
163. Driverls License Contro]. - The Administrativ~ Aide 
also serves as dw -DriverT s-Wcense Issuing Officer for 
ITS. She maintains records that include applicatiohs for 
licenses, and a register of licenses issued. ! 
The Driver Licenses 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 dnd dispose of all others 
whe n 3 year sold. 

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 jndividu.als and 
orgLlnizatlons'-GD::;-rcsted in pe r LodLcal Ly receiving _Lnfor-: 
mation about or produced by various confC:!rences, or sympo-
siums. 

Dispose of Lnd iv i.dua L lists when superseded or no 
longer used for some other r eason . 
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e
 T~chnical Assista.nt for Administration 
and Fiscal Officer. ITS 

Although accounting services are provi.ded for ITS by NBS, 
the Technical As sLstant; for Administration and Fiscal Offi-
cer is responsible for the maintenance of a system that 
will provide the Director and o t.lie r ITS o f f i.ci.aLs up·- to-
dale Ln forrna t Lou on the ITS accounts, n eeded for decision 
making pur po ses . All obligating documents p rr-duccd b y ITS 
are processed :in tbis o fti ce be I'ore subm i ssi on to l'r.e.s. 
l6t: 0' ;. .. ',~, C 'I' f ' o . ~~LLl~aC:LL~II,~_~Y u)s.:. _~nt~ - ne se arnoun t to 1J.e 
fo Lders for each cost center for e ach fiscal year. They
contain copies of purchase requisitions, purchase orders,
printing requests, Government bills of lading and other 
doc umcn t s . 

Review the file at Least; annua Lly and move active
 
files forward, file nIl closed folders in a separate

inactive file, arranged first by fiscal year there-
under by cost center identification. Transfer to
 
FARe the inactive files when they have been closed
 
3 years. Dispose when 10 years old.
 

167. Proi~::_tC~::.~..1',olde1.:A case folder is opened- for 
r'lI-:", ....l"'" ··.,:- .;~c+- ...-l....r ... ~..... ..!~ ; r- " ...... , ........ ,-......l T.I- -...-...-.L.:::.Il-·- - - c- ',.,-- U. Lr
 \..:. ....... _ 1. ~ 1.1.L I I \._ L.. V. I I '- l l j t I.'" ( t :-.' J J.1. ,_) \' \.:.. ,_I • .L :.- \... Ij i! :.-cz: 1.1. ~ ct . L' ~ )'
 

the p~oj~c~ proposal, the'order from the sponsoring agency,
tbe ITS letter of acceptance, project work plan, co~rc-
spondence and other papers related to the fiscal affairs 
of tlie proj ect. These a re filed by fiscal year wi.rh 
active folders moved f'o rwa rd at the end of the f i.scaL ~ 
year /~p ""' ifMJ c... r7-(;f' ~ I~ / ~ I" ';~ ,.- ~; ~ "'1'A;rI'I.d. ,0 ~·Y""~....e .....

These papers should be maintained to comple~6 tbe dala 
base needed by the scientific and professional c ommuni.tLes 
for future research. They are arranged numerically by
project number. 

£ERMANENT, 

H:etaf-fi. 
cases in 
files to 
closure. 

Hove active files forward and file 
a separate inactive file. Transf2r 
fARe in annua L consignments :3 years

Offer to the. National Archives '\Jt:J 
yearS the rea f t.er . 
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168. Logs of Pur ch a s e Rcquisitions, Travel Orders and \,7ork 
Orders .- Tbis :L~~l LGg of:~ItCim;--'roi-:--:tTr-(::os-t centers lIst::' 
-lng estimated and ac t.ua L cost of the i.tem, dates, and the 
cost center to which it i.e; charged. 

These logs are ma~ually posted on a daily basis in the 
order of receipt 0f the subject documents. 

These logs will serve ITS with a fine screen index on 
Record s Transmi tta 1 and R>"'ceipt Form, SF-lj5 arid to the 
.9bU.gations h.Y-.J.~9"t C~~~t(,1:"I~i les as dc sc r Lb ed above. 

R~t~j~. Transfer i.nactive logs to FARC J years 
after transf~r of the r e lated closed .9bl.lt'2tion~ 
Cost Center ),11 mut ua l.Ly a.greed upon annual. con s t.grr-
mcnt-:-s-.-bT.spose when 10 years 0 ld. 

1G9. Pr oi e c t; rror',o~;d:! s ' •. The s o are p r opo s a l.s to o t.ho r 

FederaT-ag,enc:i.es"T()de·velop support for an agency sponsored 
project. 

Funded proposdls are filed in the appropriate Project Case 
Folders, Unfunded proposals have a short term value. 

Dispose after s t at Ls t Lc a L sum..mar Lz a t Lon s or when 
3 years oLd , whi.cheve r is sooner. 

170. r;'iscill Sub j ec t Con~e.s'pondence File - This contains 
Lnc omf.ng and outgoing correspond'ence concern:inr; the i finan-
cial status of any accounts that are not suitable fdr case 
f']1,lng or nee dec .on Ll.0""1 . 1")ocn p 1ac~s.< i In 'l h.8 papers are 
arranged alphabetically by subject and they do not ippear 
to have a long term value fo~ any other than intern~l 
purposes, : 

Dispose of individual documents when they have 
served their purpose, or when 3 years o l d , whichever 
is sooner, 

171, Chronological File - This consists of a copy of each 
outgoingitem proC::uced'by the Technical Ass i.s tan t; for 
Ad~inistration and Fiscal Officer, ITS ilnd is maintained 
for convenience of reference. 

Dispose when 1 year old, 
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.] R 1 n - (sr '7(" '1'1'" e, -172 t : ~F ~~Y£~~c:~con:~a.~~d .'J ~O),~ ,1lS:l s a card record 
wh Lch shows the name and a(Idress of each employee, the 
nature of each personnpl action, its effective date, the 
position title, and nunilier,annuul salary rate and the 
name of t.lie emp Loye r ()[gtlniz.J.tion.These cards are dupli-
cated by record copies maintained by the Personnel Office,
NOAA. 

Remove cards from the active to an in~ctive file upon
seoaration of th~ subjecC employee. Hold inactive 
file un t i I t.t has s erve d t h e purpose of ITS arid 
di.spose. 

173 .. Job D(~sCJjJ?!:ior~~ These are copies of the most cur-
rent job descrlptlons of each en~loyee of ITS. 

Dispose when superseded or v/hon the subj e c t: employee
s(;parates f~om ITS. 

174. Technical Reference Files - This contains copies of 
ITS, OT, NBS, NO.AA, DOC and other agency directives which 
the Technical Assistant for A~ninistration uses as a work-
tool in completi.ng his daily tasks or assignments, 

Df eno se when supe rsedcd or when thcy have served 
thei L purpose, wh i.chever is sooner. 

(Printouts) 

175. Bi-\~2ekly Projcc~ Cost R~9rts - 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 - Di spo se whe n 5 years old. 

b.	 Supporting Detail Reports - Dispose when 3 years 
old. 

176. SU~J9rt Qc~vice 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 tpC'yS give the detail on each spec i.r i.c ch'ge
against a cost center that is rendered by an organiza-
tional element outside of ITS. This information supports
each charge involved that appea.cs in the Project Cost 
Repol·t. 

Dispose inuTieclia a fter c lose thete Ly the of fiscal 
year. 

Dispose when the final bill for the fiscal year
has been received and checked. 

17~,	 Ct _.~n~h~.~_1}_1~:p,X;_-;~~~r:.~ __ _, 'iJ~t.c y~i~t-oT]~;:~ ~:.~[:~ ,~_n;~~~~~~out. t'J~v_..n" u,_L~~l su ppo r L~Jl,.:J tnl. Cl1ct1.e,.,C,_, 1)..L.J..J._e" to SP,1l1 
soring agencies. These lists are summar i.zed 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 Le~!::r AC~O~~l!:_ - These tr}e Generala1-<;-
Ledger orITs accounts prepared by NBS and Lnc Lud e labor,
other objects, and unliquidated obligations, journals and 
reports combining all j our na L ac count s in I-line summary
and cost center statements. 

a.	 Cumulative Cost Center Statements - Transfer to 
FARC in the triennium. Dispose. when 10 years
old. 

b.	 Supporting ISSUeS - Dispose when 3 years old. 

JUN	 75 

13Jr 

http:appea.cs


Bud~~t and F'Lnance Ofh_cer---.\.._---------,------" 

The Budget and FLnanc o Of fi.ce r is a major official on the 
staff of the Executive Officer. lIe is responsible for 
coordinRtion ancl prepar~tion of the budget submissions of 
TTS for app roprLu t ed fund s . He monitors and analyzes the 
operating budget on apprnpriatRrl funds as well as other 
agency funds and pre pares che .necessary f LnaricLa L reports 
pertaining to the budget of such funds. 

A very large percentage of the funds aV3.ilable to ITS is 
derived from contr3cts or from other Federal agencies
sponsored a prog:cam a t; ITS on a r eimbur sab Le basis to the 
NBS \']orki.ngCapital Fund. These funds are treated in an 
internal OT budget submission. 

A rna] or conc ern 0 f tii:2 ]:;udge t and F'Lnancc 0 f f icor is analy-
sis and calculation of the overhead costs of ITS and even-
handed d i strIbut Lon of these costs among the approved PI"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 In the milestone monage-
,.,r..Jll: ... Lj"""'1') '-'- em ...... .. _ ~i'll,""'l(' ~'- i .....l"l'-'!'~ t:;)'-'" t!; L'-'f'l'jL,,"- c r o _ ,:·s .. 'v .1-4-._... ... '\".J..l_"-. -i-'·r'-'!"l(-"lL'L\":' _ .) .. .... _1.. <......4 1.(. ~.~!. ,-,.L. ........ .e_ rv i.c e 
agreem~nts ~nd is given other special financial management
assignm.?nts .:lS may be required. 

His papers dre arranged by fiscal year thereunder by sub-
groups in a functional arrangement. 

180. Financial Management Files - This file contains 
copLes o:f-alTaccl0i:1----pap'cr:sa:rldrcla,ted supporting docu-
mentation generated by the Budget and Finance Officer. 
These papeis are more specifically identified in subgroups
as fol.Lows: 

(1) Direct~FundJng ApEropriati~Budget - This co~~ 
tains Program Hcmoranchll71s, as r eva.sed , and suppo r t i.ng 
papcr~ including the final version submitted by ITS 
to the Office of Budget and Programs An.:tlysis COBrA), 
Office of the Secretary. After approval of the sub-
mission is included in the Secretary's Budget Submis-
sion whfch in turn is submitted to the Office of 
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Management and Budget, Executive Office of the Presi-
dent. Afte~ O~lliapproval, the Secretary's Budget
SubrnLss:Lon is inc Lude d in the Pres ident I s Budget for 
submission to the Congress. 

Al though they arc purposely not mentioned every work 
step involved in the prOC2SS of collecting data, Rnd 
the analysis of them which OCCUL'S in the course of 
pr epa r Lng the final action documents is ader;1Jately
documented here. 

(2) 9J?yr(Jting_J3l~~I.getFo Ll.ow i.ng the allotments of-
app ropr La ced funds by OMB the Budget and Ff.nanc e 
Of f Lcer prepares, for subrnl.s to 0l'1.B, ans ion appropri-
ate p Lan show i.ng the allocation of such funds. Among
various elements of ITS after this plan is approved
it becomes the ITS opc rat i.r.g budgc t; wh ich is moni-
tored for c omp li.ancc by the Budget and Finance Offi·· 
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 01', funds derived from other Federal 
Agencies are handled in the operating budget in very
much t1~2 3(';E10 If:D:lilCi.. :15 C1.1JfJ.c()IJ1'.L2i:ed funds. i\.8 a 

part of the final negotiations with an agency
requesting thc Institilte to undertake certain work,
the agency is given a wor k statement which shows the 
tasks to be done dnd the projected total cost of the 
undertaking. After d letter of acceptance is sent 
out informing the sponsor Lng agency that ITS wLl.L 
accept the work hased on actual cost, the work state-
ment becomes a part of the operating budget. There-
after, the Budgct and Finance Officer and the Program
Officials make every cffort possible to detect any
adjustments t.hat; nced to be made on the wo rk state-
ment and Lo 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~e'rs - In April--'f97T thi-lJl.rector announc8Crfl1e 
TnitJ.ation of the ITS Mile~,tone Hanagernen t; Systems.
The System is to provide a continuous, objective mea-
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e	 •
 sure of proj cc t ach Levement; and prog ress to the 
Director, Associate Directorls, and project leaders. 

The system was envisioned as a tool to assist the 
project leader in anticipating problems requirements,
and co~njtments and to acc~ss project progress by
comparison w Lt.h the project plans. It also serves 
as a gu Ldc for programming wor k [ll1d f.rc i Li.tLes . 

The .Bud6e~ and Officer ~cceives 0... copy o~Fin<:l.~-lce all 
pr oj cc t ~l!llestone p Lun s . ma xc s morit.h ly reva.ewIlL". a 
of such plans tOY nIl ongoing projects, and evaluates 

•	 the data in them to determine the £in&Dcial status of 
each with crnpha sI.s on the OVerhead budg e t; including
such items as program development, publication costs,
deprec fat ion, cos t of leave, muong others. 

His findings and conclusions are es~entially dupll-
cared by reports similar pape rs subm Lt t ed..:::.nd to 
higher authority. 

(~) Cross,":Service A.ge~.!...~~.E.tsPa:per~_- The Budget and 
F~nancE. O£t~cer partlcipates in meetings of the rep-
resentatives of the agencies involved in Cross-Serv-
ices Agreements to determine the actions necessary to 
insure adequate financial management of funds and~ 
o t.her r e sou r c e s tjlClt rous t lll? supp Li.ed far t112. l\...gyG.c-, 
ments to function in a satisfactory manner. 

These papers provide the data base .Eor 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 tha t; per Lod of time. Howe ve r , 
the residual documentation plus the currently active 
papers in the file must be maintained in close physi-
cal proximity to him because of his responsibilities
a.nd activities. 

Hold dctive and inactive files in the office of the 
Budget and Pi.nance Officer, or its equivalent.
Review all files at least once a year and move for-
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ward individual do curaerrt s or contents of file 
fo Lder s for which there is a need. Dispose of all 
other do cume.n t;s or contents o f file folders wh e n 
they have served their pur po s e , 

181. Technical "R.ef:·;·Lc~ncelvIate.rial - These include printed 
copieso"C tFie FresrJE~n"t·T~..;J3udgct :.mcl o t.h er budget submis-
sions, copies of directives and i.l,format::Lonal Lss uanc e s 
dis t r i.bu ted by the Depa I:U"lIEmt of Commer ce , Office of 
Manag(.::ment and Budget., Gen('ral Accoun r ing Office, and 
other agt:ncics. 

These na pe r s are on 1v USCG as a vo r k too 1 and have no vc11112 

once the Budget and ~inancc Officer's need for dlem has 
been served. 

Dispose of indi.vidua1 documents when superseded5 

1.~e('C':J~G10(i _._.01. .... or ,'11~-n\"1/ I 
t-'Iln"-.l" l~~_.r.1 J s e r ve _ V d L c... - ,')U)-')08et-.: u .1..:. 'j toO.;. ( • Cl.. V c .)...... .l thei.r ! - .. ,
 

whichever i.s SOUDer. 
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Public 2nd TechnicDl Information_._-----_.-----_._-------------Offic~r (O~r E.ouldcr1 

The Public and 'I'e Information Officer (PTIO) is acl m ical 
me.mber of the stclff of the Director, OT and reports di-
rectly to hi.m Dnd the Director, ITS, as appropriate. To 
facilitate his duily activities, the PlIO is a member of 
the staff of the Executive Officer, ITS. lk is r e spons LbLe 
for: 

o	 Serving as project leader on the Editorial Review 
Board and as Senior Editor [or the ITS, 

o	 Processing, printing and distributio'O of all ITS 
publi.cations, 

o	 Hain ta in Lns; c on tro L and a r er-ord s e t of each publi-
cation issued, 

o	 Keepi.ng the public fully informed of the signifi-
cance of ITS wo rk and accomplishments through the 
printed media, TV and radio in terms regarding
scientific matters that are understandable to most 
Laymen , 

_. 'l_1.~_"_.! .'1..:a ""t 1rv l.7"Y'"4t.;·
"'-' ....... _ ..... 

r- ..... _~1 
i-'UU.l.-!....b!.1.-'-l!b

__ --
!.~:te lIj(Jrlt:n~_)T., -"'·-"-I--I'-;O~I'j:.1,.'J..t.,1~......,~'1) .l.1_.C),~ 1. r.1-!!\.'	 ~0 

newsletter for employees of the Office of Telecom-
munications, 3.nd 

o	 Reporting monthly issues and oth2r publication
management data. 

The PTIO Ls a. prime source whe re the public and the out-
side scientific community can get current as we Ll, as his-
toriCAl information conccrnin8 ITS and its programs. 

182. Record Set of Puhlications - This consists of one 
copy oreach publication issCueCby ITS including Technical 
Memorandums and Technical Reports, TELENOTES~ and other 
items. 

Technical Memorandums arc Lnt.e rim or preliminary reports
on various stages of a program or project wh i.l.e it is still 
in progress. 
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Technical Reports are generally the end product of a pro-
gram or proj e ct, wh i.ch do curnen ts I.n detail the s cLcn t i.f i.c 
steps taken during a program or project and the conclusions 
that they support. 

TELENOTES is d news Lc t t er published for OT employees. 
PERMANEN]J~ .Transfer to fARC wh<::n no longer needed for 

current business and offer to the National Archives 
'if:d;;:h1kn 1.0 years the rea f ter . 

183. Press Rr-Lcn ses and Paoe r s - NOv,7s itemsSt1J2J?ort:i_nr(
releas'ed to the ;[:<'1;:;-,', l1}.l'<.11:;. -Fy ITS-~~~L-C Le arcd \'li t.h any 
headquarters office in i,Jashington and a complete set of 
such items is not found among the. records of any such 
office. 

T!l.LS £11c contains fi-,l,'=;crs for.] printed CO;JY of e ach 
1 . 1 • 1 " r e __e a se \'!It.1 suppo r t rng wo r { pa pe r s , Suppo r t i.ng pa pe r s 

include drafts w i.t.hcomments, local clearance sheets, and 
clippings of the story as it appeared in the news roedia. 

~~ '--~ a. Pr Lnt ed Copy - ~Mt'\~.WtfJl1ccopy each) as a record 
c3/'a.I1t-ll/~ sct arid transfer to FARC when no longer needed 

for current business. cE="f\,:,-1L ~ rJAaS Ib~~ fl+sze-~. 

i-,~ . 
184·. ~}:~..t~ors Index Set of Rel")ri~ - This consists of one 
copy of each proE2ssional publicatlon produced by staff 
members and COllies of relevant publications produced by
selected outside authors. 

