REQULSLT PO AUTHORITY } LEASE BLAWNK i

: TO RISPOSE OF RECORDS g - 103 10, '
1
(For instruct) on tie use of thiz foroconoe Netiznal Archilves Mfanual 9
) anthe Disposition of : acoeda) DATE AETHOVED 6
To: THE ARCHIVIST A""'igLJJlHD‘,x/«"S. ' . ) Q\C 40 7 l
NATIONAL ARTHIVES, WASHINGTON 25, D. C. o T T T - -
Y. FROM (AGENCY OR LSTABLISHMENT) —“ T NOTIFICATION TO AGENCY
Department of Commerce " In accordance with the provisions of 44 U.S.C.
2. MAJOR SUBDIVISIGH 3303a the disposal request, including amend- -
~Ce ) <. . ments, is approved except for items that may _{
OIfJ_CG of Telecommunications be stamped 'disposal not approved" or i
- "withdrawn" in coljumn 10.

3. MINOR SUBTIVISION

Y-30-76

5. TEL. EXT. - s : ¢
~ Date A ited States _
189-3630 Qg ]

277- o

S 4 UANE OF PEFION VT WHEM TO CONMFER

lvy V, Parr

€. CERTIFICATE OF AGENCY REPRESTNTATIVE:
I nereby cestify that T am suthorized to act for the pead of this agency In mattars pertaining to the disposal of tesords, and that the records described i this st ¢

schedule of pages arce proposed for disposal for the reason indicated: (X' only one)

A The records have . = The records will c2z2e to have sufficient value C The r'-cc—ds vwill have ceasad to h'vve sv.*mmt value to wartant

"' ceesed to rave sulll T towarrast fusther o rnoan 2he expication retention in th ceiminal form by an v
citnt va'ue (o warrant ~y | cf theperiodd of tinicin wed or ou Wi cceur. micrephotographic cepics, made in "u"r iance with standarda ¢f

furthier retention, 23] 1ence of tlie ovent speciiied. the Nationzl Archives Ceouncil, will be adcquate substitures jor

the originai records,

9. /9- 75~ Kotery. V- )&QVV’ Records Mgmt. Officer

T (Date) //(Signe:ure: oF Ageney Represiniative) (Title)
7. 8. DESCRIPTION OF JTEM 9. 10.
§TEM NO. ~ OYITH BNclysive DATES GR RETENTION PERIODS) SISPSSLEOOP ACTION TrAREN

OFFICE OF TELECOMMUNICATIONS

dent

o

HEstablichment. Cn Fehruvary 9, 1970 the Pres
transmicccd to the Congress Reorganization Plan
No. 1 of 1970. Pursuant to the plan Executive
Order 11556, September 9, 1970 was issued which
established a new QOffice of Telecommunications
Policy (OTP) in the Executive Office of the
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

Senate.,

The existing office held by the Director of Tele- éﬁgpvQZraweaur- oF
comnunications Management ig the Officg of Emer- |omm evice—
gency Preparedness was abolished, and its func- Conse & N ALl
tions were transferred to OTP, Executive Offlce RCOEF 1N

of the Pres: dent CHANGES] Ma0E

Neesin .

¢ The Director, OTP, was made responsible for

: developing the Executive Branch position on
rational telecommunications policy, coordinating
: the planning and operation of the telecommunica-
tions systems of the Federal government, dis-
charging responsibilities assigned to the Presi-
dent in the arcas of spectrum management and
satellite communications, and performing emer-
gency planning and con wtrol fumctions.
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.1 13 of the orxder states that the Qef"*et‘_y of Commerce
support the Director, OTP, in performance of his func-
shall be a primary source of technical research and

is and, operating under the policy guidance of the
or, OTP, shall:

o Perform analysis, engineering and administrative
functions, including the maintenance of necessary
files and data bases, respounsive to the needs of
the Director in the performance of his responsi-
bilities for management of the radio spectruvm,

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

o Conduct research and analysio on radio propogation,
radio systems characteristics, and operat119 tech-
niques affecting the utilization of the radio spec-
trum in cooxdination with specialized, related
research and analysis performed by other Federal
agencies in their areas of responsibilities,

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

Accordingly, a new Office of Telecommunications (0OT) was
established as a primary operating unit cf the Department
of Commerce on September 20, 1970 by Department Organization
Order 30-5A. The same order abolished a predecessor con-
stituent operating unit of the Department also designated
"Office of Telecommunications" which had been in ex19tence
since December 3, 1967, and transferred its functions to the
new OT, The Institute for Telecommunications Sciences (ITS)
was also transferred to OT from Environmental Science Services
Administration with its functions, funds, personnel, property
and records. , The Institute is located in Boulder, Colorado.

Responsibilities. The responsibilities of OT include those
which the Secretary of Commerce is directed by Executive
Order 11556 to perform. With these responsibilities the
mission of OT is to assist the Secretary in fostering,




Ser‘. ing, and promoting the Nation's u'onornic‘evelopment
and technological advancement by improving man's comprehen-
sion of telecommunlh"tlons science and by assullng effective

use and growth of the Nation's telecommunications resources.

Organization. Under the direction of the Assistant Secre-
tary for Science and Technology, the 0T is comprised of seven
major subdivisions including the (1) Office of the Director,

. (2) Office of Program Development and Evaluation, (3) Office
of Administration, (4) Frequency Management Support Division
(lncluges Interdnpartm nt Radio Advisory Committee). (5) Tele-
communication Analysis Division, (6) Policy Support Division,
and (7) Institute for Telecommunications Sciences.

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

user and eliminates the growth of a voluminous file requiring
a complicated arrangement.

Restrictions on Use of Records. Since OT does not make tele-
communications polilcy, but does conduct research and provides
analytical and scientific reports supporting alternative
policy positions, if any, to the highest level of telecommu-
nications doc*=1uﬂ makers, it is essential that the papers
concerning certain transactions be held in confidence for a
reasonable period of time after the transaction has been
closed.

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

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

If for any reason any records described in this Schedule are
transferred from one OT unit to anothexr, 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.

Gy
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All provisions of the General Records Schedules issued by
the General Services Adwministration are superseded by the
provisions of this Schedule which covers all OT records
except records copies of accounting, personnel and procure-
ment transdctions performed by a cross service unit. Appro-
priate maintenance of these records copies is the responsi-
bility of the unit performing the service.

Perminent Records. It is understood that all items of records
described in tnis Schedule, earmarked for long-term. retention

by the word PRRMANENTwill be offered to the National Archives

for permanent preservation, at the appropriate time.

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

s Srsred oot
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All provisions of the General Records Schedules 1ssued by
the General Services Adiministration are superseded by the
provisions of this Schedule which covers all OT records
except records copies of acccunting, 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.

Permanent Records. It is understocod that all items of records
described in this Schedule, earmarked for long-~term retention
by the word 'BEBMANENEill b2 offered to the National Archives
for permanent preservation, at the appropriate time.

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

Reorganization. On February 5, 1975 the Director, Office of
Management and Budget informed the Secretary of Commerce that
the O0ffice of Telecommunications is to be abolished, and its
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 mcdest revision of this Schedule
to keep it viable.

Currently, it is impossibie to foresee and inciude in' the
Schedule provisions that would anticipate and apply to
organization changes that the Secretary might make sometime
after the beginning of fiscal year 1976. Whatever such
changes might be, to accommodate them, and keep the Schedule
current,it will only be necessary to revise it following the
procedurc provided for that purpose in the Introduction.



OQFIPICE CF THE DIRECTOR

The Director, OT, 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 (immediate 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 cf 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
coples of all papers generated or collected by the Direc-
tor and the bpeputy Director which document their executive
decisions on poliicies, programs and activities of the
Office of Telecommunications. The Director makes recom-
mendations and proposals to the Office of Telecommunica-
tions Policy, Executive Office of the President and to
the Secretary of Commerce with respect to the telecommu-
nication policy and position of the United States. |

The file contains the yellow record copy of all outgoing
items with related incoming material which are generated
by the Director or Deputy Director. However, the record
copies of correspondence prepared at the division level
are maintained by the dratting 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-
zaticns 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 telecommunications

history and technology.

" 6 &/  PERMANENT
) ZReratm:  Start a new file at the beginning of each de-

Z CEAwty cennial and quinquennial year. Retire to SHA 1 year

later and offer to the Natiocnal Archives 1 year later.

2. Chronclogical File - This contains a blue tissue copy

. of each outgoing item produced by the Director and Deputy
Director plus a copy of each outgoing item submitted to
them for their information, review and approval. Papers
in the file are arranged chronologically and are maintained
for current use as a source of gquick reference and as a
finding aid to the Directorate correspondence file.

Researchers using the Directorate Correspondence File in
the future will have a great need for this iile in order
to determine the scope and nature of data in the Direc~
torate Correspondence File,

/& CF B&&MQQENI Start a new file at the beginning of each
Z Rlers  decennial and quinquennial year. Retire to SHA
dnnertly 1 year 1ater and offer to the National Archives
1 year late

3. OT Publications - This consists of a record seé of one
copy each of all publications produced and issued by OT.

PERMANENT

S ecF Retatn: Retire to SHA when no longer needed for
b-% booka current business and offer to the Natlonal Archives

aunvelly when sufficient volume accumulates, |
Tech. Zymf .

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

Dispose when they have served their purpose.

JUN 75
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Assistant Director for Prcgram
Devejopment and kvaluation

5. Program Subject I'ile - This contains the vast majority
of the papers generated or collected by the Assistant
Director on all subject areas for which he has responsi-
bility except: (1) papers documenting program plans for a
specific fiscal year which are filed separately, and

(2) a small quantity of sapers which do not readily lend
themselves to filing under a specific subject heading.
These are filed separately by organization title and name
of the originator of the document.

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

Accomplishments - SMS

Accomplishments =~ ITS

Accomplishments - OT in General

Accomplishments - OT Library

‘Accomplishments ~ PD and E

Accomplishments - PSD

Accomplishments - TAD

Aeronautics and Space Report of the President

Advanced Information Technology

Briefings for Assistant Secretary for Science :
and Technolocgy |

Broadcasting

Cable TV '.

-Computer Communication Interface Standards i

Decision Analysis :

Defense Ccmmunications

Energy Conservation

Five Year Plan

Goldmarks New Rural Society Project

Ionospheric Modification

Issue Study

Loran i

Mission, OT

Model Telecommunications Project (ITS)

NAE Advisory Commnittee - (Basic Policy)

Northern Great Plains Resource Program

Planning, OT

Potential Research Topics

Radio Prediction Propagation Service
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Role of OT
Satellites, Communications

These papers constitute a prime source of data on the
origin, development and impact of the various OT programs.
‘These data might very well have great significance in the
future for researchers from several disciplines.
PERMANENT _
J ¥  _Retaim. Move active papers forward and start a new
) CFR file at the beginnirg of each decennial and quin-
quennial year. Retire to SHA 6 months later and
offer to the National Archives 1 year later.

6. Program Plans File - This contains the program plans
for each fiscal year and a five yearlong-range plan with
supporting documentation including the data generated in
developing the plan on the financial trail, goals and
objectives, budget calendar, program category sSummary
table, guidance from OMB, PM draft, budget preview PM,
and appropriate data on the five year plan currently
under development.

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

PERMANENT : Y .
/7¢2F“Eﬁg2£¥%. Retire to SHA in annual consigrments when
/5 cea DO longer needed for current business, and offer

to the National Archives 2 years later. !

7. Generxal Program Planning and Evaluation File - This
contains the residue of papers generated by the Office

that are found to be unsuitable for filing under any of

the subject heading of the Program Subject .File. These
papers are not included in the Program Subject File because
their subject content is not restricted to any one sub-
ject heading appearing in that file.

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

JUN 75
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361:' «Retafn. Move active papers forward and start a new
file at the beginning of each decennial and quin-
quennial year, retire to SHA 6 months later and
offer to the National Archives 1 year later.

/ ¢ FA

Special Assistant to the Director

i

8. Special Projects Support Papers - These include the
background and workpapers generated or collected by the
Special Assistant to the Director in the prccess of com-
pleting assignments for the Director and Deputy Director
pertaining to program, policy, technical, operational and
unanticipated inquiries and problems covering the whole
spectrum of OT responsibilities and activities. Record
copies of documents generated by the Special Assistant
are included in the Directorate Corresmondence File.
However, the background papers retained by the Special
Assistant contain a great deal of supporting data that
do not appear in the Directorate Correspondence File.

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

9. Chrono File - This is a copyv of each outgeoing item
produced by the Special Assistant arranged in chronologicail
order. These papers are maintained for convenience of
reference, however, they occasionally have a unique value
because so many of the assignments involved have a crit-
ical time limitation.

Dispose when 1 year old,

Attorney-Adviser

As the staff attorney at law principally assigned to the
Qffice of Telecommunications, legal adviser to the Direc-
tor and other senior officials of OT and of the Department,
and a Deputy Counselor (on employee responsibility and con-
duct including conflicts of interest) designated pursuant
to DAO 202-735 and DAO 202-735A, the Attorney-Adviser is
responsible for:
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6 Providing legal advice concerning the programs;
responsibilities and operations of OT, in the
form of formal opinions and interpretations, or
in infermal documents, as 1s most appropriate, and
preparing necessary communications or implementing
documents relative to such advice or to litigation,
court decisions and legal proceedings in regulatory
-agencies with respect thereto;

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

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

As the staff attorney principally assigned to a primary
organization, the Attorney-Adviser is subject to the pro-
~fessional supervision of the Department's Assistant
General Counsel for Science and Technology as provided in
the Atterney's positicon description. Conseguently, he i
often asked to prepare legal opinions, interpretations
position papers for submission through the Director, 0T,
or the Assistant General Counsel for Science and Technology
for the use of Secretarial officers or their immediate

assistants in their decision-making processes.

(@]
IS0

10. Legal Opinions and Interpretations - These are record
copies of the formal opinions and interpretations of the
Attorney-~Adviser (whether in the form of brief, memorandum,
correspondence, or cther writing) construing or applying
existing law, or prepared in the course of or concerning
current litigation, or which relates primarily to the
administration of CT.

In many instances, these papers contain information or
determinatiodns that will have an impact on the administra-
tion of OT (and occasionally of cther offices relying upon
the same legislative authority) for many years to come.
Some of the administrative matters to be kept in this file
will involve significant issues of substantive communica-
tions law, as well.

JUN 75
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_ Accordingly, the file as a whole will be of long term
value, not only te 0T in the administration of its
activities, but also to legal and other Scholars who are
concerned with issues of communications law or policy.

: RE%%AN’ ' . ..
2.5 cF ke NENL Start a new file at the beginning of the
decennial and quinqguennial year and move active file

/ cFp folders forward. Retire all other papers to SHA and
offer for transfer to the National Archives 1 year
later.

1). Regulatory and Legislative Activities File - This con-

tains copies of documentation prepared by the Attorney-
Adviser on the rules and regulations and proceedings of
administrative agencies or courts on matters which are rele-
vant to OT's program and mission, and which involve OT,
other agencies of the Department or Secretarial Officers,

as direct participants, or in support of direct partici-
pants. The file also includes materials collected or
received by the Attorney-Adviser as a formal part of the
activities or proceedings to which the prepared documents
pertain. Materials collected or prepared in connection
with activities or proceedings which relate primarily to

the administration of 0T, as opposed to achievement of its
programmatic cbjectives, are filed under Opinions, Inter-
pretations and Legislation, instead. The file also contains
tegiclative preposals and comments on bills and draft
legislation prepared by the Attorney-Adviser. The legis-
lative materials cover significant legal and policy issues
in the field of telecommunications.

Documentation of direct or supporting participation at the
Departmental or OT level is deemed to have value for the
use of the professional community invoived in the future
in shaping the content and thrust of the regulation of
telecommunications or of the effect of other areas of law
upon telecommunications.
PERMANENT
/ c F —Retadinr Start a new file as needed and move active
papers forward. Retire all other papers to SHA in
¢ 5 CFA consignments of not less than one records center box
full. Offer for transfer to the National Archives
1 year later.

12. Legal Counseling and Program Planning ~ Legal counseling
documents are prepaved, received or collected in the course
of advising on problems which are sufficiently routine from
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an attorney's viewpoint as to permit him to act through
documents which dec not have the formality or substance of
documents to be filed in the QOpinions, Interpretations

and Legislation file. The distinction between these two
files is based less on form than on professional evalua-
tion as to the novelty or complexity of the issues involved,
or the significance of the issues impact upon OT or the
Department. The file will also contain documents prepared,
received or collected by the Attorney-Adviser as he con-
tributes to OT's program planning prccess.

After the lapse of a period 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. 7To the extent that
the file contains material prepared for signature by other
officers or employees 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. Informaticin, Secondary Source Material and Correspond-
ence File - Thls contalns information and seconddary source
material received or gathered by the Attorney-Adviser and
organized and maintained by him in file folders for con-
venience of reference in the performance of his official
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.
0‘” Public and Technical Information Officer
w5
! ﬁﬁ 14. OT Publications - This consists of a record set of
one copy of all publications, including film and 35mm
slides and tapes produced and issued by OT.
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& CF PERMANENT ,
Retire to SHA when no longer needed for

Lo
;Z‘:F%}— CerLnL business and offer to National Archives.

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

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

Consequently, sowme parts of the file are related to house-
keeping and other activities of little consequence after
the transactions have been completed. Other parts of

the file, however, contain data that may very well prove to
be a considerable value of future researchers interested
in OT.

Present requirements under the Information Officer puts
in gperaticn an autecmotic skimwming process that ensbles
the Information Officer to always know what parts of the
file have continuing value as opposad to those thaﬁ have
only a temporary value.

As a part of the OT Dilectorate the papers of the ?ublic
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 skimming process referred to above.

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

: RERMANENT ]
‘f ¢F b, All Other Papers -~ Retaimr. Retire to SHA at the
7 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 outgolng correspondence concerning the informational
resources of the OT Library and the availability of
materials 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 Correspondence File ~ This contains incoming
and outgoing correspondence between the Library and other
elements of 0T, Commerce, and other Government agencies
concerning the administration of the Library including
acquisition of publications, minutes of meetings and

the like.

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

Inter~Library Loans - This consists of copies of a
m requesting responses on materials on inter-library
n. :

1
b3
i

£ .

O B
|

Dispose of individual documents or contents oﬁ
file folders when 2 years old.

\

19. Publication Acquisitions File - This contains docu-

mentation of the publications procured and subscrlptlons

for periodicals for the Library. The file also contains

some papers relating to the acquisition of certain items

by other means such as gifts, inter-library exchanges,

and items received from the Superintendent of Documents

and the National Technical Information Services.

Move active files forward and dispose of all
others when 2 years old.
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20, Newspaper Clippings - These consist of clippings
from all elements of the 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 material might very well prove to be of great value
to future researchers interested in the program or
development of OT. l

/. § ¢ F PERMANENT
~RBetain, Retire to SHA when no longer needed for

¢S CFA current business and offer to the National Archives.

21. Request for Material from Defense Documentation
Center - These are iorm requests for material from the
Defense Documentation Center which is frequently National
Security Classified. Consequently, the Librarian secures
the signature of the 0T employee receiving the material
on the request form and retains it as a receipt for the
material whether or not it is security classified.

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

22, Card Catalog - This consist of 3 X 5 cards describing
each item in the Library arranged alphabetically by author,
title, subject or source. This is the usual finding aid
to the collection found in libraries generally called

"The Public Catalog'.

|
Dispose of individual cards when the publicatibn
is withdrawn from the collection or the card is

obsolete for some other reason,

R e L
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for the Director Lowara"qeveloplng.or lmprovlwg the manngc«
ment systems of the office. He also serves as the princi-
pal assistant and advisor to the Director on administra-
tion management and support functicns, 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 manaaement (suﬂh as records

and forms management).

23. Administrative Management File - The Administrative
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 Manual.

This file contains record copies of all papers collected or
generated by the Administrative Officer in his capacitv as

the cfficial baving primary responsibility for the adminis-
tration management of OT under the general supervision of

the Director, OT. i

The papers are arranged alphabetically by subjects,
examples of which are as follows: Accounting Principles
and Standards, Administration Instruction System, ADP
Services, Agreements, Bi~Centennial Activities, Advisory
Committees, Contract, Energy Conservation, Equal Employ-
ment, Field Sites (0T), 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 0T, while the
National Bureau of Standards provides it with accounting
services.
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These papers constitute the prime source of data concerning
the development and implementation of the administrative

programs .and policies of the OT, and they should be retained
longer to allow oversight of the full perspective,

Move active file folders forward and retire all others
to SHA when 3 years cld, transfer to WNRC 1 year later.
Dispose when 15 years old.
24, Administrative Instiuctions Manual - This is a record
copy of every administrative i1nstruction issued under the
manualized system now used by OT.
jre. 3" 4/#4WPERMANENT
~Retaim. Retire to SHA when no longer needed for
current business and cffer for transier to the
National Archives 1 year later. ,,. fal\es
~ W\w\ L)
25. Executive Adviscry Board™ The RBoard advises the Direc-
tor and other senior orficials regarding program and other
problems areas with which OT is concerned.

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

PERMANENT, ) -
/ €%  _Retaim Retire to SHA when no longer needed for

,25 ¢Fr current business and offer to the National Archives
1 year later.

!
i
]
i
!
1
|
i

Budget Analyst

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

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

.The papers are arranged alphabetically by approprja“e sub-
ject heading.

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

27. Operating Budget Papers - These include fiscal plans
for OT and the documentation generated or collected by the
Budget Program Analyst to document and relate the fiscal
condition of OT during the current fiscal year, however,
record copies of all documents found in the file that are
included in the audit tract are maintained in the Office
of Administration, Accounting Division of the National
Bureau of Standar ds (WBS).

Although, OT receives a considerable portion of its funds
from other government agencies for teleccmmunications
services rendered to them, these funds are budgeted and

accounted for in the same manner as the appropriated
funds received by OT.

Since NBS maintains the record copies of all OT accountlng
documents, these papers are generdted solely for the pur-
pose of keeping senior OT officials informed of the current
financial position of OT. The papers are arranged alpha-
betically by appropriate subject headings, and they.appear
to have no value after they have served Lhelc purpose.

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

28. Budget Submissions ~ This includes the submissions

of constituent units of OT to the Budget Program Analyst
who develops from these and related papers the Secretary's
submission, OMB submissions and finally the submission

to Congress of the buogeL for each fiscal year. In short,
this file contains copies of all OT hudget submissions and
the supporting papers arranged by fiscal year and there-
under by subject headings.
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- These papers appear to lose all significant value after

the expiration of a short period of time following the
termination of a particular 5 year budget cycle.

Dispose when 6 years old.
(Printouts)

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

Schedule of Bi-Weekly Hours and Cross Earnings
. Cost Center Status Reports

Cost Center Title File

Analysis of Pre-Determined Overhead Rates

. Unligquidated Obligations

. Other Object Transactions

. Organization Roster

NNV W N

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

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

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

Dispose when they have served their purpose or when
2 years old, whichever 1s sooner.
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‘ Management Analysis .

Plans, directs and coordinates the internal activities of OT
which include: (1) clarifying and defining objectives, func-
tions, and organizaticnal relationships; (2) conducting sur-
veys to assure effective administration in terms of manpower
utilization; (3) developing and implementing administrative
management systems; (4) promoting management improvement;
and (5) providing counsel and advice on management matters
to GT officials.

30. Reports and Management Transactions - This contains
office copies of reports that are generally submitted to
higher authority in the Commerce Department for computation

of a Departmental Report covering a broader organizational
area for submission to & regulatory or some other government
agency. It also contains office copies of papers generated

by the analysts in connection with the above listed activities,

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

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

Personnel Program

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

The folders contain office copies of Notification of Person-
nel Actions, job descriptions, request for personnel action,
and related papers concerning the subject employees. The
papers are maintained as a convenient source of reference

in responding to the demands of higher authority and the
internal management of OT personnel.

The information in this file is physically or essentially
duplicated in record copies maintained by the Office of
Personnel, Office of the Secrctary (0S) and elsewhere.

Dispose of individual folders 1 year after separation
of the subject employees. ;
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32.‘l’ersonnel Rencrts and Informatcion File -.Lu’_s contains
office copiles of reports required by the Office of Personnel,
0S, or some other higher authority, 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, 0S,
or elsewhere. .

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

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

a, Successful Applications - Forward to Gffice 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 alssc includes documeniation of the
raining taken by eacih 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 Descriptions - This is a collection of relevant
job descriptions maintained in three-ring binders for con-
venience of reference.

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

Security Officer

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

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

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

The Security Officer maintains record copies of clearances,
classification, authority, declassification and document
controls and accounts. The papers are so arranged that

is most economical to maintain them all for an optimum
period consistent with their value, rather than attempt

to assign more reasonable periods for the disposal of
small segments of papers from the file.

Dispose of individual documents or contents of file
folders when 15 years old.
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Administrative (Office) Services Staff

37. Administrative (0ffice) 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 0T headquar-
ters. The file also contains correspondence relating to
motor vehicle and safety management since the principal
staff member serves as the staff officer for thesz areas
throughout OT. ‘

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

A/BLG - Security Building

A/BLG - Dcor Signs

A/COM - Communications

A/CON - Contracts

A/MGT - Meetings, Briefings OT, Special
A/MGT - Monthly Report to the Secretary
A/MGT - Public Relations

A/TRT - Foreign Travel Security

Any policies, procedures, or transactions involving review
and approval by higher autheority are documented in the
Administrative Management File maintained by the Adminis-
trative Officer, OT. These papers have no value after

the need for them for internal administrative management
purposes have been served.

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

38. Procurement Log, Purchase Orders and Related Papers -
These papers are maintained in three-ring binders and they
include copies of a log showing the date control number,
item and object class, appropriation, and cost of each
purchase order issued; a copy of each purchase order
issued; and pertinent instructional papers such as circu-
lars, memorandums, directives and similar items needed for
guidance.

a. Procurement Log - Dispose when 6 years old.

b. All Others - Hold until 3 years cld and retire to
SHA in annual consignments. Dispose 1 year later.
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39. Printing Log, Requisitions and Related Papers - A log
showing the date, control number, item, appropriation, and
estimated cost, is kept along with a copy of each requisi-
tion issued.