, 
This is a record set used as a daia bank containing' pri-
mary data needed for 61ture scientific resriurch. 

This file is d ecrned to helve long term v e Lue dud :l1US t be 
ma Lnt a Lne d in close proximity to the professional users 
on the ITS staff. 

P~4~~~~ Transfer to FARC when no longer needed for 
purposes of current business a.nd offer for transfer 
to the National Archives va'! 'u lOycar.sthereLlfter. 

-, 
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e 1I->q.o. e 
185. Pr in tC:'_~ tje.dL~.(~~:.&..a F r -I S __ tiVg~_L_~":lOt£:":)_,,2 These 
negatives, photos) and other pri.nters' media have no value 
after the need for them for reprinting has been satisficd. 

Dispose 5 years after publication date or Vlhen they
 
have served their purpose: whichever is sooner.
 

186. Photo File of..J).e):.~,Si!.=es anS_._of_g.~tain Eqni.pment -C!.£:;~
These a":(~ pIlotcgr~prnc r~lfLtS" sh~)\·nj:g va r i.ous v::-c'ws -?,;."..,~of 
field s Ltes and or c er t.a t n no tab l.e t torns of equ tpmcn t . f/!J~,JI"".4'
These are produced and collected for purposes of publi~a-
t.Lo n , and appe:tT to have only a short term value. 

Dispose of individual documents when the installation 
or use of the equipment has been discontinued. 

187" ~i~.C2-~_~,-~I~E-1:_ til (f P1y)tu File - This ~:""t)~Slr..c:_t:c!!es~~t"l.9_2 ;-7~~"4,,j
COJ-~'~s1-c.oJ ('J':, _ " b Lo z r a l J... bl~(.(l)Jr.n Lca I -L c s ke t c h 1. ·,7]'\',1 .L!;.-'1 a· )r"-o"r'L'~'-r, 1 .... .!.- . u.L\.... pllOt-OL.,1 ..."'"'"' .........,.--~~ .. oJ -.~
1.>J... <.'" J.. ,-\.::L t-~ p:T 

graphs of key or notable members of the DepiJ.rtmentof ~u.i/~J-~-
Commerce, O'I' and ITS staffs. Greater ernpha sis is placed ~~:,~ toSl+\c.l\-
on the ITS staff. ..~~'(It.~~, 

Dispose. of Lnd Lv i.duaI documents when supe r sede d or
 
have otherwise served their purpose.
 

188. _~dit~2f.Z:!::1_13~.Y-.ic:.::-:Jl?_~~~,-.C]:313-£.t.- This Board!?il.P5_rsreviews and acts on dll vublications issued ~y ITS. It is 
made up of senior scientlsts with the final author{ty to 
approve or disapprov0 of publication of the items ~r~duced. 

All research projects undertaken by ITS are conduct~d under 
the personal supervision of a proj cct; leader. Hhen: the 
project leader produces or receives a report that meets his 
requirements, he forwards it to the technical reader who 
rev Lows the document and prepares a four page form wh Lch 
gives bis impression of the subject report. The form and 
the subject report is returned to the project leader who 
sends them to a sponsoring mc.mber of ERE. The sponsoring
member reviews the papers and recomrnends 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 
aT, and other papers relating to distribution, costs, and 
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t-he Li ke . The pa pe r s .s r e ar r angcd :?lphahctically by names 
of the? aut.hor s . 

a.	 Move activo files forward, at least once a year
and place a Ll o t ho rs in a s epa ra t e Lnact i.ve file 
after separation of the author from OT. 

h.	 Active and Inactive Files - Review files dnnuRlly
and dispose DE 2].1 editori~l or similar supporting
papers ~h~n 5 years old. 

c.	 Printed Copies of Articl~s and Other Issuances of 
the Authors - Dispose when tho y have served t.he tr 
purpose. 

189. Ed i.t.o Rc::vieKEOClrd	 Hinutes andr La L j~&-~J~.L~Summ[l}:-y
'I'r ans ac t i.ons : Tb Ls consists of a!:;en~ia,mi.nuces , and issu-·ances 7)t-Ehe D02.rJ. 

All of the information on the agencla appear in the related 
copies of the minutes, including statistical information 
on the current status of all public~tions. 

These pdpers appear to have only a short term vDlue since 
they.a~e gpnerat?d and maintained.t? establish the highest 

::J..., ....... ..... c: 1 U.l~"::' __ s t andad r ds
 )	 .L.po s s Lb ic"'-..........pr o fe s s Lona \,-... L) Llct ...I and mane.c e r a.a ..'J. .. 0 I L '-.
 

a.	 Agenda - Dispose wh~n 1 ye~r old. 

h.	 Minutes - Dispose when 5 years old. 

190. Editorial Review Board C3rd Index - This is a card 
index wTllch 5nOl-'.18 the varIOUS- s teDs -Ii1volved in the ERB 
process. It also shows for each ltem treated a readers 
list, date released by the Associnte Director, author's 
name, title of publicdtion, and the centrolE1\.13 number. 

Dispose of Lnd i.vidua L cards wh eri superseded or when 
they have served their pur.pose, whichever is sooner. 

191. ?ul~j.Ec~	 F_~le - This consists ofCOJ?..rc:.§.E.Q.nd~~~ in-
coming and outgoin~ correspondence generated by the Publi-
cations and Te ch n i.ca L Information Officer. '11Jepapers are 
arranged alphabetically hy subject headings of which some 
of the most notable found in the fIle are as follows: 
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o General OT r~ports series, 

o PTIO contacts with outsi.de medias, 

o Public information requests, 

o Copies of Lnvo Lce s , GPO final bill Lng s ,
 

c Adminis~rative orders,-
o Proposed brochures, 

o Freedom of Information Act, 

o Personnel Actions, 

o Train Lng , 

o Staff meetings, 

o Reorganization of OT, 

o Briefing material, and 

o Mailing lists. 

'rrie se papers se r ve U1E' s.ime PUl pose fo r U1("2 P'l'IOas a nor-
mal administrative subject file wcu Ld for another official 
that would be expected to keep one. 

Rev Lew the f i.Lc annually and move active files £or-
wa rd , Dispose of alI other Lnd iv Ldua L documents or 
contents of file folders when they have served their 
purpose, or ~1en 3 years old, whichever is sooner. 

192. CbronoJogic~l File ..'This consists of a copy of each 
outgoing item produce.cll)ythe PTIO and is maintained for 
convenience of reference. . 

Dispose when 1 year old. 

193. Technical Reference File - These are \Vork copies of 
authorltat-ive documents contaT ning teLecommun Lca t; ions po 1-
icios, printing and technical procedures, and oUler 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 
PYIO for it has bee~ satisfied. 

Df.s po se when superseded) revoked, or when they
have served their purpose, whichever is sooner. 
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DIVISION 1 - SPECTRUjvj' UTIL]~,ATION 

The Spectrum Utiliza.tion Division both develops and applies
engineering cechniques and instrumentation needed for im-
proved e IEf.c Lcnc y ill the use of t.he c l cc tromagnc t ic SP(~c-
trum. Hark is pc'cfOrnlC(~ in support of the frequency managc -
ment activities of the Office of Te Lccorrrr.un ic a t Lon s Policy 
and for o the i J'eder'dlCt(,;e:!.ci'?s. wo r k ranges fromThe 
/ '''1 n i '-)r.-" ;- "Ln '-r ,-1 t,>~· i C"fI' c: ;-'1,1'; C' ,\,,'1-j' ('1"1 '''1..1; TIt 'l'- p t, 'I"'! -;,1"" L nc"01-1)0-r)'-"J_'J __ l."'- ..... -_.I...r ..... o"'·\..J-t.,·' ..."").....1. ,-",_, ,J _ "'~ <"';.l .L-:::J. _ ... 'c J _ ... 

rate oDC:'rationa:L nno technical ,- to research needed. factors. 
for Lrnp+oved unrl er st and i r-g of both t.lrr-o ry and app Lt.ca t i.ons 
in .mtcrinas arid p ropaga t Lon factors. --

The \-,7Q1'k of the Division is conc erried Hi th the design
aspects of radiating telecommunicCiti8Ds systems and equi.p-
mm t and \.r:I_th lh;::)sf-' non-dcs:igrl a sncc t s that aLft-:ctelec-
t rcmagne t Lc c otnpa r Lo i l Lt y . At pr o s ern, the wor-k is s pr e ad 
among five groups: 

o	 ~i.2.. Sp~.~trur~~9~_s:2-!'par::sy' - is primarily concerned 
\,vitl1 an i:11prOVCQ unde rst and i.ng of the electromag-
netic signals wh i.ch C0112 t i.t ut e the wo rk ing envi-
ronment of radiating telecorr~unication systems.
Instrumentation is develope.d a.nd applied in the 
me a s ur-emc nt; of both no i sc and ini:pn1-i.nnnj si,?;rla!_ 

_ 
b

l. 
d vanc J. J ' 1 "7·-'; "'".J.... '''\'"1'3 ~r-e 8")1\7

_ 
i '~"'0r\i',,'(~P,

-"- ....... 
t S • L V '-.-. CG~ LA"71 ~- •n..4. J_) L. ..t.. \..... .......U i !,I c:. t'-Ihod ~:, ~
 

\I ....... .......... ~ ~J	 ) <...l.
 

under development to assess the influence of these 
results on telecornmun.Lcdtion system performance.
At this writing the Croup is conducting the 
following projects: 

-	 Emission Spectrum Simulation, and 

-	 Neasuremcnt Van Development and Operation 

o	 Antenna Performance - work primarily on the design,
pro to-type-r~i.DrTca and an tcnna s Don, mea sur cme nt; of 
operating in real (as opposed to free-space) cir-
cumstances. This group also develops special
instrumentation for the mea su rcmcnt. of s y stcms 
per fo rrnance as influenced by all. t.e nna s . At this 
wr Lt Lng the Group is conducting the Eo LLow ing pro-
jects: 
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- Buried Antenna Studies, 

- EPA Antenna Studies, and 

-	 Ant erin.: I'o La r i z a t i.on 

o	 []'vIC Analysis arid Developrncnt - pe r forms broad scale
-;-;:--;-::---c-::-:-~-7-;:::-7"-)---::·~;:-:-~~.· ~.--;--.-~ - (." ,.... :.:lo ,,'- ~.. ,-

q .•aaLy ....es 0.1... ,_e..LCc~";,,I:dJ.lL.dl_J_Oll,' sys t.ems co op t i.rru.z e 
sys tern cos t , dc p Loy.nerrt , ana cove rage . In support
of the se and other studies, compr r-heris Lvc me a sur-e« 

men t s of t e Lcccmmun i.c at.Lon s s y s t crn ch.sr ac t.c r Ls t i.c s 
are made and empirica.L models Are derived. Much 
of the work of this group results in the develop-
ment of compu ter models. At; chis wr It Lng the Group
is conducting the following projects: 

- U.S. Coast Guard Consulting,
 

- Na t i.onaI Data Buoy - Sho re Station,
 

- Compatibility of Collision Avoidance,
 

- VHF Digital Data Link,
 

.. Probability of Int cr ference ,
 

- Flight Tests of CATV Radiation,
 

- Interference to Geo-Stationary Orbit,
 

- Digital Interference Evaluation,
 

- Resource Assessment Support,
 

- Pr ob ab LI is tic Ei:IC Hode I, and
 

- Engineering Techniques Development
 

o	 VHF jUHF i''1odelsand Mobile Sys terns - deve lops and 
applies improved computer-based models for predic-
tiod of transmission loss variability and system
performance for systems operating at frequencies
above 30 ~rnz. Resulting'models are widely used 
throughout gove rnmerrt and indus t ry in the des ign 
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e of to Lccommun ica t i.on systems. At; this .ting the 
Group is coriducring the. following projects: 

-	 Air Navig3tion Aids, 

-	 Tropospheric Predictions? 

-	 ~'lobi1.eAids, 

-	 Sensor Communication Aids, 

..Of f sho r-e Extended Ar ea , 

-	 Urban/lrrcg~lar Terrain 

o	 The 'I'e Lec ommun i.c a t Lon s Se rv i c-e s Ce n t e r .~ makes fOl"e-
"c"i3.:·;I-:;-; 01 -:1. CfI1',~)t:j~f1ciTc-:Lni":~LlC;ll-(:~;-son-'f06g range corn-
tnun Lca cLon s issued on daily and we ek Ly schedules 

..and dis tributcd by ma i I , telephone , teletype, and 
br oadc a st over to around wo r Ld . \v'\'JV users the In 
addition, the Center also provides special services 
to ,~va ri.ot.y of us ers , pr iruar i.Ly through the appli-
cation of computer models developed in the Institute 
[or Te l.eccrmnm i.cat i.ons Sciences. At this wr Lt f.ng
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 coi::""respoll(rencc--gencr:.:>,t'eC:I-bY'the Direc-Associate 
tor in the course of giving the 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.cd both places to serve the Associate 
Dd rect or 's need. Among the no tab l,e primary subject
headings found i.n the file ar e the foILowi.ng: administra-
tion, marketing, capabilities, computers, planning, new 
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e	 etechnology, decision mak.ing, and radio spectrum measure-
ment: ;.;ys t ern (VAtn. 

Only a small percentage ~f these p~pers appear to have a 
very long term value dfter the Deeds of the Associate Di-
rector for theIn have beeD satisfied. For convenience, the 
Associate Director keeps technical and currently active 
matters in his ~crsoDal office ~nd his secretary k~eps
routine and -i rch i.val. portions of the file in her office. 
U'l t Lma t.el.y , tho f iIe Folders 'from pc nd i.ngwo rk files kept
in the Associate Dirr.::ctoi is pe rsona I office are moved to 
those mdintain~d by his secretary when he has finished with 
them. TIle sm~ll percc~tage of residual docuoents that are 
an exception have a ~uch longer term value than that of the 
other papers. These are the pa.pers that h<lve finally 
reached the point whe rc they arc of no more use to ITS but 
that are deemed to be worthy of retention [or an additional 
pe riod for purrC1S0S r.f s at Ls Fy ing s ci.cn t.Lf Lc and o ther 
research purposes. 

a.	 Residual Documents - Transfer to FARC in mutually
agreeable consignments and dispose of when 
25 years ol.d. 

h.	 All Other Documents - Periodically review the 
files at least once a year, move ~ctive folders 
fnn,7,:j]"(1 ,"l'1r1 rii "'::'0SI? of Lnd t.v Ldu a L dC~""~:T',2~~S 8~ 
the c on t cn t s 0 f· f ile fo Ide}: S when they have 
served their purpose. 

195. Administrative Subiect File - This contains office-~------'r-~----"'='-It"---- - *,'copies of the usual houseKeeplng papers pertdlning to such 
matters as accounting, budget, conferences, forms, berson-
nel na.me 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 wh i.cbeve 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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as i.Le s • Howe ve r ,tifi_ case f tile physical aren8ement 
from group to group varies to meet the needs of the respon-
sible partie~ concerned. This file contains record copies
of all projects conducted by the v.i ri.ous subdivisions of 
the Division. The basic papers found in c3ch file include: 
proposals, ITS and sponsoring agencies letters of agree-
men t , contracts, if any, or wo rk pLan s , (mi Le st.one plans),
fL1ancial documents including project cost reports, man-
power costs) correspoud enc e relating to ITS and sponsoring
agency and others, any other papers needed to document the 
origin and conduct of the pr oj ec t.. 

These papers .qppear to have no further vdlue to the Govern-
ment or to the public [lIter the expiration of a,reasonable
period of time fo lLow Lng the closure o r termination of the 
project. 

Dispose 3 years after the date of closure or termina-
tion of the proj ec t; • 

197. Pending Proposals - These are proposals prepared by
the Divl.sion or som8 oTher element of ITS that have or 
have not resulted in a project. 

a.	 Successful Proposals - Move to the approved
Pro i2C2= Cas~[il_e. 

1..:: •	 TJ~S~:Cr- ~;, ~~fu l, p~~cpcs ((1s D 1:"1=") 5 €. \\71-!.e i-! l-!U .L ul~t.Ire r 
dcLion on them is anticipated. 

198. Chronological File - This contains one copy o'f all 
outgofng ltC~msproducec. oy the Associate Director cross 
referenced as to the location of the incoming r.1dter~al 
and maintained for convenience of reference and as h 
finding aid. i 

Dispose 'when 3 yea rs old. 

199. Committ0.8s-tNational and Incernat ianal Organizations
particT~- The se are the pel.peL's2,elH?rcltedOJ:" collected 
by the SSoclate 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 comm i.t tee or organization papers rests 
in the sponsoring agency invoJvc.d. 
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Dispose 6 months a f t cr . publication or by transmission 
-, to the Chairman or to ano thc r member, or by out r i.gh t 

destruction, as appropriate. 

Consultant to the Associate Director 

All the con sut tan t ' s ou t.put: is pub Li.s he cl and all of the 
papers or sub s t.anc e suppo r t Lng these pub I Lca t Lons aye 
filed among t.l.o se of tl-w p r Lm.rr'y office f'o r wh Lch he 
undertook th~ assigrunent. 

Assistant to the Associate Director 
for Administ~ation 

200. Adm.i-nj.::.~.fr.::1tiv~:._~2::.eject - The s e are office copiesF'i.Le 
of housekeeping pa.pers generatedby the Administrative 
Officer who provides the Divis ion w.i t.h admf.n Ls tra t Lve 
m~nagement dnd the usual array of office services. The 
pa pe r-s deal 'v.ri th such milt ter s as ac compLf.shment s ~ advi-
sory panel, annual rcpo~t, budget, cost reports, computer 
char gcs , de pr-ec Lat Lon fund, equipment, editing ~ f Loor' 
p lan s , f'o r cc as t kit, ;<'('Y['> pack ing 81!,d shipping, ob j 8(>-5 

t i.ve s , or(;Ctnj z a t Lon , pe rsonne I ac r i.on s , l)!::'operty, 'publi-
cations) r equ Ls i t.Lons , pur cha se 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 fo irre r s whcn 5 years 
old or when they have served their purpose, which-
ever is sooner. 

201. Motor Vehicle Inventorv and Use Record - These are 
(5 X 8')carcrs-show:Lng r.he vel1ic.Te identi:CICation, acquisi-
tion date, and the annua L cos r 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 0 f i.ndividu3.1 cards \·.711U1 the. sub j cct vc hi.cI.e 
is released or o trierw.i.seremoved from the j ur Lsd i,c-
tion of the AJministrative Officer. 

202. Ho~2r V~1d.~!2 ,~}n~,?,~~~S'nt Fi~Je - This cont a Lns papers
relating to the acquisition, assignment, performance, tort 
claims, 8otor pool service, ITS drivc.rs licenses, purchase
orders, vehicle accident revidw board, monthly aDd annual 
reports and rcla~ed correspondence. 

Dispose when 5 ye ars old or whc n the vehicle is 
removed from the jurisdiction of the Administrative 
Of f i.cer , wh i ch cve r is sooner. 

203. Fi.~l~ Si:te Pape~rs - This is real property doc umeu ta-
tion including papers such dS deeds, casements, leases,
i.rt- t cr fe r enc e s -- nho t.oor a nb s I, .. 1 . :::, v 0'".c, C";'-r><' __ '_ 1 U )''''1'''-''(1... Cl. -'_L ·I 10.... _'--", _ _(_L.;_ '-' __ LI....·. ~ and .t.:... r_L_.:: D"I"0--c ....~	 l 
cnncerniG~ the m~o3g2illcnc and control of each site. 

a.	 Transferred Site Papers - Transmit deed and 
related pa.pers 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~g.m :\1,ln.2gc-mt?D'::: l\ncl.ly·se~ - The sc arc tables and 
cha.rts-·pl,,;~r;arSclbY~'the·Ac:lrfl.rnlstrative to theOfficer show 
key technical cht rac t er Ls t Lc s , planned, expenditure ra t e , 
periodic projected and ac tua I accomplishments wl th r'eLa ted 
financial da ta , 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 ye.i r s after the proj cc t is term l.nat cd . 

295. Prog.~~amL~ - This. is a log showi.ng the description
t1tle, project task, actlon 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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" R t 1'T1'\· ~ l· t t h .206 . ~~~12m'ler '"::'Eoc~ - rn r.s J.S il '.::ompu 'er' p r i.n ,:ou s owing
the soc La L security number, nan.e , and sa l.ar y of a 11 employees 
of the Divi.s Lon b r ok cn down by g r oup , a nd proj ec t. 

Df.s po s o whe n t.hey have served their purpose. 

207. Pr o icc t Cost RE':~)()rts - These tire pr Lntou t s 0:: cost 
sta tem(~n-~s---~·it:-tJV..:cl.Lv~C,-J;m, and levelsgr011p p r oj ec t e 

They show the r e po r t. in~~ p e r Lcd , fund s on hand, expendi-
tures, ob I 1.88 t ious , prj h: and unpa i.d cr dc r s , and the bal-
ance 0 f funds. 

a. June 30th Summaries - Dispose when 5 years old. 
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Te Lccommuni.c at Lon s Se r v i.c e Center 

Tono s nh e r Lc For ec a s t e r--~------------

208. Geoma~netjc DatD Files - These comprise a three hour 
Lnt.e rna l --rJ-jdex {;,'com;'J,p,llc-U.c" a c t ivi ty \li th a. daily index. 
Thc se ar e 11(1)1;:3 posted form lor;s con c-i i.n Lng da t.a received 
POL-om ..."'e'\TC"y""J o c ...~_ b s e r v.i c ~ Lon_ l~--'.s r['n'" no s 1 i.e d '_"_ .)shc!\.:..t..:e r s C\"_arc ~C""-:"",~.~ -' i! ....l_.t .... 4_ ........ ) I •• J <..1 _L\..I.~~,l~
J 

La t.ed in tbree-ring bLndcr s and appeu r to ha ve a. short 
term since thc data ar e fully ex pLoLt.e-d and published 
wi rb Ln the pc r Lod . 

Dispose when S years old. 

209. Ra(3~_0 Prnp<'lF~a(:i()i1 Corid irion s ., 11-1CSC~con s i.s r of form 
SJ-. (:::'" C'-~-~";'h.L"-;-~l') -~-('':,,1- -;- -"l7"- -l-J;~-ll-:-:-::-T "-y:-~~.~. f--.l'(·)Dl t hr "CC't	 t;e (1

...... 4,. .. '-" vJ~ ....L_" l ~~~'I."''-<OO '-' u~ ... t.l_.L t..<v »> \:~" ...... J_ ~ 1L ... COD1nlll-
rri.c a c Lcn centers on se lee ted r ad i.oc Lr cu i.t s on the recep-
tion on the mon Lt.or cd c i rcu i t s . 

These arc cumulated at a very modest: rate in three· ..ring 
binders. From the Ck.td tho Tono s pber Lc Forecaster prepar e s 
a quality index Wllich is published. 

Dispose when .5 years old. 

210. Weekly Radj.o TclAcommunications Forecast Releases -
The qua .rf't);:' ':i'..rldex lS i)1..11)1.J.-Si")(2·o---a Lon-g-"\-:'lth-0 the r--s imi lar 
data in a larger NO/.A publication for which that agency is 
responsible for retaining a record copy. l~e quality index 
is also published weekly as an ITS release. Record copies
of these releases are maintained by the PTIO, ITS. 

Included are the predC'ce:osor forecast which are entitled 
~nr:e rorec:..as~!ii.gh, l:'-~-r~CJ.2:.'_e!.1cyP;,_dio Fropagatj ..o1.1 Condi-
t Ions. Lhe s e are unpu ol1..shed. 

a.	 Current Forecasts - Dispose when they have 
served their purpose.

>...t-..... 1~4 19'1-t}~ , rCs- ....,"'k~~~ '~~xNENT 
# ~ C. P b. Pncde ce s so r Fo r eca s t s - ];i:gt"J:l:t-. Transfer to FARC 

when no longer needed for current business and 
offer to National Archives 10yearS later. 
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Dispose when 5 years old. 

212. Horkshc:er nccnrr.'-mCe 'I'r erids - These arc worksheet 
tnb Le s- prc.:p-i;rcd-:'I:lytFc Tnl1osphs-:crc .Fo r-eca ster wh i.ch show 
h i.s ana Ly si s o f l~hc c.omb inc d va l.ue s and mc.i sur-eme n t of 
~)hf'nOln(:>nmn shown I.n sc ve r a I other \j1.1,:lJ Lr.y lnd(;xcs. These 
worksheets accumulate at a very small rate of volume. 

Dispose ~hen 25 years old. 

213. Strip Cha~ts ~nd Similar Mcdid - These arc photo-
graphic arl(lotEei... or InedFi tha't are ·types aut.omatically
Produced b v eriui omon t; ~~h.,-:.\,.:in2rhe rne asurcme nt; (':1." o ua l.'i t.v .7 . . cs ) J 

Or ....... .. -,11("'C"rr"~",,,,,,-,j., Lk<l.". 'I'hcs e 1,·,J·c"l""i'J-Js.lu.L"'.,,._<_., Lnc l.ude '-, s p'-e
- hvs i.c a l :_)(.~ .L··J'lJ..··~l'UJ".L,(, _"'.!,,,,-",,. \JUt::. 

c1fica1ly paper tnpes, paper discs, reels of photographs,
magnetic tapes and a va r i.e ty of other physical forms. 
These data cannot be r ecre at cd . Howe ve r , the great mass 
of such data is scaled, analyzed, and published in offi-
cial publications. 

DisDosc 6 months after publication and after full 
exploitation. 

211+. _D_1..£.0fmin.>~ll(LQ~i':JI2.inr,_T('.J;:..et'ypesThese arc- messages
received 'rom va r i.ous points of observa.tion containing
solar and geological data. This data is analyzed and 
posted to various ind~xes and other control papers. 

a. Incoming Teletypes - Dispose when 30 days old. 

b. Outgoing 'I'e Le rype s ~,Dispose whe n 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 Hcekly Radio '!::elecommunications Forecast. 

Dispose when I year old. 

216. G(::nera~Subj~.£t_ Corre~_ondcnce Filc_ - This contains 
copies orincor.1ing ano out.goi.ng correspondence generated 
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by the Ionospheric Forecaster and copies of informational 
and au tho r i.r.r t.:: iv(> doc .imc.n::s r c Levanr t c the disc ipline. 
Notable subject headings found in the file include: 
admi.nistration ITS 11,,('r c omou ter forecasts,~ requests:
proj ec t p ropo sa l.s, Apo J.] 0 Twe Lvo rmd Thirteen, personnel
accions, meetings, reports and the like. 

Dispose when 5 )'eal's old or when they have s erve d 
che.ie i.r i pur po se , . 

217. Flare File - This contains documentation concerning
the oc'curi(;~li(~-o'[ f lares t.heLr onsome and effects radio 
~\7[LVe pr opagu d.O::1 and tran srni ss iO:1 in the ionosphere and on 
the magne>tic fi.eld of the earth. 

It appears that research dnd all other values of these 
papers v.ri 11 have been E.'Xf18usted upo n ~:bc c omp Le t i.on of two 
So Ls r eye] c s p Lu .: ~:\ort pe r Lo d •s 

Dispose when 25 years old. 

218. IO!!£~l)llerj:£J~~.ta - These are sheets on~lessage _.Forms 
wb i.chthe Lono sphc r i.c Fo rcc as ter r eco rd s data r ece Lved over 
the telephone and codes it for teletype distribution. 

Dispose when 30 years old. 

21Y. No rth Atlur:ttic qua·U.ty f.igm;-eK£E~E!: - These ,are.
wor k she e t s on \<7l1lC;1 rile Lono sphc r lC Forecaster posts h i,s 
analysis of data as it will appear in the subject r~port.
The report is inc Ludod in a Lar ge r NOAA pub Li.cation;.

I 

It is more Aconomical and convenjent for the Ionospheric
Forecaster to keep his sheets rd.ther thon a complete set 
of NO.l\A publications for use as a wo rk t oo L.. 

Dispose when 5 years old. 

220. Compl1tyr ProgrClms - These 2re printouts of the pro-
gram commands to the comput.er to select and process input
dat& on the solar and geophysica.l conditions. 
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Dispose when superseded or vhcn t.l.o pr og ram is 
dr o pped . 

221. Qutput Pr Jntol.1_~~:,- .- These are printouts of the final 
product of the computL"J: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~():Jts - D~s~ose 6 m(:mth~~after accept-
ance of the p r UltOUt: and LL" pub l.Lc a t Lon . 

222. Project Case file - This is the record copy of the 
projecEc:asc "TiTe:'---:n::cy include ba sic papers such as 
(1) proposals, (2) lIS and the Sponsoring Agencies Letters 
of Ag recmen t ~ (3) Corit.r ac t s , if any, or wor k pl.ans , 
(4) Financial Documents, (5) Iv1anpower costs, (6) Corre-
spondence rel~ting to the project between ITS, the spon-
s o r _ _.... ng 'J .... - _ a nd ,_ t h.-r L • ., : and .... L t \. <,,:,. __ J o _ ... r pn pc "- rL.. s ne l'- ei 8cr!")'Jl('Y 1. L o ~ I-I')' "''''Y t hc 1 __.- let • ..; dcd .....- \::.\.. 

to document tile 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 fo ll.owl.ng the 
completion of the project. 

Transfer closed ca se s to FAH.C in mut.uaLl.y agreeable 
consi.gnments and. dispose 10 years after closure. 

\
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As s tat.e d i.n the introductory s ta t cn.c n t; for the Division 
there aT.2 four CJ:Ot1DS in it d t th Ls wr i.t Lng , The number 
of Groups in a give~ Division vurj~s according to workload 
and other needs:' The. nuribcr of projects f'o r 1/.711ich a 
givcn group is re spon si.b Le is a lso v.i r Lab Lc . 

The subject matte~ found in papers generated hy the Groups
varies at :::n:;:,ject Howc vo r , all foundthe 1c"01. papers in 
the Groups [oL10\-7 a COi.IDWn pa t.t.e of fi.ling and mainten-rn 
ance, a.nd serve common purpose.:-l. 

T9 avoid needless repetition all of the records found in 
the Groups have been included below. It is not likely
that any sLngl.e Group w i L'l have all of the files listed 
') d :1 r·, r i, d hu t: . ..,1 r-» 'Y'() f t l ,','--7c.n (£2. ...,crl.lJe" lJ:.... _ 01._.; .:01,, __ 0 _ 1I._.!1. 

223. S~j eet C(;rr('~l)()Dd~JK'e - This containsFiJ.:..~ incoming
and outgoing corr espondenc e gcmeratp.d for the Group and 
Project Leaders and their Associdtes pertaining to the 
scientific work dud administration of the Group. The file 
is maintained in the Group Leader's Office. 

Most of the items of correspondence are not suitabJe for 
filing in the Pro.lect Case ~ile~ however. some are filed 
in both for co'n'\;~;rj'jPTlc'e 0nd q1.Ji'c;( r o t r i.eva L. 

These pRpers with a few exceptions, appear to have ~o 
long t errn value to the Government or public after the 
need for them by the Division has been served. 

Review the file annually, move active files for\,;rard
and dispose of all other papers when dley have' 
served their purpose or when 5 years old. 

224. Technical Source Data Files - TIlese are the papers
gcnerateaol:---Collcctea by t~(;roup Leaders, Pr og ram 
Leaders, and his associates in the process of conducting
the necessary experiments and analyses to produce a pro-
j ec t final report. Th es e include secondary source mate-
rials, corresponJcnce, mHnually prepQred calculdtions and 
formulas, t enr.a t.Lve observations, and related drafts and 
wo rkp ape r s . 
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These pe per s appear to have no fu:rther va l ue to the 
Cove rrnncnr or public after the e xpi r a t Lcn of a reason-
able pe r Lod fo l l.owi ng termination of project. 

Dispose I ye~r 3ft~r the project is closed or 
when they have served their purpose. 

225. __ Administrative. __ Sub~.:n_,ie c r File .. This contains - office• ~ ~. ,__ ...... .____ 1 
c op i.es 0 f the u sua L hous ekee p.Lng p ap er s conc ern i.ng sue 1 

matters as a croun t Lng , budget, c orrrn i t t ee pape r s , confer-
ences, d~leg~rions of ~uthority, program information, 
printing r cqu i s i.c ion s , pub l.Lc c t Lons , sh ipp i.ng documents, 
tc'J cg r ams , wo r k orders, spe echc s , s ec ur Lry , space require~ 
ments, time Jnd attendance reports, travel and the like. 

Review thc file at least annually, move active files 
forw~rd and disDose of all others when they have 

"'I ~ J r .., ~ 

s cr vco t hc i.r f)11.c~},),'-,2 or- \d-j;,~;l /~ yc.i r s 010. 

226. Personnel CaGe files - The8e are folders for each 
emplo);eeOr1-f.he stalTEontaining office copies of person-
nel actions and related papers concerning the employees 
career. 

Dispose upon separation of the subject employee. 

2.~~7, Ch rono l ogi.cal rile - TILL::; con t.aLns a copy (1£ e ach 
outgoingfi:=E:j-ii- of corresponde-nce produced by the Group and 
proj ec t Lc ade r s . 

Dispose when 2 years old. 

228. IRAC Papers - These are copies of IRAC doc ume nt s 
collectedfOj?'-iise as a work t oo L. 

Dispose of individual documents when they have 
served their purpose. 

229. Weekly Forecast Mailing List - This is a list of 
designated 'recIpients ot the For·ecast. 

Dispose 'i~len superseded. 

230. PKOjcct Case File - This consists of a case folder 
for eae sponsored project undertaken by the Group. The 
cases are arranged numer Lca l.Ly by an idenLification number. 
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.4 

Basic documents found in each c a s e includes: (1) proposal,
(2) ITS and sponsoring ~gency's letters of agreement,
(3)	 wo rk p l.an s (rrri le st.one plan), (q.) cost statements,
(5)	 progress reports, (6) relat cd correspondence, and 
(7) otber papers conc ern i.ng the or Lg i.nand conduct of the 
project. 

These p ape rs appear to have no further value to the Govern-
ment or public i3 fter exp irati on of tl r-easoriabLe period of 
rLme f'o Tlowi.ng termi.nat i.on of the pz oj cc t . 

a.	 Record Set - Dispose 10 years after the case 
is closed 

b.	 All Other Copies - Dispose when they have served 
their purpose, 

231. Pending	 - On occas iori rhc var i.ou DivisionsPl-UPOS,;-1.s s 
and other- (~Tc;·iD~er)Cso-f-T'rs develop a propo sa L when it is 
known that an agency or agency1s have a responsibility or 
primary i.nterest:in having the proposed scientific work 
done. 

Most of these proposals become approved projects, but some 
do not. 

o.	 AppY0Ved P~0~osals rl·u :e c i.: 
Case file. 

b.	 Unapproved Proposals - Dispose when no filrtber 
action is anticipated o~ the proposition. 

232. l~rts and Reo r Lnt s - Tb ese are copies of reports
published by ITS ancr--c-oplesof reprints of articles pro-
duced by membcrs of the ITS staff and some outside authors. 
They are collected and ma Lnt.aLne d as a vo rkt oo L 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-'lined by the PTIO. 

Dispose of individual documents when they have 
served their purpose. 
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233. Manuscripts and Drafts - These ArA the author's 
manusc")::TptC01)ICSOrn~p·()rt:s and articles. 

Dispose 6 mon t.h s a f t er da t e of pub Li.ca tLon or when 
they have served their purpose. 

234. ~1~J>s - These iJl'fo: copies of maps produced by the 
Coast andGeoG(::l:i,cSurvey, Defense Happing Agency and simi-
La r or e qu Lva len t; mapping o rgsn Lzc t.J on of foreign govern-
ments. These EJapS 3):'(0: ma int.a Lrred for p r Lmo ry s our ce data 
for origi,nal research. 

This collection is an e ssen t ia L wo rk too L and must be kept
in close proximity to the professional users since there 
is probably not anoth~r set precisely like this one any-
wllere in the World. 

r •	 J' .", 1J) •lSrOSe OL lnQ~vJau~l rn2ps wn2n supe r sedcd or when 
they have s erved the ;_r purpose. 

235. Source Documents - These are the paper copies!)ai:.Cl
of documents cont3:Ii1lr!gthe 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 who Ll.y transcribed on punch
cards or some other input med ium [nr computer treatment. 
"'''1''~ u'--t:" ch.i r ~~-" n01- o-r'11~~---,~1i)':J"; c.mno r '[-;0 rwOp.l1"]A~i-.:(11. _'- ,.> c.... '- 1<'- _ <lkC , _ ,-_, ''-''-1,1. LU ,U" I __ )~ -"'0- I:. ,C'_I.-C • 

In the case where the data are who Ll.y transcribed on an 
input medium the papers are of only short-term value,
howeve r , when a p.rr t; of the da t a in the source document 
is so treated the value of the papers is of a much longer
term value. 

a.	 Wholly Transcribed Docl~ents - Dispose 1 year
after transcrirtion. 

b.	 Partially Transcribed or Untreated Documents -
Have active files fozwar d and transfer to FARe 
in agreed upon consignments. Dispose of all 
others when 15 ye ar s old. 