The three~ring binder also contains related material com-
prised of memorandums, circulars, bulletins, and copies
of directives needed by the staff.

These papers have no value after the need for then for
internal purposes has been served since record copies of
them are rectained in the Office of Publications; 0S, and
in the Office of Administration, Accounting Division, NBS
long enough to meet all needs.

a, Logs -~ Dispose when 6 years old.

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

40. Travel and Token Log - Logs of travel orders, travel
request (TR), and of tokens issued are maintained in
three~ring binders, with respect to each of these items,
the date, name (signature) of employee and the appropri-
ate control numbers are shown.

A similar log of Reguests for Security and Official Pass-
port Clearance for Foreign Travel is also kept.

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

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

Dispose when 6 vears old.

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

Hold until 3 years old and retire to SHA. Dispose
when 4 years old.
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42. Imprest Fund Cashiers Papers - These include docu-
mentation of the receipts, deposits, disbursements,
delivery tickets, and vouchers maintained by the cashier
to account for all monies under the imprest fund for OT
headquarters.

Hold until 3 yesrs old, retire to SHA in annual
consignments and transfer to WNRC. Dispose when
6 years old. -

43, Torms Management Control - These are maintained in
three-ring binders and they include a register and identi-
fication of all OT forms issued, forms catalogs with
related directives and other materials needed to manage
and control the forms of OT.

Dispose of individual documents when they have
served their purpose.

44, Interdivisional and GSA Work Orders ~ These are logs
of work orders 1issued to elements of NBS and to GSA
calling for building alternations and equipments mainte-
nance, services, and materials. hie papers are maintained
in three~ring binders and they have no value after OT's
need for them has been met.

Hoid until 3 years old and retire tc SHA.
/

Dispose when 4 years old.
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SPECTRUM MANAGEMENT SUPPCRT DIVISION

The Spectrum Management Support Division was created on
September 20, 19270, by Department Organization Order 30-5B
as a major subdivision of OT. At that time, in broad-
stroke language, the Division was made responsible for
providing centralized technical and administrative support
for coordLnit“on of Federal frequency uses and assignments
and such other services and admln*sbratlve functions,
including the maintenance of necessary files and data
bases, responsive to the needs of the Director, Office of
Telecommunications Policy in the Executive Office of the
President, in performance of his responsibilities for rhe
management of the radio spectrum,

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

STRUCTURE OF OT SPECTRUM MANAGEMENT SUPPORT PROGRAM

In spectrum management, the Division functions as a sup-
porting activity to OTP, previding it with the administra-
tive, computer, LPéLnLean%, dqaLy91s and developuent
support necessary to fulfill OTP's overall mission. This
mission applies primarily to the Government's use of the
spectrum resource but coordination is maintained with the
FCC, who has the responsibility for the non-Government
use, in order that overall utilization of the resource

can be attained. Within the Federal Govermment, various
departments and agencies are represented on the Interde-
partment Radio Advisory Committee which aids OTP in the
coordination and satisfaction of Government spectrum
requirements. The above relationships stem from Executive
Order No. 11556.

The Division's Spectrum Management Support (SMS) Program
has two major thrusts. The first involves day-~-to-day
operations concerned with providing frequency assignments
to qualified Federal users. Annually this effort involves
the processing and reviewing of some 50,000 frequency
assignment actions. The second major thrust involves
planning and analysis activity to ensure that the Govern-
ment use of the radio spectrum resource is bhoth efficient
and effective frcm a long-~term point of view.
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In line with these major thrusts, the Spectrum Management
Support Program is composed of three eiements. The first
of these, Spectrum Management and Information Center Ele-
ment 1is a combination of activities intended to support
the first thrust, namely the day-to-day operations of
frequency -assignment support and to provide administrative
and recordskeceping support for other day~to~day and long-
range frequency management activities The second, the
Spectrum Analysis Element, provides engineering/analytic
support for both immediate and long-terw spectrum manage-
ment. The third element, Spectrum Engineering Dcvelopment
provides measurement support and develoy% ana1y31s capa-
bility for the first two elements.

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

Spectrum Management and Information Element

This element provides administrative, clerical, operational,
secretarial and technical support to the IRAC through the
IRAC Secretariat. Included in such support is the main-
tenance of the Government Master File of Frequency Assign-~
ments which contains approximately 125,000 frequency
assignments. Special retrievals from this file are pro-
vided in various forms and formats for internal QT usc and
as an aid to Federal agencies for sejecting new assignments,
This portion of the program also provides administrative
and technical support for national and international allo-
cation plannlnn, assists in the updating of and assures
compliance with the OTP Manual of Regulations and Proce-~
dures for Radio Frequency Management, assesses speclfic
requirements, and determines spectrum usage.

This element supports the accommodation of U.S. Government
radio frequency requirewments in a responsive, expeditious,
and efficient manner. To accomplish this, national objec-
tives 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 Govermment users, taking into account the tech-
nical, social, and economic a<pects affected by the poten-
tials of telecommunications.

This element of the program also has responsibility for
the maintenance of all data files for support and conduct
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of Federal spectrum management activities., Federal spectrum
management activities which are maintained manually and of
which are or will be stored in an automated computer-~acces-
sible format. The Spectrum Information element is respon-
sible for the storage and updating of both kinds of files.

is responsibility includes the requirement for developing
and maintaining the software necessary to access, modify,
delete, add and retrieve the data for users. In conjunc-
tion with these data activities, computer operations are
presently conducted on a customer basis, enploying a GSA-
owned facility. This opevation ig¢ scheduled for transfer
to an OT-owned, SMS-dedicated compuier facility in the
early FY 1976 time period.

Spectrum Analvsis Element

This element of the preogram provides the analysis support
to the wvarious activities associated with the Federal pro-
gram for managing the use and disposition of available
spectrum resources. In particular, this element provides
direct support to the OTP and the IRAC and its subcommit-
tees. The Spectrum Analysis element conducts reviews of
new telecommunications systems at every stage of their
development to assure that when they become operational
they will be integrated into the environment without
causing or receiving harmful interference: performs assess-
ments of the degree of resource sharing necessary to accom-
modate several competing systems in the same region of the
spectrum; evaluates specific operational intereference
problems for the purpose of determining solutions through
frequency assignment procedures 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 Enginecering Development Element

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

PROGRAM OUTPUTS

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

Day-to-day Operations
Long~range Planning

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 acticns processed each month. Listings of

- these frequency assignments are produced on a monthly
basis. Such assignments are necessary to support the
spectrum reauirements cof the variocus TFederal Government
agencies to perform their mission-oriented tasks. As an
additional aid in this area, special retrievals from the
Government Master File of Frequency Assignments are pro-
vided to OT analysts and to the Federal agencies on
request. Such listings are tailor-made to the needs of
the agencies by selecting, sorting and formatting appro-
priate data for the requesting user. The semi-annual
report cf the IRAC is also prepared in the Division. It
provides a summary of the actions taken during the period,
file statistics, information on associated data processing,
and an indication of the future work programs of the IRAC.
Through the IRAC Secretariat, OT plays a major role in the
functioning of IRAC.

The second category is concerned with the longer range
aspects of the Federal Government's use of the radio spec-
trum. Two major types of outputs are provided by the
Division for long-range planning purposes. These are in
addition to technical support of the Spectrum Planning
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Subcommittee and the Technical Subcommittee of the IRAC,
The first type of output involves the results of spectrum
resource assessment of selected bands. Major problem

areas of concern to the Office of Telecommunications Policy
are analyzed and evaluations of band occupancy by present
and future equipments are determined. Such assessments
result in identification of potential conflict between
systems because of harmful interference and various opera-
tional and technical tradeoffs which will alleviate these
conflicts.

The second type of output is closely related to the first.
It involves the review of systems in the conceptual through
the developmental stage to ensure that adequate spectirum
support will be available when the systems become opera-
tional. Large investments in system design and development
must be protected. If the Systems Review Procedure were
not. followed, the investment in decign and development
could be completely wasted if the system were not allowed
to operate because it received harmful interference from
the environment in which it was intended to operate

because it produced harmful interference to other systems
in the environment. The Systems Review Procedure has been
implemented in OTP Circular #11 on a limited basis in 1973
- and has recently been expanded in scope.

To carry out this work, the Division 1
comprised of:

0T gainiza 13naLiv
|

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

tn

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

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

o Data Base Branch -~ provides administrative support
for spectrum management activities in the OTP and
the IRAC subcommittees. Supports the frequency
assignment process through administrative and
routine technical review of the applications.
Maintains hard copy and computerized data files in
support of spectrum management.
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o Computer Program Development 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 the spectrum management support func-
tions to the OT owned computer in FY 76. Will
operate in a transitional mode until dedicated
facility is acquired and operational,

6 Spectrum Engineering Branch - conducts detailed
analysis of problem 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 and defines requirements for improved
analytical techniques. '

Each qubdivision of the Division maintains its own files at

an appropriate files station in accordance with the unit'
needs. ‘

Office of the Chief

|
45. Project Case Files - This contains a case file for
each precject developed under the Division's Annual Program
Plan. The case file contains all of the documentation
generated by the professional(s) working on the project.
Final reports or studies are developed for only those pro-
jects that are judged to have future promise.

Each project anrd 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 Z years after they are
closed, transfer to WNRC 2 years later. Dispose
10 years after closure.
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46. Propram Management Books =~ These are three-ring
binders containing ccpies of management charts, status
reports, project prcposals, work statements, milestones-
time plans, for each of the projects and tasks performed
under the annual program plan,

The documentation in these books contain summary informa-
tion on cach project from its initiation to its conclu-
sion. It appears that this summary information would
adequately meet research needs of the future following
the disposal of the Project Case Files ten years after
closure,
(B MANENT

2 & Rekatir— Retire to SHA when no longer needed for

_ Fh_current business and offer to the National Archives
$ 7 < 2 years later.
o4

47. Trequency Assigrment Subcommitiee, IRAC - This is a
record set of the meetings of the Subcommittee with

related papers. The Division gives IRAC and its Subcom-
mittees technical and administrative support as required.

Copies of these minutes and papers distributed to other
elements of OT may be considered to be workpapers and
destroyed when they have served their purpose.
ERMANENT,
4 C—G?~R$%&%ﬁ: Retire +to SHA when nc longer nec

cded foru
| C€ac current business and offer to the National Archives
2 years later. !
i
48, Chief's Correspondence File - This contains incoming

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 Project Case
Files, Program Management Pooks, Annual and Five Year
Program Plans 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 of file felders
when 10 years old.
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49, Chronological TFile - This contains a copy of each out-
going item that the Chief personally prepares, approves and
signs, arranged chronologically.

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

Dispose when 2 years old.

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

Dispose 6 months after separation of subject employees.

51. Personnel Review Committee Papers ~ These 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 0T 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
valide,

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

Background: The state of the radio art during the 1920'

when the IRAC began to function, was characterized by novelty
and future promises. Voice bloadcasting, particularly to the
public, was an intriguing experience stimulated by the public's
first opportunity to eavesdrop on the proceedings of the U. S.
political conventions. Radiocommunication services of that
period were confined primarily to commercial comnunications
companies who provided international point-to-point telegraph
service and telegraph service with ships. The usable frenucncy
spectrum was reaching upward into the twenty megahertz region,
Particular areas of serious crowding were below 550 kHz and
between 4 and 10 MHz. The high frequency region of the spec-
trum was still an exciting new territory in contrast to the
longer wave region and its very cumbersome and expensive
installations.

Stimulation by vast wartime expenditures for research and the
general acceptance of entertainment broadcasting to the public,
radically changed the radio art of the prewar period Where

in the 1920's a few hundred users and equipments in a very

few services were involved, today every household has its
electronic devices. The few commercial telegraphy services
have evolved into a ﬁU]tLpllCLLV of different applications

of radio and radio services. Military efforts vesulted in

new concepts, complex systems and different services. 'High
mobility and lightweight portability of equ1pment were|
emphasized, together with person-to-person voice communication,
in contrast to telegraphy. Wide band multi-channel systems,
radar and navigational aids as well as a variety of specialized
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 were pressed to open up new regions of the
radio spectrum and to relieve growing congestion by more inten-
sive and more effective use of the limited usable spectrum
area. The 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
Adviscry Committee, IRAC Secretariat, Frequency Manage-
ment Support Division, Office of Telecommunications,
Department of Commerce, Washington, D, C., June 1972.
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Year ;ﬁSpeLtrum Allocated (kHz)
1906 Berlin 500 and 1,000
1912 Londoen 150 to 1,000
1927 Washington 10 to 23,000
1932 Madrid 10 to 30,000
1938 Cairc 10 to 200,000
1947 Atlantic City ) 10 to 10,500,000
1956 Geneva 10 to 40,000,000
1963 Geneva (Space) 10 to 40,000,000
1967 Geneva (Maritime) 10 to 40,000,000
1971 ‘GeﬁpVa (Space) 10 to 275,000,000

The 1906 Conference was concerned only with the maritime service
~- radio~communication between ships and shore. The 1971 Con-
ference, alone, added some fourteen new services to bring the
total number of allncated services to more than thirty. 1In
terms of assignments to Government radio stations, the number
has grown 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.

Origin and Establishment: On June 1, 1922, a United States
Government Interagency committee met for the first time., Its
purpose was to find meauns for making ithe most effective use

of the radio wavelenghts then being “used for Government broad-
casting. Originally named the Interdepartment Advisory Commit-
tee on Governmental Radio Broadcasting, it soon recognized the
need to consider other telecommunication matters of interest

to the departments and, in 1923, changed its name to the
Interdepartment Radio Advisory Committee. June 1, 1972 marks
"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 IRAC 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 Commission; it has been alert to
changing requirements resulting from advances in technology,
new situations and new methods, and has facilitated realign-~
ment of spectrum use therefor; and, finally, it has confined
its activities to its assigned mission. In the process, it

"
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has furnished a conspicuous example of voluntary self-regula-
tion resulting from a realization of the necessity for coop-~
eration and coordination in the comwon good.

The IRAC advised and reported directly to the President on
frequency assignments o CGovernment radio stations without
portfolio until April 8, 1927, when President Calvin Coolidge,
in a letter to Secretary of Commerce Herbert Hoovev, affirmed
the Committee action in assuming the responsibility on behalf
of the President. From that time the IRAC has acted as a
clearing house in the coordination and assignment of frequencies
to radio facilities of the Government. Since 1927, by Presi-
dential order, it has reported through or to: the Secretary of
Commerce-~1927; the Federal Communications Commission Chairman-
1935; the Telecommunicatious Advisor to the President-~1951;
the Director, Office of Defense Mobilization and successor
agencies-1953; the Plrcctor of Telecommunications Management-
1962; and the Director of the Office of Telecommunications
Policy-1970.

The First National Radio 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
departments to the need oy cooperailive acticn in soiving the
problems arising from the Federal Covernment's interest in
broadcasting, especially since the Navy Department had estab-
lished broadcasting fac1'1t1es at the Washington Navy Yard
and made them available to other Government departments.

It was proposed that a committee assist in regulating and
guiding the operation of this station and any others that
might be established by the Government. At the suggestion of
Dr. S. W. Stratteon, Chairman of the Conference, Secretary oif
Commerce Herbert Hoover, whose department rﬂgulated radio in
those days, invited interested Government departments to
designate representatives for a special Government radio
committee. The respondents met on April 17, 1922 and recom-
mended that a permanent interdepartment committee be formed.
Their recommendation was approved and the first meeting of
the new commitfee was held on June 1, 1922,

Mission, Organization, and Responsibilities: Under Reorgani-
zation Plan No. 1 of 1970 (eifective Aprii 20, 1970) and
Executive Order Neo. 11556 of September 4, 1970, the functions
relating to frequencies used by radio stations belonging to
and operated by the United States, conferred upon the Presi-
dent by the provisions of section 305(a) of the Communications
Act of 1934, were transferred tq the Director of the Office of
Telecommunications Policy.
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The mission of the IRAC is to formulate and recommend to the
Director objectives, policies, plans, and actions as appropri-
ate in connection with the management and usage of the radio
spectrum in the national interest by the departments and
agencies of the U.S. Govermment., Subject to the Director's
policy guidance and approval, the Committee coordinates the
assignment of frequencies for Government radio station use,

It plays a major role in preparation for international con-
ferences and participation on delegations to such conferences.
As regards the use of radio, the IRAC bears a similar relation
to the Government departments as the Federal Communications
Commission (FCC) to the non-Government 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 Committee from time to time by the Director.

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

The first meeting had Dr. S. W.. Stratton as chairman and

Dr. J. H. Dellinger - who was to be continuously associated with
the committee for many years - as secretary. Both were from
the Department of Commerce. Other departments or agencies
represented were: Agriculture, Navy, Post Office, State,
Treasure, War and the Office of the Chief Coordinator (an
office in the Bureau of the Budget). During that first
.meeting, the Committee agreed that its scope should be extended
beyond broadcasting and that it should be advisory to the
Secretary of Commerce in all matters of Government radio regu-
lation. To broaden its membership, the Committee agreed that
Interior, Justice, Labor and the Shipping Board would be

asked to join.

At that meeting in June 1922, representativesof Agriculture
and Navy reported on a mutual agreement on the scheduling of
broadcasting crop and market news from the Arlington and Great
Lakes stations via radio telegraphy. These two stations of
the Navy, plus sixz 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 te the times.
Among other things, it recognized the importance of radio-

- communication to national defense, the necessity for coor-

dination among Government departments, and the prerogative
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of each Executive Department to be the sole and final judge
as to its own policy in respect of radio matters, subject to
limitations stated therein and to such instructions as may be
issued by the President.

On February 27, 1927, the Radio Act ¢f 1927 created a five-
member Federal Radio Commnission (FRC) to regulate certain
aspects of non-Covernment radio, inciuding the allocation of
banas of frequencias of radio services, assignment of specific
power, and issuance of station licenses. The Act assigned to
the Secretary of Commerce authority to assigin call signs,
inspect radio stations, and examine and license radio operators,
but reserved to the President the assignment of frequencies

to all Government radio stations. Although it was intended
that one year after the first meeting of the FRC mcst of its
powers and autherity were to be vested in and exercised by

the Secretary of Commerce, the FRC was continued until June
1934 when it was supplanted by the FCC,

The role of the TRAC as an advisory body to the President was
confirmed when, on March 29, 1927, President Calvin Coolidge,
in a letter to the Secretary of Commerce, affirmed the action
of the IRAC in assuming the responsibility on behalf of the
President of advising him in regard to frequency assignments
for the Government., Secretary cf Commercce lcover conveyed
this message to the IRAC and from that time the Committee has
acted as the coordinating mechanism in the assignment of fre-
quencies of the Government. This procedure was confirmed by
subsequent executive orders.

The first such was Executive Order 4846-A, signed by President
Calvin Coolidge on March 30, 1928, which listed approximately
600 assignments between 17.6 and 22,625 kHz.

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

The Commnunications Act of 1934, enacted on June 19, 1934,
created a seven-member Federal Communications Commission (FCC)
as an independent agency teo regulate interstate and foreign
commerce in communication by wire 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 communications in an emergency.

President Franklin Rcosevelt wrote to the Chairman, FCC, on
November 9, 1935, suggesting that the IRAC continue to func-
tion as a clearing house in the detailed allocation of
specific frequencies but that its reports and draft executive
orders be submitted through the Chairman, FCC. Again, on
May 18, 1936, in a letter to the Chairman, IRAC, President
Roosevelt asked the Committee to select one or more of its
members to appear at a Hearing cf the FCC with ragpect te the
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 consumated whereby:

"The Interdepartment Radio Advisory Committee will coop-
erate with the Federal Communications Commission in giving
notice of all proposed actions which would tend to cause
interference to non-Government station operation, and

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

"The two agencies will maintain up-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 TRAC approved a szet of Bylaws covering
its organization and procedures to replace the rules adopted
for this purpose in 1923. These Bylaws have been amended a
number of times since and continue to define the Committee's
mission and functicns.

In the years from 1945 to 1947, the United States participated
in a series of conferences preparatory to the International
Telecommunication Confevences held at Atlantic City, New Jersey,
in 1947, and in the Atlantic City Ccnferences 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 Allccations. As a
result of IRAC/FCC work, the U.S. Proposals embraced the
important new concepts of: (1) a cowpletely new Table extending
the allocations to 30,000 MHz; (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 freguencies for technical
freedom from harmful 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 Freguency Registration Roard

and, to prepare the engineered frequency list, the Provisional
Frequency Board (PFB). The PFB was not successful as regards
the fixed and land mobile services, and adjourned on February 28,
1950. The concept of engineered frequency planning was em-
braced, however, particularly in the case of the aeronautical
and maritime radio services.

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

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

In July 1961, the President's Policy on Communication Satel-
lites was issued. Included therein was a statement that the
Federal Government would be responsible feor assuring the
effective use of the radio spectrum, as well as assuring the
~ability to discontinue the electrounic functioning of satellites
when required in the interest of communication efficiency and
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effectiveness. As a follow-up, the TRAC issued a Notice to

All Federal Users of Radio which contained the statement that
the Committee "will hereafter authorize the use of frequencies
by space transmitters in satellites and other space vehicles
which are launched into space, only in those cases where such
vehicles are so equipped to assure the ability to discontinue
radio emmissions therefrom.” . o
Executive Order 10571-A was issued on October 26, 1954, and
assigned frequencies to Government radio stations as of April 1,
1954, For the first time cince 1928 all station assignments
were listed for review and confirmation by the President. This
list contained approximately 60,000 assignments, a hundred-fold
increase over the earlier one.

In 1955, with the major portion of the task of implementing the
1951 EARC Agreement completed, emphasis shifted to the matter
of frequency aliocations. The trend continued and was further
emphasized in the latter part of the year when the Select Sub-
comnittee on Frequency Allocations (SSTFA) was established.

The SSFA was to ensure equitable distribution of spectrum

space among 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
internaticnal rcdioc conference. FCC agreed to work with the

SSFA on these goals.*#

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

Executive Order 10695-A was issued on January 16, 1957 assigning
frequencies to Government radio stations as of July 1, 1956.

It stated that the particulars of assignments shall be main-
tained in the official records of the IRAC and that the Com-
mittee may, subject to approval by the Director of the Office

of Defense Mcbilization, authorize the use of frequencies by

**The name of the subcommittee was changed to the Subcom-
mittee on Frequency Allocations in 1658 and to the Technical
Subcommittee in 1964. In each instance its terms of
reference were modified to make it more responsive to the
needs of the Main Committee., It is presently responsible

for the development of management provisions in the area

of technical standards, minimum performance requirements -

and equipment criteria.
M}
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Government agencies. This was the last time the List of Fre-~
quency Assignments to Government Radio Stations was accompanied
by an Executive Order.

In the latter half of 19 67, the IRAC developed a statement of
National Objectives for the Use of the Radio Spectrum, with
the FCC Liaison Representative concurring.

The IRAC had been criticized for making many assignments with-
cut a termination date. Although cherb had been numerous
review programs on a selective basis, e.g., by bands or ser-
vices, there had been ro policy for the periodic review of

all assignments which, by the terms of their authorizations,
had no ending date. In the latter part of 1967, for imple-
mentation in 1968, the IRAC approved a policy for the periodic
review of Government frequency assignments. The review pro-
cedure is on a five-year cycle. The pxoccdure serves to
eliminate "deadwood'", update remaining assignments and make
the master 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 Mz in the band 890-942
MHz could be returned to the FCC for non-Government use.

Also, on November 17, 192069, FCC was told of Government readi-
ness tc share most of the radiolocacicon bands then allocated
for exclusive Government use (some 7550 MHz of spectrum).

In recent years there has been greater sharing of the spectrum
as between Government and non-Government, and a decrease in
exclusive allocations tc Government services. For example,
the percentage of the spectrum between 25 MHz and 40 GHz
.allocated exclusively to Government use has been reduced from
46% in 1969 to 28% now, with a corresponding increase in
shared allocations. During that same period the amount of
spectrum allocated exclusively to non-~Governmant has remained
at 347%.

On the occasion of the first manned landing on the moon and
the subsequent moon-walk on July 20, 1969, the IRAC experi-
enced a sense of participation irn having provided the fre-
quencies and the liaison mechanism ensuring the cooperation

of other users so as to avoid possible interference, the

whole assuring the outstanding communication during the entire
operation.

Recognizing the growing threat of spectrum pollution and the
increasing need fer electromagnetic compatibility, the terms
of reference of its Spectrum Planning Subcommittee (which had
been established in 1966 as a mgans of reemphasizing the

JUN 75
41 -

PN



frequency allocation function of the Committee) were expanded
te include procedures enabling that subcommittee to:

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

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

- Make recommendations as to potential electromagnetic com-
patibility problem areas, and propose courses of action
to resolve these problems;

~ Make recommendations as to technical parameters neces-
sary to facilitate sharing bhetween 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 telecomnunications and spectrum matters
tce thie new Office of Telecommunications Policy. Clay 1. White-
head was 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 IRAC. The Director met
with the Committee that day.

"The present Office of Telecommunications was established on
September 20, 1970 by Department Organization Order 30-5A, to
succeed an office with the same title that had existed since
December 3, 1967 in the Office of the Secretary.
In the new Office of Telecommunications, IRAC was made a part
of the Frequency Management Support Division for purposes of
administration and housekeeping. IRAC has a substructure of
the following subcommittees:

Frequency Assignment Subcommittee

Technical Subcommittee

Spectrum Planning Subcommittee

JUN 75 ' .



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

a hundred of such work groups.

Each of the subcommittees and of the work groups maintain
their own records. However, there is considerable duplica-
tion of the records of these bodies in the IRAC Secretariat's
Sequence File since all of the major action papers generated
by the substructure bodies are ultimately transmitted to the
JRAC for final decision. ‘

IRAC Secretariatl

52. Master File - Starting in October 1952, the Committee
established a system under which each incoming and outgoing
item treated is assigned a document number in sequence.

The documents are docketed showing the Date,. Document Number,
Description of Document, Types of Action Required, and
finally a notation of the action of the Committee, and
apprepriate cross~reference to other documents, if any, arve
involved. The documents after being docketed are filed here
under a subject numeric files classification scheme which is
the most responsive arrangement of the papers for current
business purposes. However, before the paper is put in the
Master File, multiple copies of it are reproduced for dis-
tribution to Committee Members and other parties having a
‘primary interest. At least one copy, plus surplus copies
left after initial distribution are placed in the Sequence
File which is arranged numerically by document number in

one continuous series. The Sequence File becomes the
official record file of IRAC documments since the Master

File is reviewed and inventoried once a year and all obso-
Tete and other documents on which terminal action has been
taken are destroyed.