236. Strip 
\ 

Charts - These are photographic and other 
automat:Lcii11y 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 conLain data tha.t cannot be replaced or recre-
ated. HOHeVC)~, no rma Ll v the charts a rc scaled wi.rh i.n a 
short time after they are produced. This is not the case 
in a fe,·.,; ins tanc cs . Even though tlw cha rt s have been 
scaled they Sh01.l1c1 be. maintained '::1 reasonab Le period of 
time to a lLow for full scientific and other professional
exploration, 

Trans fer to FARe I.n rnutua Ll.y agr ccd upon consignments.
DispOSE: when 15 ye or s old. 

237. Technical R2feren~e Material - These arc bookcase 
mate~ciaIs' inclLldL1t;p-rI]-jt~C'd or iii()cessed items used by the 
scientist ~nd other professionals for reference. These 
materials are purcha~ed from various sources or collected 
from other Government ogc·ncies or private organizations in 
the privdte sector without charge. 

a,	 Purchased Items - Return to the proper property
officer when they have served their purpose. 

b.	 Free Items - Dispose when they have served their 
purpose, 

238. Technica.l Parameters Laboratory Notebooks ~ These
 
cont a fii the at antcll'i~l)ed~lnce
li1b:lsuremellts measure-
meri t.s !llct(}'2 ir! i.:l1'2 lc1.bc.J.~__:..i L.UI. y .Lft,,,,,luc L l~ c.!ilLef!.i'l.:t gair!.,

impedance and radiati.on pattern. . 

Dispose 5 years after publication of the final report. 

239, ~yuipmen~ 2l~~j.1-1f,- HanuaJ~ - These c.;recopies of 
o perat Lng manuaI.~J and spcc Lf Lca t Lon s supp lLcd by the manu-
facturer explaining the items operation and maintenance. 

Dispose w i t.h the equipment whon it is removed from 
ITS accountability in accordance with the Federal 
Property Hanagement Regulations. 
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240. ~licr~~~r:~rs" These .~re strips of microfilI? 
made OJ: SCJiTj(~ rhc d pLay data 011 tho da :;rJpl-l or o r i.s of	 a c a e 

ray tube. The striDs are general Iv mnde for purposes of 
rapid and Lnexperis Lve r eproduc t ion~ of the Lrnag e . 

Dispose 2 years after t.e rmi.nnt i.on of the subj ec t: 
pr o j e c t . 

241. ComuuI'-' te r ... (I1J'1 -['rln(--->Q -~ : ~I .- Thc s c J ~ J_ 
TI1a-"11P~t·'C":1 pape rP"00t"{-~ . ... ~ ..l. r.are b I_~ .........L
..... J 

tapes or· ......	 to the computerequf\Talc-ilt·cc)ntc:d~TiIng comm.ind s 
to se10ct specified source data and make c&lculations in 
a specified arrQy. 

Scratch 5 years after termination of the subject
project. 

242. ~pt8rmp~j~tp Pr0~~~M Tap~s ~ These are nrcgrnm tapes
_____	 ..... H •• ..---__ I.. 

tha t .ir c subj cc r to pe rt od Lc revision. OJ: replacement. 

Scratch when superseded or when no longer needed. 

') I. 3 C'. • ,... ~ D '1' Tl ,-' d 
£..'-1'. :,~.H~nt!~~~..:.-:2ln~,£~_Clt~_=--apes ~ _.ie se COl1LBln ~ta on 
geophys lcalpnenomerlC.! measurements and pa rame ters take n 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 uvdatcd on a ~ew tape. 

a.	 Superseded Topes - The latest version of the data 
cannot be regenerated and has enduring value. 
Tapes replAced by the latest edited version 
scratch wh~n the edited version has been checked 
add accepted. 

b.	 Last Edition Tapes - 9Atojn. Transfer to FARe 
"'hen no longer needed for current business and 
offer to tbQ ~~tiGnil Archiv8g witbin VQarJ 

t;1A<elP=.j~ftO;;°i·. ~~05? /:5/~_vJ /i4tt.re.~~, 
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24tL Lnt e rrnod Lat.e Pri.n too t s - These are printouts of 
s01.11·ce·-(fcj1~.s·"u~~l.-'(fi:ur analytical step in the pro-to--bf! one 
cess of prodl1cing FL final report for the project. The com-
puter makes the ~cce~sdry calculQLiops and displays the 
results in the form o f a gr2.ph en a cathode ray tube and 
a microfilm s t ri.pr cpr oduc t i.or: of t:hc graph is simultane-
ously mado . IIar d co p Les 0;' thc 2;Taph a r e produced as 
rie ed cd . 

This also includes simllar printouts such as one listing
air~ra[t aloft in the are~. 

Dispose one month after the materials involved have 
been accepted and the neces~ary by pr0ducts have been 
prepared for the next ~naljtical st~p. 

245. Progr~.!.'~~ut~~_ - These are progr aro 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 ,wrktool to produce more 
advanced computer programs in the same subject field. 

0ispos~ ~len they haV0 ~ervsd their purpose. 

246. Pr2.frr<:l.I11Printouts ..These are. the usual computer__ com-
mands on ant erma ne rforraanc e data transcribed from paper
tapes described above. 

Rotain, Transfer to FARe in mutually agreeable con-
sLgnmcnt s and Qff~J- t;g t.:h", ¢ JqiiltiOtlr1l ..J;;ch;i.ve~year
thgrge!fL-er. dJ/;'/6)se /$1.ea-v~·4~~ .. 

247. Bi-!Jec1~~0?st Reports - ese printouts pr<?-'I'h are 
duc ed at th.e DlV1.S 1.011, Gl:OUP, and Project levels showi.ng
obligations, expenditures, and balance of funds at each 
Leve L. The part of each report received at the Division 
level is distributed to th2 other organiza.tional units 
involved. The accoun t ing copy of t.he se reports is main-
tained in NBS. 

Dispose \-111en 3 years 01<.1. 
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(Punch Cards) 

2Lt,8. ~rc~!~~~~2_cJ1 C~~rdE - 'I'h e s e ar e cards produced to 
translate.computer progrmn corrrroands to machine readable 
language. 

a. Re s ea rch PrOt;r3ms ~ po s e 5 years after theD'i.s

project is closed.
 

b.	 General Purpose Programs .. j)j-~;rose 1 morit.h after 
the data has been transferred to an approved
tape, printouL or equivalent. 
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DIVIS TON ~ .. SY;;TE!\'fS TEC1-EJOIDGY ANt) STAN1!AHDS 

The Systems 'I'cc hno l.ot.y and St.arida r d s Division, is involved 
in a broad progr3Q of applied resca~ch and engineering
directed tow~rd systems analysis and the technical assess-
ment of ope r a t Lone I and po t.cn t.La Ll.y new communLca t Lon s 
systems and technologies of the J)epi·Jrtm:mt of Commerce 
and other Fe dc r a l agcl,)c -Le.s, 1'112 Divis ion! s program sup~
port th:..' cevc:lop;11c1lt of (.(J?;incecLng standards, system 
eva Lua t ion and t.he dissemination 0':'= Ln fo rruat.i.on by means 
of engin~ering rcpo~ts, consulting ~nd advisory services 
and training or educalional programs. An obj~ctive of the 
Division is to intt=grate the capabtlities throughout the 
Institute as ileedGd to solve problems in existing or new 
systems applications. 

('1 1 -" . 4 I .. ..o	 1..,1£'](Jne Ulcl1:a.c:t:erJ zn t i on ~ tins g r oup J_S a pr cg r am 
-e-rei1ienteilllancfiig our tecilnology for" efficient'" 
transmission of information in commullication sys-
teros. Emphasis is placed on the transmission media. 
For example, in situ mpasurements of the impluse
response of t r an smi s s i.on channels in the VHF-SHF 
range are niade w Lth an Lns t rumen t.ed probe system.
The mu l t Lp l.Lcat.Lve type signal distortions that are 
c.:tus,:v-1l::-y C!:(.1.1·~!:'.r:d f Luc tuat Lons ,9.::-0 s t.ud i.cd both ana·· 
1'-'-1('~11-- ~.-.1 .::•• I ab o r a ....C···\T s imu La r ion e xpe r irne nt.s J.y L..,_ .«:.tl.J.\' ClJ1U.til U._Cll.. )1. .Ll n, ~ 1. .L ell,e,l ." 

to cvalu~te system perfonn~nce. Signal stru~tures 
ranging from the human voice to high-speed digital
da to are cons Lde rcd Ln the pl·og~:."'aJTI: with the, obj ec
t Lve s to Lmpr ...ove tran smi ssi.on capacity, qua Li.ty and 

« 

Our ability to predict performance. At pres~nt the 
group is conducting projC:'ctsto examine: ! 

-	 Speech intellibility, 

-	 AFAL simulation, 

-	 Scintillation and "Sea State", 

-	 Multipath model, 

-	 Boone-Fowler propagation, 

-	 RADC//\RPA llawa i.L experiment, 

JUN 75 '" 162 

http:rruat.i.on


e- Time dorna in obj e c t i.ve ~i1K~t:~;l1r(-,>11lents
Multipath handbook,
 

- Channel probe studies,
 

- RCAC colocation,
 

,- Seashore proximity measurements,
 

Channel simulRtion, and
 

- Noise and interference study
 

o Sysr-elT':..:;;_!-\~~.s~I:.srr:ellt:..~grnup appliesthis advanced 
a.nalytlc"U, experimentCll and simulation techniques
to determine pe r fo rraance c st Lmat.es of cable, micro-
wave and satellite t.e Lecommun Lca t Lon s systems.
Examples include satellite s~stem studies for the 
Ui C ... 1) o t ,I 1 C (~ l4 T i r: (~l D .. r- ,r- c... f ........ :;... \.,dl.n~I.~:>.- -; r cr ~"-I + -:'I -s ] .- "-.,J, .lO'J _.~ ..,_~.\.,. __ , l.~_l~·L'-~ T) 7 .... 'J,_.~\:..L_J.L( .:.l 

Ci.rcuit:building losses for the Nl\SA, some National 
Weather system circuits, the National Environmental 
Satellite Services GOES data collection satellite 
system, the ~TS-6 education81 television satellite 
broadcast experiment, c<lhle television systems and 
digital picture coding applied to satellite and 
cab l.e television transmission. At present the. group 
is conducting projects to examine: 

- 'I'e Le commun.l c a t Lon s survey a nd a s s e s sme n t , I 

i 
- Teleconferencing and satellite t e l ecommun Lc a t Lons , 

I 
- Frequency allocation (study), ! 

I 
I 

- Direct Printing Telegraphys
 

- GOES Telecornmunic::ttion (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 p~opagation studies,
 

- NCS voice quality study,
 

- FTSC/NeS digital system standards, and
 

- Performance. criteria ..for t.e.Lecomroun i.c ac i.ons.
 

o	 S\~S t.~ms .En9inec£.ir~nd J~::!lY~,;j:, _. this group ha s 
been in ex r.s t enc c lor many years and has a long and 
successful. r eco rd in the support of DoD and F1-\P, 
c omrnunLcat Lon systems" Tile group has developed
the procedures and methods for system design, Lm-
plementdtion, testing and operation of worldwide 
radio syst~ms" At present the ~roup is conducting
p r oj e c t s to 2~.::lminc: 

- DCS microwave radio,
 

- SCOPE engineering,
 

- Test acceptance upgrade,
 

- Automatic technical control,
 

- Systems applications consulting,
 

ASA communication network (study), 

]	 ." f "1" iDigita. systems englneerlng test aCllty,; 

- VICOM interface (study), 

- hTideband c ommun Lcat Lons at 15 GHz in Germany, 

- Microwave system studies, 

""RADC aut.oma t i.c data system, 

- Telecommunications glossary, 

- FKV Data Systems, and 

- Rad Lo commun Lca t Lon systems per Forma nc e , 
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o Systefll,s T(~chnc'!o?y - this grou.p has two thrusts:
-rollo:;pr;-~-rr(:cTW;:~-f-;-ls imu La tLon vzh i.ch results in 
ext ens Lv e modem tc s ting and eva IuD. tion; and sys terns 
standards de ve l.o pruant; and technical s tud Le s for 
major c ommun.i.ca t Lou s s ys tems of the Defense Com-
munications Agc·ncy. This work is vital to the 
Institute in 2~hieving a role in tGchnology trans-
fer, through the oevelopment of t21p.commuilication 
s ys t erns s rand.rr d s f01~ nori+d ef cn se a pp l.Lc a t Loris , one 
of tl1e most ch.t l.Lengl ng [-L(~l..ds for OT in the do cad e 
ahend. At present the gro~p is conducting projects
to cxam Lnc : 

- Digital
~I 

- Stratcom 

Selective calling. 

DIDS study, 

L. ~ 

- HF modem 

- Technical 

specifications, 

control standards, 

o 

- JvrARi\.D prog r am , and 

- Anti-spoofi:-:g. 

New Tecl~nol<.?.KYDeveloE~.~::"'~_ - this g rcup is dc sLgne d 
to explore new areas ot system applications 6r tele-
communications technology for the Institute _',Typi-
cally these exploratory activities lead to t~e 
est ab Li.s hme n t of new groups. A current example is 
the assessment and evaluation of fiber optic~ and 
associated tcchno].ogy for applications in t21ecom-
mun Lc a t i.on d i.s t r Lbut Lon and t r unk Lng ne two rk s . At 
present the group is conductLlg projects to examine: 

- PCM/TDM test bed, 

- Military application of optical fibers, 

- Optical handbooks, 

- Optical Data Systems, 

- Optic2.1 communications, 
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- Undersea cab Le handbook, arid 

- Man-made EM intc~[crence. 

The number of groups in the Division do not remain static 
nor do the numhcr of projects within the group. Both vary
\Jith the need and worklodJ priorities. Further, the per-
sonnel assigned to groups and projects are interchangeahle
on short notice in order to achieve the g~eatest utiliza-
tion of p ro fessLou.i I c apab Ll.Lti.c.s .md to adVdDCE:' each pr-o-
ject most eff~ctively. 

Office of the Associate Director
 
and Assistant to the Associate Director
 

f o r Pr oz r am De ve Lor.meu t;_ .. .'u;._____ _ _

0rnL~~h~U1' -r, _~~k.~~I!-I~~--r> 

249. lelccomm.Jllh.at1.onsfor Cove rnme n t; Con f ercnce ~ Thc se 
are the pap(O!rsor·the Assoclat(:;-frlrectorwFio·serves a s 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. 

Tl!~s8 ~dper~ are cop12~ of chase usually found in the 
office of an official occupying this kind of position. 

_ ~RMANEN1j : 
~I S- e, r: -R~. Transfer to successor or to FARC and o f fer 
1511 tlVll\lJo{ for trans fcr to the l'iationC'-1 Ioye ars t~lere-Archives 

after. ;
I 

250. Subject Correspondence file ~ This is. incoming and 
outgoing correspondence generated or collected by the 
Associate Director pertaining to professional and mana-
gerial direction of the Division. More specifically, it 
includes bud ge t , f i.sca L yeu r p Lrnn i.ng, scientific conunit:-
tees, education and 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 forwar d and dispose of all others 
when 3 yeaTS olJ. 

251 . .t_~ (~~_~._.~t'2C:r~	 ..-:1.:.!'2! e?~}e~~~~ a:1~!1(' <1:_ .l~\:·l~.~_-=....B:~<l.L~
tion Program (RIPP) _. 'rl.e se a re the record cop r.es of papers
genC:.~!~d1:.-edby-i.J);:2committee Lnc Lud ing agenda, minutes,
correspondence, reports Jnd other ~cscarch papers. These 
papers should be kept lonK enough to insu~e full exploita-
tion for future sci~ntific investigations. 

Tr ans fer to FRC wl.c n no Longe r ne cdc d for current 
business and d lspo sc whe n 15 years (11.d. 

252. l!Y\~ S.~:CLr~claE~:-.~?:l<ing t' t:'required,(~'::'~~12 the 
Associate Director 15 designated to serve as chairman of 
an IRAC Subcommittee or the Le ade-r of an IRAC Ad Hoc 
vJorking Croup. In both capacities he maLn ta i.n s the offi-
cial records of the bodi~s invo~ved. 

Work papers and backup data gcnerated by tbe subcommittee 
or working group have no value after the expiration of a 
short pe.r.iod(1f time aftc>.r the body has been discontinued. 
The data in these papers are esscntiCllly duplicated in the 
agenda and minutc?'s of lRAC and of the IR-I\C subcolThl1ittee 
involved wh i.c h are retained long enough to serve all needs. 

a.	 Backup and Wnrkpapers - Dispose I year after 
discontinuance of the subject body. 

b.	 Residual Papers - Forward to the IRAC Executive 
Secr~tary, Office of Teleco~munications, 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 specj{ied for similar papers
of similar bodies be adqua rt cred in v.]ashington, 
D.C. 

253. . C~o] ogic2l FU-c:..-This contains a copy of each 
out.goi.ng Lt.ern generated by the Associate Director and 
Assistant to the Associate DirE.ctor. This file is main-
tained for conv2niencc of Teference. 

Dispose when 3 years old. 
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254. G~g.!.~2-_C0r'-·.?s J~~?!~~.!.::~~.<:.;:Th Ls con sis t S 0 f C OJ) ieS 0 f-
correspondence g'_·~J1(::J.';'J.t~'o Dy the several groups s en t to the 
Associate Director for post audit reasons and informational 
purpose.'). 

Di.spose when J. ve ar old. 

AssistRnt to tho Associate Director 
AdmI n i s t r a t i.on 

The Assistant to ~le Associate Director is directly respon-
sible to the Associate Director on matters concerning divi-
sion administration, and looks to the Executive Officer,
ITS, in ma t t ers vh i.ch pertain to the \\71101e of the ITS 
orga niza tion. 

The Assiscdnt pldns, 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 operati.ng units involved. 
He also serves as the ITS mcmber on the Interference Com-
mittee which dealb with trequency manugcment matters. 

The Assistant to the Associate Director regularly meets 
with his counterparts from cross-service organizations to 
refine the terms of the agreeQcnts or to make adjustments
in the implementing methodology under them to get better 
results. 

255. Fin~L:~l..R.~e);s and Repo·ct~.- 'I'hc are thc papersse 
generated oy the As si.s t.a nt: so ClS t.o have an up-to-date
account of the funding and work status of each project or 
other 1ine items involved in the Division! s activities "lith 
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;W:~s rEports, iadividual cost accounting from 
support services, payment documents on communicating t.yp e « 

writers, feeder reports, copies of all ITS project propos-
als and simi1,ar documentation. 
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Rev Lew pape rs annually and move dC tive files forwar d . •Dispose of individual documenLs or the contents of 
file.:fclde:rs Hoen they have served their purpose or 

., ro "'I 1 ,. 1 ..wnen j years OLU~ WOlcnevcr 18 sooner. 

256. Persnnn~l Name Case File - This cont3ins a folder 
for cacil'~p':l()ycc1~ \A1TcnoITic(' copies of: personnel
actIons dnd r~l~ted papers concerning che career of the 
subject emplojee are pldced. 

Record copies of dll these paper8 that Are needed ior long-
term purposes are maintained by the Pe rsonnc l, Offices, NOAA 
in the Official Personnel Folder. 

Dispose 3 years after separation of the subject
employee. 

257. Pro iec t; c."l~,e F:Llc~.; .- P,ll of t ne scicntiCc wo rk per-
formed-l)-y~<"t6€ is broken down in pro-1:J'I;-~mCT--tTic IrLv isLcn 
jects. Each project is given a distinctive numerical 
designation. The papers for each project are case filed 
to meet the needs of the organi~at:i.on segment holding 
them. Generally s~eaking these case files contain a copy
of the project proposQl, letters of acceptance from the 
sponsor and ITS, proj ec t milestone (work ) plans, prog ress 
reports,
t e chn ic~l 

and s
de:r a 

el
, 

e
~~~ 

cted 
or 

papers containing 
hc r ::·c l.i. t cd t:)D. pc~-s 

sc
(; 

i
{ 

en
s 

ti
pcc 

fic or 
j.;:) 1 

Ln ce r e s L. 

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 Proi~ct Pro~sals - On occasion the ITS 
prepares a project proposa.t lor sl1bmission to a potential
sponsoring agency. Such proposals are usually agreed upon
and reach f~uition in a forn~l project arrangement and the 
pending proposal is placed in the Project Case Files. The 
remainder of the pending proposciJ.s-rs"J=i:ercr-Tnthlsfile
for a short pe ri.od of t Lme . 
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Dispose when tlw p ropos nI j s dropped from the pro-
posal list and Is no longer being considered [or 
acceptance. 

259. Adminis tra t.5-v~ Suhj (~C t F'i.Lc - This contai ns office 
copies on rnat t cr s such as budgr-t; instructions, equipment, 
cq ua 1 employment oppo r t.un Lt.y , inter Fcr onc e commi.t t ee , 
minutes of mee tLng s , mil .i t ar y spe c Lf Lca t ions de a 1ing with 

c'	 

forms arid other iSSUi1.I1COS, pur cha se requisitions, s urnrna r y 
log of time and at tend;-lnr e, t r a i.nLng and educ a tion, t r avo 1 
and travel logs and Lbo like. 

Move active files forward and dispose of all 
others when 2 years old. 
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As described in the introductory statement for the Divi-
sion, there arc five Groups j.n the Division. The number 
of Groups in the DivIsion varies dccoring to the need for 
scienti.fic research in the Division's subiect field and 
other fac tor s such as work load. 111e nunlb~r 0 f proj ec ts 
for wh i.ch Cl given group is r'e spon si.bl.e is also variable. 

The subject mat t cr cove rcd by pa pe r s generated by each 
group is different from that covered by papers created by
all ,other groups. Subject matter found j.n the records of 
each project: is also peculiar to it. Howe ve r , the r cco rd s 
created at the Group and Project levels, in many cases, 
answer to the same description and serve the same purpose.
Accordingly, <.:ill records found in the several Groups are 
given a common descr Lpt i.on be Lov, J t: is not likely that 
any group \lJi11 have all of the Lt.ems 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 be twe en the Gro~ and Pro·-
i£..ctLeader~~ j s arb i t.rar-y and is done only to show a pat-
tern of physical J oc at.Lon , T110 terms of each item apply
to records in rhc Group wh2rcver found. 

260. 'pro,L~S-Casl:_Iiles - The se pap:rs <;re f~led numeri-
cally ~y pro] ect number and are read i l.y Ldent Lf Led as case 
files. The basic paper s found in each file inc Lude : 
(1) proposals, (2) ITS and sponsoring agency letters of 
agreements, (3) contracts, if any, (4) ~ork 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., .~r::!2.~in;, P!:_~j~c t Pt:-.52.J292.d1 s. - Th(:?e ,,!J:e J?apers gener-
a tea b~' tne uroup In ~h~ r.o rm of R~.s2.~g2£() J ec t 1?r.~posals
and reLated papers WhlCh have not yet aeveloped lnto an 
approved project. . 

a	 Established Projects - Move relevant pending 
prop0sals papers to the record copy of the 
Project Ca.se Fi~£~. 

h.	 Une s tab l.tshcd Project Pr opo sa L Pa per s - Pe r LodL» 
c a l.Ly review :[nel dispose of those on wh i.ch no 
action L:, anticipated. 

262. Svm~}u'E... Pd.pers -. This is docurncn ta t ion of symposiums 
conducteCf Dy the Group includi.ng preparations for the sym-
posium, compiLat i.ou of materials for a t t cndoc s , agenda, 
programs, mi.nute s , copies of unpub Li.shcd speeches and other 
pr e sen t.a t i.oris , and i1r;·<'l;-lt~Cll;entsi.o r payment of obligations
involved. 

Dispose 5 years aftL2r termination of the symposium. 

Pro +cc t Le ad e r s

263. Aut.ho rs ~·1QT!..t1~c!.-i_r)t:; - Th_ESc f2L€ cop Les o f mo s t Ly 
publis'flec-authors m~1.nu'sc'ripts. 

Dispose when 5 years 0Ld, en: when published whi.cb.-
ever is sooner. 

264. Ad~inistrativc Subject File - This contains office 
copies Ofllousekeeping pc-;pers 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 separation 0 f the subj ec t employee. 

b.	 All Other Papers - Dispose of individual docu-
ments or contents of file folders when 2 years 
old.' 
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265: R~J29.rt~_}l~l~,-R~y.c:Ln~...?. of P~p~~ - These are selected 
COpH~S o t r epo r r.s a.nlT 1-"ep r .in ts o r p:l pe r s produced by s ta ff 
and outside authors wh i.ch are collected by the Group for 
use as a worktool. 

Copies of all reports ~nd pdpers produced by ITS staff 
members are maintained by the PlIO, ITS. He also collects 
copies of reprints of p3pers produced Dy selected authors 
outside of ITS for inclusion in a record sct. 

Dispose It/ben they have served their purpose. 

266. l'1a.E.::!.·- '1112Sr:; 3.,:"2 copies of mip s produced by tlie 
Coast and Geodetic Survey, Geological Survey, Defense 
Happing Agency and similar or equivalent mapping organi-
zations of foreign goverruncnts. These maps are maintained 
for primary source data for originaJ research. 

This co Ll.ec is an c sscnr LaL co rk too L and must be keptt Lon ....
in close proximity to the professional users since there 
is probably not another set precisely like this one any-
~lerc in the world. 

Dispose of Lnd Lv i.duoI maps whe n superseded or whe n 
they have served their purpose. 

__ ,_._1 
?h7

... 
Prn1
_. __ 

1"','1-
..... 

Tp('hn'i,,:~l
__ r; ..:...:.::.=:.. <:::11.,...,,..,,,,,...1-,O/,...., ....... __ ~ ....... D;>np.,..""--:~:::.-:::., ~ 'T'h,:,C'c>J_, .. _--;_ Cl'-r:>....... _ t.hc...... , .....
 

pape rs ge ne ra tedbY t11.:: gl.·OUP .Leader anci pro J ec t Lcad er s 
wh Ll.e the proj ec t; is in progress. They contain scientific 
data supporting the findings presented in the final pro-
ject report. Es scn t La l.Ly all of the da ta found in these 
papers are sUIT@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. ~~~~Jieh.arts - These co~sist of pho~ographs and 
other automatically recorded aata on physlcal phenomena.
These charts 811mV' the original measurements of various 
phenomena under scientific investigation. 
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These charts contain dat~ that C2nnot be replaced or 
r ecrea t.ed. Iiowe ve r , normally the cha r t s are scaled wi ch Ln 
a short time aft0r they are produced. This is not the case 
Ln a few ins tanc cs . Even thougb the: charts have been 
scaled they should be: 1118 Lnt.a i.ned <.l r ea sonab Lo pe ri.od of 
time to a Llow for full scientific and other professional
exploration. 

Transfer to fPJ\.C in mut uu l.Ly agreed upon consignments.
Dispose when 15 YO<-1:'S o l.d. 

269. National and International Organizations Participa-
tion Pap-crs-:----TFi~·se are -the ted by apapers"-;'e-nel~a s uiTj:-
member -at -the f,I'OUpS serving a s the ,-0 ffie La1 r0present<J'~
tive of the U.S. Govcrrunent on one or n~re of these organi~
zations. Generally, these r-cp rescn t.at ive s are members of 
a related na t.LonaI organ i.za t i.onhavi ng a Lar ge representa-
t Lcn f ro:n govo rnmc.rt ~-lgcncics. E.:o'ch of t]WG0. 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 aftor publication or by transmission 
to the cha Lr.nan or another mcrnbe r a s appropriate. 

270: Eql!iprnenS...".~p'~~jl~(:Et~~..QE- cJ2~~:Lanual s - _These .a:-e 
caples at speclIlcatlonu and operat~~g manuals supplled by
the manufacturer wi th em item of equipment which explains
its construction, prod~ction capacity and procedure~ for 
the best utilization of the SUbj2~t equipment. 

iDispose w i th the equipment when ITS disposes of the 
equipment in accordance w i.t h the Federal Property
Hanagement Regul<Jtions. 

271. Source Data InJ2ut ~o,:?~lments- 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 dat<1 that are transcribed cannot be regen-
erated. 
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In"'18 case wher e t.he data are whol Ly transclted on an 
input mcd i.um the. papers a r e of on ly sho r r= t e rm value, 
however, when a p~rt of the data in the source document 
is so trealed the value of the papers is of ~ much longer 
term value. 

a	 Hhollv Tr-an sc r-Lbcd Documcnt s - Dispose 1 year
after-transcription. 

b.	 Partially T'r an s cr Lbed or Untreated Documents -
1'10V(" ac t :i.v,::f j 1c s fcn·:a.n3 and t r aris fer to FARC 
in agreed upon consignments. Iri spo s e when 
15 y8Z!rS nld. 

_Qfagnet:i.c and Other Tapes) 

2 ..,2'v[ ". 1 r: . ,-,	 1 "']T" 

I • .:..:.~?tc~_~.n~~~_.~~.!:..~'-_':.'_'~E_l.~~2.~.or L~.LV3 .ent - J. 12se 
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 con t a Ln data for generating new scientific 
proj eets as weLl, as t.he information needed to verify the 
findings in the final report backwards and forwards in 
time. 

Pet gj p, Tl"onS fer- to FARe \'!h~n no longer !1eedcd for 
current, business, and offer to ths ~Iational ,A,uhiv~~ 
\Jithin n year Lhoraaftsr, ~yl)Jc... /G'y~..1 ~ bv'<...'r:v..... 

273. Intermediate 'I'ane s - These Ln t ermed i.a t e tapes, if--~-~--~	 . any are produced to accompllsh one workstep. They have no 
further value after the .p Lanne d wor k s t.ep has been accom-
plished. 

Scratch whcn the da ta has be en transferred to an 
approved printout. 

2 71+-. ~onsoriilS Agency PrograInming 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., ~:IClster _.!"!:o~~.r<'l~_~.[-l~1aBnc.:_~~-_~garci ~~~ers~~tt~ ,Tap(~s.2.
or .E;.T:lvClleJ:t .. I'hc s e (]r e storage mco J.a dcve Lopcd whlle <l 

project lS in the process with any related hard copy papers. 

Turn over to the sponsoring agency in accordance 
with the project agreement. 

276. H<?:.s _l'apC:_?_2.~l~q~~:i. -t~~-:.._:~,'2.urce_..!ryrC2&~'am va.lent; These 
are selected pr cgr cm tQPCS, or cqu i.val cn t , kept :fOT refer-
ence after the recard cories have been turned over to the 
sponsoril1g agency. 

Scra t.ch when they have served their purpose, 

277. l'1as,s.~'E_~rogE~.J2..~~sThese magnetic discs- are 
wh i.ch store the com put.er program fo r the system. 1tJhen 
the system has b~en in satisfactory operatio~ for a period
of time the <lata arc r ran scr Ll.e d on a .n.is r er magnetic tc;P(~. 

Erase. when the data has been transcribed on tape
and the disc is needed for reuse on another project. 

278. Tcd~22jca1YaL:a Ji'~~~_,.Lyi~c~~.o.¥J~,9.~.dval~n~ ,These.. -
are storage med i.acont.aa.m.ngall c:;-r- [he data needed by the 
scientist to reconstruct physical phenomenon data, dates,
times, locations, weather information and the values of 
t1:1~ pa.l:cll18i...ers or !...1!.~pI(y~ica.l tJl1cn'..JIUellOll Ule.dt:UL~eS. 

These me d La contain all of the data needed to ve rLfy or 
validate the :final report. I 

Scratch ~len they have served their purpose. 

(Printouts) 

279, Intermediate Printouts ..These arc: subset printouts
produced to accomplish one wo rkst.ep . 

These printouts have no \Talue after the workstep has been 
~ompleted. 

Dispose when they have served their purpose. 
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280. K'1ster Cu.:l1ulat:h'~~J.~;i.nt!~'0.~~0._~~J21~2Et~:.g t!1C. Final 
~~ort These pr t.nt.ou t s con t a Ln cbta t.r om t~ t1astc.r Inputn" 

cll;£j~.utJ2U~_T~~pc~: l'lm'le~Te~:, it i: Lmpo s s Lbl e ~o rec;ch a 
TLnal d(~tc.rm:J.n:1t].on un Just hot .. Long each ser i.e s or theset 

printouts must be retained [or pUJ::"pcses of verification 
and scientific investigations. 

Dispose when they 11,--1.'10. their purpose ora er ve d
 
when 15 Y23rs old, which8ver i.~ sooner.
 

281. ~~u:nrn,-n~y'_ .. The s e a r e s nmma r y print-PrC?je~~_.yrj~jto~!:.~ 
outs oJthe s>'stcm procJ:.'ccd jl1St b e fo r e or dur i.ng early 
ope r a t r.o» or the sy s t e:n . They arc used to make nc ce s sa r y
ad j us t.merit;s or to ve r i.fy the validity of the data or s ys 
t ern operations. 

« 

Dispose when they have served their purpOS2. 

282. Final F£ogra?,l Pr-Lllt·()~!:. - This printout contains com-
mands to dlG c omputcr to automatically pz oces s the input
data. 

Transfer to FARC in mutually agreeable. consignments 
and dispose ~len 15 years old. 

283. Project Cost Renorts - These are biweekly nrintouts 
or ...........~,,"-t- '-c:·t·~~p;-'i,::.nt~ l. -_ -'- c.:.."-, L_ - _.:""J __ , s.r~......,ou o ---and'"' p- -" .J --_- c ",f::---:.:r-;r;--'QTi';-:C'~O·l CJ t") r o l cc t 
levels. They shew the reporting period fund s on hand)5 

expenditures, obligatiorls, paid aac1 unpaid orders and 
the balance of funds. 

TI18 group leader receives two copies one of wh i.ch he for·-
wards to the project leader to keep him informed of the 
fiscal status of the project. Both copies are wo rk too l.s 
and are duplicated by a S8t maintained in the Office of 
the Technical Assist2nt for Admi~i~tration ~nd Fiscal 
Officer 0 

Dispose 1 year after close of project. 

(Pur'!..chCards) 

28~·. Program Punch Cards - These are cards produced to 
facilitafe"-ecrrt1ng or r cvis Lng the subject program. 
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Dispose a ft er the related system :I_S installed and 
accepted. 

285. Pr0.EX..9_~_~nd l?~~~cl.1£_R~~9.E~!2.<?..5:.:l'_s- Th e s e are cards 
giving d1e c ornput.cr commands on the aggregation, storage 
and a r r ay of data rOT automatic processing. 

These decks ar e used by members and or g.ml zations of the 
s c Lcnt. i fic cOTI12JJl.lni £GJ' r e s ear cb fo:c a period of timety 
during wh ich t.he deck f s:) -rr'e mack available to thr-m as 
D package. 

a.	 Master Input dnJ Output Decks or Tapes - RC:!tain. 
'I'r ans Fer to fARe when no :Longer net~dcd for cur-
r errt business and @ffQr to I':ati.oIl'11 ArGhive~ ~A. 

-.;dthin ] yeOlx t-1wni';;Jft-QL ~r.9lc.. ZD/I!!IL'~ 'V/.t2- ....t-7'--· 

b.	 All Ot:lw,-::, - l):i s oos e 1·7hcn supe r se dc d or when 
15 years old. . 

286. Technical SourcE.; Data Decks - These are punch cards 
on \,.1hi.-CFitc:cl:in:lc21 s'mu:ce-cata have been transcribed in 
industrial st~ndard machine reodible language for auto-
matic processing. 

a.	 Untapcd Decks - Review decks annually and move 
2L.;:..ive L~\":C~":"; .lGnJ:.lrc .md cJ Ls po s c of <111 o t.b e rs. 

I . 
b.	 Taped Decks - Dispose 1 month after the da~a has 

been written on a tape or disc that has be~n 
checked and accepted. 

(~JaE Cards) 

287. !1ag Car~~ - These are cards pr8pared to store Lnfo r « 

mation on documents, lists, and the like that are 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 informa.ti.on on it in typescript or communi.ca te such 
da ta to a computer for fur the r processing. 
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These ca rd s appe a'r to have no value after the Ln t er na I 
need fa: t.hc:n has b(~ef1 sa t i.s Lied . 'I'hi.s system is used 
throughout the. Dlvision and this Lt ern should be applied 
wher e ve r the cards an; found in the Divis ion. 

Erase when dley hav~ served their purpose. 
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DIVIS ION :3 - /\1']=,L1[D ELECTROIvlAGNFTIC SINCE 

The work of the Iri.v i.s j 011 under the /\ ssoc La t e Direc. tor) who 
also serves as Division Chief, has as its objective the 