Dispose of individual documents or the ccntents of
file folders when they are inventoried and it is
determined that they have served their purpose,.
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53.8 quence File - This contains at least one copy of

- every document treated by IRAC. Each document bears a
document number in numerical segquency as received. The
file is arranged numericaily. The Docket Books constitutes
a finding aid to the Sequence File, d4s well as a control of
Committee actions.

Once a year these files are reviewed and non-current docu-
ments are segregated and arranged for microfilming one
hundred images per reel on 35mm film. One copy of the
film is retained at headquarters for purposes of current
business and another copy is deposited at a relocation
site. It is not likely that the copy retained 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.

Items cconsidered by #he Committee and tabled are kept sepa-
rately in a subgroup designated Tabled Items until the
Committee takes some action on each of these items. After
the Committee acts on them, these documents are placed in
the Sequence File.

After the material segregated from the Sequence File has
been microfilmed, it is packed and retired as a major
part of the official recocrd of the transactions of the
Committee., This supports the disposal of the Master File,
since this material 1s the most compleLe documentation of
such transactions.

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

research.
PERMANENT Aae bean 7
20 CF  _Reeatrm. Retire to SHA after microfilmed and offer
PEALS for transfer to the National Archives.

54. Docket Books - This is a series of loose-leaf binders
started in October 1952 and maintained to date. Each
document considered by the Committee is posted in these
dockets showing the date rcceived, file number, brief
description, .type of action, meeting date, agenda item or
note, action and date, among other things.
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These Docket Books are used as an acticn and document con-
trol and they must remain in close proximity to the Secre-
tary of the Committee so long as at body is in existence.
The dockets also serve as a finding aid to the current and
non-current papers placed in the Seguence File, and to the
images on the microfilm Foples of that filo
PERMARENG clote Loid Yo /920.0.
3C¢ Retainm— Retire to SHA when no longer needed for
/ CFA current business purposes and offer for transfer
to the National Arcl.ives,

55. Sequence [ile Microfilms -~ As noted ahove, non-current
documents selected from the Sequence File are copied on
35mm film in reels containing 100 images each. A copy of
the master negative film is made and deposited at a relo-
cation site.

It is essential that the Committee hold both copies of

this film, because it is so frequently necessary for Com-

mittee to consider and evaluate its total experience to

surface new approaches to the resolution of new problems

growing out of a constant emerging technology and socio-

economic structure. The Committee's need to hold the copy
F:bat relocation is obvious.

decisron 25 rmm
% 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 the
National Archives for evaluation as a replacement for the
hard copy Sequence File.

PERMANENT |
éif:zg%@ =+ Retire to SHA when no longer needed for

current business and offer for transfer to the
TukC National Archives.

56. Administrative Subiject File - This is a oxall file
kept in the private office of the Ixecutive Secretariat

to the Committee merely as a ccnvenient source of refer-
ence. The file contains office copies of the usual house-~
keeping papers on budget, conferences, relevant directives,
pelsornel actions, requisitions, production reports,

travel and the 1LKC.

Record copies of all of these paperb are maintained else-
where.

Dispose of individual documents or contents of file
folders when 2 years old.
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Frequency Assignment Subcommittee (TFAS)

57. Minutes by Docket Listing of Moathly Transactions -
These minutes contain a detailed account of the technical
data considered in connection with approval or disapproval
recommended by the Subcommittee. 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.
€ PERMANENT,
/3¢ Retatn. Retire to SHA after microfilmed and offer
5’6Fﬁ/ to the National Archives. '

58. Applications for Frequency Assignment Actions (Form
O0T-194A and OT-19B8) - Each vear IRAC receilves approximately
30,000 Applications for Freguencv Assignments Actions from
agencies of the Federal Govermment. These applications
are forwarded to the FAS for the necessary research
analysis and a recommended iinal frequency &assigrunent
action.

|
Frequency assignment acticns include requests for a!new
frequency, a renewal, modification or deletion of an
existing assignment. i

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

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

59. Screeners' List ~ This is a computer printout of all
the data on the application, plus showing all of the changes
or adjustments that wust be made in order to allow a Fre-
quency Assignment Action the same as, or equivalent of,

that requested by the agency. These lists are reviewed

by the staff which marks up a copy to show all necessary
changes. These changes are then posted on a workdraft of
the agenda for a meeting of FAS.

Dispose when 3 months old.

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

A1l 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 Agenda 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 cother data appearing in the
Agenda for each application, the computer automatically
prints out the minutes of the meeting as described above.

i
Once the minutes have been printed out and checked for
accuracy the Agenda bhave no further value.

Dispose when 3 months old.

61. Application Registration Books - From 1952 until 1966
registration books were maintalned in which each paper
concerning an application for a frequency assignment was
given a registration number in sequence as the papers were
received. After 1966 the computer was programmed to autc-
maticaliy assign registration number to the documents
involved. A printout of the serial and registration num-
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 micrcfilmed and they must be held by the
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agency so long as it continues to function.

2cF  a. Registration Books 1952 - 1966 -TERMANENT Retire
tc SHA when no longer needed for current business
and offer to the National Archives for transfer.

222 Computer Printout of Registrations'-%gggéﬁﬁNr

. S Retire to SHA along with the related minutes
of meetings and offer to the National Archives
for transfer.

62. Administrative Dockets - These are the action papers
received or generated by the 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 vreceived, and the data distributed.

These documents appear to contain data that may be of great
significance to future scholars and researchers in the
field.
2. 5eE PERMANENT . ) . ] ~
' ~Retaim: Retire to SHA after microfilmed and offer
1£cF&  to the National Archives.

€3. Admindstrative Docxeis Microfili - The papers in the ./ ave
docket are perilodically reviewed for suitability for Cones fantty
microfilming and immediate retirement. The papers iselected ¢« ¢4
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 made
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 copies should be
retained and made available to the National Archives for
evaluation as a replacement for the hard copy files.
PERMANENT
' C.0 c¥ Ratatn. Retire to SHA when no longer needed for
[0 cF& current business and offer for transfer to the

&t Kscatins  National Archives.

I veels
64. Administrative Registration Books - These are ledgers
in which a registration number, description, date received
and date distributed are manually posted for each document
received in connection with a specified action requested
of FAS. '
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PIQMANEN‘?"( doplcod X, ®
F: Retire to SHA when no Jlonger needed for
/5’4f%‘ current business and offer to the National Archives.

65. Canadian Apnlications, Agenda and Minutes - These are
applications received from Canadian Government Agencies
and from organizations in the Canadian private sector.
These applications are reviewed and analyzed arnd a com-
bined agenda and minutes of the FAS meeting is manudlly
prepared.

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

These papers are periodically reviewed for suitability for
microfilming and retirement.
/0 ¢ FPERMANENT
' _Retain. Retire to SHA after microfilmed and offer
s.10 c F&» to the National Archives.

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

It is essential for the agency to hold all of these books
so long as it continues to function. These books are not
microfilmed. :

p ; cF PERMANENT
—Retain: Retire to SHA when no longer needed for

/'4994’ current business and offer to the Natlonal Axchlves.

67. Canadian Applications, Agenda and Minutes - Two micro-
film copies of the Canadian Applications and related papers
are made periodically. The master negative copy is held

at headquarters and the other copy is deposited at a
relocation site:

It is not possible to judge when these microfilms may be
available for retirement. However, both copies should be
maintained and ultimately be made available to the National
Archives for evaluation as a substitute for the hard copy
files,
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B veats Ratain., Retire to SHA when no longer needed for
41“”¢¢”7 current business and offer to the National Archives.

68. U.S.-Canadian Coordination ~ These are applications
from agencies of the rederal Government in certain loca-
tions requesting a frequency assignment in a specified
frequency band. These applicatione must be coordinated
with the Canadian Government in accordance with the
requirements of @n agreement between the U.S. and Canada
referred to as "Arrangement D', The file also contains
related papers such as the notification to the Canadian
Government from the 1RAC Secretariat putting it on notice
that such an application is being considered.

These applications are treated in the Screeners' List,

Agenda, and the Minutes of IRAC Meetings under a code along

With alJ other applications regularily received from Federal
agencies.

Although maintained separately, these applications with

related papers are microfilmed in the same manner as all

other appTlcafloas and the retention pcrlod for the micro-

£film copies shall be the same gs that assigned to the
~microfilm of FAS and of IRAC. (w<ce #cas &5)

These applications that are cocrdinated with the Canadian
Goverpment appear to contain data of valiue to IRAC as well
as future researchers and scholars in the field.
PERMANENT \
/’5.CF:—Re&a&ﬁ- Retire to SHA when no longer needed tbr
0.5 ¢FA current business and offer to National Archives.
A Copy §rerien A Ve
69. Registration Books -~ These are bound ledgers manually
posted to show the serial number, agency serial number
frequency, date to Canada, date of reply, remarks, and
docket number of each U.S.-Canadian application for a
frequency assignment.

? ANENT,
?442%”/)¥§2£&%HT Retire to SHA when no longer needed for

current business and offer to the National Archives.

70. Canadian Freguency Assignments - This is a computer
printout of a list of frequency assignments made by the

Canadian Government that is furnished to FAS for distri-
bution to Federal agencies with a primary interest.

This list is used as a primary source of information needed
to coordinate IRAC frequency assignments with those of the

Canadian Government.
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10 years old, whichever is sconer.

.71, lList of U.S. Frequency Assignments in the Border Zones
and jin the Bands Listed in Arrangement D -~ This is a com-
puter printout [isting all frequency assignments coor-
dinated with Canada, A c0py 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, vhlchever is sooncr.

72. List of Yrequency Assignments to U.S. Government

Radio Stations ~ This is a vecord set of annual lists of
{requency assignments to Government radio statioms. Until
recently these were computer printouts issued semi-annually
however, the hard copy prnntouto have been replaced by
microfiche copies to facilitate distribution as well as

to compact the record.

/oo €. F. a. Record Set of cne copy of the Annual List either

szj*cé%k- printed or microfiche RERMANENI Retire to SHA
when no longer needed for current business and
offer for transfer to the National Archives.

b. All othexr copies of the Li - Dispose when they
have served their purpose.

73. Hydrologv File - Documentation for analysis and con-
sideration of the effects of bodies of water throughout
the World on radio wave propagation and frequency manage-
ment.

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

2 C F PERMANENT
' Retadinr Retire to SHA when no longer needed for

G (FA~ current business and offer to the National Archives
1 year later.

74. Special Use Permits ~ This is incoming and outgoing
correspondence ccncerning permission to use sites for
telecommunications installations and the characteristics

of such sites.

Move active files forward at the beginning of each
decennial year and dispose of all other.
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75. Telephone Freauency Assignments - These are requests

\$S 3
for a frequency assignment by telephone with related papers.

All d in the file are duplicated in the minutes of FAS

Dispose when 3 months old. ,

76. Agency Frequency Assignment Lists - These lists the
frequency assignmente given to agencies arranged by the
names of recipisnt agencies., The lists are 1ssued monthly.

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

"

Dispose when 3 months old.

77. Generai Corvespondence - This is selected incoming and
outgoing correspondence that has general appL;catlon to the
development of the FAS programs, policies, and activities.

The file appears to be composed of papers that have been
specially selected over the years that contain signifi-
cant d(l%c‘l) on Lhe %‘i‘gwhﬂ& T Tho& it RLE ?&.av.».‘aﬁm.p.‘ 2, Q0.,
ZeE .ARﬁ:rnh Ror1re to SHA when no longer needed for
| ¢ FA— current business and offer to National Archives.
)(,(/““'9“"' T$s \
78. Classified Document Receiptsa- These are copies of
receipts tor security classified material released to
persons outside of FAS.

Dispose when;? years old.
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Spectrum Planning Sulbcommittee

79. Systems Review Data Tile - This contains record copies
of all papers generated by the Spectrum Planning Subcommit-
tee, IRAC. Each document in the file is given a document
number under which it is fiied in sequential order. FEach
document 1is also identified under one of the following
index numbers assigned to agenda itcms. The assignment

of this index number is used to brinpg together all of the
papers pertaining to a given application or soime other
agenda item received from a Federal agency.

1.14.1 Organization, Officers and Membership (
1.14.2 Changes in Representation

1.14.3 Agenda and Summary Record (Minutes)

1.14.4 Working Documents

1.14.5 Reports and Recommendations

1.14.6 Migcellaneous

1.14.7 Preparation for 197 WARC

1.14.8 Implementation 197 ~EARC

1.14.9 Preparation for General Radio Conference

1.14.10 Systems Review Procedure

1.14.11 International Space Coordination

1.14.12 Foreign Space Telecommunication System
Activities (Munitions Control Board)

1.14.13 Other Foreign Space Telecommunicaticne

System Activities

Unlike the Frequency Assignment Subcommittee, this Subcom-
mittee of IRAC does not produce its agenda and minutes on
the computer to include all of the analytical and supporting
data found in the file. Consequently, the data that is
useful for verifying or validating the decisions made on
allocations of the freguency band as well as, the data
that are needed for creative production of new telecommu-
nications systems ave available only in this file.
ERMANENT
2.5 ¥ Ekefainf' Transfer closed cases to WNRC every 3 years
; 4 CF@& and offer to the National Archives wisshsima 10years Thevcagfer,

80. Docket Bocks - These are ruled ledger books in which
each documént réceived or sent is manually posted showing
document number, agenda item number, date received or sent,
description, and the action person or organization.

ANENT
5/’—”(?”‘} éﬁﬁﬁ\ Transfer to WNRC when no longer needed for
/KM current business and offer to the National Archives

witlsin 10years TT«,e.vga,ﬂ%_{*.

OCM”'“’
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Technical Subcommittee

81. Technicai Review Pata File - The Technical Subcommit-
tee, IRAC, i3z responsible for evaluating and making recom-
mendations, in the form cof technical reports, on new and
existing techniques from the standpoint of their ability
to ostjhlzo use of the radio spectrum (recommendations to
Jnclude implementation steps).

This file contains record copiles of all papers generated
by the Subcommrittee. When an applicaticen for a frpquency
assigmmentf: is received from a bnuhral agency that is not
compatible with existing assignments in the radio spectrum
the matter is referred to the Technical Subcommittee for
examination to see if some new technical development can
be applied to accommodate the application. To assist it
in meeting these responsibilities the Subcommittee has
five Working SGroups assigned as follows: (1) Techniques,
(2) Standards, (3) Electromagnetic Capability/Sharing,

(4) Propagaticn, and (5) Side Effects. ‘

As in the case of the Spectrum Planning Subcommittee, all

of the data in this Subcommittee'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 with those of IRAC at the end cof each yoalxﬁke/*?”*fm)

P ANENT . .
-flC?F; Eﬁgé%éﬁr' Offer for transfer to the National Archives

annual consignments with appropriate IRAC records.

/ ¢ FA— in annu lﬁ/Mi é’?ﬂ? Ly itk DPLOpI
82. Administrative Subject File - This contains office
copies of informational and other papers on housekeeping
matters such as organization, computer program, contracts,
finance, forms, routine correspondence, personnel actions,
ublications, production reports, staff visits and other
papers that areunsuumblp for lejng with the papers on any
specific technical problom area under examination by the
Technical Subcommittee, IRAC.

Move active files forward at least once every 2 years
and dispose of all ochers.
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83. Program Listings ~ These are printouts of programs
developed to command the computer to select and automati-
cally process source data needed in the analysis of one
policy step in connection with providing higher authorlry
with the necessary program reports.

These printoats have value for varied periods of time
after the termination of the prOJects which prUQU( the
program. However, after expiration of this time they are
of no value to the Government or the public.

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

84. Intermediate Printouts - These are subset printouts
produced to accomplish one workstep.

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

Dispose when they have served their purpose.

{Punch. Cards)

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

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

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

Deputy Security Officer

The Secretary of the Technical Subcommittee also serves as
Deputy Security Officer, 0T. Since he maintains the papers
produced for both positions, the security papers are
described here.

8&7. Securitv Subject MNumeric TFile ~ This file contains
record coplies cf all papers generated by the incumbent in
his capacity as Deputy Security Officer of OT. The papers
are arranged daccording tc a subject numeric classification
schewe under subject headings, such as; Safe Combinations
and Locations, Top Secret Controi 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
economical to maintain them 2ll for 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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Ad Hoc Groups

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

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

88. Ad Hoc Group Papers - The Secretary or equivalent of
each group collects or generates papers containing data on
the organization and activities of the Group. The respon-
sible official (chairman) also generates a quantity of

- papers containing data used to formulate the groups recom-
mendations to IRAC,

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

The common denominator for determining the walue of the
records is the date of discontinuance of the Group.

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

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

Spectrum Evaluation Group

89. Proposed New Radio Systems ©Epngineerjing Studies and
Supporting Papers - These are the papers coliected or
generated by the Spectrum Management Analysis Group that
reviews and analyzes proposed new radio systems, initiated
by Federal agencies, to determine that each such system 1is
compatible with the f{requency and other assignments within
the band of the radio spectrum involved. The Spectrum
Management Analysis Group makes a final technical report
to the Spectrum Planning Subcommittee. The report is
accompanied by a selection of the principal support docu-
ments behind it.

After the Spectrum Planning Subcommittee has made its final
recommendations to OTP these papers have only a limited
valiue for reference to tite 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 Group Workpapers - These
include printed and prcocessed copies of standard 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 cnly 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 management activities in OTP and
the TRAC subccmmittees. The Executive Secretary, IRAC,

also serves as Chief of the Data Base Branch. Consequently,
the records which he generates as the Branch head are inter-
filed among the papers he creates as the Executive Secre-~
tary, IRAC, and the retention periods prescribed for them
apply to the papers of this activity.

Data Retrieval (Section)

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

Applications Processing (Section)

This activity screens and processes applications for fre-
guency assignment actions originated by the sixteen members
of the IRAC, Frequency Assignment Subcommittee and by non-
member Government agencies, who are users of radio, and
prepares them for computer program processing by punching
data on paper tapes. These tapes are transmitted by high
speed teletype to the computer site for machine screening
and checking and assembly into weekly agenda sections.

On a monthly basis after each FAS meeting, the decisions
of the subcommittee are entered into another computer pro-
gram process to produce FAS Minutes, Supplements to the
List of Frequency Assignments, Supplements to the Agency
Lists, Tabled Items Agenda, Statistics and to update the
Government Master File. This cycle repeats anew every
month. Semi-annually, the List of Frequency Assignments
to Government Radio Stations is prepared in total,

The papers created by this activitv are interfiled among

those of the FAS and the retention periods prescribed for
them apply to the papers of this activity.
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Frequency Assignment Review Section

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

Freguency Allocation Support Section

The records created by this unit are interfiled in those
of the Spectrum Planning Subcommittee, and/or treated with
them.

Computer Program Development Section

91L. Users Manuals - These contain the necessary instruc-
tions for the operator which tells him what goes in and
what ccmes out and the various other options that he might
have concerning the processing of various programs for
automatic processing of source data.
Theee ';”R/E&MENL o
' —Retain: Offer a complete set of the last addition
of the manuals to the Naticnal Archives when no

¥ A A rvivvm o AF Acqrremramt i st n o
longer needed for purposcs of curvent business,

92. Computer Program Development File -~ This contains
copies of internal correspondence that relates to the
general operaticn of the Section, productivity reports,
specific requests from users pertaining to implementation
of new computer programs, updates and others; usual house-
keeping papers, technical data on computer software and
hardware, and the like.

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

(Magnetic Tapes)

93. Program Tapes - These contain the commands to the com-
puter to treat specified source data in a certain manner
and automatically produce the desired end prcduct which
might be any one of several possible computer outputs.

JUN 75



[l
vanefior -~ +hgo
et = =1t

g
o

ngggxgmh Tevateh todew 7ﬁé7-A%vé /w;v~¢ ey
/ua' ise GOv- /«/ﬂ&n /07@«4'5 é/J AI/;(jrer [/,'/aocnw ,

(Printouts)

94, Program Listings ~ These are printouts which list the
comnands given the computer for a particular program. They
are used to revise or update the program tape involved.
Once this has becn accomplished the printout has no further
value,

Dispose when the subject program update 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 Telecommunications Scilences and other agencies
that are given to 0T to advance one cf its projects in
which the donating agency has an interest.

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

Computer Systems and Operations Section

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

Once the desired configuration of hardware and software
has been determined, the data in these files will be sum-
marized or otherwise duplicated in submissions to higher
authority that will specifically deal with the automatic
data processing capability, the need for it and its esti-
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mated costs. When the transactien has reached this point

of development the data in these papers will have no
further value to the Government or to the public.

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

Spectrum Engineering Branch

x,.,

Although this activity is QGOVlUPIJCdllV 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 activity is primarily engaged in spectrum resource
assessment and the CdpaDLJLLy of systems in various fre-
quency bands as more fully set forth above.

97. Division Chief's Subject Corre spondence Files - These
consists of copies of documents from the Chief's files
~maintained in his Washington Office. These copies are kept
at this locality purely for convenience of reference and
they have no continuing value.

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

98, Spectrum Analysis Reports - This is a record set con-
sisting ol oneé copy of each Phase I Report, Executive Sum-
mary and Phase II Report. These specifically are the
reports usually generated for each assigned assessment
task. However, there may be other reports that are pro-
duced in the process of special projects that result 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 «ccurlt] and oLher reasons.

Even though\tbb majority of these manuscript reports are
published, it should be recognized that they c¢ontain 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 resecarch purposes for many years
to come,
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99. Task Status Reports - This is a mbnthly repoft giving
the title of the task, names of key people involved, work
schedule, mileqtonc plan status and the manpower allocated
for the task. These reports are used for administering the
task and as a feeder report for submissions to OTP and
other higher authority. Once the need for this purvpose has
been served these reports appear to have no further value,

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

100. Electronic Engineers Technical Subject Files - These
are the papers that are generated or collected by the Pro-
fessional Electronics Englneers in the process of completing
their investigation or assigned task. Spec1Llca11y found
among the papers are such things as mathematical calcula-~
tions and other spreadsheets, 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

asks that arve ge ““1L3]" undertaken at the reoquest of the
OTP. The Flectreonic Engincer in the course cf conducting

“his assigned task gcnarates and accumulates documentation
of the content, administration, and scientific considera-
tions that are part of the official record of the task.
When the task nears completion the Electronics Engineer is
responsible on a selective basis for segregating all of
such task papers that should be included in the task record
located in the Office of the Division Chief, Washington
D.C. Duplicate copies of the papers include d in the offi-
cial task record that are kept among the papers of the
Electronic Engineer will be considered as a part of his
technical file.

Move active files forward and dispose of all others
when they have served the purpose of the Electronic
EngLneer concerned.
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161. Administrative Subiect Files - These contain office
copies of the usual housekeeping papcers on such matters as
arrangements for meetings; extra copies of conference agenda,
minutes and other issuances; budget, personnel actions,
requisitions for services and things, intradivision memno~
randums, space, time and attendance, travel, work assign-~
ments, and the like,

The file also contains extra copies of papers ceontaining
technical data that is used for the administration of work
for which the Division is committed. Copies of pertinent
directives and other authoritative material are also found
in the file,

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

Move active f{iles forward and dispose of all others
when 2 years old.
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TELECOMMUNICATIONS ANALYSIS DIVISTON

The Telecommunications Aualy519 Division is responsible for
~conduct of a wide range of activities required to ‘‘put the
technolopy to use' with the mission of developing business
and trade opportunities and improving human services.

The goals of the program are to develop and promote the
application of communication systems which do not use valu~
able spectrum space, thus providing opportunities for new
business and trade; to develop and promote the use of
telecommunication systems which can be used a a substitute
for higher energy consuming tﬂghnologje ; and to develop
and promote the aDnllcatlon of communication technology in
government operations to reduce costs and provide better
scrvice.

The progiram is accomplished by (1) working with other agen-
cies, communities, and industry to determine opportunities
and requirements to accomplish the above goals,; (2) encour-
aging the development of lacking technology and doing the
research and development which cannot be accomplished
otherwise, and (3) l,1omo‘_1rwg the application of demonstrated
systems in government and community operations.

.2 1 ..Aa o .. PR R U | oL R .
Tged Lnro Ltnree subelcmentis: telecommu-

The program ¥
s, implementation research and technclogy

is
nications analy
application,

e
G
si.

|

1. Telecommunications Analvsis. The U.S. trade deficit

in communications and selected electronic products has

grown continually cover the past 10 years, to its current
level of $1 billion. The trend includes a significantly
declining U.S. share of a rapidly expanding domestic and

world market.

World demand for telecommunications products alone is
growing at a rate of about 15 percent per year. Although
the U.S. 1is credited with many of the major technological
advances from which this class of products stems, the U.S.
world market position does not reflect this technical
expertise. There are consistent indications from the U.S.
telecommunications manufacturers that many of the primary
obstacles to expanding exports are remedial through appro-
priate and urgently needed federal actions, both dometi-
cally and through international negotlatlons
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To date, no U.S. body has provided needed, definitive
recommendations to U.S. policy makers or to the U.S. repre-
sentatives to the General Agreement on Tariffs and Trade
(GATT) negotiations for improving the trade deficit in
LelecommunLcations.

The function of this subelement is to prepare analyses
that idcntify opportunities for application of telecommu-
nications technology. The objectives for the next several
years are (1) to hdv; completed, through contract with the
National Research Council, a scuuy of metropolitan commu~
nicaticns for the future; (2) to integrate the results of
this study with results ¢f this study with resulis of our
experiments on delivery of services in a community and/or
working at dispersed TOC&LIOQS and other experiments such
as the National Science Foundation experiments with cable
television; (3) preduce a plan which can be used by commu-
nities and Federal agencies for using communications to
provide services; and (4) to assess the telecommunication
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 programs and services is not
limited by spectrum available and resulting scarcity costs.