app Li.c a tion of e lee tromagne tic science to t e lecommunica-
t i.on s problems. This work Lnc l.ud es the delineation of the 
effee t 0 f the propaS:H' Lon med Lurn 0;1 e l.cc tromagnet I.c wave s 
p ro paga ted t.h rough it (e.g., at r cnue t ion , dispersion, 
multipach effects, etc.). The work of the Division is 
c oriduc ted among s Lx pr.:-);r<i.marea. gr oup i.ngs a s fo 11 O\-,1S : 

1\J"	 ""R' S' do	 J,i1Vl~c~tl()n anc L·..·t c:.z1on _c i.enc e - un er a rrroup
l('c:i(lcr-:p(~rfOl:-i;l:s--;cl'1c'oret :rc~lr'and expel' Lrnental 
studies of r ad.io nav Lga t Lon systems, their de s Lgn , 
performance emu ca l.fb r a t ion towar'ds improved ac cu-
racy. The nav i.g» tion s c i cnc e s cng i.ncc r ing exam i.ne s : 

-	 Loran C/ D t.heo ry and experiment, 

- Expe r Lment.a L and theoretical Lor an cempor a I 
variations, 

Differential Loran-C applications to high preci-
sion harbour and estuary navigation, 

Aerpnf"v- c'" -' -- .......)
 

-	 Defense Nuclear Agency Partial Reflection studies. 

Studies are also m~de of the Ionosphere D- and E-
regions and their effects upon te Lec ornmunLca t Lons , 
and models are also developed to predict the effect 
of ionospheric scintillations on digital microwave 
communications bet ...ceen earth and space. 

o	 .Iol1C?sphcric ~ransr:liss~~_T~chnolG.f:J.' .. '. under a group
leader, s tud i.e s the e r fo c t s ot the Lono sphe r e on 
telecommunications systems and on ove r= the-dior-Lz.on 
radar. The radio frequencies of interest range 
from a f ew tens of hertz through VLF, LF, and J-IF to 
the microwave range, where ionospheric scintilla~ 
tion's may Lirni t the performance of high-data rate 
systems. A sample of projects includes: 
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HF over-lhe-hori~0n remoteradAr for sensing of 
sea surface conditions, 

~ DeveloI?men t: o f ~_ouer i~IlOS I?h~ric lT~odcIs ne ede d to 
prcdlct the tl~e aV31labl11ty ot VLF and LF 
radio syscc·ms at high latitudes, 

- De ve lopmerrt; of t"(=:al-time ionospheric radar fre~· 
q ucnc y man':'bemcr!~techn Lque s , arid 

- Regular and special predictions of the performance
of HF radio systems for vdrious users. 

o /~~lvanccdC()m'11uni_s:.atj.o~_1.(~dlliO}:.~2.Yunder a g roup-
lec:cier,cond1.lcts cxpe r irnent s to cletermine environ-
mental effects on microwave and optical propagation
of inteJli:?,cl1cc. rrua t.Lon Studies co<3,n<1 Ln fo . [Ire n+ 

d i.1Ct: '-.~u "Ti th in~~~'"L11;')Cn t: S S flee iF 'i.ca l.Ly de '-'Lgncd to 
measure Pl~OP;}gd t i.on eff ec ts such as attenuation,
dispersi.on, depolarization and scattering. 

Performance cornpar Lson s between mi.crowave , milli-
meter ana o pt LcaI tran srn LssLon on an :important
objection. A sample of studies includes: 

- 35 GHz statospheric propagation, 

- Depolarization of X-band signi:llson long atm'Os-
pheric paths, 

- Optical signal availability on short paths, and 

- Propagation measurement equipment evaluations. 

o Advanced Analysis and Snectrum Extension - under a 
group leaaer, c:onductsStUdies of the e.1'fectsof 
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- an~ V-bands, 
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e _Or gan Lza t t.on of Ln rcrne t Lona I mi1..lim'er~,\'avc 
sympo:::;ium on the applicat.ion of this spectral
region, ~nd 

- Invention and development of speciali.zed research 
ins t rumcnt: A tion and techn Ique s required for the 
above. 

o Microwave Theory and Predictions - under a group
-~ I "-'-~-'---"""'-:-----1--'-~'" J ,.leaner, .i.nve s rr.ga ccs c Lt.rna t oLo g i ca L ana atmospnerlc
e f f'oct s 0:1 F.~\1 '·lave prop:~gAt~.on at mLc rowave [ro-
queric Les . They conduct cheo re t.i.c aL awl ernp Lr Lca I 
studies of the a t.t.e nuat Lon , ph a se delay, and depo-
Lar i.zot i.on of si.p,na.ls, all of wh i.ch limit the 
effective bandwidtb and pe r forruancc of very·-wide-
hand (megab i.r ) sy st.c.ns . A sample of studies 
includes: 

. . . ('. - 1]Pr eo lC t] Oil moce 1. s ror r a r.u Ll . , its ge og raph LcaI 
and temporal vf.lrintion, 

Signal bandw i.drb limitation by rain, w Lnd blown 
soil, and atmospheric turbulence, 

- Impact of atmospheric conditions on frequency
assignment criteria, such as coordination dis-
tance, and 

- Ground/satellite propagation parameters. 

o He.!;.!!odol:2z.y~cL.Q.EerAtion~?-.B...~3ear(:;hunder a group-
leader, involve thedeve1opmcnL: oJ.:the methodology
for performance and ope ra t.Lona I capability a sse ss
ment of so f twa re vs uppo r ted tactical electromagnetic 

« 

and weapon related systems, and the development and 
application of simulation techniques to predict the 
cb arac t er of EiV] envLrornne n rs and resultant plec·~
tronic system or equipment performance degradation. 

Electronic system capability evaluation includes 
modeling of energy coupling phenor.lena (singular and 
multi-mode pr opag at Lon , i.nter and Lnt ra system con-
duc~cd and radiated components); equipment/system
functiona'l simulation; and operational capability
compromise becD.use of the EH environrr.ent. System
applications include active and passive EM sensors 
and communications/coIThlland control functions. 
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Office of the Associate Director 

288. Sub iec r. CO?:T:.-<-':'~~1~d~_12~.~.!iThis incoming__ J~.:: - is and 
outgoing co'rrespondcnce that hots app li.ca t.Lon to all or 
several of the projects dnG activities of the Division,
but is not su lt ab Le [0';-- filing in the case f Ile in any
particular project or activity. Primu.ry headings found in 
the file include: D-Ro~ds, B-Budgot, CA-Comroittee Adminis-
trative, CUM-COEllr:unic8.ti(W1S, andDE-Df_~£ense Eme rge ncv 
Pla.nning, E-Lduc[{tion, F<Fo rms , l!S·oHealth and Safety, IA-
Incentive Awa rd s , IP-In[ormation and Pub l.f.c Re La t i.ons , 
L-Legisl::ltLon, ~I-Ivi:2etings,NO-·Hanilge't1(~Et OrgA.nization~and 
PA·-Patents, Pb= Pub l I.c ar i.oris	 P'I'<Pr, PS-Pc:rsonnel, Ln t.Lng and 
Duplication, H.··Records, RP-Resea:cch Programs, S-Space, SE-
Supplies and Equ i.pmen t, SEC--Security, S~>S tatis tical Serv--
ices, T~Tr2ining, TL-Translntions, TV-Travel, V-Visitors 
and \7}1-VehiclL's. 

The papers under eacb primary headillg 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 cOITlmittee 
papers gnnerated by the Associate Director as a 

mcmbe r tll.f~ 1:.	 use he ha sCI;~ sL~i:ljfct 0 d y' (.11." ~).z:·'::2..	 2. 
primary interest in its proceedings and transac-
tions. 

1.	 Membership Papers - Transfer to successor 
or the chairman of the subject body. 

2.	 Papers Collected to gatisfy a Primary
Interest - Dispose when they have served 
their purpose or when 2 years old, \vhich-
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 annuolly, move 
forward active files and dispose of all others 
when thev have. ser'ved t.hcLr purpose or whe n 
2 years ~ld, whichever is sooner. 
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28? TechnicQl_.B£f.s::_~-C:i~.c~. -~:C':.~_c;El<:'l)~ These. are monthly
pr Lnt.ed or processed COj).LCS o r and documents neededbo()1<:s
by the Associate Director in the course of discharging his 
daily responsibilities, or in conncctio~ with his personal
involvement in scientific research. 

Dispose when they have served thc Lr purpose. 

Consu]tont to ;he Associate Director 

As required consu lt.int:s are designated to assist the Asso-
ciate Director with scientific and other professional pro-
blems in very much the s arne rnannc r a s con su Ltan ts to the 
Director, IT~. The Associate Director's consultants 
often serve as meribe r s or cha.Lrmar: of s ci.cnt Lf i.c orgQni~ 
~ations such as the International R8dio Consultative Com-
mittee or one of its subo rdi.nat e subcommittees or work 
groups. 1p addition, the consultant is subject to such 
special assignments as the Associate Director may deem 
necessary. 

290. Conm Lt toe Paner s and Reports The consultant serves.Q 

as a member of--va-r1:oUsCommitfee~3--andthese papers are 
collected or generated by him in the course of performing
t.: 1. 0' ~ r T~' ":..lee s <: 1-'" r» ., 0'"' .. 1.;...r i e s -: p}) seP r; J_'_L.- 1.( 1'.... t 1......e~...... -''-jL11e a t t.cno L") ."... OJ suc .. - 7 • _E,.,pOj1~,J.r.Jl~_ _0_. 

most part these p~pers and reports are products of bodies 
with wh i.ch the corisu ltan t has no connection. He col l.ect s 
the reports as a data bank containing the prImar y source 
data for research. All of the papers and reports d~al 
with the particular consultant!s professional speci~liza-
tion which in this case is ionospheric propagation and 
spectrum utilization ond management. COITlpr.ehensive·col-
lections of these reports are ava Ll.abI.e In some highly
specialtzed libraries, and in depository libraries, to 
serve the needs of the professional commun Lt.y for future 
research purposes. 

This file also contains copies of printed or processed
reports provided by the consultant, however, copies of 
these are earmarked [or 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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This fil e would therefore, appe ar to have no value beyond
the separation of thc subject consultant. 

Dispose upon scpa rat i.on of the consul tant. 

291. COIT'JTL1.ttee 'P<1pers and Re,Rcrts Index - These t\VO (3X5)
card inacx('~sto fll::ltcrTaT" one arrangedt.l:c (r:?S-Cl~,,'I;)ecl above;
by author 01' t i.t Le , the other arranged by subjects found 
in thp documentation. 

Dispose upon separation of the: consultant. 

29.2. ~~E.icct.-f.~:"1~·):c:?1?0!~;::lc!1cO corrtaLns F_ile _.This Lnco.ning
and 'outgoing correspondence conc ern Lng the consultants 
current activities at ITS, and on a gre~t variety of mat-
ters related to his scientific expertise and interests. 

The ]Jd.pe.rs are <-'}:-C311ged ~)l;:Jheti(':=!~ ly bv namc s of.'-11 corre> 
spondcnc c or by subj cc t.. These papers appear to have no 
continuing value to others than the consu l.tan t himself. 

Dispose upon separation of the consultant. 

293. 'I'cchn i.ca 1 J\.~~Qr(~n~c Sayers - T1-:'28e are printed and 
processed materials collected by the con suLrant; wh Lch con-
tain data on his area of 8p~cializ2tion t~at.h~ uses for 

e.. our1"2f:;j:e~.lc The s c dre s e(:U~1.U~Ly s c e In~.!.LC:Cl3..LS. 

Dispose when they have served their purpose. 

Assistant to the Associate Di.rector ----_.. -----~.---
_~~.!og~all1 Devel~TJment 

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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29,. Admin:Lstl:E.t:i~~._§2~l?j.:=.ct 'This cOlltlns office.. l.~i.l!2-
. COPJ·es of P.1PCTS gc.nCT<l teel or co T'Lec ted as the A S5 is tant 

to the Associate Di~ecLor pertaining to the arcas within 
Division 3 for wh i.ch be has a standing responsibility of 
oversight. More specifically, it iD~ludes cor~espondence
by emp1.?yee r S J1aIlJe; COlTI:-r...Lt tee , groups and me e tings 
(papers), progress reports, purchase requisitions, per-
sonnel name: cases, Lru'o rrnat i.on and pub l.Lc r e La t i.on s , time 
Rnd attendance report~, trip reports, travel and the like. 

.... , c 1 

fi.	 Personnel Naw~ Case .~ ' .. 1. (~S - DlSPOS(~ 6 mor.t b s 
after separation of sub j cc t emploYl!c. 

b.	 Hequi.sitions and Purchase Orders - Dispose Hhcn 
2 years old. 

c.	 All Other Papers - I-·love files fo rwar d and.. active 
dispose of r<:Ll o ther s whe n 2 y<:~arso l.d , or when 
they have serv~d dlcir purpose, w~ichever is 
sooner. 

295. Proiect Proposals - These are copies of pending and 
approved Pi-Oj cct proposals wh Lch the Ass is tant; to the 
Associate Director needs for purposes of internal manage-
ment. 

Dispose when 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 
foy Administration 

The Assistant to the Associate Director for Administration 
is responsible for providing for the Division, most of the 
adm Ln Ls trat Lve management functions including the full 
array of o f'f i.ce 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. La Lson o f f i.ccrs in sub -'0 Lvi sions of the Divis ion for 
certain specified key functions. 

It must be r ernembe r-ed chat the Ac sLs t.an t to the As soc Lat;e 
Director h~lps to p12n and ~mp10m~nt the prOV1Sl?n of 
cross-serv~ce agreements IUlder WhlCh other agencles pro-
v~de I~S, an~ in turn t~e Division, certain central ser-
Vlces lncludlng accountlng, procur~went, p2ysonnel manage-
ment ~ and other.' key f'uncr ions.· Thi.s being the case he 
par~:icipRt.es in Tilct:!tings \-'i,th o~lH.'I' k ey 2diT1in~.s~rativ~ 
of fLcer s [or the purpose ()f. rnak Lng pl.ans ~ po l.LcLes , and 
other adj us trucnt s l1<::edec.! to refine t.he cross= servLce 
agreement arrang~mcnt. 

The Assistant to the As soc Late Director and his staff he.Ln 
in the planning and policy making to meet the administra-" 
t i.veneeds of the D-Lvt:,J.on and per f o rm d1E' wo rk J~eql1ired
to t tIlE:' of tile For i.ng .E1JJJC ....me e ne e d s l):Lvi~"3i.on hous eke ep 

tions with a few exceptions. 

The JI.ssistantalso serves as OT/ITS Security Officer. 
Under the existing arrangement, the papers generated in 
this office are of short term value Gince record copies of 
them are maintained eLsewbe re long e-nough to meet all 
needs. 

'LYI. Prol cc t, CC:l::;~ FiLes - All of the: scientific wo rk P8r'-
formed~b-y-ITS and the Dlvision is broken down in projects.
Each project is assigned to clist:LnctLvenumer.ical de;signa-
tion. The papers created by each project are case filed 
to meet the needs of the organizational segment prod~cing
them. : 

These particular case files are creat.cd to meet the ne ed s 
of adm Ln Lstrat Lve manageme n t as cl Lrec t.cd by the As si.stan t 
to the Associate Director. Each proj~ct 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 
t.he Assis tan t 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 Cdse files appear to have no 
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e	 be. d
r - , f - \'• 1"" c· -4-. - r-. 1"" _. '.l C' _ r-- c f'vaL~e alter Lne nceu 0: the t-..~·,Sl."Lalh_ llas .._cn "a •.1.." J.e , 
since the r c co r d copies of the project case files are kept 
by the group or pr oj eel: leade.r. 

a.	 fl):oject Pr opo s a Ls , Le r t er s of Ac ce p t anc e , and 
Project Hilestor.e Plans - Dispose 1 year after 
the nr o -j e.c1: has been c lased. .	 .... 

b.	 I'r og r e s s Reports and Ot.he r Papers ~, Dispose. when 
I'he project Ls closed. 

298. PC'!',djnrr Pr'o iec t; Pr o nos a l.s - On o cca s Lon , the ITS 
work s \.J I) ---,!--~:c)l·c::.c·t ·~)r(lr)6:s..!ar-lor sub.ni.s s ion to a po t.e nt; i.n!_ 
s porrso rin-. ;FJ.;cilCV that- is known to have s oine r e spon s LbLlLt y 
for and .1 plAima1:)7 Lnt er e s t j n or ne ed for the r e so lut ion 
of some t-e l.cccruroun Lc at ions problems that r equ Lr e s s c i.en-
tific rCf'(:.lrch. Such pr opo sn Ls are usually agreed upon 
and r eac l . fruition :L1 (1 fo}:i'1~tJ_ project a r r anaemen t be tween 
the s]JOl)':"I'ing a.!~(--:ncy211~cl ITS. '.lh(~~~cproposals are of 
course nHde a part of the group or pr oj ec t leaders case 
f i Le s . Till.! small percentage of r ej ec ted proposals are 
held in ihis file for a short period of time. 

299. Pl:'r~:onnel Name Case Files - These are folders bearing
the na1~·I-c·~~-r- e.adl ~l-)Tc\---;ee-Jl()'w-on t.he D'iv Ls Lon 3 staff. 
The £Oh::'l-:,; cc.nt,-'.lj.n- office cop i.es and r e La t ed papers con--
cerning Lhe employment of the subject employee. These 
papers ~1",~ accumulated and maLn t a Lnc.d to meet the internal 
manag emr-nr; nepds of Division 3. After they have served 
that PtH'l'l)Se they have no va Lue , 

a.	 Per s orme L Name Case Files - Dispose upon separa-
tion by donation to the subject employee, if 
t.lie r e is no pending t r an s ac t Lon on which ITS 
is committed to. 

1.	 Cases on T'-!hich There is a Pending Transaction -
Dispose by donation to subject employee upon 
termination of the transaction. 

Cases Involving Adverse Information - Dispose 
by treatment as was t epa pe r upon separation of 
subject employee. 
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b. J\ 11 Other Papo r s '- RC\Ti2,H a t the crid (J f c ac 11 
G~. ~(..1. U 1-10' '(' __ ..L fo rwar dC 'I J ('111..-1__ ~ 'I~ .yl...,)........:. ,;-+ » I 1 " C t·~. V("~_ f';".1- ...... r. ':' ..:> and
CI. 

disposo of 211 others. 

300. Bui Ld i.nz P2.SS(,:~ Rc~?'ist.er - This office is resoori-
_-::;,,_~. • J...~ "', -.---~.-'- .~.'_:.'.---- r ~ .. 

s ib Le f or J,SSulng or bui ldIr.g passes LOr. employees and 
other pe.r:3:,H1S of co n:...e rn tt" ITS, The co ntro l of the 
passes issued ou t stand ing .:lc1C terminated i.: mai.ntaLned 
in this C~~ist2r. 

Dispose ~~lcn all entries i~ the ledger have been 
terminot~d or otherwise satisfied. 

J01. Entrance on Duty Slips - TIlis is a (5X8) card con-
trol certifyingto t:T-iQ--'e'mpToyment arid status of each new 
employee along w i.rh the type of po sJ t.Lon held and some 
other r e l.at ed Lnforr-ut i.on. 

Dispose of Lnd Lv Ldua l slips when the relevant data 
on r.hern have be en trans crLbe d au security clearance 
control card and on the i~entification process Data 
C:ontrol_Yo~!!_i..~P-·L~. ---

302. Idcntif'ication Proc0ss Data Control - Th2se are con-
trol carel'S' .. tycoflt.ilnmg·-thed:'lti f1~om-t:b(i-Entry-orr-Du 
Slips needed to issue' bui.Ld Lng pass es and security c lear-
i.H!C'2S. The d2~L.a Lnc Luclee name of the crnu Love e . onc ra t Lnz 
unit or affice~ sex, height, weight, eye~, hai~, ~ate of~ 
birth, identification card number and tbe date issued. 

Place the cards for separated employees in an 
inactive file, and dispose 2 years later. 

303. BuildinB Passes - These are official credential 
cards Tor the -BourCier employees fa1" identification pur-
poses such as adral ssLon to bu.iLdLng A f tcr 110UJ:-S, and for 
identification for admissi.on to other government buildin.:;s. 

Dispose upon separation of the subject employee. 

30~ .. ~~~~ri~ Ca~~~-f~_les : The~e are casp. files con: 
t a i.n i.ng requc st s 1:0):" secu r t.t.y clearances and the ac t i.on s 
taken on tbem. Also includeri are requests fot' visitation 
to security areas in other agencies for ITS employees. 

Terminated e~ployeesl cases are filed in a separate file. 
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Dispose 5 years a f t c r scpar a tion of sub ] e c t employee. 
L"~\~~~~ ,> ";:);;;'UlN'I?>l~.:~c.. 

305. CIQ Ss.i[iS~.J~.2.(::"}~~I.~.!.~~_~~.~ - Thi s is a logt-r:.~)I-B:~.gb.§te_"0\
for each c Las s i.l H~(l«o cumcnt; 112fJ or sent out by OT/ITS. 
It ~:;h(li'ls po s t 0 {Ii c e rr2gis tration nurnbe r , date r ec e i.ve d , 

control nurnbcr , c Las s LfLca t i.on , originator control number,
received from pe r con , title), de s c r i.pt Lon(org,1nL:a.t.i.oJ':,
of materi.al) date of corr(;spondcnc(;, report or copy number 
numbo r of pC}~~e~.,dLspa t chc d tel ~ r.ltltp of action, f.irial, dis-
po slt i.on or clcs rruc ri.on , c er t Lf Lca t c number or dar e and 

tl-:c n~~~~ c1~;~C~Y, ~-8 eLS) • (G eS I B/-t-- ) 
Disr::ose 'bE in 'Jc:-t-d·.:rH:Q ',doth i:'"h~ p'~Qy;i ~,.-ioQnlO or 
E::ecutivG Order 11652'. 

t#--t~,. e- i)T "'\S ~c:..u~~\S-
306. ,g~~] D'2.~1_1mel~t:..C.Q.J2tr.~LCa!i0\- arcss)Jiyd __ These (3X5) 
C"'-("lO "L""'l""C; t'ht:, 1"0"1'" o f [-i--,t:> o r Lz Lna to r o f t.hc document;(,.....l.. W ..... rl.~ •. LLb 4L"- .&.<.... .. h ...._ 1- _L.L.. ..... -.o-;J...l. ..."" "-' L .L #l '-' \.._. I oJ.l 

r(:cc.Lt'/;'~li, tr12 pe r s on o r or g an i.zc t i on t.l,e ;n.:it~l~.Lc-ll is 
acldr e s s cd to, arid a dc sc r i.p r ion 0 E the r:la t:crial received 
and 80m2 o the r da ta t r an sc r i.bed f r om the? regis ter above. 
l~dcr remarks the prescribed decldssification action is 
noted with any necessary information. 

Dispose of individual cards ~len the subject
material is declassified or otherwise disposed of 
by an authorized step. 

€')(..cl..o.!.n"cr oF 1S~..o\""e..:.~ 
307. CJ assified f-faterial Receiptsl\" These receipts 2CCOffi-
pany the -dC;-CUJ.:':211t tor)e-chargE'ctto the dcs Lgna t ed person 
who signs the ribbon copy and returns it to the ITS 
r • n.-r- C c - • • . toc.curJ.ty \.I·CIlC.er. opy OJ: po s t o I r eg Ls tr a t.Lon reC01.p~S, 
if any ~ are attached to the ribbon copy of the Clas.sifiec. 
JiDte1:.~~1 R(~cciE~ <,l!lCl ther.. filed a.lphah-;tically unde'J:" t~ 
name of the person receiving the materlal. ) 

a. D~~ ~~~~n ~~'rti4w~'~-%hQrfr~)~}~!~jQ14
to d1G~ th9 -::locuH:j.onf: ~"'H" ch'lrgOG \·ilOll tb~ 
seGur; ty 01.0 C£ i::=i€ld rJo(J1dtlHgnt ~.s ?ppropri'lto1y) 

aGGCsunt,",d for. 
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tional code with dle docun~nt control number, number of 
copies, and a pa r aph r as cd dc sc ri o t Lon of the doc umen r and 
when it was clcstroved... -

Dispose T;;cars after the des true t ion date shown 
for the group of documents on the list. 

309. Safe Re po r t; - This is 3. report. of all safe files in ~s.. 
use in·-(iJ7ri.tS'~Ec;T storar;e of class i.f Lcd ma ter ia l.. Thi.s ~"'~~ 
I!) v es the name of th e persons chargec1 'h1j th the safe, his n:;"u~'1 
-rdd r c s s and tc, Le phorie numb e r . ,,< -<~,';P'"I'~ ~ 

J)isp()~(.) \'Jh:.m s upc r s e de d . ~ ,u u"" 
'I-,P'

TV310 . . C~ . f 1 '1' . A '\ ' • e; Th'5tvJ,. ... '" • 10r].3:.~~.J,on~ u.s con-1,l]..s:.o~.!,n8...,...::_~~C:,ss~2:.3:-5_...0::.~_~~t-.p," t aLns appI.Lc.:ltl.cns lor authority to i.t; OT/ITS andv.i.s deal 
v . • 1 . r' d . r- L 'd .If-~ ~ft \'-7:I.. t h s e c u r r ty c aSS}.J r e c t n t o rme tt.on r r orn ou t s t .~pa r t r e s 

f'·....° '" 
L 

', .. ,,"/,.,,'.... ';'1. f i.le 

• 

, t a i n -r f ti'' l'r~ ~·r u.L:_~;].J1J.-:"': .. L.l.CJ!1~} •. Ll·~' .1.J~ c.:: .:1J_S\) <":C'l1 ct]Lft., (q, COP} 0 i8 

authorizati~n granted showing dotes of their visit with 
related pape rs . 

~J1es £::';0::":; 2:::::.:i:d:lr'd:c::::::,::::: :::c :::{:': ..~~(~.T<'_L 
.gation gr:mt@d has @1cpirod or oth@FHic@ dispoG@d of. ~.c",/I..P, 

311. Time and i\ttencLmc2 Sumrna ry - These are summar Los of 
time and at'tcu-cr:incc--C)'f-efl,chemp{oyee in the Divisions 
!"'"'I,"",..,.,.~; ........t'''r t--;'n""I .......... 11,.....,_ ..... ~~ ......;1 i-.~ ..................... .......,rr""~"' ......f- .......... ~ ....... '-1....................1--=-.-.. __ ._
1 ... 
• ' .1\. ...... ..)_'J~:; ,_..l.....u\. I.,A.J "'_"'~f' .• _ .. "-1 '-_'.r 1...1...1LL.'. t-' I'_j .... ,_ •. _ '.).:... t,.. •• '..... 1·..., ._ r-:!I.' O~~-,,·.!.y• 

of leave taken_ From these feeci~r reports the assistant 
can draw da ta to eva l.uate patterns of leave taking" both 
annua L and sick, and wo rk done outside of the D'i.vi.si.on 
wh Lch are very Lmpcr t ant; fac tors in cons Lde r Lng f inauc LaI 
management matters. 

I' 

Dispose upon receipt of the June 30th Summa ry for 
the next fiscal year. 

~1" - . .., M' .~I - .,D,J L. rJ.nan(:l.dJ l'1i.il1~.:-=~ent !~.l2ort.~_. L1ese are spe c i a r 
reports, prof~les, ancl 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 essentially duplicated in budget submis-
sions and other printed material issued. 

Dispose after the fiscal year closes, 
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3]3. 'I'r aLn iuz ;1(10 E(lucation Pai1C:TS - These Lnc Ludc r ecom-
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ruendat.i.ons r r orn the g.LOUp Le ade r s Oll the types of t r a t.m.ng 
needed by mcrnbe r s o f h i.s group. The As s Ls t an t; r ev I ews 
these recommclldiJ~' Lon s ,·lllc1 forward s the ap p I Lca tions of 
those employees recommended by the group leader w Lt.h i.n 
budget resources. Al.so included drc progress reports and 
related fisc;ll p~peys as the cmploypes training progresses.
The t r an s ac t Lons involved ar e closed upon final payment to 
the or.gani zo t L("H}. 8i.v Lng it or upon the cor..p Le t Lon 0.( the 
cou.r s e , cH~ ,·lppr o p r La i:e. . 

The acip.q1.1clt(> doc umen t a t f.on w I t.h respect to t he c-mp Loye e s 
and the Gave r nmen t I s r ight.s and on other fo Ilo·h7·-1JPrnat t e r s 
is kept long enough elsewhere to me~t all requirements. 

Dispose of Lnd i.v i.dua L do cumen t s or the. contents of 
fi 1 P {:olde:n:; 6 n .-.-.nt:hs a f t.e r the cr an s ac ti..on has 
been cioseo. 

31.1.1. AdmLni s t r a t Lve Sub ie c t; File .- This contains office. 
co p Lesor the uSlia C housekeeping -'papers related to Int.e r-» 
nal communications w i.th group leaders ~ mail and mes s enge r 
service, property r~ports} requisitions, space, telephone
service and the like. 

Move active fil.es forward Rnd
 
\,!h81'). 1 year old.
 

i 
I 

315. Budg e t; File - These are the papers gene r at.ed iby the 
Ass is tant: illtl16-'course of preparing various budge t; sub-
missions for the Division. 

Dispose when they have served their purpose or 
when 5 years old, whichever is sooner .. 

316. Ch:::.-onologi.cal File ~ This is a copy of each outgoing
item prodUcecil)y-fhe Assistant and his Irr.me d La t;e aides. 
These are retained only for convenience of reference. 

Dispose when I year old. 
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317 . (~e k 1i.J)~~j:"?.i~~ ~!2~.B..e('t2.~:T~~Su~m.:n::L.0os t S ta te -. J) i .~\) .. .. __
ment s -' These p r i.n t ou t s I:; 110\-1 t.he cost: ccnt.e r nurnb e r , num-
ber of large purchases, un1 Lqu i.dat.od cb lLga t Lon s , ch.rrge s 
for reporting period, c rcci It s [01' the per ioel, man hours 
year to date, labor plus personnel benefits, overhead 
year to date, o the r ob j ec t s 'lTD, charges YTD, allocations, 
r eserve and balance y'L'D. 

a.	 Bi-Weekly PrLntouts - Dispose 1 fiscal year
~[ter receipt of the annual June 30th cumulative 
printout. 

b.	 .Jun« 30th Su.runar y Issue - Dispose when superseded
by the next issue. 

318. St~-ll:~TI1en~o~_.,~I(21~rt..Y Ill'!.~T~~!~Y_.j1~_of_(D~~£l - This 
is a wo rk copy of a printout p roduc ed by the Executive 
Officer. 

Dispose whRn it has served its purpose. 

319. 1?illin.&.~E.8.es ior O~}]_~r0t.~ t~ ~ These are print-
outs brOKen out i.or each of t.he other obj ects accounts for 
each pay pe r Lorl agC1inst cost C(,lltr::r l111ml1PY-. The dAl~.8 -:>ro-
v ide d enab Lc s the i\.~~~i~t3rlt to (jc;t2rlnirlC the f inanc Lc L 
status of project money for other objects at the close of 
each pay period. The papers appear to have no value 
shortly a f ter the close of the fiscal year. 

Dispose after the close of the fiscal year. 

320. !'1~!?J~~9\'.J.c=.:r	 - The As sLs t ar t; to theCost_~ta!:.~E0.:5:~_~
Associate D'ir ec t.o r has de ve Lo ped his own financial infor-
mation retrieval plan to establish a data bank for evalu-
tion of overhead cos ts for manpowe r and o t+ier costs. At 
present a printout of these C('lstsis produced showing the 
identification number and name? of each employee involved,
grade, step, base salary, base per pay period, base per
hour, overhead per p.:Jyperiod, project period, other 
agency proje?ct costs per pay period, and other agency
costs per hour. This data bank. holds out t.he 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 ;Jt the end of each £i;:;ca1yea.r. 

As stated 'i.n the Lnt.r-oduc t.ory s t.arcmen t for the Division 
there are six Groups in it at this weiting. The number of 
Groups in a given Division varies according to workload 
and other n eed s . The number of projects for wh i.ch a given
group is r es pon sitLc is aIso var i.b 12. 

The subject matter found in pnncrs 2cncrated bv the Groups
var i.cs a t; the project level. frG\ ..'ev~r, a1.1 the" papers 
found Ln the Groups [0110\,<' a pattern of filingCO););110n
and maintenance, and serve a common purpose. 

To ~vnid needJ.~ss repetition all of the records found in 
the Gl'OUPS havc be en included bc l.ow. 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 subd Lvision such as GrG~ Le ade r as opposed to 
Pr£.:i~ct-.1:.~.2de~ not ofare intendecr-to-hl.TJQcrdispositi.on 
papers found in 3 particular Group. TIlese alloc2ti.ons 
we.re marlp. +n 01:-npr /.::0 P1:0.c.:P11t 1:h(" 1'.1.0st C:C)!1~On nat.t cr n o f 
the physical location of the rLcords found in the Groups. 

GrouE Leaders - -_.._ ..---

321. Pr-oi Case File - se papers are generally keptec t; 'I'he
in foJ'cIerstm:cler-tfie-projectnumber and are readily Lde n-
tifiable as case files. However, the physicRl arrangement
from group to group varies to iDcet 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 anys or Hork plans (milestone plan),
(4) financial documents including the project cost reports,
(5) manpowe-r costs, (6) correspondence relating to the pro-
ject be.tween ITS and the sponsoring agency and others, and 
(7) any other papers needed to docuraen t; the origin and con-
duct of the project. 
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e	 e 
. T11(.o82papers appe a r to h.rve D.O further value to the gove rrr-

mont or the Dublic i1.ftC'r the 2Y1)i:cat:Lon of <1 period of ti.me 
f'o Ll.ow i.ng tb~ c omp Lct Lon of the- project. 

Transfer CloSG~ Cases to FARe in mutually

ag reeab Le cons i gnmcnr s . Dispos (2 10 years after ,a...~"
 (1ft ~l 

closure of the project.	 I' ~ I'" 0. G.t-o-r !t.u f 'f~ ('
.}t r'	 ..., ~~h\'c.t4 J_~..,	 ~"A.8t.L{. -\-t-" ,	 , UJ'A-""'" • 

t Ii. c« 
b.	 So lcc ted Un.i quo Pr oj ect Case F i 1 f-' S" .•-R~ l cl ill .£ERMANENT 

Transfer: to -Fi\T~C in mut.ua l.Ly agre0Rble consign-
\V\ men t s an d o r J'e r for [~·n.ll)sfer to National Archives 

.g;'1<.IA.v~ 1iJ years 1<.1 Ler. 

322. ]?r£j e~.!.~_C::(~)?!1i~-,0:.1	 - The~e are..J~~...E~)r~_!:..~~p~ys t.he
 
papers generated 5y tn8 Gruup Leader dnd PrOject Leaders
 
whi.l.ethe project is in progress, They contain scientific
 
data suppo r t f.ng the fif!cin:~s pr-c sen t cd in tho final }>"I:'O-

j cc t repo rt . Es s cn t iu l l y a Ll of th c d.i t o ~oun.j in these
 
pape r s drE~ summar i.z cd or dup Li.c a t.ed in the r epo r t . Also 
included are multiple copies of reprints of both outside
 
and .in t erna I papers on tho sub j cc t areas in va1ved. Th ese
 
are kept for reference nnd 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?apc:-s.2ppear tc;: have no value for widespread use of 
the ~c acnt: l f ~.:::c Clr..:-J.:l;-:'::_ t~,~7(J~A g()~v"t:1~TiT:~C;;!: ('J f r C' j- .3 C i)C.1~ C. ~ 5.,~~ ~Jf
 
the Lncumb eut: who Dull i.:: the c o Ll.cc r.Lon s i.nc e its arrange··
 
merit; and characteristics are t a Ll.o r-onadc to accommodate
 
his professional expertise.
 

Speeches and other pr-c scn ta t i.ons made by the Group Leader
 
and his colleagues are published or summarized in the
 
journDls of Government organizations and similar bodies
 
in the private sector.
 

D i spo se 2 years <J£tl"'J: comp l.e ci.on of the project. 

323. Pendill.8Project !?!,oposals~ These arc papers gener-
ated by the Group ii:1the form of Pending Project Pronosals
::--:::r-=-: _~.,.----:_--.J::.and related papers ,~hichhave not 3S yet uev8Loped lnto
 
an approved project.
, 

a.	 Established Projects - Move relevant pending
proposal papers to the record copy of the 
Pr~j	 ec ~C.1 §~~~~ Lc , 
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b. Unes tab Ll sb Pr ec	 Pape r s -cd cj ts, Proposal Dispose

when 5 years old or whe n they have served their 
purpose, whichever is sooner. 

324. Q~TD<-~_ta	 ~]].e_0r0.2~ - These are s ecu r ity ---E.~_r~~::!!~.~~l.:l_to
classil:Led ruat erLs Ls generated. or acquired by t.he Croup in 
the course of t.hc Lnve st.Lgat Lon and research fo r a given

.. pr oj e c c . 

Often the final r~~oTtH for projects utilizing such mate-
rials a:ce 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 oger;cy.or:L:=:,LnAting
c.	 Record Copies ITS Reports ~.E~~IWlJ.. copy in 

pr opo r security equ Lpmcn t for ul.t Ima t e inclusion 
in the record set maintained by the PTIO. 

325. A<;!,m:LnistrativeSubjccJ.~ Fil~ .- This contains office 
copies or p apcr s on the adin Ln i.stra t Lve man agement; of the 
Division including such things as requisitions, computer