The requirements for the NathPdL Research Council study
have been defined iointly by the Federal Communications
Commission; the U.S. Postal Service; the Departments of
Commerce; Health, Education, and Welfare; Housing and

Urban Development; and Transporation through the Interw
agency Committee on Telecomaunications Applications chaired
by the Department of Commerce.

The interest of the adminis“rdtion in metropolitan commu ~
nications is expressed in the Report cf the Cabinet Commit-
tee on Cable Television and in the proposed Cable Communi-
cations Act of 1975.

The analysis will provide a clear statement of probable
directions in urban telecommunications that can be used to
guide new communications development. A few of the issues
being considered are postal service planning for improve=
ment of services and promotion of other naticnal purposes,
implementation of the Housing and Urban Development Act of
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1970 to utilize telecommunications technology in controlling
urban growth, implemcntation by all Federal agencies of the
Rural Developnent Act of 1972 in considering location of
their facilities in rural areas to relieve urban congestion,
telecommunications facilities to support the disadvantaged,
sick, or undereducated populations and the basic "communi-
cations package'' fundamental to any urban area.

The need for increased effort by industry and government
rgencies at all levels for the application of civilian
technology has long been recognized by the Department of
Commerce. Among the most critical national problems today
are .infiation, energy supply, government costs, and trade
losses. Therefore, the major efforts of this program are
focused on identified neceds for applying telecommunications
technology for: reducing the costs of doing business in
terms of energy, time, dollars, gpoctrnm and productivity
through the use of communlcutlon sysLom reducing the
alienation between the citizen and his govcrnm&nt though
the improved use of information systems and communication
technologies; increasing business opportunity by demonstra=-
ting utility of innovative communication and infoermation
systems; improving the interoperability, usefulness anc
flexibility of communication systems through interchange-
ability, standardization and modular approaches providing
asSOCLated techn1oa1 programs in cooperation with other
disciplines in providing human rescurce services, improving
community environmments and providing governmentsservices;
assisting the transfer of decision making from Federal to
state and lccal governments by providing information
exchange services and coordinated technical services; and
assisting other agencies by providing central facilities
for optimizing services and costs of communication systems.

Prior year efforts were concentrated on analysis, in coop-
eration with the Federal Energy Administration, to deter-
mine opportunities and to develop rccommendations and
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-
ticn technologies to improve community communication;
perform experiments and demonstrations to show how
communications can substitute for transportation;
develop community communication facilities for pro-
vision of emergency services; develop techniques and
systems for more efficient delivery of Federal services;
develop programs for jmproving international communica-
tion trade, increasing the rate of doing business, and
to enable business to continue in the face of shortage;
development of standards for Federal systems and
broadband communications; and consolidate 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 agencies in contracting to
private industry. As the program is directed toward reduc-
tion to practice by experiment, demonstration and applica-
tion of potentially useful communications technology, a
major output is showing by example how to use new technol-
ogies in common working situations, particularly govern-
ment operations, so that the applications can be repeated
.with minimum redundant effort. A second output is inno-
vations and inventions required to fill in missing pieces
of the technology which are preventing application of
existing devices. A third output is information, reports,
papers, etc., describing the program findings.

The overall output is to be operating systems which will
better provide to the citizens in a community access to
information available to him in his government, thus
reducing his sense of alienation. The long range output
is to be recommendations to the Secretary concerning
actions required by the U.S. to participate in potential
markets for communications and information systems experi-
ments in the 1280'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 fieid 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 0T's efforts will be

to contribute to the channeling of available resources

into the selected, promising areas of high market potential.
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"OT is the only office ip Commerce with a deep and extensive
enough expertise for a focused analysis on the telecommuni-
cations field.

The Federal Government is obliged by law to provide U.S.
Representatives to the GATT Negotiations, with support from
Departments such as Commerce. Similarly, trade policy
formulation is an prchlt function of federal departments,
includiqg Commerce. U.S. negotiators report past dlsadvan-
tages in GATT negotiations concerning telecommunications
due to a lack of specific case examples of foreign barriers
to U.S., exporters.

In the next year the National Research Council's contract
will be monitored. Available resources will be used for
deVLloplng experimental models of systems identified with
FEA and HUD for implementation on a laboratory 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 minimum, the OT effort is expected to act as a cata-
lyst in stimulating the provision of meaningful, currently
unavailable, factual data and, guildance to the U.S. GATT
negotlstors.

2. Implementation Rescarch. Telecommunications can assist
materially in the Administration's program to conserve
energy. A significant degree of energy conservation can

be realized by increased and better use of telecommunica-
tions in lieu of transportation. Research indicates that
based on the August, 1974 production demand rate, as much
as 1,250,000 barrels of petroleum per day can be saved
through the substitution of telecommunications for travel,
This can be comparaed with the total demand rate at that
time which was 16,600,000 barrels per day.

The functions of this research are to (1) demonstrate
applications of the technology in operational situaticns
(but on a laboratory scale); and {(2) resolve the technical,
standards, and 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 work facilities, community and government infor-
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‘mation systems and other facilities developed in this and
other Tederal programs; and (2) assure that wmissing tech-
nology is developed either by encouragement of others or

by performing the required research.

Many types of information handling eguipment are available
and useful to infeormation and service facilities such as
microform, facsimile, video, data terminals, telephones,
optical systems, magnetic recorders, etc. Lacking are
efficient ecconomical communications to link them together
into an integrated system, as well as the devices and
standards to promote orderly development and interconnect-
ability of the system.

The Federal Telecommunication Staundards Committee of the
National Communication System has determined requirements
for standardization coi data rates, message formats, link
control procedures, synchronization methods, electrical
interfaces, network performance, and other parameters.

The Cable Technical Advisory Committee for the FCC has
determined requirements for standardized cross modulation,
intermodulation noise, discrete frequency interference,
terminology video beat interference, cross-picture inter-
ference, signal leakage, and cther factors.

~~~~~ RO R

using telecommunications to make better use cf
energy and to promote the use of these Lechnlqueq in govern~
ment and industry and the nation's communities by the
following subobjectives,

This activity is tp develor and demonstrate techn
£

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

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

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

a. Conduct a baseline study, including survey of
activity in Australia, Canada, England, and other
countries, as well as a survey of the state of the
telecommunications technology to meet the cbjective.

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

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

d. Conduct the axperiment.
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

to navigation, detection, and automation to de'termine
the extent tc which telecommunications is and might

be used during the energy processes: i.e., explora-
tion, location, extraction, conversion, and delivery

to consumers. :

b. Deveiop and make recommendations to effect a better
and more extensive use of telecommunications technology
during the energy processes.

4, Bring about :reduced energy requirements by telecommuni-
cations devices. We know now that about 1% of the total
electrical energy generating capacity of the U.S. could be
saved bv 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, how 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 telecomnunications
devices in order to determine their energy consuming
roqquemean in the context of the total energy con-
mption of the nation, to identify potential reduc-
tions that might be effected and to determine critical
energy requirements which should be given priority.

b. Develop and take such actions as are perLlnent
to bflnglng about the identified reductions of energy
consumption.

Executive Ovder 11748, December &, 1973 established the
Federal Energy Office and chqrgod all Departments and
Agencies to cooperate with that office.

The President's Statement and Memorandum to all Departments
and Agencies, April 14, 1974 dire:tec them to assist in
the meeting of the Aun1n1 cracion's encrgy conservation
goals. '

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

A central governmental catalyst is needed, The catalytic
force does not exist elsewhere in the governmeni. The
Office of Telecommunications has the req'f”Ld competence
that the Federal Energy Administration lacks |
|

It is expected that the results of this work will be:

(a) a pub]LC education program achieved Lptough Lnelshow1ng
of films to the public over broadcast television the dis-
tribution of brochures to other government agencies jand

the industry, and by State and local ~- as well as industry
-~ elements at fairs, conventions, etc.; (b) up to 16%
reduction of total vehicle miles 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, radiocs, etc.).

The analysis of communications for energy conservation,

prepared in cooperation with the Federal Energy Adminis-
tration, recommended demonstration of new communication
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systems wiich could reduce long distance travel, allow
decentralization of work forces, reduce daily commuting
and more efficient use of vehicles. Cost reductions up to
26 to 1 and energy reductions up to 500 to 1 could be
realized by using these communication systems in lieu of
travel and 40 percent reduction of vehicle use could be
obtained by mobile communications.

The analysis of community communications, prepared in coop-
eration with the Department of Housing and Urban Develop-
ment, showed that community communication svstems could be
modernized. Interconunecting community} state, and Federal
systems with communiry centers can be a key Lo encouraging
new systems that private enterprise could operate.

In the next few years laboratory mcdels for community
informatiop and service centers and remote work facilities
will be developed, syvstems for making Poc ral information
availab;' to these comnunity centers will be implemented,
and recommended systems and teChHIQU“° for linking these

community centers will be developed

3. Technology Application. Federal agencies and State and
local governments do not now have adﬂquafe technical cri-
teria, requirements, and guidelines to assist them in
applyvlg new and ex1s;1ag telecommunications tccunology to
their nroblems, Thic work is to identify the technical
reasons telecommunications technojogy is not being upleed
to meet potential applications and to see that the mlsSLng
techniques and systems are made available.

1
Problems identified by the Mayor's Committee on Cabﬂe
Communications for the City of Baitimore for instance show
that more information is needed on: technical and other
requirements to protect privacy, the extent to which inter-
connected city and reguired systems must carxy signals of
other systems, minimum technical standards for signal trans-
mission, nceded 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 unknowns are
common to communities throughout the country.
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The Congress in passing the “OUSLnb and Community Develop
ment Act of 1974 (COW<10 SLOUal Record, August 12, 1974),
tinds that the nation'g cities, towns, 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 depend on the establish-
ment and maintenance of viable urban communities as social,
economic, and political entities which will require eff ort
at all levels of govermment to streamline programs and
improve the functioning of agencies respoqsib]e for planning
implementing, and evaluating community development efforts.

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

The function of this effori is to promote and facilitate
the development and application of new telecommunications
technology. The objectives for the budget year are to
encourage and assist government agencies to provide infor-
mation and services in electronically locatable and deliv-
erable form,.

Major efforts are underway by the National Science Founda-
tion for delivcry of information and services by interac-
tive cable television, by the Department cf qea]tn Educa-
tion, and Welfare for dellvery to regions of the Country
by domestic satellite, and by others. The Technology
Application program provides technical inputs that contri-
bute toward the success of these efforts. Further,iit
provides a source of Federal information which can be
queried by federal and community facilities throughinew
communication networks to improve access by the people to
Federal Government information.

Many requirements for information from the Federal Govern-
ment and community faciiities could be handled automatically,
particularly for repetitive requests and where referral to
other sources of information is required. Often the infor-
mation is not available through the Federal Government but
can be obtained from other communities. Effort is needed

to premote the use of many systems which already exist by
supplying communications technology to make this informa-
tion available.
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The Housing and Community Development Act of 1974 recog-

" nizes the increased need by comnunities for Federal Govern-
ment assistance in providing information needed to identify
problems and opportunities. The Freedom of Information Act
and Intergovernmental Exchange Act further provide for
better access and interchange of information in the Federal
Goveroment. These new systems will contribute to the imple-
mentation of these Acts. An existing Memorandum of Under-
standing between HUD and DOC agrees that DOC will provide
technical assistance to HUD in meeting their responsibili-
ties,

The objectives of this element are to demonstrate the
application of information systems and communication tech-~
nologies for delivery of services and for improving business
and government operations in U.S. communities, and to assist
state and locel governments in the appl ication of these
technologies by the following four subobjectives:

1. Working in cooperaticn with other Federal agencies such
as HUD and HEW and with local governments, have in opera-
tion in a U.S. neighberhood an automated "Community Infor-
mation and Service Center' to improve coupling between the
people and their local government and better provide public
services.

a. Perform a baseline study outlining how communities
now coffer various kinds of municipal services which

may be provided by telecommunications; prepare a list
of existing services which might be 1ncorporaLed into

the CISC program.

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

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

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

o procedures for accepting inquiries, and

o training requirements for staff at the CISC.
itself and at information sources throughout
the municipal governuwent.

d. Identify, to the extent possible, institutional
factors which may affect initiation, continued opera-
tion, and phase-out of the CISC program, Particular
attention will be paid to the means fcr phasing out
direct Federal participation in the control of the
CI5C program.

e. Develop criteria for comparing communities in
which the CISC program may be carried out. Factors
for which criteria will be developed include but are
not limited to: demographic considerations, city size,
and receptiveness of the administration and the com-
munity.

£. Develop guidelines for the location of the Center
or Centers within the community. Considerations will
inciude but are not limited to: the expected number

of people to be served by each Center, convenicnce

of access to the Centers, and the relation to existing
neighborhoods.

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

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
systematic methods for evaluation social impact and
effects such as have been hypothesized to be benefits
of improved community communication and information
services.
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i. Identify procedures for data gathering and cri-
teria for evaluation of the e¢ffectiveness of CISC
service delivery. Both objective and subjective
factors will be considered. Ubjective factors include
but are not limited to: amount of use, characteristics
of users, and cests of installation and operation.
Subjective factors include but are not limited to:
public acceptance, perceived effectiveness of service
delivery, changes in citizens' attitudes toward their
local government, and benefits which may accrue t

the Federal and State govermnments as well as to the
local governments. )

j. Assemble equipment such as recommended by the
National Academy of Engineering for community infor-
mation centers intc an operational system for testing
proposed information and personal service delivery
technicues such as weould be used in community centers,
business establishments, 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
recommendations for evaluating and modifying contracts
and plans to take advantage of advance and practical
techniques.

kK. Select a site or muitiple sites for implementing
community information and service centers in one or
more U.S. communities and arrange for community,
government, and institutional participation.

1. Provide technical assistance in the installation
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 and effec-

tiveness of the community information and service
center.
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0. Prepare specifications, data, findings, etc. for
dissemination o be used il LransLerrvng the tech-
nology to other communities

—1.

2. Have in operation within the Office of Telecommunica-
tions a Communication Technology Information System to
improve response to state and local governments, the public,
industry, and other Federal agencies and therefore demon~
strate the use of electronic communication technology to
improve availability of information for the Federal gover
ment.

a. Determine information requirements of potential
users in Federal, State, and local government agencies
and for the publ .C through the Community Information
and Services Center.

b. Develop plan for creation of computer file so

that system can be utilized as additional information
is added including file size, security classifications,
frequency and speed cf file reference, rate of file
additions and deletions, and ways and means of
obtaining various levels of computer privacy in a

time and resource shared mode.

c. Determine access techniques and interface require-~
wments to allow afficient simulianeous utilization.
|

!
d. Determine information system requirements,, data
base design and retrieval system to be used.

|
e. Determine report creation methods to be us?d.
f. Determine computational, text editing and other
programs that would be required.

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

h. Determine costs including c¢peration and mainte-
nanice and arrange for cost sharing system.

i. Arrange for and obtain software and hardware

which will be required for CTIS, switching, and
access to other systems
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Prime and test system.

. Develop data base and load initial information.

3.
k
1. Make system available to €ISC and to State and
1ocal governments to the extent feasible using
existing conventional communication facilities.

3. Working with local governments and other Foderal agen-~
cles, have in operation ¢ Communityv-Governme nt Information
System to couple Federal government information systems
with community information and service centers and remote
work centers to provide to the pubiic and local governments
efficient access to Federal services.

a. 1Investigate technologies which may be used in the
future, if community communiication systems resulting
from uemonbc1 Cions and experiments implemented or
planned become operational. These technologies include
glass fiber transmission paths, multimode waveguide,
active coaxial cables, integrated communication cir-
cuits and multifunction terminals. Estimate possible

elative costs and possible effects on current systems.
Determlne possible Pffgcrs on direction, conclusions
or results of contracts and community communication
policy.

b. Assemble equ:pment to provide communication cir-
cuits between offices of DOC and other Federal agen-
cies. Utilize this link in normal government Lusiness
operations associated with the community communica-~
tions program and other programs, tc test effective-
ness in reducing travel between agencies, incréasing
interaction, expediting communications, promoting
efficiency, and other hypothesized improvements.

This will serve to put into actual practice some of
the recomrendations resulting <rom the New Rural
Society project and the National Academy of Engineering.
It will provide operating systems for observation.

c. Determine techniiques %o be used and routing to
the test Cemmunity Informdtion and Services Center,
the Remote Work Centers and the various Federal ag en-
cies.
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d. Arrange through carriers, contractors or install
directly comaunication links,

e. Test communicacion circuits to determine reli-

ability and identify requirements for further research.

4. Develop a model plan for an integrated community commu~

nications system in cooperation witn the National Academy

of Engineering and other Federal agencies. This plan is
required to optimize installaticn, o operation, maintenance,
regulation and policy 2nd to be us ed in assisting Federal

agencies,; industry, and communities in implementing new
systems for delivering human services, for work dispersal
to conserve energy, ior installaticon of guided systems to
conserve spectrum and for other purposes.

xm the National Academy of Engineering a
sntify telecommunication issues which will
be faced by edox;i agencies dur lng the next ten to
fifteen years; Ldentlfy opportunities for the integra-
tion of existing metropolitan communications services;

describe metropolitan communication technology develcop-

ments which may be implemented within the next fifteen
years; describe ways in which possible new systems and
technologies could be integrated into or replace
existing cy new systems; identify social and economic
costs involved as vell as benefics; identify indica-
tors which show growth of applications with avail-
ability of resources; and describe potential changes
in present Federal regulations, public, and private
instituticns, and mechanisms available to Federal
agencies which may be required.

b. Provide technical assistance to the National
Science Foundation and other Federal agencies on their
contracts relating to community communications includ-
ing cable television experiments, energy substitution
experiments, and urban community studies.

c. Work with community communication officials
through the 1nLorgove1nm@nLaL personnel act and as
fea51b1e to obtain direct input on telecommunication
lcoulroments and probl@ms delaving implementation of
requxrad systems and the application of useful com-
munication technology.
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1!? Investigate existing urban communication system,
which have evolved by a series of suboptimum decisions
over a long time (mobile communications, cable tele-
vision, over-the-air broadcasting, teclephone, facsim-
ile, mail, etc.). Identify current and imminent
government procedures and policies. Determine how
changes in urban communication systems and practices
could affect the functions of communities and their
governments. Provide suggestions for approaches,
policy, and rescarch required to improve urban commu-
nications.

e. Integrate the findings of the NAEL, NSF, other
Federal agencies, the work with communities, with
other reports, and the direct investigation into a
composite plan identifying gaps in the technology,
equipment which may be required, specifications and
standards and areas where research is needed.

f. Develop measurement techniques and proposed stan-
dards for urban communications facilities of interest
to goverrment agencies. These include but are not
limited to: cable television systems, for which the
Federal Communications Commission is now formulating
technical standards; mobile radio systems, of interest
to public safety agencies as well as to other govern-
ment users; systems which may be included in home
construction, of interest to the Denartment of Housing
and Urban Development; and systems which may provide
communications for public services of interest to the
Department of Health, Education, and Welfare.

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

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

The hypothesis 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 wvia cable or similar systems.
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The four major objectives of this program will (1) provide
for access to information by officials and citizens in a
community, (Z2) provide information in a form accessible by
electronic means, (3) provide telecomnunications systems

to link communities with Federal information sources, and
(4) to provide communities and Federal agencies with guide-
lines for implementatiorn of the reguired systems,

The impacts will be:

1. Reduced costs of community information and
services,

N

Improved communication between the citizen and
his government,

3. Provision of more services directly to and at the
choice of the citizen,

4, Reduced alienation between the citizen and his
comrunily,

5. Provision of better information to the government
on community problems and needs,

6. Provision of opportun'tie
new and evpanding inform

for a broad range of

S
- R
ation industrics,

7. Improve the U.S. position for export of community
and home information products,

8. Increased U,S. productivity,

\O

. Provision of the nation with a valuable new
resource,

10. Improve the management capacity of State and local
governments,

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

12. Reduce the technical uncertainties which hinder

application of Lelecommun1patlono to vital com-~
munjty processes.
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- The Office of Telecommunications is directed to assist
other Federal agencies, states, and communities in the use
of telecommunications and providing advisory services in
telecommunications to agencies of Federal, State, and
local govermments in support of the Department of Commerce
charge to assist States, comnunities, and individuals
toward econcmic progress directly and by assisting other
Federal agencies in the application of telecommunications
technology to national needs,

.

1

By Memorandum of Understanding exccuted July 23, 1970, the
Secretary of Commerce and the Secretary of Housing and
Urban Development agreed to a coordinated approach for
performing the functions of the Secretary of HUD through
the utilization by HUD of the analyticel, research, test,
and development capability of the Department of Commerce.
By subsequent agreements, because this work furthered the
missions of both Departments, joint funding arrangements
were made, The Housing and Community Development Act pro-
vides for Federal Government assistance for such things as
developing and analyzing information needed to identify
problems and opportunities. The Department of Housing and
Urban Development is responsible for this assistance.

Commmunity distribution systems would provide a major market
American industry is wailting to supply. Government offices
at all leveis need to determine citizen needs and supply
him with services. OT is working with the Federal Energy
Administration on means and requirements for using telecom-
munications to enable dispersal of working facilities as
will be required to keep the U.S. cenergy dependency from
increasing. OT is working with the Department of Housing
and Urban Development on needs and means to provide infor-~
mation to communities and the compunications systems
required as a result of communities polarizing into neigh-
borhood structure., OT is working with the other Federal
agencics to determine standards and measurement techniques
for communication systems to be used by the Federal Govern-
ment. These specifications to a great extent will deter-
mine those used by communities.

It is appropriate that OT, in carrying out its charge to
provide information and alternatives for the resolution of
commercial policy questions and for more efficient allioca-
tion and utilization of telecommunication resource, con-
solidate this information into a form which can be used by
all comnmunities in the country and the related industiries
as well as Federal agencies.
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The systems required to accomplish these objectives are not
the products of a single ivdustry and the responsibilities
for operation not that of a clnr]e level of government.
Therefore, it falls to the chcral severnment to provide

the CLDt]dl effort to which Jndustry and other government
agencies can provide assistance.

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

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

Current manual document retrieval schemes are based con
coordinate indexing, which is the use of selected words
that collectjvely 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 dsgngned a unlquo serial *dcntlfvxng accession
number and z Lluiuvé,dyh*v reccrd is made of the author,
title, source, and other useful information. This record
and the document are thien used by the indexer to identify

a suitable number of keywords for each document. Ten~
column keyword or uniterm cards--are typed with the key-
word in capital letters in the upper left corner of the
card, and the document number is entered in the appropriate
column of each card; the column used is that of the units
digit in the accession number., Retrieval is carried ocut

by first scanning the BROWSE 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 numbers on each card compared. Those occurring
on all cards are selected and can be pulled for examination
from the document file wherc they are located by the serial
accession number. A signed document-out card is placed in
the document file as each document is removed. Retrieval
efficiency is about 90% since the words used by the indexer
and the retriever are not always the same.
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Information which is not in a form that can be readily
accessed remotely is often a primary barrier to effective
communication and delivery of services. Remote access to
information can lead to reduction of energy use through
reduced commuting and travel. Full utilization of commu-
nicating typewriters and other communication terminals can-
not be realized until interconnectable information systems
become mutually usable,.

In the next few vears efforts will be aimed at promoting
general business awareness in the use of telecommunications
for ccnmservation of encrgy. This was done by films which
were shown nationwide to millions of viewers and by bro-
chures which were reproduced and distributed by industry
by hundreds of thousands.

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

1
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102. Telecommunications Analysis Subject File - As!
explained above this file serves all staff members of the
Division and with one or two exceptions contains official
record c0p1es of all documentation generated by the Divi-
sion.

Within the file the papers are arranged numerically
according to keyword and document numbers in consecutive
order. At present the hard copies in this file are used
to retrieve data from incoming items to be used with data
read out by the computer from relevant outgoing material
which is computerized in its entirety. This arrangement
looks toward completion cf a system wherein the whole con-
tent of the file will be completely computerized and sub-
ject to automatic retrieval through computer terminals.,

Retire to SHA in 5 years consignments, transfer to
WNRC 1 year later. Dispose when 15 years old.
JUN 75
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103, Project Application Files - Thesge are case files

" which contain copies of documentaticn concerning ithe ini-~
tiation and conduct of each project undertaken, Papers
found in each case usually include: (1) memorandum or
letter project request, (2 ) project proposal, (3) workplan,
(4) cost estimates, (5) milestone plan, (6) project cost
report, (7) supporting paper directly related to the pro-
ject, and (8) copy of final report.

o

Once the case has becen closed these papers appear tc have
a relatively short term value for financial and other
management DUrposSes.

File closed case separately and retire to SHA in
mutually agreed upon consignments. Transfer to WNRC
and dispose when 10 vears old.

104. Administrative Subject VJl“c - These contain office
copies of the usual Nousekeeping papers on such matters as
accounring. budget, conference and meeting arrangements,
personnel, requisitions for services and things, space,
travel, work copies of Departmental orders and other
agencies directives, and the like.

- Although these papers are separately described as a sepa-
rate file, many of them are incorporated in the Telecommu-
nications Analvsis Subiect File, 1nd it is dintended that
those as well as any cther papers found in the office
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 forward
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 assigmment and kept by him until
his investigation and findings are completed.

The material includes workpapers, drafts, preliminary
analyses, spreadsheets, printed secondary source material
and 51m11ar papers of direct or tangential interest to the
professional .in the course of producing a final report.
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At the appropriate time many of these papers are selected
and filed in the Telecosmunications Analysis Subject File.
The remainder of the papers appear to have no value after
the need of the professional concerned has been served.

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

(Magnetic Tapes)

The Telecommunications Awnalysis Division, 0T, is provided
computer services by the National Bureau of Standards,
Office of the Secretary, and CGeneral Services Administra-
tion. Each . of theseg @gg&pies is respensible for appropri-
ate maintenance and{disposition of magnetic tapes and

other materials generated in thelr respective shop in con-
nection with_TAD computer operationsderawr oz Aebisp e s oC e
OT INRLMATION FDCOLDTD THERTON ,

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

a. If Material Has Permanent Value -~ Transcribe and
file in cubject or project files.

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

107. Program Printouts -~ These are printouts of commands
to the computer to automatically process specified data in
a specified manner.

Dispose when superseded.

108. History Maintenance Files - These are printouts of
all of the data in the memory bank of the computer.

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

b. 1If Filed in Telecommunications Applications Sub-
ject File - Dispose along with it.
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109. Preliminaryv Printouts ~ These are precduced to serve
a purpose for one workstep or process. After the workstep

or process involved is completed, these printouts appear
to have no further value.

Dispose when they have served their purpose.
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POLICY SUPPORT DIVISION

The Policy Support Division, OT, was established August 25,
1871 pursuant to the provisions of Section 13, Executive
Order 11556, signed September 4, 1970. Under the general
direction of and with the approval of the Director, 0T,

the Division is responsible for providing research and
analytical support to the Secretary of Commerce in national,
international and Federa® CGovernment telccommunications
areas, The Division also has a special mandate to provide
the same lind of pOlLLV research and analysis suppovt to
the Director, Office of Telecomwrunications Policy (OTP),
Executive OLLlCe of the President. To facilitate the
implementation of the program te the greatest benefit of
the Director, OTP, it was provided that the lines of com-
munication beLve@n the staffs of OTP and the Division for
the exchange of programmatic information would be direct.
It was also p10v1dcd that the Director, O0TP, would evalu-
ate the program performance executed by the Chief, Policy
Support Division, OT.

In performing these functions, the Division does not resolve
policy issues, nor does it formulate proposed policies.

These are the. rConnsnb lities of the Director, OTP and of
the Secrctary of Commerce within their rcspcctlvb juridic-
tions. The Division does provide un(“rlvjn" research and
analysis, which ultimately contribute to policy resoluticn
and dec151on g
Although the Division's research mission is one of gatherln7
information and statistics, as well as noting trends and
performing analyses, effective research affecting so vital
an industry as telecommunications cannot be. done without a
complementary understanding cf social and economic realities.
The staff of the Divisjon fills the needs with an informed
multidisciplinary team of highly qualjfled 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 telecommunications industry,

o Mobile communications,
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0 Broadband cable systems,
o Computer communications,

o Efficient government telecommunications, and

0 International telecommunications.

As noted above all of these policy research and analysis
activities fall within one or more of three basic areas,
which ave defined as follows:

o National {(Domestic) - includes reguiatory and entry
issues Janlvrng common carriers, land mobile, cable

television and data communications and other areas
related to domestic, non-Federal telecommunications.

o Federal Government - includes the government's pur-~
chasing policy, adequacy of gover ament comn nunications
systems, application of new Lcchnology, emergency
communication systems, and government data systems.

o International - includes market tariff rates, com-~
petition and technology related to int ernational
telecomnunications, partxculally in the area of
satellite telecommanc tions

. In recent years in the National area, telecommunicaticns
has emerged as an area where policy formulation plays an
increasingly important role. The problem of regulating the
common carrier in becoming more complc' and demanding as
applicants for entry into this market bring pressure for
reexamination of common carrier regulatory policy and Execu-
tive Branch study is essential. Cable TV and computer com-
munications are among the growing fields where policy
issues are numerous. In the light of this expanding market
and the acceleration of our technological devclopmcnt the
need for continuous and informed andlyqne by the hlghu%t-
level decision makers for develcopment of controlling
policies, can be understood.

In its area, the Federal Govermment, as one of the largest
users of communications systems, must centinually assess
the effectiveness, cost, and suitability of its owned and
leased communications equipment. The soundness of the
research and ‘analysis cfforts of the Division is a large
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part of the insurance held by the private sector that it
" will receive a commensurate share of the industry'’s

attention and products.

With respect to the International area research and analy-
sis efforts have beern recently focused on development of
information about international Lc]ocommun1cations sysLems
economics, trade, technology and financial matters

For instance, a computerized forecast model to measure the
U.S. internaticnal telephene, telegraph, and telex traffic
has been designed and developed. This model will help to
analyze traffic, to estimaste internaticnal circult require-
ments, and to evaluate carrier proposals for the allocation
of new facilities.

The Policy Support Division is widely separated geograph-
ically having a part of the staff located in Washington,
D.C. and a part in Bouldeér, ColoLcao.

A part of the Division's headquarters staff was located in
Boulder in August, 1971 which is designated herein the
Policy Support Division Detachment-Boulder. It was decided
that substantial benefits would be realized by locating a
contingent of the Division's staff away from the pressures
and other distractions of Washington, D.C. and near the
Boulder laboratories. The Detachment and its recordes are
described mere fully elsewhere in this Schedule.

Office of the Chief

In Washington, a files station is maintained in the outer
office of the Division, which 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 required in the conduct of the project
involved. Accordingly, the incoming and outgoing items of
this correspondence find their way to the professional con-~
cerned and he places them in his POllCV Analysts Technical -
File. All papers of any importance in this file are ulti-.
mately selected and included in the General Correspondence
File which ‘is kept long enough to meet all needs.

110. Administrative Subject File - These contain office
copies of the usual hcusekeeping papers on such matters as
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accc’nting, budget, perscnnel actions (includi;"o perscnnel
-case files, biographical sketches), reports, contractors
(potential), brochures and releascs, letters of apprecia-
tion, publications, requisitions for services and things,
training, travel, worlk assignments, copies of directives,
regulations and other authoritative material, technical
information collected on special tasks or projects and the
ike.

a. Personnel Case ¥Files. - Dispose 6 months after
separation of the subiect employee.

b. All Other Papers - Move active files forward dis-
pose of individual documents or contents of file
folders when 2 years old.

111. General Correspondence (Chrono File) ~ This contains
copies of incoming correspondence with a copy of the
response and any related material that may have been gen-
erated by the Chief of the Division.

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

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

112. Circulating Reading File (So Callied 01" or "pink
copy file™) - This is comprised of a copy of ecach cutgoing
item generated by all members of the staff including those
located in Boulder, Colerade. The purpose of this file is
to keep all concerned currently informed of the most recent
authoritative actions of the Division, and to establish a
climate that is most conducive to the cross fertilization
of ideas among staff members. Further, the file is spe~
cially constructed tc respond to certain work habits pecu~
liar to the needs of a professional group engaged in this
particular type of discipline.

i
-
a.

1
g
S

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

\
Dispose when 5 years old.
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113. Policy Research Estimates (PRE) and Policy Options
Formulations (POF) - As noted above the Division does not
resolve poclicy issues nor does it formulate proposed
policies. As a result of the required research and analy-
ses, the Division produces Iolicy Research Estimates and
Policy Opticns Vormulations for thie use of the Director,
OTP and the Secretary cf Commerce in selecting the appro-
priate opticn for resolution of the policy problem under
consideration. :

The file contains one (1) copy of each of the PRE's and
POF's that are produced by the Division. These documents
contain a summary avalyses of the research and data gener-
ated by the Division in the course of its investigation of
the subject area involved.

To some extent the content of these documents is reflected
in authoritative peclicy and other statements issued by the
OTP or the Secretary of Commerce. A selected few of the
PRE's and POF's are publighed by O0T. However, these treat-
wents cover such a small percentage of the tetal data found
in these documents that it is felt that this collected set
contains a vast emount of information that has long term
value for general research in the telecommunications field
and for a continuocus understanding of enierging developments
in the complex field of telecommunications.
/Z cF SERMANENT ive to SH - g .
—Retain. Retire to SHA when 5 years old, in annual
consignments and tranfer to WNRC.ofFFeEx--tonaes bHes oy ord,

114. Caxrd Register of PRE's and POI''s ~ This is a (3X5)
card index of each PRE or POF that 1s 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 Compilation of Policy
Support Division (PSD) products which 1s a running list of