Ch,3rQ2s. authors manu sc r Lot s . :inr.orn"Lnq arid 01lto-o:i]lQ '-'....... .; ."~.J "....... 
1.•n 1:(:' ,~,.'" J ~ 

~J 
"-
~ or r s: c c: '"',....'~r1I.. J '-"" 

r\,..,J ,'- ~ r-. .. ilL.. U _ 0'1 J. cq: ri,u. pT'-10~ t . _ J,. ~ c; .:..> t-''-' "'- '-, r< 0(' umcnHI.'- ~"I-)' J 
en '- l '-# L L )L .J~ \J	 u \-. 

meetings, notices, and speeches, publications reports,
security papers, personnel name case files, time and 
attendance, travel and the like. 

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

b.	 All Other Papers - Dispose of individual 
documen~s or the contents of file folders 
when 2 years old, or when they have served 
their purpose, whichever is sooner. 

326. ~hE~gE,-~£§..~_.X}~.e - This consists of a copy of . 
each outgoIng item proauced by the Group Leader and maln-
tained for'convenience of reference. 

Dispose when 2 years old .. 
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327. Maps - These are copies of m3ps produced by the 
Coas t and 'G(~c:c~e U c Survpy, Geological Survey, Defense 

. . .' . I' • •Mapping Agency and S lID 1.La r or e qu r.va ren t mapp i.ng organ :l-
~ations of f;0\ieJ~""1r.2nts. maps ar-e main ta.iricdforeign Th<"J s e 
for primary suurce data for origin3l research. 

This collection is ~n cs~ential worktool and must be kept
in close pr ox imf.t y to the p+o Fess iona I users since there 
is prob ab Ly not another SE~t precisely like th is one any···
whe r e in t he wo r Ld . 

Dispose of individual maps when superseded or 
when they have served their purpose. 

32 G. Lor :1n+C Sk Vi.,';; v.~ S 1 ',~na.Ls C1i<1r t s (t.! or lc!\.,;:Ldc.) '- Loran -C 
sys te;n·siir'c-lo\-/-l.l~·2T-;e.Jl-(~)~'~IL)'(r-f.(HzTpl:Ts-;.~trai1sr~issian 
radio navigation systems. By sampling early in the pulse
the ground wave signa I f rec skywave contamination can be 
obtained. Navigation is obtained by measuring the phase
time of arrival from three or more trd.nsmitters. The ph<lse
differences (called tDs) describe constant lines of posi-
tion (LOF). Two cro ssing LOPs gi.ve a fixed location. 111e 
necessity for calibration and prediction comes from the 
-I-0rtr t-hr')f- rho "'--;)J'-~";_ "I".l"-:"'·I.~ do c s r.o t +-'-""~"'nl ..,t- ....l-.t"\ s r.c cd ,....-r-
-'- ....... ,- .. "- '- .... .....:l ..... \_,J. .. '-" .L .......'-4 _ \. J II' W... l. \ ,,_ ....... ~ '-~ ~ ... J t,..... '- ~ y .. ~ ...... "A- \., 1_.' 1 ~ • ) 1.-' ... - #,.l ,"_L
 

light in i:t vac uuui. Lrre gu La r t erra i.u and vu r Lat i.ons in 
surface impedance produce changes i~ the static gri~,
often refer-r to as "grid Harp." These va ri.ati.orisarecd l 
constant wLth t Irne and can represent pa r t s in l()-3 of the 
speed of Li.gh t propagation time. The vcr Lat i.ons also 
change as a function of hejr;ht above the surface. Changes
in the index of r-ef rac t Lon and more »ar t Lcu Lar Ly the lapse
rate 0 f the Lnd ex of refraction "flattening' factor'.'can_4 
produce temporal changes th a t; may r-cpr-csent; parts J.n 10 
of t.hc speed of ligbt propagation t i.me. Th ese 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 Impcdarice, re frac t Lve 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 pas t and futur-e is not restricted to 
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Anyone project And is oftpn useful [or research being con-
ducted by nume rou s r-e l a t ed projects. The charts consti-
tute an essential wo rktco L wh i.chmust be kept in reasonably 
c l.ose proximity to the p rofessLona L users. 

Tr an s Fe r in su i.t abl c c ons Lenrnen t s to FARe. D'i.s no s e 
of Lnd i,\j Ldua i. cha r t s whe n ~;upct'sededor when they
have served their purpos? 

:,)29. ~~,t:i-:iE..J}~0,.~~<::- These a re oscillographs, ic:n<?grc-lms,
and other ri1oto:,raph Lca t Ly r ccor dcd da t a , and S Lrrrl Lar 
recordings produ~ed uuto~atically by various types of 
equ i pruen t; show i.ng t.he orLg Lna I rucasur cme nt.s of various 
phenomena under scicntific investigation at the ITS. 

These charts contain dat a that c anno t; be r e pl.ac ed or 
r-c c r	 c o E(;\~'C\Ter, c s a r e s c.it cd . 1'1(;1:';:131.1), l'~-IC h art Lcd w i th-
in a short lime a f ter they arc produced, This is not the 
case in a few instances. Even though the charts have been 
scaled they should be maintained a reasonub Le pc::.riodof 
time al.low for full scLcn.ti.fi.cC1i.1fJ other professional
exploration. These materials maybe donated to any approved 
organization in the private sector after they are eligible
for destruction. 

T'r a ns f e r tc F,l\r...~~ i:~:::Utll~11 "'./ 3.t;i:-c.cd ll;'Oi. 
men t s . Dispose when 15· years old. 

330. Source Data Input Documents - These are the paper
copies of d()(:-u1'1erits-CcJl1t8Tning - the original data generated
by scientists and other professionals in the process of 
their investigation for specific p:t:'ogramareas or projects.
These data are partially or wholly transcribed on punch
cards or some other input medium for computer treatment:. 
The data that are not transcribed cannot be regenerated. 

In cases whe re the data are who Il.y transcribed on an input
med Lum the> papers are of only shorr=t.crrnva l.ue , however,
when a part of the datti in the source document is so 
treated the value of the paper s is of a much longer term 
value. 

a.	 Wholly Transcribed Documents - Dispose 1 year 
after transcription. 
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•	 Partially 'I'ran sc r i.bed or \jr,trcat"d Doc!ent:s -
Move ac r Lve f i.Le s fo rward arid t r an s fe r to FARe 
in a[:n:.cd upon consignments. Dispose of 311 
others when 15 years old. 

3'":1] Enu i omen t f Lc r 1" " co ..., a' '1~ ... , 1 T1C')f"'; ~-)... _:..:.J.'"_!:'~_~:""".:..'.J~.~ ..::.-=_'::.:.~::._£Q.~'._~,~_J' Gn,.h:-_~_ - lese are 
copies of s pe c i.L'i.c a t Lon s and o pe ro r frig manua Ls s upp LLe d by
the manu f ac tU.1:"2r an item of ("':1uLpmcut; wh Lch exp IaLn s id:L Lh 
its construction, proJucti0~ capacity a~d procedures for 
the bes t ut IlLz a t Lo n of the subj cc r ('Ciuipl1lent. 

Di.spose w i.ch the equi.pment when ITS disposes of the 
c qu Lpment; in ac c orrlc nrc v:i.t.h the Fe der a I Property
J:1dnagement Regu Ln t Lon s .	 . 

332. National a.nd En ccrna t Lona I Orz an i.za t Lon Par t Lc Lo a-
_ti~D.. - are -tI1e' ~)apers-'~:"~"n(~r[lted" by a- stiJ1=-r~.~E..cr;.~ ThE.:'se
nembc r o r tn~~ f,n.:iJp s~rvl1~g; c.s the o I'Li.c i.a l r ej.r e s en r a r ive 
of' the U. S. Cove rnms n r on one: or mo r e of the s e o r gan Lz a-
tions. Generally, these representatives are members of 
related N2tional Organi~ations having a large represen-
tation from Government agencies. Each of these members 
would have copies of pa.rticipant papers. 

Record copies of t.he se papers ar e ma i.nt a Lned in the State 
Department and other sponsoring a~Encies. These papers
are 111.,hLi i~hpd abnl1t- eV'Y\J·Y 6 ye;Jr<:;. 

Dispose 6 months after publicati.on or by transmission 
to the ch<1iTIuan or another ID'2mber as appropriate. 

3.33. P§!..per~...2.f..	 ~~'1.tions in l\!~tional P.e?fessioni:3~Orf~1n.. ths 
Pr Lvn t c Sector - As a m3tl~er--c:;-I triei.rr e spon s r,»mcc t rng 
oilities to tllcmselves unci 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 Lrips and 0th2T activities. Never-
theless, the p~pers are a~ extension of the participating
scientists professional creativity. 

Dispose (1) upon terminDtion of participation, or 
(2) upon separation of the incumbent professional
involv~d. 
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1).1·1'ro(' ..... 'T',-:} __ sc e )( J' c:-. r, . :...L JJ ......c:•. u.. 0 ___ .. ._-.--4. .... _ 

33L~. ~~~~~~E __l'..lJ?_~~_:~.~ldg~tpt.~~Ttll?~_..92:.~Fq1Jivalent - These 
are the mas t er input and output tapes or equivalent con-
taining Cundaraent;o L data used to pr oduc e the? pr oj ect final 
report. These t ape s are of gn,,3t s i.gn i fi.c anc e because 
they contain datJ for generating new scientific projects 
as Dell 2S the information necd~d to verify the findings
li1. the final rr.po r c backwards Clnn fo rwar-d s in time. 

Rot~'i,n~ Transfer to F,\.RC when no longer needed for 
cur rent; bus Lne s s , nnd 8i:"fQr to thQ Nett:; cn?'l~];'{'h;iY'iH' 
lilith:i.n 1 YQi:];' tl"'~r')l ft-p;r~r"><:. /S-7e.p-y-,5 /.j ~y-e..~; 

335. .r!~terrnediatc ...J:.£lJ?es - These intermediate tapes, if 
any , are p r oduc ed to accomplish one work s t cp . They have 
no further value aicel." clic pLanne d vo rk.s t cp ho s be211 
accomplished. 

Scratch when the data has been transferred to 
an approved printout. 

336. ~onsoring Ae~n.~":L~~oJ~_!:::d.~g_ Tap-~§. - These are tapes 
supp l Lcd by a s pon so r r.ng agency t.o the Group Lnvo Lved 
under an arrangement for their return. 

Dispose by returning to the sponsoring agency when 
the project need for them hDS been satisfied. If 
there is no arrangement for return scratch 6 months 
after closure of the project. 

337. Intermediate Printouts .• These C!re subset printouts
produced to accomplish-one - work s t cp . 

These printouts 
completed. 

have no value 3 fter the work s tep has been 

, 
Dispose when they have served their purpose. 
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338. Rla.ster C'lrti~1.~!J:ye..~~Ej-n~outs ..~_t.:!,e.p~~til~[L.02.eFinal 
B-~ort:. ~ 'l'hes« pri.ntou r s contain c:<'lta JTOm thc N.Jstel=-Input 
a~CCOl.ltp'Jt T:;!..r:.::.~.. llov.le-~7er, it is impossible ,;ol:each a 
I1nardeterm1nnllon on Just how long each serlCS of these 
printouts must be retainEd for purposes of verification 
and scientific investig2tions. 

Dispose when thpy have served their purpose or ~rllen 
15 years 0] d , wh Lche ve r Ls s oone r . 

• 

3~9: P~_g.&..ra~~'2.~J~C!ClIE.--B.<;.£.~.!-'t " ar e cardsDecks Thes~ 
gJ.vlng tL1C comput e r corcmancs on the aggr-ega t Lon , storage 
and array of data for autoQutic processing. 

These decks are us cd by members and or gan l za t ion s of the 
scientific community for research for a period of time 
during wh i.ch the clec1::..(s) a.re made available to them as 
a package. 

a.	 Master Input and Output Decks or Tapes - Retaiu. 
Transfer to FARC when no longer needed for C.Ul~-

rent business and 6:~e.r t~Natio!1'-'-1 A,n'hj~ ~,..
,:crith in 1 :o'Oar t1.'C'X'Gaftsr (_ ~~.f<:: ZO y..e.:w-.s : u-e'TT--. 

b.	 All Others - Dispose when supe r s eded or when 
15 years old. 

, ' 

340. Techn Lca l Source D'ata Decks - 1112se 
'\'" 

are punch: c.ards 
on which tccllnicarsourc.e datahave been t r an sc r i.be d in 
industrial standard machine readible language for auto-
matic processing. 

a.	 Unt ape d Decks _. Review decks annually and move 
active decks f'orwar d 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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This official s e r ve s <3.:-, the Prope.rty Officer for the Group 
his record!; arc essentially dupli.cated by those or the ITS 
Property jVianagement Off leer, t.he Exe cu t i.ve Officer. 

3Ld. I)n?J?-'::'£.~t Rcc or-ds - Th es e include r ecc Lpt s , property 
r e po r t s , Lt.ern i.ze d inventories. of e qu.i.prnen t containing the 
u sua I d a t a on cac h ~;t(;C2 of ,,?quipr;l(=~i1t£01' wh i.ch the Group 

r e s o n s i.b Le anrl -v ·olato" co r r e s pondcnc < e ~111U'wo rk she L., • 

ALso inc Lndcd a1:'t' lis t in.gs of Labo r a tor y and other equip-
rnen t; nec de d tha t c;1:"C p rcpnr e d by the. r e s po n s i.b Le officials 
in the Gl."01.1PS, 

l ,~ '''C' .L ,. p. ::, -c: 0.,. ~ s: v ~ ~" Ll .L ~ ~ u..'-,_ '- C;" v, \. ) Ce t s0 o. 0 •• 0"I 

Dispose when 3 years old. They may be kept for a 
longer perio~ until proble~s of accountability 

, J"': f " j- ~ Co ""~ ~. 'r " " .;. ~ t-'; 1 F ~i'c.; c:. ~ - "" resu .ti.ng Lom ,,11-. 1,_o(),_t.,~_t!.i.cc~J"O.1 0," ~_.• J;-\. at", 
resolved. 
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ALL UNITS
 

Where any of the records listed below are described e1se-" 
whe r e in' this s che du l e among tho s e of a par t i cu Lar organi-
za t.Lona I unit, the retention period pr ov i.ded there shall 
prevail. ()thE'j~vlise, t.h e rc t enr ion periods for records 
de sc r Lbed hereunder sha 11 apply whe r evcr they are found 
in QT, 

.~\~·2. Na r Lona I S9curit'y CLiss.Lfioc1 DOC\11f)~'nts .- These are 
d o C urnerl t S -~-:YTITllv~TJ-Tr-()rD-Cln")::-SU t a uEl1()r Ize d 1 ns pee i.: io n 
because they cont a in .i I) forma t ion eli ':1 t !TIUS t be pr ot e c ted 
to mai.n t a i.n the na t Lonc I s ecu r i.t.v . To provide; such pro-
tection of their sub j cc t con t en c 5 these documents are 
filed in special equipment separate from open papers, if 
there arc any , tha t r e L:t e to t.hc samc function or rna tter. 

a. Documents security classified by the Department: 

(1) Copy kept in classifying, office - Na ke dis-
position in accordance with retention period 
prescribed for the open file in wh i.ch it vJ()U1d 
h~ve been filed if it had been unclassified. 

(l..) Ln fo rma r Lon and supporting action copies in 
all other offices or units - burn when the trans-
action i~;c Los ad , or when the need to know has 
been satisfied, whichever is the casco 

b. Documents c Las s Lf icd by and received from other 
government agencies: 

(1) Documents on wh i.ch the Department took s i.gnif-
icant substantive action(s) - Make disposition in 
accordance with thp retention period prescribed 
for open file> described herein, with which they 
\'JQu1d h.rve been filed if they had been unclassi-
fied. 
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(2) I?:) G t'TI1<?l' t L' 011 !·;'hiell 1-i"Q J)8 1):1~""tn)() ;-,1- 1-0 all rl r=j 1 '~T 

nificdnt 9ulJ:itantivG .-Iotion, bl:':': '/Ihicl:t COlnnot 1:>1; 
WJTHDBAWlf

A" l' '2)'" '-' (, .... V '1 r t ().(.-G OIl? ( ~ 

contont Ret91R. 

(~) .Docum2n~s on ,:hich tJ:c De partrnent; t.ook sig-
nlflcdnt SUDS[dntlve RCtl0D) but under agreement
wi.th spons~ring agency classified material is 
returned to t.l.ern - Return. 

(3) Ln Forr.i.i tLon Copi8s ..Durn when the need to 
know has been satisfi~d. 

343. Notional Securicy Classified DocumEnt Control Files -
These illc":Luc1c ,::-cglSCc-is-' OI I'oD Sccn~t c.neC Se cr-et;documcnt s 
maintained at co~trol points ~o indicate accountability:
receipts, r ecords of ~)afr.: and Lock c ornbina t i on , and lists 
of p(;rson~ >:.nm-.:in3 (..o.nb i.n.t t icns , 

a. Registers and Receipts - Dispose 5 years after 
docUIilentshave been downgra.ded or transferred. 

h. Safe and Lock Combinations and Lists of Names of 
Persons - Dispo~)e when superseded or upon turn-in of 
equipment. 

3/+4, !:Chrol101()O"JJ'clJ., "E(~3.clill_C! "T'Lc k Le r " o r "Su s ncn sc "I; If c

File - Tl';~e-::c;-e -a~~-x&acopIes-c;-t'-co"rr~-sl-)oridencelri6ilJrta:Lned
Tm::--convenient reference or to flag a due d.ite for an ac-
tion. In some cases, the extra copies are removed from (
such files and used for cross-reference and other purposes
in subject files. Tbis, of course, liquidates the extra 
copy file. 

Dispose of residual copies wh en 1 year old. 

345. Heyroducibles File - This includes manuscripts (cam-
era copy , papc r , pho-tographic) and other types of plates
or media used to reproduce mUltiple copies of documents 
for distribution. 

Dispose when no longer needed for reprinting. 

346. Dir~ctives - These are work copies of printed and 
processed Departmental Orders,OT issuances, OMB bulletins 
and circulars, GAO regulations, and similar authoritative 
issuances governing current operations. 
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Dispose of Lnd i.v Ldua I documents whe n r evoked , SLlDer-

scded, or no lOTI2cr unplicablc to the office or ~nit 
t...... t .. concerned. 

347. .0J:ortt~!ld T::t.1?E:s ,_ Belts~EI~.2.!:_~_S-2-,::Jl'::.') Ci!.lj_]2-Lc!~2.t:Lon
Disc-.2 ,- r~'bese gel:teraiJ_y .. fo~ transcrLp~c<?n~ainJ.dnz:,l:~ge
tion or Ln st.ruc t Lon s reqc..Lrlng sPCC-U'lC ac t Lon s , 

r Dispose 3 months ~fter t~an3cription or comp]ption
of the subject trans2ctions . 

• 

, 
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