all PRE"s and POT''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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115, Compilation of Policy Support Division (PSD) Products -
" This is 4 processed 1List showing the number, title, name of

research leader, and the precise description of each of the

documents. ‘

RMANENT, . . .
o5 ot HRRMANENT potire to SHA a copy of the compilation

covering the PRE's and POF's that are being retired
at the same time. Transfer to WNRC with the related
material, oFFee Yo nRes BHEM 2o yrs @\

116. Policy Analyst's Technical File - This contains all
of the papers concerning the administration of the project
and all of the related technical materials generated or
collected by the policy analysts in the course of producing
a final report. Included in the file are such things as
project proposals, letters of agreement, workplan, cost
estimates, milestone plan, spreadsheets, drafts, prelimi-
nary analyses, seccndary source printed material, and
similar items that a professional engaged in original
research and analyses usually generates.

,

Most of this material has no value after completion of the
subject project. However, some of the papers have a some-
what longer term value for legal and managerial purposes.
These papers are segregated from the others of a shorter
term value for inclusion in the General Correspondence
File which is kept long enough to weet all needs.

a. Selected Documents -~ Move forward and file in the
General Correspondence File,

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

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

The items below are intended to provide for appropriate
disposition of the machine records now on hand and to
point the way for policy analysts to revise this schedule
if the Diviecion expands its use of computers to include a
large data bank.

117. Program Tapes for Models ~ These tapes contain com~
mands Co the computer to automatically process specified
data to produce a mathematical model. These modcls are
used to project cost
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118. History Maintenance File -~ These tapes contain all

of the data STored in the computer memory for use through

an on-line system, The data system is updated perlod1~
cally, usually on an amnual or biennial basis.

Fppra . o . .
;A%%{ Retain. Retire cither the master operating tape or
a duplicate to SHA when no longer needed for current psposaL noT
buginess and tiansfer to WHNRC. ' APPROVED

119. Subset Tapes - These are tapes written to automati-
cally produce given calculations or to serve a purpose for
cnc workstep or process.

Scrateh when they have served their purpose.
(Printouts)

120. Source Data Svstem Printouts -~ These are printouts
from an on-line system containing OTP library material and
abstracts of the PRE's and POF's retrievable by keyword
commands. ‘These printouts are used by the policy analysts
to retrieve source data needed for his current assignment.

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

Dispose when

the related PRE or POF is
and accepted.

completed

(Punchcérds)

- e s o e o s e

122. Punchcards, Paper Tapes, and Dther Input Media -
These are produced to translate data into machlne language

for automatic data processing.

Dispose or scratch, as appropriate, when the data is
transferred to a magnetic tape, dlac or some other
computer mc:dla)oa nied 17 Bre Seadmn e ?\)Q_Pu,:;_-_
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Detachment - Boulder

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

Under a working agreement signed by Assisiant Secretary for
Science and "cchﬂoLO"y Department of Commerce and the
Director, Office of Telecommunications Policy, Executive
Office of the President it was agreed that the professional
personnel of the Policy Support Division would be selected
with the concurrence of OTP. It was also agreed that the
line of communications between OTP and the Policy Support
Division would be direct.

Early in 1871 in consideving the establishment of a Policy
Support Divisicn, top~level decision makers examined and
mulled on the proposition that there would be advantages
in locating a contingent of the highly trained specialized
staff of Telecommunications Policy Analysts at some place
away from the distractions and pressures of Washington.
The potential of the idea was so appealing that it was
- decided to adopt it on a trial basis.
In August 1971 the Policy Su ivisicon Detachment was
ccated in Bou lder, CULOrhuO where a considerable number
of telecommunication scientists and other professionals
specializing in the field were employed by the ITS and
other elements of the Department. Although it is geo-
graphically separated from the rest of the Washingtcn-
based Division, the new Detachment is still organization-
ally a part of it.

@)
~

o
O

The objectives, and functions of the Detachment are the
same &s 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 work interchangeably on one or more proiects.

~An official' filing station to serve the whole Detachment
is maintained by the Chief's secretary with the assistance
of such recordskeepers as may be necessary. Record copies
of papers documenting the substantive transactions cf the
staff are placed in a single subject file with a few
exceptions,
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Each of the program assignments given the Detachment is

ssigned a distinctive title and a case file is maintained
for it in the subject file along with the supporting docu~-
mentation genorated in the conduct of the project. The
staff is now in the process of reviewing the papers that
have accumulated in the file for the purpose of redefining

group, pProgram area, SUbJGCL headings, etc. for the

purpose of improving the filing scheme so as to make the
file more responsive to demands.

Office of the Chief

123. Policy Support Subject File - With the exceptions
described below, this file contains record copies of all
papers generated by the Detachment,.

The tile is arrvanged first by fiscal ycar and thereunder

in two subgroups (l) Administration, and (2) Baseline Pro-
grams. Under this primary group heading the papers are
further arranged under three secondary program areas as
follows: (1) Internaticnal, (2) Federal Covernment, and

(3) Non-Government, Within each of these secondary arecas
the documentation is subdivided by tertiary guides bearing
the titlss of subprogram categories and behind these the
project case files are filed slahabc“:ﬂ~11y by title,

Each case file contains basic documents including (1) Task
Statement (work plan), (2) Memcrandum of meetings and
telephone conw@rsations, {3) Frogress Reports, (&) Abstract
of Policy Research Estimate, (5) Contract or Project Agree-
ment, and (6) All CﬂrLQSpondence 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-
tains office coples of the usual housekeeping papers on
such matters as accounting, budget, committees and confer-
ences, fiscal control, delegations, directives (copies),
laws and regulations {copies), urchxne orders, requisi-
tions, space, training, txavel, woxk assignments and pro-
duction reports, and the like. "These papers are duplicated
for record purposes in the appropriate units of NBS and
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. NOAA. However, these papers should be reviewed at least
annually and any found that are necded for a period of
time beyond the prescribed retention period below should
be moved forward and kept as long as necessary.

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

The papers found in the Baseline Program Group in the file
contain all of the information in the file that has any
long term significance. The Project Case. Files include
the proponderance of this information.

a. Administration Group Papers:

(1) Staff Correspondence - Review file at least
annually, move active Liles forward and dispose
of all others when 3 years old.

(2) A1l Qther Papers - Review at least annually
and move active documents or files forward, all
others dispose when 2 years old.

b. Baseline Program Group Papers:
(1) Project Case Files - Transfer to FRC 2 years

after closure of the project and dispose 10 years
later.

(2) Project Supporting Papers -~ Review the papers
and select documents of exceptional value for
inclusion in the Project Case File. Dispose of
all others 2 years after the project is closed.

124, Final Reports - At this writing it has not been the
practice to put a cecpy of the project final report in the
Project Case File. 1Instead, two copies of the final
reports are kept in a separate file kept in the Library to
make optimum utilizaticn of space. These include type-
script and printed Policy Research Estimates and any other
final reports produced by the Detachment.

Although, it has been decided to keep a record set of all
OT final reports in Washington, it is considered necessary
to maintain a record set here as well as the one in
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Washington to meet the need of the Detachment and for
future research purposes.
éﬁ £ PERMANENTL 7Vum$@w'{o Fec
Record set (1 copy each) ~-Beatain.
Z'C(ﬂ/ When no longer nceded for current business
to the National Archives /o eavs 7””’“%4%”’

offer

Papers - These are the usual

kinds Of papers accumulated by an analyst in the course of
bis inv C ¥ given projsct and th producicion of
a tinal report., These include white tissue copies of corre-
spondence clippings, drafts, selected becondary source
papers and the like which he usually keeps in his bottom
desk drawer or close at hand in work space.
Dispose when they have served their purpose.

1 ime Case Files - This consisis of a folder
i i "¢ containing olfice copies of perscnnel
dCilOﬂ and related papers concerning the subject emplovee!

-mployment. These papers arve LUP¢LC8LOJ in the Oificial
Pew sonnel Folder for record purposes, T

Dispose 1 year after separation of the csubject
employee,

cal #iles - ‘hese consist of one copy of
item produced that are kept in addition to
Cy
S

wse m41n'a)dcd in the Policy Support Subject File.

v
el

e
t

Dispose when 3 years old.

(Computer Services)

The Dollcy Support Divisicn Detachment is pirovided computer
services by NOAA Computer Services Center which includes
production of their source data_and program magnetic tapes.
This includes maintenance and”gisp051tlon of these tapes
under the provisions of a CLO s service agreement bor alor

Foct. 7%59/%/275,4—.0‘4 oF MT o T (0 FerumpaTion Circol oD
eeszon
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(Printouts)

128. Master Frogram Listing - These are printouts of pro-
grams developud to command the computer to select and
automatically process source data needed in the analysis
of one pollcy step in connection with providing higher
authority policy support.

These printouts have value for varied p““"od f time after
the termination of the prejects which preduce the program.
However, arfter the expiration of this time they are of no
leut to the Government or the public.

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

129. Inteymediate Printoute - These are printouts of sourcc
data automatically processed and put in a prescribed array
so as to accomplish one analytical or workstep in the course

of producing a final project report.

Dispose upon compilation of the analyulcal or work-
step, or 1 year after termination of the project,
whichever is sooner.

~

190 ™

20, Bi-Weekly Cost Cenmter Repciis - Tniis Is a printcut
of the receipts, ODLJgaLJOﬂo, expenditures, and balance of
funds for the Division and project levels by cost centers.

a. Bi-Weekly Issues - Dispose when 2 years old and
retain the June 30th swmary issues.

b. June 30th Summary Issue ~ Dispose when 10 years
old.

(Punch Cards)

131.. Pregram Punch Cards ~ These are punch cards on which
commands to the computer have been transcribed in machine
readable language. They are maintained as an essential
worktool for revising existing programs and for preparing
new more advanced computer programs to provide automatic
processing of source data with similar or subject analyti-
cal characteristics.
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Dispose when the cards have served their purpose as a
worktool and the data which they contain have been
transcribed or approved on an accepted tape or equiv-
alent.

132. Source Data DAC{ﬁ - These are cards on which source
data have been transcribed in machine readable language,

Dispose when the cards have se
worktool and the data which tb
transcribed or approved on an
alent.

rved their purpose as a
2y contain have been
accepted tape or equiv-

(Coding Forms)

ey

133. Coding Fowms - These are steveotyped columnar work
sheets whicih tihe professional and his associates hand post
data for keypunch operators transcriptions.

Dispose upon termination of the subject project, or
when the data has been transcribed and verified on
some other approved medium, whichever is appropriate.

(ML»fOL;L@E}

134, Microfilm Strips and Reels -~ These are microfilm
images producea simultaneously with a cathode ray tube dis-
play primarily for purposes of reproducing inexpensive hard
copices. Hard covies of the images on the film are main-
tained in the Project Case File.

Dispose when they have served their purpose.

.

(Word Processing System)

)

135. MAC Caxds - Thesec are magnetic cards produced as a
medium for automatic production cf editorial and final
copies of reports, correspondence and much of the paper
copies generated by the Office,

Erase and reuse when they have sexved their purpose.
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INSTITUTE FOR TELECOMMUNICATIONS SCIERCES (ITS)

The Institute for Telecommunications Sciences and Aeronomy
was cne of the Institutes for Environmental Research that
was established in the Environmental Science Services
Administration (LSSA) on October 1, 1965 by Department
Order 2-B., The Central Radio Propagatlon Laboratory (CRPL)
off NBS was transferred to ESSA orn July 13, 1965. 1In 1967
the Institute for Telecommunications Sciences was separated
firom the Aevonomy program becau e ot major attention being
plvcn to the organization of telecommunications interests
in the Federal government establishment,

ITS began with the Radio Section of the National Bureau of
Standarda, founded prior to World War I, which played a
major role in the evolution of cur understanding of radio

propagation.

The military significance or radio propagation was not at
first appreciated by the U.S. Armed Forces. TFollowing a
mission to this country frem the U.K., however, in the
spring cf 1942, the Washington Communications Board of the
Combined Chiefs of Staff took steps to organize a radio
propagation laboratory in order to (a) obtain, centralize,
and disseminate all iconospheric and radio propagation
information for the United Statos, (L) operate, zponsor,
or contraci for the operation of such ioncsphere stations
as were necessary to obtain sufficient ionospheric data,
(¢) cooperate and collaborate with propagation organiza-
tions of the U.K., Canada, and Australia, {(d) issue radio
propagaticn information and predictions fer the use of the
armed forces of the United Nations, (e) train, &s necessary,
personnel of the armed forces in the use and application
of ionosphere and radio propagation data, and (f) make
special propagation studies and solve specific radio pro-
pagation and communication problems.

Inasmuch as thie National Bureau of Standards was the leader
in radio propagation work in the United States, the Board
decided to set up the new laboratory, to be called the
"Interservice Radio Propagation Laboratory (IEPL) at the
Bureau, to be f{inanced by transferred funds from the Army
and Navy. The Army funds were to come equally from the
Signal Corps and the Army Air Forces, the Navy funds from
the Bureau of Ships and the Bureau of Aeronautics.

JUN 75

103


https://studi.es

In the summer of 1942, the Washington Communications Board
became the Combined Communications Board of the Combined
Chiefs of Staff, and the U.S. Joint Communications Board
was formed under the U.8. Joint Chiefs of Staff. #ach
Board had a Wave Propagation Committee, and the IRPL was
established formally under the U.S5. Joint Wave Propagation
Committee.

During the wai, the IRFL rendered continucus service to the
m17ALar} services along the lincs indicated above. The
direction finder study, begun under the National Defense
Research Committee, was taken over by the IRPL. Large
files of ionospheric and otherx radio propagation data were
accumulated from all over the world, training programs were
ran for large groups from the Signal Corps and the Army

Alr Force, and numerous individuals from both Army and

Navy were “trained and indoctrinated in rthe use of radio
propagation information and technigques. Continuous liaison
was had with the Signal Corps, the Ajir Force, and Naval
operaticns. Staflf members from the British Mavy and

R.A.F. were assigned to the ,abOJdtory and liaison
officers were named for Australia. New Zedluhd, and Canada.
Regular ionospheric predictions were issued in a form which
later became the regular puollcaLLov "Basic Radio Propaga-
tion Predictions” CRPL Series D. Also a disturbance
warning servica was set up, £o forecast ionospheric storms
vhich would interrupt : adio communications. Hundreds of
special propagation plObLGmm were solved, of both techni-
cal and strategic value in communications, intercept work,
etc., including the determination cf best frequcnvleb to
use, for many different types of communication in all

parts of the world, antenna design, power and receiver
requirements, and frequency allocation. During one year
alone, for example, over 100,000 copies of various IEPL
reports and charts, tables, etc., were distributed to the
Army and Ravy, not including an operational handbook that
served as standard for all the allied forces. In that

same year, about 120 special problems were undertaken.

With the development of radar during the war, there came
about a need for propagation information of the UHF and
microwave frequencies need therefor. Most of this work,
along with the radar development, was done under NDFC,
primarily at the Radiation Laboratory at MIT.
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The’ervice performed during the war not only 9].1t >ral
life saver, through increasing the cepcrqab111 y of radio,
but it opencd the eyes of the mili tary services to still
greater improvements in all their radio equipment that
could be attained through research in this field. Exper-~
ience had left no doubt in the minds of persons dealing
with any of the aspects of radio communication, direction
finding, radar, radio navigation - that pronayatlon infor-
mation and research was vital to the use of radio and of
any devices employing radio waves,

Accordingly, in November 1945, meetings were called by the
Signal Corps to discuss the PLQL"Wdr situation regarding
radio propagatiocn work. The discontinuance of the MNational
Defense Research Committee and a survey of the future was
needed bv the Army, Navy, Coast Guard, FCC, and non-govern-
ment interests, led to the conclusion that the whole field
of basic prona&ation rescarch shouid be centralized. In
the first place, if the wariime secvices and progress were
not contiﬂuud, it was dpparent that the U.,S. would lose
much of the benefit of the effort expanded during the war,
and would be at a disadvantage in comparison with other
countries, while at the same time our mlLLL”“y and civilian
radio activities would be greatly hampered. In the second
place, many agencies had, under the exigencies cof wartime,
developed organizations working not only on applications

of propagation te their prob >lems, but also on fundamental

-

research along paraiieil lines.

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

The various agencies participating in the Signal Corps
meetings at first considered recommending that a separate
Bureau be established under the Department of Commerce to
serve as the central laboratory. TFurther study, however,
led to the conclusion that efficiency would be promoted by
establishing the Laboratcry instead in the National Bureau
of Standards, inasmuch as the IRPL of the Bureau was 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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tion reseavrch in the National Bureau of Standards. The
Sigrnal Corps offered to, and later did, transfer to the
Bureau a number of persons that had been working for them
in propagation. In this connection, 1t was pointed out
that, since the work was iwportant to al i the wmilitary
services, as well as in civilian activities such as govern-
ment communications, civil aviation, commercial communica-
tions, broadcasting, industirial ubpll(uflCPG industrial
development, etc., it was decirable that the ahorarory
should be suppoxted by direct Congressional appropriation,
rather than by transfers of £unus.
Appropriate acticir was then taken by the U.S. Joint Wave
Propagation Committee, and, on its recommendation, the U.S.
Joint Communications Board of the U.S. Joint Chief of Staff
wrote to the Secretary of Commerce on December 26, 1945,
recommending Ll 1t such a central le oofa-ory be set up in
the NBS, and that by this nw<uqs the needs of the Army and
Navy would be mct as regards basic pLOdeap'Oﬂ WOrk commorn
to the various services.

In order to insure coordinaition of the work of the labora-
tory with the nceds of the various users and with propaga-
tion work elsewhere, and in accordance with the suggestion
of the USJC3, the Secretary of Commerce invited various
agenciles o designate representatives on an advisory ''Radioc
Propagaticn Executive Council”, which would guide the
activities ot the laboratory, including the prgparatlon of
the general program of work, establishment of the DLLorlty
of tasks, preparation and review of the annual budget prior
to prescntation of it to the Budget Bureau, and review of
the program to insure the thorough coordination of the

work mentioned above in order to avoid duplication.!

Accordingly, on May 1, 1946, the Central Radio Propagation
Laboratory was established in the National Burecau cof Stan-
dards as one of the technical divisions of the Bureau.

The Radio Propagation Executive Council was formed,
including representatives of the Army, the Navy, the Air
Force, the FCC, the CAA, the Coast Guard, the State Depart-
ment, and the radio industry as represented by the then-
existent Radio Technical Planning Board. Included in the
CRPL, by agreement with the agencies present at the Signal
Corpo meetings, were also activities of the old Radio Sec-
tion of the Bureau other than the IEPL, such as the stan-
dards work (including standard frequency broadcasts by
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station bJV}, the incipient standards work on ultra high
frequencies, the radio countermeasures work, and the
radj\vondo work, all of which are related, directly or
1nd1)ectly, to propagation. The U.S. Joint Fommunicntions
Hoard was perlcula*l interested in promoting the develop-
ment of standards in L}F then-unexplored, but rapidly bglng
developed, ultra high frequencies,.

In 1949, because of Congressional concern for the vulner-
abiiity of government laboratories located in Washington,
D.C., and cruwﬂ*ng of the NES Washington facilities, CRPL
was selected for relocation. Three sites, in California,
Colorado, and Illinois were consideved, and Boulder, Colo-
rado, was selected. The first group of CRPL staff, which
hcn included radio standards WOTkab, moved to Colorado
in 1951, and the move was ceompleted in 1954, when President
Eisenhcwer dedicated the NBS Radio Building.

Radio standards work was separated from propagaticn research
at that time, and the latter program has evolved toward
telecommunications research, enginecering and systems appli-
cations.

CRPL continued with a 101ding role during the International
Geophysical year (1957-1959). Its Radio Systems Division
was formed in 1959, and in 1960 the Upper A*mospﬁn*e and
Space Physics Division and the Tonosphere Regearch and
Propagaticn Divisions were formed. In 1562, CRPL was
reunified under the guidance of Dr. €. Gordon Little as
Director. Shortly thereafter, Dr. H. Herbert Holloman,
the first Assistant Secretary of Commerce for Science and
Technology, implemented his decision to unify geophysics
in the Department by creating the Environmental Science
Service Administration (ESSA) which was made up of the
Weather Bureau, the Coast and Geodetic Survey, and the
Central Radio Propagation Laboratory. This took place in
1965.

At that time, the name CRPL was changed to Institute for
Telecommunicatcions Sciences and Aeronomy (ITSA) which more
closely described the dual capabilities of the organiza-
tion. 1In 1967, the Institute for Telecommunications
Sciences, was separated, as a consequence of major atten-~
tion oelno given to the organization of telecommunications
in the FedeYral government e establishment. Reorganization
Plan No. 1 of 1570 and Exccutive Order No. 11556, estab-
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lished the OILLCO of Teiocomm1n1caLJons Policy (OTP) in

the Executive 0ffice of the PTColdpnp> and asngnLd partic-
ular recpon51bnlittos to t e Secretary of Commerce in its
support. To meet these vesponsibilities, the Office of
Telecomnunications (0T) was established on September 20,
1970, and ITS, along with its programs, property, personnel
and fiscal resources was transferred to OT at that time.

While no major organizational changes have transpired
since that time, major changes in program emphasis have
taken place. The ITS serves as the central Federal agency
for research on the transmission of radio waves, and is
responsible for:

o Acquiring, analyzing and disseminating data and per-
forming research in general on the description,and
prediction of electromagnetic wave propagation, on
the nature of slectromagnetic inolse and interference,
and on methods for the more efficient use of the elec-
tromagnetic spectrum for telecommunication purposes;

o Preparing and issuing predictions of electromagnatic
wave prepagation conditions and warnings of distur-
bances in those conditions;

o Conducting research and analyses on radio systems
Ph’*“hterjct:cc, and opevating techniques affecting
tiie utiiization cof the radio spectrum in cocrdina-
tion with specialized, related research and analy-
sis performed by other Federal agencies in their
areas of responsibility; i

o Conducting research and analysis in the general
field of telecommunication sciences in support of
other Government agencies as required; and

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

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

o Spectrum Utilization,
¢ Electromagnetic Wave Transmission Research and
Services,
JUN 75
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o Systems Engineering, Test and Evaluation.

Spectrum Utilization. Much of the work in this program is
devoted to assisting cther Federal agencies in the choice
of proper operating frequencies, in the evaluation of
various modularion techniques, in making analyses of elec-
tromagnetic compatibility problems, and in de evelopment of
transportable facilities for weasurcment of spectrum util-
ization. A major part of the effort is in support of thp
OT Frequency Management Support Division and is cecncerned
with EMC analysis and measurement of spectrum utilization.

Another important part of the program is concerned with
efficient use of the spectrum. A major guestion which has
received relatively littlie attention in the past is - "how
can the numbex of simultanecus users of a frequency band
in a given geographic area be increased beyond current
practice without harmful effects.' The current trend for
many services 1is to reduce the bhandwidth of each available
channel, thus dincreasing the availability of channels.
Unfortunately this is not as cffective as might be
expected, because to the extent that channel width reduces
modulation index of FM signals, for instance, the suscep-~
tibility of receivers to coc-channel interference is in-
creased and the separaticn of interfering transmitters
from receivers must be increased. Thus, in many instances
the optimum bandwidith I1s grealter than the minimum necessar
bandwidthi, and the use of minimum bandwidths 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 numbers. ITS is embarking on a
program which will investigate some cof these factors and
the benefits and costs of alternative ways cf increasing
the number of users per unit of spectrum space. The basic
probliem is one of evaluating thc optimum conditions for
communication in interference c:ﬂm similar signals, rather
than noise. In general, interference from similar signals
has different properties Lhau fhoee of noise. As a result,
systems de31gned to combat noise ef Eectlvely may not be
effective in real world envircnment in which interference
is more significant than natural or man-made noise.

.

It is pilanned to investigate some of these concepts by
evaluating theoretically and cxp;rimnn“a]ly the optimum
conditions f01 transmitting PSK and PASK signals in the
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presence of interference from similar digital signals, AM
(DSB and S$SB) and FM using varicus modulation 1nd1ces, for
similar interference. In addition. a model for comparing
the performance of various modulation methods and other
system parameters in arcas containing large numbers of com-
peting users will be developed

Exceptions are that the output of these studies will be of
importance in influencing futuve use of the spectrum. The
analyses should also be of use for freqguency utilization
prohblems of other Federal Agencies,

Electromagnetic Wave Transmission Research and Services,
e

This is an area of reseavch of which ITS and its prede
cessors have made major contributions over an extended

period of time. As a result, high understanding of basic
radio wave propaﬁatﬂon ﬂhpuomenu at frequencies from a few
kdh to 15 CGliz has been IL\eloped. This tremendous fre-

quency range encompasses all rvadio wave propagation modes -~
sub~surface, ground wave, irregular terrain, sky wave,
scatter and line~of-sight. Much 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
for uveing the spectrum cfficiontly. Doth of these aveas
of concern have made ug realize that median signal
strengths are not good encugh. IMore work is needed in
estimating the uncertainties in transmission loss and,
wnen possible, reducing them. Simultaneously, because of
the Oevelopment of hardware which permits operation of
radio services at frequencies above 15 CGHz, there is a
need for adequate models for estimating transmission loss
at frequencies from 15 GHz to 100 GHz and beyond. This
need is amplified by the increased susceptibility of
signals at these nigher frequencies to large sporadic
attenuation by meteorclogical effects, and be molecular
absorption which make the optimization of link 1cnbths 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 which are reliable and economic, both in terms of
cost and their spectrum requirements.
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~The other emerging problem associated with the growing use
of frequencies above about 10 - 15 GHz is the expectatiocen
that they will provide much greater bandwidth and informa-
tion capacity. Natural meteorological phenomena caus Lng
multipath propagation limit the available bandwidths when
data rates above about 50 MBits/sec are comtemplated,

Thus tlerc is a need for models which will enable the

available coherent bandwidths as a function of frequency,
pdth le n@Lh and climate to be estimated This is of course

in deLLth to the development of models for predicting
transmssion loss and its varijability referred to above.

Finally, the use of optical signals transmitted through the
armosphora is bec%mlnb dcceufed for short-haul transmis-
sions. Such applications are inhibited by lack of knowl-
cdge as to maximum range which can be achieved reliably in
various climates. Work done elsewhere suggests that coher-
ent techniques may overcome many of the prcblems of appai-
ent dbe]pthﬁ of: infrared by signals, rain, fcg, and snow.
If this is true, coherent infrared systems may cffer a
viable alternative to microwave line~of-sight communica-
tions systems for many applications.

Systems anineering Test, and Evaluation. The work on
systems engi JL@ILHE, testing, and evaluation includes

design and analysis of 2 VLd“ variety of teryrectrial and
satelliite radio systems inciuding point-to-point, broad-
cast, aeronautical, maritime, and land mobile applications,

as well as radar, navigation and data transmission oyutcms.

It has also become evident that there is a need for
improved engineering measurement techniques for determining
the performance of cowmunication circuits. This 1is partic-
ularly true for digital systems which will operate satis-
factorily over a much greater range of signal-to-noise
ratio than with analog transmission. As a result they
give relatively little indication of impending failure.
Thus, as a circuit degrades it works well up to a critical
point at which it fails without warning. Thus means of
measuring performance, and for determining existing mar-
gins becomes important.

Ay

n addition te continuing work, as appropriate, in these

areas, two new areas have been initiated, namely: (1) the
use of optical fibers for communications. and (2) develop-
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went of critevia for prescribing and describing, evaluating
and measuring the performance of commnunications both from
an engineering and from the end user's point of view.

Such criteria are Lizportant for both analog and digital
transmission of voice, video and data signals. '

Optical fibers have potentially enormous bandwidths and
developments by 1u4u3 try have vielded fibers having low
loss. As a result, one can visualize that fibers in the
future will become very important: in high-data~-rate cir-
cuits for short distances as in buﬂ_olnﬁus ships, air-
craft, and CATV. 1In addition, it is possible thai they
may be dﬂve]opcd for long dlsLanco submarine cables, as
well as long distance tetrestrial communication trunking,
and ultimately may replace coaxial cable and waveguide
techniques.
In the 2rea of performance criteria it has become clear
that there is a need for criteria which will be useful to
those responsible for procurement and use of data communi-
cation circuits. Such criteria are referred to as user
oriented, but while compatible with the wide variety of
engineering specifications, must go beycnd these. They
are intended to be of value to users who are not communi-
cation experts, and thus have to be formed in user-ori-
ented terms.

Means for estimating and measuring the performance of

voice transmission circuits are also important. In the
past Articulation Index has been used for this purpoae.
Articulation Index is based on performance in nois Its
relevance under conditions of interference of varlous types
or in the presence of distortion, echoes, or quantization
noise, has not been properly evaluated.

Finally, in mentioned in the scction on EM wave transmis-
sion, the influence of atmospheric multipath pxopagdflon
in l:mlLth the performance of wide-band ccmmunication
circuits is important. The multipath cauvses distortion of
the signals which introduces "multiplicative noise' which
in wide band systems may dominate over normal, thermal,
additive noise. Models developed in the EM wave transmis-~
sion program will bc used as the basis for laboratory
modelling and simulation of typical bandwidth limited
chanmels. These in turn will be used to evaluate the per-
formance of various equipments intended to be used with
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such channels. In this way the testing and cowmparison of
the equipments can be achieved in- the idborat01} under
conditions more quiclkly, evonorjcaily, and accurately than

can ever bea achieved by field testing.

At this time, ITS comprised of four major subdivisions;
(1) ITS Office /iji ce of the Director and his immediate

ty betn
wmn

assistants), (“) Division 1 - Spectrum Utilization,
(3) Division ~ Spectrunn Technology and Standards, and
(4) Division 3 - Apnlied Llectromagnetic Science. FEach

of the divisions is headed by an Associate Director,
assisted by two assistants to the Associate Director, who
reports divectly to the Director, ITS.

~
-

The pavers of ITS are maintained according to a decentral-
ized files plan wherein each operating unit down through
the section or group level is a fL1e° btarlon where its
records are kept. This svstem works very well since all

of the research and &Z’l”&lb Vechrr‘d by ITS is done on

a project basis and there is an organized project case
file for ecach task undertaken.

Although nearly all of the research and analysis work is
done for other Government agencies, ITS performs a tre-
mendous sewvice to the ObblLC GSDQCJaliy to the scien-

tific community, since nearly "all of its WOLk is published
in technical repor tu that z2re available to the pubiic with
XC

eptions,
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QFFICE OF THE DIRECTOR

The Director, ITS, is responsible for all programs, pro-
jects and other activities of the Institute. He reports
directly to the Director, 0T, and cn cccasions tc the
Assistant Secretary for Science and Technology and the
Secreturv of Commerce. In certain cases he deals directly
with appropriate officials of- sponsoring agencies, either
personiil/ or through one of his Asscciate Directcers

The Director has made broad delegations to the Depuiy
Director and to the thres Associaie Directors which gives
them the necessary authority for initiatives to maintain
full control of the programs, projects, or other activities
for which they have the primary respo n51bility. These
delegations of authority include an ocutherization to take
final action on all 'n*"copnndenho and other action docu-
ments related to their Divisions with very few exceptions.

The Deputy Director has standing responsibility for main-
taining a general oversight of the operations of the
Institute. 1In addition he personally supervises and
participates in certain pregrams or projects which fall
~within his professional specialization. The working
arrangement between the two is such that the Deputy Direc~
tor can give the bivector as nuch relief from any transac-
tion as the Director deems to be necessary.

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

The records of the Director and the Deputy Director are
maintained in the immediate Office of the Directer. Each
of the consultants maintains his records where he is
located since they are engaged on special scientific
assignments.

136. Director's Subject Correspondence File - This con-
tains papers generated by the Director in the course of
serving as the chief executive of ITS. A random selection
of typacal subject headings found in the file includes
Agency cerrespondence, Conm]ttces meetings, reviews and
briefings, and a bUb“"YOUp of ﬂr03cc* pa pers reflecting
actions taken on each project by the Director.
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-As Dbriefly noted above, delegations of authority by the

Director operate to maintain the preponderance of record
copies of documentation of programs, projects, and other
activities in files knpr in three divisions of ITS, each
of which is under the direction of an Associate Director
who also serves as the division chief. Accordingly, there
are no papers in this file that have value for research
purposes after the expiration of a period of time covering
the need for them for internal management purposes.

The papers are arranged first by calendar vear thereunder
alphabetically by subject.

Review and move active files forward and place
inactive files in a separate file at the end cf
ecach calendar year. Dispose of individual docu-~
ments or contents of file folder in the inactive
file winen they have served their purpose or when

5 years old, whichever is sooner,

137. Publications and Speeches - This is a record set con-
gisting of one copy ol eacnh publication and speeche es, with
related slides and exhibits, if any, produced or made by

the Director, ITS. These documents are not available in

"any other record set kept by ITS at this time. The mate-~

rial on hand now covers the period 1954 to date

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

Retain- Transfer to the Federal Archives and Records

/’¢F¥¥ Center (FARC) when no longer needed for current busi-

ness in consignments mutually agreed upon. Offer for
transfer to the National Archives wEs#m 10years
thereafter.

138. Chronolegical File -~ This contains a copy of each
outgoing 1ltem gcnpt”“ed by the Director. The file is main-
tained for convenience of reference and as a finding aid to
the related Director's Subject Correspcndence File.

Disposé when 5 years old.

139. Sea Scatter Program - NOAA Sea Scatter is the name
of a program concerned with interpretation of Doppler
spectrum signatures, from high-frequency (2 - 30 MHz)
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‘radic waves scattered from the ccean surface, in terms of
sea state. The advances in the uanderstanding and inter-
pretation over the last few years has identified a properly
instrumented HF o\o*—rhn~nor17nn (QOTH) radar as a valuable
remote-sensing tool to monitor large areas of the ocean
surface at 1ong ranges, up to 2,000 nautical miles (Barrick,
Hedrick, Bogie, and Crombie, 1974).

RBecause of the large potential econcomic benefits to com-
mercial shipping, ocean fishervies, Naval operatiors, off
shore oil and mining operations, marine science, search
and rescue, shoreline protection, and recreation; OT, NOAA,
and the Nav 1 Research Laboratory have undertaken a joint
program to install and operate an experimental research
OTH sea scatter radar facility on the north of the San
Clemente Igsland, California,

This radar would wmenitor the sea state in the Gulf of
Alaska, which is important both for predicting North Amer-
ican weather and for providing infeormation to large oil
tankers plying the Alaskan run,

As one of the World authorities cn sea scatter technology,
_ the Director, ITS, personally conduot research on various
problem areas of rhe program. This file consists of com-
puter printouts and other papers generated by the Director
in the course of his researches. ALl of his iindings and
conclusions are published. These papers appear to have

no value after expiration of a short period of time fol-
lowing discontinuance of the project.

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

b, All Other Papers ~ Dispcse 6 months after the
project has been discontinued.

140. Administrative Subject File - Pursuant to a Cross-
Service Agreement between the three agencies, NOAA pro-
vides ITS with central personnel management, printing and
computer services; NBS gives ITS central accounting and
procurement services. Tha Executive Officers meet at
least once a week to workout procedural and operational
adjustments that are needed to make the agreement work
effectively and smoothly.
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This file contains office copies of the usual housekeeping
papers since vecord copiles of the papers concerning func-
tions covered by the C oss~Service Agreement are maintained
in the appropriate subdivision of the service agency. The
file contains papers 1elaulng to matters such as agreement,
budgets, goals and objeciives, preduction reporis, person-
nel, security, training and education, visitors, property
and space, rveculsitions for supplies and printing, travel
and the like. -

a. Nawc Personnel Case Files - Dispose upon separa-
fion by donation to the uLJ@cL Gmployee. if
there is no pending Lr1w0dct10n on which ITS is
comnitted to further acticn.

(1) Cases on Whi
" Dispose by d
termination

ch There Is a Pending Transaction.-

onat 0 subject emnloyee upon

of the transactiocn.

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

b. All Other Papers ~ Review at the end of each
calendar vear, move active file forward and
dispose of all others,

141. Cross Reference Security Log - The Director's Secre-

tary also serves as Alternate Security Officer, ITS, and

maintains files for the use of various units which do not
have such equipment, logs and related controls of security
classified material generatod or received by the dﬂif
involved. These logs show the classifying agency's con-
trol numbers assigned to each document, its classification,
date received or se ent, the unit or person ifrom whom the
document was received, organization or person to whom it
was dispatched, and a brief description.

The documents are filed by classification, thereunder by
control numbers when a document is disposed of or declas-
sified 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 dispesed of.
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142, Record of Destruction of Classified Material - This
is a numerical Tisting of material destroyed by control
number kept in each safe file. The 1list also shows number
cf copies, agency of ovigin, description, of the document
and the signatures of appropriate officials certifying that
the documents were destrvoyed in accordance with current
security regulations.

When the Security Officer is notified of the proposed dis-
posal aciion he returns to the requesting officer the rib-
bon copy of the receipt for classified material and his
inventory contyrcl card which is withdrawn Lvom his file
when this action 1is comp1°Led The subject item is
dyropped from the periodic invenrtory prepared and issued by
the Security Officer.

‘
shoeectre vwhon all drome on *T‘*é o K.

Lysisza o 1 | - 3 £ - - £.cT)-
hase Db:ﬁ—chbca@d apd—dropaad—from the inventore, R s

L=an = a T g T e

.

143, Classifled Material Receipt - These are copies of
receipts for all items of classified material received or
released to an authorized government official. All of the
data on the receipts are duplicated in the inventories.

DEmTroq NS Zysaie o). Cee 18|2)

Deputy Director

144, Subject Correspondence File - This contains pi}e rs
related to professional publications and to special 'scien-
tific and other assignments given the Deputy Director.

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

Review and move active files forward and place inac-
tive files in a separate file at the end of each
calendar year. Dispose of individual documents or
contents of file folders in the inactive files when
they have served their purpose or when 5 years old,
whichever 1is sooner.
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145, Chronological File - This contains a copy of ecach
outgoing item geoneratod b} the Deputy Director. The file
is maintained for convenience of reference and as a useful
finding aid tc the related papers in his Subject Corre-
spondence File.

Dispose when 5 years old.
P b,

146, JRAC Subcommittee and Ad Hoc Mor&lnﬂ Grcup Papers =

As requlred the ”euuty Director is aesignated Lo serve as

Chairman oi an IRAC Subcommitiee or the leader of an IRAC

Ad Hoc Working "rouw In both cavacities he maintains the
official records of the bodies involved.

Working papers and backup data generated by the Subcom-
mittee or working group have no vaiue after the expira-
tion of a shoit period of tiwe after the body has been
discontinved. The i An these papers are essentially
duplicated in the agenda and minutes of IRAC and of the
IRAC Subcommiittee involved which are retained long enough
to serve all needs.

a. Backup and Working Papers =~ Dispose 1 year after
discontinuance of the SUb]GLt body.

< Bowd I
b. Residual Pane_aé' ro1WdLo to the IRAC Executive
Nebe Secretarial s Cirfice of Te 1C‘Cr‘uﬂ1»:.1711_&&11.40!]0,
':fﬁzif;;\%aahlngton, D.C. 1 year after discontinuance of
'Fggr the subject body. Ultimate disposition oflthese
gbrnwﬂ‘° papers shall be made in accordance with the reten-
TP tion period specified for similar papers of simi-

lar bodies headquartered in Washington, D.C.

'
|

Consultants to the Director

147. Consultant's Subject File ~ This ccentains the papers
generated by a consultant to the Director, ITS, in connec-
tion with standing and temporary D“O(L%Slonal a551cnmunts
given him by the Director, ITS. TH° work done by the Con-
sultsnt and the papers which are created as a result of
it, have limitless vari“ty Consultants cften serve as
chalrmad cr members of international, multinational,
national, or even local committees or organizations con=-
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cernc’vith telecommunications depending on the Qturo of
the work that these organizations are doing. TIn addition,
they are called upon to investigate and seek a solution to
scientific telecommunications problems that are specially
complex,

In this file the documents are arranged under the followi 5
primary subject headings: CA-Committee Administrative,
M-Meetings, PB-Publications, PS-Personnel, TV-Travel, and
V-Visitors, among others. This is the record copies of
these papers and they are not available elsewhere

€ RERMANENT A :
Ac —Letgim Transfer to FARC when no longer needed for
| ¢ fA— Purposes of current business and offer to the National
Archives w==Fes 10yearsthereafter.

Executive Officer

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

o Budget Operations ~ Organizes and coordinates the
formulation and executicon of the ITS budget. Pro-~
yides guidunce cn budgetary analysis and financial
management reports. Provides program level plans
in Commerce~funded and ITS overhead budgets,;
aggregated other agency operations 59901d1 budgets,
rates and volumes 0of cross cserviced activities and
[Lnanc1a1 commnitments to OT and LoC. !

o Fiscal Operations -~ Provides accounting support for
TS, lntce,rareu 11ndn0331 sysitems to include all
transactions, project establishment and closeout
controls. Provides various financial reports and
advance warning of project overruns,

o Administrative QOperations and Field Sites ~ Provides
general administrative services such as property
control, space negotiation and assignments, safety,
security, cross-~ 9e1v101ng rcPLesenLatJon and pro=-
vides guidance covering enginecering matters at
field sites.
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o} Publicztioqs and Technical Information - Provides
services ol editcorial assistance, printing and dis-
tribution of technical output of "the Office of
Telecommunications as well as preparation of the
internal house organ and external bu]JeLJn(s) and
program briefing materials of the Institut

o Personnel Operations - Utilizing the cross-servicing
Boulder Porsonnel Division (NOAAY with an Area Per-~
sonnel Officer assigned, organizes the full range
of personnel services (to staff) and manpower util-
ization (to management) for the Institute, Serves
in the same capacity with respect to accounting,
computer, procurement, and other services provided
to ITS by other agencies under cross-service agree-
ments.

o Supervision BExercised - Incumbent directs the Insti-
tute adminisitvative staff, and contributes indirectly
to guidance of administrative staff in the several
Division Offices for consistency of action among
all. The Executive Officer exercises essentially
final management authority for the former group.

148, Property Managemeni Documentation -~ This is the cor-
respondgnce with related action documents supporting the
information appearing on the property inventory cards and
on subsequent printouts made from the cards. Much of the
documentation has been generated by the Administrative Aide
who serves as the Property Records Clerk, ITS in support

of the FExecutive Officer, to fill the void in property
management data which occurred when ITS was taken out of
ESSA. Currently, there is a considerable amount of out-~
standing property that remains to be accounted for, a

task that is underway for completion by November 30, 1974,

All of the useful data found in this documentation is
eventually transferred to the machine readable punch cards
comprising the property inventory. These cards are con-
sidered the basic ITS property management inventory because
they contain all necessary or available data on each item
of property on an up-to-date basis.

From these cards, computer printouts containing property
management data are generated as required, including the
following: Statement of Property Inventory as of (date),
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oneissue by property numbbl, another alphabetically by the
name of the equipment, and others may be produced as needed
on a quick query ba SLS.

.phabetically by transaction

Dispose of individual documents o
o

r contents of file
foldexrs 5 years after ckoeure tt

i the transactions

1a9. )1QerLV Inventory Punch Caxrds - These are punch

cards for each piece of equipment on which is vecorded all
relevant property management data pertaining to each piece

of property which is or believed to be in the custedy of
ITS. These cards constitute the basic property inventory,

and is a self liquidating file.

Dispo%c of individual cards when repl&ced the sub-
ject item of property is disposed of moval of

ITS accountability in accordance with ral Prop~
erty Management Regulations.

150. ITS Master Propertv Book - This contains copies of
the porticns of the Statement of Property Inventory s
broken cut for each division, or similar major organiza-
tional units,.

These are Che accountability groupings for each Account-
able Payments Officer, used by the ITS Property Management
Officer and the Division Property Officers es a worktool.
They have no value after the need for them for internal
purposes has been satisfied.

Dicpose of individual documents when they have
served theixr purpose.

151. Statements of Property Inventory as of (Date)

These show description of property, serial/property number,
acquisition number, month and year, depreciation expira-
tion date, general ledger code, average life, property
number, depreciation rate and the current value. One
printout is arranged numerically 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.

~!
(O3]
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p. All Other Issues - Dispose when superseded by a
new issue.

352, Job Applications - This consists of job applications,
personal resumes, correspondence, and other related papers
concerning people secking employment with the ITS.

a. Successful C ndlddteo Pupers ~ Transmit to NOAA,
ersonnel Oifl_

b. All Others -~ Dispose when 2 yesrs old.

153. Ioter-~Agency Correspondence ~ This is incowming and
outgoing correspondence pertaining to administrative and
any other matters of interest to fhe Executive Officer,
exchanged between him and officials of Commerce Dcpartment
and cother agencies.

Dispose when 3 years old.

154, Committees and Boards ~ These are the papers either
generated or collected by the Executive Officer as a mem-~
ber of the subject committee or board, or as an official

having a primary interest in the transactions of the sub-
ject body.

£l m sewviea g +ha ~perezl ourea P S SO P ST g
L1 .L.L._., SCL Voo oD L L C U G W N SRR 2 8 u AN N SRS VoS N Actt s b d oLt P
the Office of the Director and cothers, for data concerning
these organizations.

BERMANENT
2cF Retzin. Transfer to the FARC when no longer needed
»28 cFR for current business and offer for transfpl to
National Archives wEs=#n lDyearsthereafter.

155. Manpower Utilization Committee (MUC) - The Executive
Officer 1s currently serving as the Executive Secretary of
MUC. These are the papers he has generated or collected
in that capacity concerning the responsibilities, and
transactions of the MUC,
/ cF PERMANENT]
~Retarim  Incumbent transfer the file to his successor
RZ o or the the Chairman of the Committee. Holder shall
bnnd transfer residual files in his possession to FARC
when no longer needed for current business. FARC shall
offer the files to the Nationral Archives wssdstn 1lGyears
thereafter
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155, Records Management Files - These consist primarily
of Records iransmittals and Reced tpts (SI-135 and 135A)
with related documentation concerning the requirements and
operations of the FARC.

Records Transmittals and Receipts and Request for
D1sp0<al Aut “)raty - o Lo

C\-i— Lonae  Smon e "--"f\-ﬂr\-cnv' "r\‘ =t DT gy Avehbhiszac
B = e S BT o oy —Tt ettt gt
Ty oot h oo o i oge .Dt=:$‘r9-h‘t woNGH

30 TR OLD | belbabiimei St 5oy
157. Dcr onnev Name Case Tiles = These q*”e case fonero
for each active employce in the QFff
for each of the three Associate Dir"CtOLS.

The cases contain office copies of perscnnel actions con-
cerning the suh, ect persons employmeni. These papers arve
U“]lLaLCU in the Official Perscumel Folder maintained by
I\OA/ 1, : {

a. Name Personnel Case Files ~ Dispose upon separa-
Loa‘bv donation to the subject employee, if
there “is no pending transaction which ITS is
comnitted to.

(1) Cases Involving Adverse Informatiocn - Di spose
by treatment as wastepaper upon separatio
of subject employee.

b. All Other Papers - Rev
calendar year, move

ew at the end of each
ac I
dispose of all others.

i
tive files forward and

Administration File - This contains the

or colliected by the Executive Officer in

s the 175 official baving primary overall

responsibility for liaison with NOAA Personnel Office.
More specifically, the file contains deccumentation con-
cerning the general implcmbntation of the personnel man-
agement progcam that is not suitable for filing in one of
the related personnel case files. Notable subject headings
found in the {ile inciude Awards, Ceilings, Commendatious,
Directives, Financial Interests, Freeze, Hazard Pay, Legal
Matters, Merit Promotion Plan, Oréanlzation and Management,
ITS Persornnel Printouts, Nepotism, Outstanding Ratings,
Position Descriptions, Publications, RIF, Retirements,
Training, Travel, and Work Schedules.
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These !Lpers appear to have no value after the I7S need
for them has been satisfied. ‘

Dispose of individual documents or the centents of
file folders when they have served their purpose
or when 5 years old, whichever is sooner,

159, Briefings, Conferences and Meefings File - These are
the papers created by the Executive Otf10r3 either as a
participant in the subject body or because of a prlmary
interest in its considerasions and transactions.

- These papers are used as a source of primary source data.

/E,F: a. Membership Papers BEﬁﬁﬁgggiL‘ The incumbent shall

il ,o pass these on to his successor mcmbg; of the sub-
Z ject body or to its chalrman. The final holder
of the papers will transfer them to the FARC
when no longer needed for current business, and
offer them for transfer to the National Archives
wadgdetn 10ycarsthereafter.

b. Papers of Primary Interest - Dispose of individ-
ual documents or contents of [ile folders when
they have served their purpose.

160. Office Services ¥ile -~ This centains papers normally
associated with an adanLerative eiement supervising or
providing office services such as ADP Equipment and Serv~
ices, Computer Usage, Cafeteri&a Services, Drafting, uqulpn
ment, FAX, Library, Office Machines Repdlr Plant Services,
Procurement, Property, Records Managemeni, Telephone In,tal-
laticn, and Visitors among others. !

Review the file at least once a year, move active
files forward and dispose of all ephemeral or inac-
tive individual documents or contents of file folders
when they have served their purpose, or when 3 years
old, whichever is soconer.

161. Reports File - This contains copies of production
reports, and program reports, which the Executive Officerx
produces for tramsmission to higher authority, or that he
receives and compiles a broader report for submission to
higher authority, or that are submitted to him as the final
user authority.
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Most of these reports are either printed or essentially
duplicated in other reports or duplicated in subsequent
issues of statutes councerning the programs and operations
included in the area under the Executive Officer's juris-
diction.

Dispose when 3 years old,

162, Budzet Files ~ These are the action papers submitted
to the Executive Officer for decision waking purposes by
the Pudget and Finance Qfficer and others in the course 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 pupevq elsewhere. However, the budget cycle in
ITS is 5 years at which point all of the substantive data
in these records have been printed either in internal
directives or in the President's Budget or in one of the
other printed submissions. It would therefore appear ihat
these papers have no value after the close of the budget
cyc]e 1nvo]ved

Move active fths forwacd and dlspose of all o*her
papers 1 year after LHO close of the quintennial

Bl ~e

and decennia fiscil years
163. Driver's License Control -~ The Administrative Aide
also serves as the Driver's License Issuing Officer for
ITS. She maintains records that include aopchac1onu for
licenses, and a register of licenses issued. !

The Driver Licenses expire on a set date or are revoked
because of the separation of the subject employee or for
some cther reason.

Move active files forward and dispose of all others
when 3 years old.

164, Chronologi cal File - This consists of one copy of
each outgoing item produced by the Executive Officer and
by his pllnClpal assistants arranged chronologically, and
maintained for convenience of refelence.

Dispose when 3 years old.
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165, Mailing Lists - These are lists of individuals and

organizations Intevested in periodically recelving  infor-
mation about or produced by various conferences, or sympo-
siums.

Dispose of individual lists when superseded or no
longer used for some other reason.
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Technical Assistant for Administracion
and Fiscal Cfficer., ITS

Although accounting services are provided for ITS by NBS,
the Technical Assistant for Administration and Fiscal Offi-
cer is responsible for the maintenance of a system that
‘will provide the Director and other ITS officials up-to-
date informatiocn on the ITS accounts, needed for decision
making purposes. All obligating documents produced by ITS
are processed in this ofifice before submiscsion to NBS.

166. Obligaticons by Cost Center -~ These amount to file
folders for each cost certer for each fiscal year. They
contain copies of purchase requisitions, purchase orders,
printing requests, Governmant bills of lading and other
documents.

Review the file at least annually and move active
files forward, file all closed folders in a separate
inactive file, arranged first by fiscal year there-~
under by cost center identification. Transfer to
FARC the inactive files when they have been closed

3 years. Dispocse when 10 years old.

167. Proiect Case Folder ~ A case folder is opened for

cach project when it is approved. It contains & copy of

the project p”Opﬂudl the order from the oponooring agency,

the ITS letter of acceptance, project work plan, corre-

spondence and other papers related to the fiscal affairs

of the project. These are filed by fiscal year with

active folders moved forward at the end of the fiscal

Year. /z7s,« /A«uo/v7.«rr/14/¢ ;e /"7,6‘” “"‘/’“"e vee ““{ At "7”4”"‘ ‘vn_

These papers should be maintained to complete thz data
base needed by the scientific and professional communities
for future research. They are arranged numerically by
project number,
PERMANENT,
/2 ¢F Retazin. Move active files forward and file closed
cases in a separate inactive file. Transfer inactive
dcefa files to FARC in annual consignments 2 years after
closure. Offer to the National Archives w==Z=n 10
years thereafter.
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168. Logs of Purchase Requisitions, Travel Ordersand Work
Orders -~ Tais i¢ a 1og of items for all cost centers List-
mgTme———— o P - .

ing estimated and actual cost of the item, dates, and the

cost center to which it is charged.

ted on a daily basis in the

These logs are manually pos
ubject docunents,

order of receipt of the s

These logs will se
Records Transmitg
Obligations by Co

yve ITS with a fine screen index on
al and Receipt Form, S¥F-135 and to the
st Center [Files as degcribed above.,

Retadn, Transfer inactive logs to FARC 3 years
after transfer of the related closed Obligations by
Cost Center in mutually agreed upon annual consign-
ments. Dispese when 10 years old.

169. Project Pronosals - These are proposals to other
Federal agencies ¢o develop support for an agency sponsored
project.

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

Dispose after statistical summarizations or when
3 years old, whichever is sooner.

170. ¥Fiscal Subject Correspondence File - This contains
incoming and cutgoing correspondence concerning the ifinan-
cial status of any accounts that are not suitable for case
filing or needed on file in both places. The papers are
arranged alphabetically by subject and they do not appear
to have a long term wvalue fcr any other than internal
purposes. 5

Dispose of individual documents when they have

served their purpose, or when 3 years old, whichever

is sooner,
171. Chronological File - This consists of a copy of each
outgoing item proauced by the Technical Assistant for
Administration and Fiscal Officer, ITS and is maintained
for convenience of reference.

Dispose when 1 year cld.
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172. ,mp].oyee Record Card (SF-78) ~ This is a card record
which shows the name and address of ecach employee, the
nature of each persommel action, its effective date, the
position title, and number, annual salary rate and the
name of the employer organization. These cards are dupli-
cated by record copies maintained by the Personnel Office,
NOAA.

Remove cards from the active to an inactive file upon
separation of the subject employee. HHold ipactive
file until it has served the purpose of ITS and
dispose.

173.. Job Descriptions - These are copies of the most cur-
rent job descriptions of each employee of ITS.

Dispose when superseded or when the subject employee
separates from LTS.

174, Technical Reference Files -~ This contains copies of
ITS, OT, NBS, NOAA, DOC and other agency directives which
the Technical Assistant for Administration uses as a work-

tool in completing his daily tasks or assignments.

Dispose when superseded or when they have served
their purpcse, whichever is sooner.

(Printouts)

175. Bi-Weekly Project Cost Reports - These are printouts
of cost statements at the project, group, division, Insti-
tute, and program area and the Boulder Policy Support
Division. They show the reporting period, funds on hand,
expenditures, obligations, pald and unpaid orders, and the
balance of funds. ’

a. June 30th Summaries - Dispose when 5 years old.

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

176. Support Service Charges - These reports give the
detail for cross~-service charges to ITS including photo
laboratory, computer services, storeroom, drafting, and
other charges in the support area.
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These papers give the detail on each specific charge
against a cost center that is rendered by an organiza-
tional element outside of ITS. This information supports
each charge involved that appears in the Project Cost

Report.

Dispose immediately after thé close of the fiscal
year.

177. Detail Listing of Support Charges to Cost Centers -
These are intevrmadiate prinfouts 11isting the charges to
each cost cenr‘r. They are nerely used to verlfy charges
made under cross~-service agreements.,

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

178. Wouth1v Billing Run - This is an intermediace print-
out giving de ‘ poriing the chavges billed to spon-
soring agencies. iheue lists are

the fiscal year in a cumulative 1

summarized at the end of
ssue.,

a. June 30th Cunulative Issues - Dispose when 10
years old.

b. Monthly Issues ~ Dispose after the June 30th
cumulative issue has been received and checked.

179. NBS General Ledger Account - These are the General

Ledger of ITS accounts prepared by NBS and include labor,
other objects, and unliquidated obligations, journals and
reports combining all journal accounts in l-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 - Dispcse when 3 years old.
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Budeet and Finance Officer

The Budget and Finance Qfficer is a major official on the
staff of the Lxecutive Officer. He is responsible for
coordination and preparation of the budget submissions of
ITS for appropriated funds. He moniitors and ana1y7es rhe
operating budget on appropriated funds as well as othe
agency funds and prepares the necessary financial repo
pertaining to the budget of such funds.,
A very large percentage of the funds avaLlakle to ITS is
derived from contracts or from other Federal dganLes
sponsored a program at ITS on a reimbursable basis to the
NBS Working Capital Fund. These funds are treated in an
internal CT budget submission.
A major concern of tha Budget and Finance Qfficer is analy-
sis and calculation of the overhead costs of 1TS and even-
handed distribution of these costs among fthe approved pro-
grams conducted by the Institute. The objective of this
discipline is to balance cut at the end of the fiscal year
with zerco surplus or deficit.

In addition the DBudget and Finance Officer has a standing
responsibility for participating in the milestone manage-
wment sysioem, Civanciel management ol the cross-service
agreements and is gilven other special financial management
assignments as may be required.

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

180. TFinancial Management Files - This file contains
ceples of all acilon papers and related supporting docu-
mentation generated by the Budget and Finance Officer.
These papers are more specifically identified in subgroups
as follows:

(1) Direct Funding Appropriations Budeet - This con-
tains Program Memorandums, as revised, and supporting
papers, including the final version submitted by ITS
to the Office of Budget and Programs Analysis (OBPA),
Office of the Secretary. After approval of the sub~
mission is included in the Secretary's Budget Submis-
sion which in turn is submitted to the Office of
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Management and Budget, Executive Office of the Presi-
dent. After OMR upplovaT the Secretary's Budget
Submission is included in the President's Budget for
submission to the Congress.

Although they are purposely not menitiouned every work
step involved in the process of collecting data, and
the analysis of them which occurs in the course of
preparing the final action documents is adequately
documented here.

(2) Operat ting Budget - Following fhe allotments of
appropriated Frinds by O the budgct and Finance
Officer prepares, for %ubﬂ’QSLon Lo OMB, an appropri=-
ate plan ShOWLn? the allocation of such funds. Among
various elements of TTS after this plan is approved
it becomes the ITS cperating budget which is moni-
tored for compliance by the Budget and Fipance 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 0T, funds derived from other Federal
Agencies are handled in the operating budget in very
much the same manner as appropriaeted funds., As a
part of the final negotiations with an agency
requesting the Institute to undertake certain work,
the agency is given a work statement which shows the
tasks to be done and the projected total cost of the
undertaking., After a letter of acceptance 1s sent
out Lnformlng the sponsoring agency that ITS will
accept the woric based on actual cost, the work state-
ment becomes a part of the operating budget. There-
after, the Bu dﬁch and Finance Officer and the Program
Officials make every ecffort possible to detect any
adjustments that need to be made on the work state-
ment and to notify the sgponsoring agency of such
changes as soon as possible, so that no project will
be closed showing any prcfit or loss.

(3) Milestone Management Evaluation and Control
Papers - In April 1977 the Tirector announced Ethe
Tnitiation of the ITS Milestone Management Systems.
The System is tc provide a continuous, objective mea-

N

~J

[$a]

ot
()
[



sure of project ac hievement and progress to the
Director, Associate Director's, and project lecaders.

The system was envisioned as a tool to assist the
project leader in anticipating problems requirements,
and comnpitments and Lo access project progrese by
comparjson with the project pJans, It also serves

as a guide for programming work and faciliths.

The Budget and Finance Officer receives a copy of all
project milestone plans. He makes a monthly review
of such plans for all ongoin~ projects, and evaluates
the data in them to determine the finanuial status of
each with emphasis on the overhead budget including
such items as program development, pabllcation costs,
depreciation, cost of leave, among others.

Hig findings and conclusions are
cated by veports and similar pape
higher authority.

centially dupli
submltted to

U)U'J

(4) Cross=Service Agre@ment% Papers - The Budget and
Finance Officer UarLlCLpdt 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
other resources what must be supplied for the Agrec-
ments to function in & satisfactory manner.

These papers provide the data base for future require-
ments of the agrecements in the financial area,

With very few exceptions, these papers appear to have
no value for future resedrch purposes. Based on a
3-year budget cycle wmost of the papers can be destroyed
on a selected basis by the Budget and Finance Officer
upon the expiraticn of that period of time. However,
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
and activities.

Bold active and inactive files in the office of the

Budget and Finance Officer, or its equivalent.
Review all files at least once a year and move for-
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‘ ard individual documents or contents of file
folders for which there is a need. Dispose of all
other decuwments or contents of file folders when
they have served their purpose,

ence Material - These include printed

nt's Budget and other budget submis-
81onv, copies of directives and informational issuances
distributed by the Department of Commerce, Office of
Management and Budget, Gc weral Accounting Office, and
other agencies.

181, Technical Refe:
copLPs of the Preside

N
J..

ol
()r'\(-:

Y

These papers are only used as a worktonl and have no value
once the Budget and Finance Officer's need for them has
been served. ’
Dispose of individual documents when superseded,
rescinded, or when they bhave served theilr purpose,
whichever is sconer.
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Public and Technical Information
Qificer (0T Boulder)

The Public and Technical Information Officer (PTIO) is a
member of the staff of the Director, OT and reports di-
rectly to him and the Director, ITS, as op)TOPTLdLG To
facilitate his daily activities, the PTI0 is a member of
the staff of the Executive Officer, ITS. He is responsible
for:

o Serving as project leader on the Editorial Review
Board and as Seniox Editor for the ITS,
0 Processing, printing and distribution of all 1ITS

.

publications,

o Maintaining contxol and a record set of each publi-
cation issued,

o0 Keeping the public fully informed of the signifi-
cance of ITS work and accomplishments through the
printed media, TV and radio in terms regarding
scientific matters that are understandable to most
laymen,

Writing and publisning ithe monthly TELLENCTES, a
newsletter for employees of the Office of Telecom=-
munications, and

]

o Reporting monthly issues and other publication
management data.

The PTIO is a prime source where the public and the out-
side scientific community can gei current as well as his-
torical information concerning ITS and its programs.

182. Record Set of Publicaticns - This consists of one
copy of each publication issued by ITS including Technical
Memorandums and Technical Reports, TELENOTES, and other
items.

Technical Memorandums are interim or preliminary reports
on various stages of a program or project while it is still
in progress.
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Technical Reports are generally the end product of a pro-
gram or project, which documents in detail the scientific
sLeps taken cduring a program or project and the conclusions

that they support.
TELEROTES is a newsletter published for OT employees.

PERMANENT

/L%CLF Rotadns - Transfer to FARC when ne longer needed for

;?CH{/ current business and cffer to the Natlonal Archives
sk 10vyearsthereafter.

183. Press Raleases and Supporting Papers - News items
released to the mass media by IT5 arve nol cleared with any
headquarters office in Washington and a complete set of
such items 1s not found among the records of any such
office.

This file contains folders for a 1r'rtc cony of each
release with supporting work papers. Supporting papers
inciude drafts with comments, local clearance sheets, and
clippings of the story as it appeared in the news media,

S e F a. Printed Copy ~§£§¥%¥Ew%nn copy each) as a record

dﬁﬂwq set and transfer to FARC when no longer needed
for current business.ecfel e NAGS (oyfenus NeesavTee. .

LY CLryvy
[ oo

-~

-
QL

4
(

apers - Dispose when 2 vear
184. Authors Index Set of Reprints - This consists of one
copy of each prolessional publication produced by staff
members and copies of relevant publications pr odwced by
selected outside authors.

This is a record set used as a data bank cnnLalnlnv'pri-
mary data needed for future scientific rescarch.

This file is deemed to have long term value and must be
maintained in close proximity to the professional users
on the ITS staff.
= P

/2cF EQMANENE Transfer to FARC when no longer needed for

S ecFA—  purposes of current business and offer for transfer
to the National Archives wsEs=sn lOycarsthereafter.
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185. DPrinter's Media, (Nepatives, Pno%o ) E—5 - These
negatives, photos, and other printers’ media » have no value
after the need for them for reprinting has been satisfied.

Dispose 5 vears after publication date or when they

have served their purpose, whichever 1s sooner.

186, Photo File of Field Sites and of Certain Equipment )l b
These are photographic prints: showing various views ol é*h‘
field sites and of cexrtain notable items of equipment. Ahﬁfom«
These are produced and collected for purposes of publldgi
tion, and appear to have only a short term value.

Dispose of individual documents when the installation

or use of the equipment has been discontinued.

/7:4“'

187. Biographical Sketches and StQEf hoto File - This |, 0,7f;ﬂu5~
consists o a biograpnical sketch with appropriate photoﬁvc.a~ugpﬁg
graphs of key or notable members of the pepartment of /””‘ﬁ:%;#f*

Commerce, OT and ITS staffs. Greater emphasis is plaoed1§%“ %A 2 Raet
on the ITS staff. v BanRdent,

Dispose of individual documents when superseded or
bave otherwise served their purpose.

188. Editorial Review Board (ERB) Papers ~ This Board
reviews and acts on all publications issuved by ITS. It is
made up of senior scientists with the final authorwty to
approve or disapprove of publication of the items produced.

All research projects undertaken by ITS are conducted under
the personal supervision of a project leader. When: the
project leader produces or receives a report that meets his
reqL~1ements he forwards it to the technical reader who
reviews the documenL and ple&"é“ a four page form which
gives his impression of the subject report. The foxrm and
the subject report is returned to the project leader who
sends them to a sponsoring member of ERB. The sponsoring
member reviews the papers and recommends 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
0T, and other papers relating to distribution, costs, and
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the like. The papers are arranged z2lphabetically by names
of the authors.

a, Move active files forward, at least once a year
and place all others in & separate inactive file
after separation of the author from OT.

b. Active aand Inactive Files - Review files annually
and dispose of all editorial or similar supporting
papers when 5 vears old.

c. Printed Toples of Articies and Other Issuances of
the Authors - DiSpose when they nave served theils
purpose.

189, FEditorial Review PBoard Agenda, Summary Minutes and
Transactions - This consists of agenda, minutes, and issu-
ances ot the Board.

£11 of the *Mf01W8LlOd on the agenda appear in the related
copies cf the minutes, 1nc1ud1ng statistical information
on the current status cof all publications.

These papers appear to have only a short term value since
tnev are generated and maintained to entabllch the highest
ossible professional and managerial standards.

a. Agenda - Dispose when 1 year old.
b, Minutes - Dispose when 5 years old.

190. Editerial Review Board Caird Index - This is a card
index which shows the various steps anolvco in the ERB
process. It also shows for each item treated a readers
list, date released by the Asscciate Director, author's
name, title of publication, and the ERB control number.

Dispose of individual cards when superseded or when
they have served their purpose, whichever is socner.

191. Subject Correspondence File ~ This consists of in-
coming and ocutgolng covrrespondence generated by the Publi-
cations and Technical Information Officer. The papers are
arranged alphabetically by subject headings of which some
of the most notable found in the f£i]

tie are as follows:
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o General OT reports series,

o PTIO contacts with outside medias,

o Public information requests,

o Copies of invoices, GPO final billings,
¢ Administrative orders,-

o Proposcd brochurces,

o Freedom of Information Act,

o Personnel Actions,

o Training,

o Staff meetings,

o Reorganization of OT,
o Briefing material, and
o Mailing lists.

These papeirs serve the sane purpose for the PTi0 as a nor-
mal administrative subject file would for another official
that would be expected to keep one.

Review the file annually and move active files for-

ward, Dispose of all other individual documents or

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

192, Chronological File -~ This consists of a copy of each
outgoing item produced by the PT10 and is maintained for
convenience of reference.

Dispose when 1 year old.

193. Technical Reference File ~ These are work copies of

authoritative documents containing telecommunications pol-
icies, printing and technical precedures, and other infor-
mation needed by the PTIO in the course of performing his

daily tasks,
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This documentation is of no value after the need of the
PTIO for it has been satisfied.

Dispose when superseded, revoked, or when they
have served their purpose, whichever is sooner,
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DIVISION 1 - SPECTRUM UTILIZATION

.

The Spectrum Utilization Division both develops and applies
engineering techniques and instrumentation needed for im-~
proved efficiency in the use of the electromagnetic spec-
trum. Work is performed in suppori of the flcquexcy manage-
ment activities of the O0ffice of Telecommunications Policy
and for other Federal agencies. The work ranges from
cngineering design studies which quantitatively incorp0~
rate operational and technical factors, to research needed
for idmproved wnderstanding ol both fuﬁorv and applications
in antennas and propagation factors. T

The work of the Division is concerned with the design
aspects of radiating telecommunications Systems and equip-
ment and with those non-design aspeets that affect elec-
tremagnetic compatibilicy. At present the work is spread
among five groups:

o Radio Spectrum Occupancy ~ 1is primarily concerned
with an improved vnderstanding of the e1cctromag~
netic signals which constitute the working envi-
ronment of radiating telecommunication systems.
Instrumentation is developed and applied in the
measurement of both noise and intentional signal
envircenments., Advanced anaiytical methods are
under development to assess the influence of these
results on telecommunication system performance.
At thiz writing the Group is conducting the
following projects:

~ Emission Spectrum Simulation, and
- Measurement Van Development and Operation

o Antemna Performance - work primarily on the design,
prototvpe fabrication, and measurement of antennas
operating in real (as opposed to free~space) cir-
cumstances. This group also develops special
instrumentation for the measuvement of systems
performance as influenced by antennas. At this
writing the Group is »uﬂddCulﬂb the following pro-
jects:
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- Buried Antenna Studies,
- EPA Antenna Studies, and
- Antennz Polarization

EMC Analvsis and Develeopment ~ performs bread scale

analyses of felecomumunications systems to optimize
system cast, deployment, and coverage. In support
of theses and other studies, comprehensive measure-
ments of telecommunications sysitem characteristics
are made and cmpirical models are derived. Much

of the work cf this group results in the develop-
ment of computer models. At this writing the Group
is conducting the following projects:

U.S. Coast Guard Consulting,

~ National Data Buoy - Shoreée Station,

- Compatibility of Collision Avoidance,

- VHF Digital Data Link,

- Probability of Interference,

- Analysis RServices,

- Flight Tests of CATV Radiation,

~ Interference to Geo-Stationary Orbit,

- Digital Interference Evaluation,

- Resource Assessment Support,

~ Probabilistic EMC Model, and

- Engineering Techniques Development

VEF/UHF Models and Mobile Systems - develops and
applies improved comnputer-based models for predic~
tior of transmission loss variability and system
performance for systems operating at frequencies

above 30 MHz. Resulting models are widely used
throughout government and industry in the design




‘ of telecommunication systems. At this Q;ting the
Group is conducting an following projects:

- Aix Navigation Aids,
- Tropospheric Predictions,
. - Mobile Aids,
- Sensor Communication. Aids,
- Offshore Extended Area

- NWS Coverage, and

- Urban/Irregular Terrain

o The Telecommunications Sexvices Center - makes fore-
casts of atmospheric infiucnces on long range com-
munivation%, issued on daily and weekly schedules

and distributed by mail, telephone, teletype, and
blOddcas cver WWV to Uscrs around the world. 1In
addition, the Center also provides special services
to a V&ll(LV of users, primarily through the appli-
cation of computer modeis developed in the Institute
for Telecommunications Sciences. At this writing
the Center is conducting two projects:

- VOA Time-Share Service, and |

~ Inonospheric Warning Service

Office of the Associate Director

194, General Correspondence Subiject File -~ This contains
copies of correspondence generated by the Associate Direc-
tor in the course of giving the Diviszion executive jeader-
ship. The papers pertain to all of the proiects and
activities of the Division. Most of these papers are not
suitable for filing in a project case file, however, scme
of them are filed both places to serve the "Associate
Director's need. Awmong the notable primarv subject
headings found in the file are the following: administra-
tion, marketing, cepabilities, computers, planning, new
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ogy, decision making, and radio spectrum measure-
’a
w0

technology,
system (VAN).

ment

Only a small percentage of these papers appear to bave a
very long term value after the needs of the Associate Di-
rector for them have been satisfied. For convenience, the
Associate Dircctor keeps technical and currently qctLve
matters in his personal office and his secretary keeps
routine and archival portions of the file in her office.
Ultimately, the file folders from pending work files kept
in the Associate Director’s personal office are moved to
those maintained by his ‘ecretary vihen he has finished with
them. The emall percentage of residual documents that are
an exception have a much longer term value than that of the
other papers. These are the papers that have finally
reached the point where they are of no more use to ITS but
that are deemed to be worthy of reteantion for an additional
period for purposes cf s LL”rvlr scientific and other
research purposes.

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

b. All Other Documents - Periodically review the
files at least once a year, move active folders
forward and dienose of individual dccuments or
the contents of file folders when they have
served their purpose. i

|
195. Administrative Subject File - This contains office
copies of the usual housekeepiﬁh papers pertaining to such
matters as accounting, budget, onferencec, forms, person-
nel name case files, requisitions ‘for services and thng\,
staff spread sheets, production report, travel, visitors,
and the like. '

a. Personnel Name Case Files -~ Dispose upcn separa-
© tion of the employee.

b. All Other Papers - Dispose when 2 years old or
when they have served their purpose whichever
is sooner.

196.. Project Case Files - These papers are generally kept
in folders under the project number and are readily iden-
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tifi. as case files. However, the physical ar@mhmgement
from group to group varies to mect the needs of the respon-
sible parties cencerned. This file contains record copiles
of all projects conducted by the various subdivisions of
the Division. The basic papers found in each file include:
proposals, ITS and sponsoving agencies letters of agree-
ment, contracts, if any, or work plaens, (milestone plans),
financial documents including project cost reports, man-
power costs, correspondence relating to ITS and sponsoring
agency and others, any other papers needed to document the
origin and conduct of the project.

These papers Appear to have no further value to the Govern-
ment or to the puvlic alter the expiration of a reasonable

period of time following the closure or te lenatLOH of the

project.

Dispose 3 years aflter the date cof closure or termina-
tion of the project.

197. Pending Proposals - These are proposals prepared by
the Division or some other element of ITS that have or
have not resulted in a project.

a. Successful Proposals - Move to the approved
Prcicct Case File,

- S e | -~
L, lnsuccessful Proposa

iz Dis :
action on them is anticipate |

t

Q"r

198. Chronological File - This contains one copy of all
outgoing 1tems produced by the Associate Director cross
referenced as to the location of the incoming material
and maintained for convenience of reference and as &
finding aid. :

Dispose when 3 years old,

199. Committees, National and International Organizations
Participaticn ~ 1hese are the papcrs gencrated or coliected
by the Associate Director as bhallﬂan, member or party
interested in one or more of the subject bodies above.
Although., he usually participates as the official repre-
sentative of the U.S. Government. The responsibility for
record copies of the committee or organization papers rests
in the sponsoring agency involved.
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Dispose 6 months after. puh1ic9tion or by transmission
S to the Chairman or to another member, or by outvight
destruction, as appropriate,

Consultant to the Associate Director

A1l the consultant's output is published and all of the
papers of substance supporting these publications are
filed among those of the primary office for which he
undertook the assignment.

Assistant to the Associate Director
for Administration

200. Administrative Subiect File - These are office copies
of housekeeping papers "encrdtcd by the Administrative
Officer who provides the Division with administrative
management and the usual array of office services. The
papers deal with such matters as accomplishments, advi~-
sory panel, annual repoyt, budgot cost repnorts, computer
charges, depreciation fund, equipment, editing, floor
plans, forcgast kit, kevs, pacmlng uud shipping, obiec~
tives, organization, personnel 2 ctions, nroperty, publi.
cations, reqguisitions, purchase oxderv, shipping and
receiving, security, space, telephones, travel and the
like.

a. Personnel Actions - Dispose 3 years after sepa-
ration of subject employee

b. All Cther Papers -~ Dispose of individual docu-
ments or the contents of file fo]ders when 5 years
old or when they have served their purpose, which-
ever is sooner.

201. Motor Vehicle Inventory and Use Record - These are

(5 X 8) cards showing the vehicie identification, acquisi-
tion date, and the annual cost summary, dccessories, eguip-
ment, accidents and damage and the current assignment for
each vehicle under the jurisdiction of the Division.
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Dispose of individual cards when the subject vehicle
is released or cotherwise removed from the jurisdic-
tion of the Administrative Officer.

202. Motor Vehicle Mapagement File - This contains papers
relating to the acquisition assignment, performance, tort
claims, motor pool service, ITS drivers 1Lpeuac , DUlPh1§°
orders, vehicle accident review board, monthly and annual
reports and relared corresponiience.

Dispose when 5 years old or when the vehicle is
removed from the jurisdiction of the Administrative
Officer, whichever ig sconer.

203. Field Site Papers - This is real property documenta-
tion including papers such as deeds, casements, leases,
interferences, photographs of siteg, and related papers
concerning the management and countrol of each site.

D

a. Transferxred Site Papers ~ Transmit deed and
related papers of entitlement to the acquiring
Government agency.

b. Surplus Site Papers -~ Dispose 10 vears after the
subject property was declared ourplus

234,  Program Management Analvsee - These are tables an
charts prepared by the Aomlnlstratlvn Officer to show the
key technical characteristics, planned, expenditure rate,
pcrlodzc Drojected and actual agcowp1LChments with related
financial data, task statements, project proposal, funds
available by origins, current status statements and simi-
lar papers for each project relating to its financial
management.

Dispose 2 years after the project is terminated.

205. Program Log - This is a log showing the description
title, project task, action person, date due, status,
delivery date and method, and remarks for computer pro-
grams identifying the machine, etc., of all documents
transmitted to Washingtcon by Telefax.

Dispose when 1 year old.
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(Printouts)

206. Manpower Repoct - This is a computer printout showing
the social sccquLy number, name, and salary of all employees
of the Division broken down by group, and project.

Dispose whepn they have served their purpose.

207. Project Cost Reports - These are printouts of cost

s
statements at the division, group and project levels.
. : :
1

a
They show the reporting pcrLod, funds cn hand, expendi-~
tures, obligations, paid and unpaid crders, and the bal-
ance of funds
a. June 30th Summaries - Dispose when 5 years old.

b. Supporting Petail Reports -~ Dispose when 3 years
O1LL.
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Telecommunications Service Center

Tonospheric Forecaster

208. Geomagnetic Data Files « These comprise a three hour
internal index geomagnetic activity with a daily index.
These are hand posted form logs .ontaining data received
from several onsevvations. The posied sheets are accumu-
lated in three-ring binders and appear to have a short
term since the data ave fully exploited and published
within tihie period.

-

Dispcse when 5 yecars old

209. Radio Prornagation Conditions - Thﬂs“ consist of form

sheets on which da iz manually posted from three commu-

nlcaL'on centers on selected radio circuits on the recep-
tion on the monitored circuits.,

These are CUﬂulutOd at a very modest rate in three-ring
binders. I« the data the Ilonospheric Forecaster prepares
a quality inrex which is published.

Dispose when 5 years old.

210. Weekly Radio Telecommunications Forecast Releases -
The quaL1Ly index 1s published along with o hcr similar
data in a larger NOAA publication for which that agency is
responsible for retaining a record Lopy The quality index
is also published weekly as an ITS release. Record copies
of these releases are maintained by the PTIO, ITS.

Inciuded are the predecessor forecast which are entitled
Advance Forecasts High Frequency Radio Propagation Condi-

ticns. Ihese are unpublished.

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

>‘—+~‘ /"‘L‘Lﬁ /97—00 ﬂ/’ [ Ult/(/é/ (@Mx&ENT

S cF b. Puredecessor Forecasts =~ . Resarn, Transfer to FARC
when no longer needed for current bUSLnCSS and
offer to National Archives 18yearslater.
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211}'.

solor Radio Flux Index tved from
an cbhservatory ig manually posied che cLs Lnree
times daily shOVJng the level of olar acLLv ty. These
data are analyzed and rveflected in a monthly index.

Dispose when 5 vears old.

212. Workshecet Recurrsnce Trenﬂq - These are worksheet
tables plfpﬂV“ﬂ by the Lloncsphecic Forecaster which show
his analysis of the combined values and measurement of
ohenomenum shown in several other quality indexes. These
worksheets accumulate at a very small rate of volume.

Dispose when 25 years old,

213. Strip Charts and Similar Media - These arc photo~
graphic and other types of media that are automatically
produced by equinment showing the measurement cor guality
of physical phencmens data. These wmaterials include spe-
cifically paper tapes, paper discs, reels of photographs,
magnetic tapes and a VaVIPLV of other physical forms.
These data camnnot be recreat However, the great mass
of such data is scaled, dnalyzed, and published in offi-
cial publications.

Dispose 6 months after publication and after {ull
exploitaticn,

214,  Incowming aud Quigoing Telerypos - These arc messages
received {rom VArious p01nL° “of observation containing
solar and geological data. This data is analyzed and
posted to various indexes and other control papers

a. Incowming Teletypes - Dispcose when 30 days old.

b. Outgoing Teletypes ~ Dispose when 2 years old.
215. Daily Ionospheric Data Record - These are sheets on
which varicus Lonosphneric data are posted received from

about 20 points of observation. The data are analyzed and
summarized in the Weekly Radic Telecommunications Forecast.

Dispose when 1 year old.

216. General Subject Correspondence File - This contains
coples of i1ncoming and outgolng correspondence generated
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by the Tonospheric Forecaster and copies of informational
and authoritative documents relevant to the discipline.
Notable subject headings found in the file include:
administration ITS, user requests, conputer forecasts,
pro; ect rropooa}q, "Apoilo Twelve and Thirteen, personmel
actions, meetings, reports and the like.

Dispose when 5 years old or when they have served
their purvose.

217, Flare File - This contains documentation concerning
the occurrence of some Flﬂre and thelr offcctq on radio
wave propagation axd transmission in the ionosphere and on
the magnetic field of the earth.

It appears tbhat research and all other values of these
papers will have been exhausted upon the completion of two
Solar Cycies plus a short period.

Dispose when 25 years old,
218. Ionecspheric Data Message Forms - These are sheets on

which the Tonospheric Iorecaster records data received over
the telephone and codes it for teletype distribution,

Dispose when 30 years old.

219, North Atiantic Quality rlgure Report - These are
worksheets on which the lonospheric Forecaster pObLs his
analysis of data as it will appear in the subject report.
The report is included in a larger NOAA publication.

It is more economical and convenient for the Ionospheric
Forecaster to keep his sheets rather than a completé set
of NOAA publications fer use as a worktool.

Dispose when 5 years old.

220. Computer Programs -~ These are printouts of the pro-
gram commands to the computer to select and process input
data on the solar and geophysical conditions.
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Dispose when superseded or when the program is
dropped.

221. Output Printouts ~ These are printouts of the final
product oi the computer after it has processed source data.
These products are usually in the foxm of a table of
measurement or in a comparative summdry of such tables.

Published Pr

intouts - Dispose 6 menths after accept-
ance of the prii

vbout: and its publication.

222. Prcject Case File - This is the vrecord copy of the
project case file. 1Lby include basic papers such as

(1) proposals, (2) ITS and the Sponsorivg Agencies Letters
of Agreement, (3) Contracts, if any, or work plans,

(4) Financial Documents, (5) Mampowel costs, (6) Corre~
spondencc relating tc the project between T,”, the spon-
soring agoncy and other; and (7)) any other papers needed
to document tihe crigin and conduct of the project.

These papers appear to have no further value to the Govern-
ment after the expiration of a pericd of time following the
completion of the project.

Transfer closed cases to FARC in mutually agreeable
consignments and dispose 10 years after closure.
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Groups {(2lso called Scctions)

As stated in the introductory statoment for the Division
there are four CGroups in it at this writing. The number
of Groups in a given Division varies according to workload
and other needs. The number ot proxﬁcts for which a

given group is responsible is also vari iabie.

The subject matter found in papers generated by the Groups
varies at the project lavol. chever, all papers found in
the Groups follow a common patteran of filing and mainten-
ance, and serve a common parpose.

To avoid needless repetition djl of the records found in
the Groups have been included below. It is not likely
that any single Group will have all of the files listed
and described, b~1 only some of them,

223. Subject Cvrrosnonéence File ~ This contains incoming
and outgoing COJr“%puﬁd nce generated for the Group and
Projezt Leaders and their A\.OCLdLOQ pertalnln to the
scientific work and administration of the Group. The file
is maintained in the Group Leader's Office,

Mocst of the items of correspondence are not suitable for
fiting in the Pr oject Case File, however. some are iiled
in bohr for convenience and quick retrieval,

|
These papers with a few exceptions, appear to have no
long term value to the Government or public after the
need for them by the Division has been served.
Review the file annually, move active files forward
and dispose of all other papers when they have
served their purpose or when 5 years old.

224, Technical Sgurce Data Files -~ These are the papers
generated or collected by the Group Leaders, Program
Leaders, and his associates in the process of conducting
the necessary experiments and analyses to produce a pro-
ject final report. These include secondary scurce mate-
rials, correspondence, wmanually prepared calculations and
formulas, tentative observations, and related drafts and
workpapers.
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These papers appear to have no further value to the
Govermment or public after the expiraticn of a reason-
able period following termination of project.

Dispose 1 year after the project is closed or
when they have served their purpose.

225. Administrative Subject File - This contains office
copies of the usual housekeeping papers concerning such
matters as accounting, budget, committee papers, confer-
ences, delegations of authority, program information,
printing T;OMl&]flOﬂ), publications, shipping documents,
telegrams, work orders, speeches, security, space require-
ments, time and attendance reports, travel and the like.

Review the file at least annually, move active files
forward and dispcose of all others when they have
scrved their purpose or when 2 vears old.

226. Personnel Case Files - These are folders for each
employee on tihe staif containing office copies of person-
nel actions and related papers concerning the employees
career.

Dispose upon separation of the subject empleoyee.

27 N
2 1 hlf"“iuj CEiC

OUL”Olng rtem of
project leaders.

b} ~eT o I3
1.

al Pile - This contains a copy oi each
correspondence produced by the Group and

Dispose when 2 years old.

228. IRAC Papers - These are copies of IRAC documents
collected for use as a worktool.

Dispose of individual documents when they have
served their purpose

229, Weekly Forecast Mailing List - This is a list of
designated recipients of the Forecast.

Dispose when superseded.

230. Project Case File - This consists of a case folder
for each sponsored project undertaken by the Group. The
cases are arranged numerically by an identification number.

JUN 75
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Basic documents found in each case includes: (1) proposal,
(2) ITS and spensoring agency's letiers of agreement,
(3) work plans (milestone plan), (4) cost statements,
(5) progress reporis, (6) related correspondence, and
(7) other papers concerning the origin and conduct of t
project.

he

These papers appear to have no further value to the Govern-
ment or public after expiration of a reasonable period of
time following termination cof the project.

a. Record Set - Dispose 10 yvears after the case
is closed

b. All Other Copies - Dispose when they have served
their purpose.

231. Pending Proposuis - On occasion the various Divisions
and other elements of 118 develop a proposal when it is
known that an agency or agency's have 2 responsibility or

primary interest in having the proposed scientific work
done.

Most of these proposals become approved projects, but some
do not.

w
'
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b. Unapproved Proposals - Dispose when no further
action is anticipated on the proposition.

232. Re poLts and Renrints - These are Lopieo of reports
published by ITS and copies of reprints of articles pro-
duced by members of the ITS staff and some outside authors.
They are collected and maintained as a worktool for members
of the Group.

A vecord copy of cach 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 maintained by the PTIO,

Dispose of individual documents when they have
served their purpose.
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233. HManuscripts and Drafts - These are the author's
manuscript copies of reports and articles.

’-l.»

Dispose 6 months after date of publication or when
thev have served thelr purpose.

234, Maps - These are copies of maps produced by the

Coast and Geodetic Survey, Defense Mapping Agency and simi-
lar or equivalent mapping organization of foreign govern~
ments, These maps are malnL.Ln ed for pllmnry source data
for oviginal research.

This collection is an essential workicol and must be kept
in close proximity to the prufessional users since there
is probably not ancther set precisely like this one any~
where in the World.

Dispose of individual maps when superseded or when
they have served their purpcse.

235. Source Data Documents ~ These are the paper copies

of documents containing the original data generated by

scientists and other professicnals in the process of their

investigation for specific program areas or projects,

These data are part1ally or wholly transcry Jbed on punch
ards or some other input medium fr1 computer treatment

Thie data that ave not transcribed cannot he regenerated.

In the case where the data are wholly transcribed on an
input medium the papers are of only short-term value,
however, when a part of the data in the source document
is so treated the value of the papers is of a much longer
term value,

a. Wholly Transcribed Documents =~ Dispose 1 year
after transcrintion.

b. Partially Transcribed or Untreated Documents -
Move active files forward and transfer to FARC
in agreed upon consignments. Dispose of all
others when 15 years old.

A
236, Strip Charts - These are photographic and other
automatically produced recordings made by various types of
equipment showing the original measurements of various
phenomena under scientific investigation.
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- These charts contain data that cannot be replaced or recre-
ated. However, normally the charts are scaled within a
short time aftpr they are produced. This is not the case
in a few instances. Even though the charts have been

scaled they should be majnbdlnnd a reasonable period of
timm to allow for full scientific aad other professional
exploration.

Transfer to FARC in mutually agreed upon consignments.
Dispose when 15 years old.

237. Technical Reference Material ~ These are bookcase
materials including printed cr processed items used by the
scientist and other professionails ior reference. These
materials are purchased from various sources or collected
from other Government agencies or private organizations in
the private sector without cha arge.

a, TPurchasedltems ~ Return to the pvoper property
officer when they have served their purpose,

b. TFree Items ~ Dispose when they have served their
purpose.

238. Techmnical Parameters Laboratory Notebooks = These

contain the measurements of antennas performance measure-
Je in the fabovaiery J_Li’g*u‘:{LJL}.‘ anteinna gaiin,

impedance and radiation patteri.

Mot s mar

Dispose 5 years after publication of the final report.

239. Equipment Operating Manua ls - These are copies of
operating manuals and pCCJLlCuLlOWS supplied by the manu-
facturer explaining the items operation and maintenance.

Dispose with the equipment when it 1is removed from
ITS accountability in accordance with the Federal
Property Management Regulations.
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240, Microfilm Strips - Th
made of a graph or some othe
ray tube. The styrips are g_qera
rapid and inexpensive reprod

y of data on a cathode
made for purposes of
of the image.

h
t
6] k{: """

1ciion

Dispose 2 vyears after termination oi the subject
project.

(Magnetic and Other Tapes)

241,  Computer Drogram Tapes -~ These are magnetic, paper
tapes or cqu1vaICDL contdlnjng comnands to the computer
to select specified gource data and meke calculations in

a specified array.

Scratch 5 years after termination of the subject
project.

vom Taneg - T e

- d D

242,  Ivrt

(.a
that are subject

> rrnay ge are progiram tapes
"o pericdic revision or replacement.
Scratch when superseded or when no longer needed.

243, Scientific Source Data Tapes ~ These contain data on
geophysical pnenomena measurements and parameters taken at
many observation points either manually or automatically.
These tapes cr GQUIVQLPHLEHTanOdUC@d by ITS or prov1dcd
to it by other agencies. The data is frequently reviewed
and corrected and updated on a new tape.

a. Superseded Tapes -~ The latest version of the data
cannot be reg@nevated and has enduring value,
Tapes replaced by the latest edited version
scratch xh :nn the edited version has been checked

an'd accepted,

b. Last Edition Tares - Reisine Transfer to FARC
when no longor nceded for culrent buslnc ss and
\ P
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(Printouts)

244, Intermediate Printouts - These are printouts of
source data to be used for one analytical step in the pro-
cess of prodvcin¢ a final report for the progcct The com-
puter makes the necessary calculavions and displays the
results in the form of a graph on a cathode ray tube and

g
[

£
L

a microfilm strip reproduci: £ the graph is simultane-
ously made. ilard copies oi the graph are produced as

needed,

This also includes similar printouts such as one listing
aircraft aloft in the area. :

Dispose one month after the materials involved have
been accepted and the necessary by products have beon
prepared for the nmext analytical step.

245, Program Printouts - These are program printouts for
which no tapes are retained or any involved. This also
includes some outputs produced frcm these printouts.

These are kept as a scientific worktool to produce more
advanced computer programs in the same subject field.

'

Dispose when they nave served their purrose,

246, Program Printouts - These are the usual computer com-
mands on antenna performance data transcribed from paper
tapes described above

~Retain~ Transfer to FARC in mutually agreeable con-
signments and effer to-theNaticnal Archives 1 Neax

A

—thorcaiter, c{//—é/a;e /5 peas /m%é«u

247. Bi-Weekly Cost Reports ~ These are printouts pro-
duced at Lhe Division, Group, and Project levels showing
obligations, expenditures, and balance of funds at each
level. The part of each report received at the Division
level is distributed to the other organizational units
involved. The accounting copy of these repcrts is main-
tained in NBS.

Dispose when 3 years old.
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(Punch Cards)

248. Program Punch Cards - These ace cards produced to
translate computer program commands to machine readable
language.

a. Research Programs - Dispose 5 years after the
project is closed,.

b. General Purpcse Programs - Dispose 1 month after

the data has been transferred to an approved
tape, printout or equivalient.
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DIVISTON 2 - SYSTEMS TECHRNOLOGY AND STANDARDS

The Systems Technology and Standards Division, is inveolved
in a broad program of applied research and engineering
directed toward systems analysis and the technical assesgs-
ment of cperational and potentially new communications
systems and technologies of the Department of Commerce

and other Federal agencies. The Division's program sup-
port the devclopment of engineering standards, system
evaluation and the dissemination of information by means
5, consulting and advisory services
and training oy educational programs. An objective of the
Division is to integrate the capabilities throughout the
Institute as needed to solve problems in existing or new
systems applications.

o Channel Characterizaticn - this group is a pregram
element enhancing our technology for efficient
transmission of information in communication sys-
tems. Emphasis is placed on the transmission media.
For example, in situ measurements of the impluse
response of transmission channels in the VHF-SHF
range are made with an instrumented probe system.
The multiplicative type signal distortiocns that are

[ R R

3

lytically and in laborateory simulation experiments

to evaluate system perfeormance. Signal structures

ranging from the human voice to high-speed digital

data are considered in the program, with the.objec-
tives to improve iransmission capacity, quality and
our ability to predict performance. At present the
group. is conducting projects to examine: !

- Speech intellibiiity,

- AFAl, simulation,

- Scintillation and '"Sea State'',

- Multipath model,

- Beone~Fowler propagation,

- RADC/ARPA Hawaii experiment,
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... Time domain ohjective measurements, .

JUN 75

- Multipath bandbook,

- Channel probe studies,

- RCAC colocation,

~ Seashore prorimity measurements,
- Channel simulation, and

-~ Noise and interference study

Systems Assessment - this group applies advanced
analytical, experimental and simulation techniques
to determine pcrformance estimates of cable, micro-
wave and satellite telecommunications systems.

‘xamples include satellite syxtom studies for the
U.S. Postal Service, Disaster Warning Satellite
Circuit building losses for the NASA, scme National
Weather system circuits, the NaLlonal Environmental
Satellite Services GOES data collection satellite
system, the ATS~6 educational television satellite
breadcast experiment, cable television systems and
digital picture coding applied to satellite and
cable television transmission. At present the group
is conducting projects to examine:

~ Telecommunications survey and assessment,

|
- Teleconferencing and satellite telecomnunlcatlonJ,

- Frequency allocation (study),

- Direct Printing Telegraphy,

~ GOES Telecommunication (study),

~ GOES link analysis,

- Atmospheric noise simulator development,
~ PBS TV station coverage,
~ Building attcnuation,

- EM location of trapped miners
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- Computeyr communications,
- Satellite propagation studies,
~ NCS voice quality study,

- FTSC/NCS digital system standards, and

~ Performance criteria. for telecommunications.

Systams Engineering and Analysis ~ this group has
been in existence for many years and has a long and
successful record in the support of DoD and FAA
communication systems. The group has developed

the procedures and methods for system design, im-
plementation, testing and operatiocn of worldwide
radio systems. Af present the group is conducting
projects to eramine:

- DCS microwave radio,

- SCOPE engineering,

~ Test acceptance upgrade,

- Automatic technical control,

-~ Systems applications consulting,

~ ASA communication network (study),
~ Digital systems engineering test facility,!

~ VICOM interface (study),

- Wideband communications at 15 CHz in Germany,

- Microwave sysiem studies,

- RADC automatic data system,
- Telecommunications glossary,
- FKV Data Systems, and

- Radio communication systems performance.
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o Systems Technelogy - this group has two thrusts
ionos pharjﬁ chunnel simulation which resules in
extensive modem testing and evaluation; and systems
standards devo]qpmont and technical studies for
major comnunications systems of the Defense Com-
munications Agencey. This work is vital to the
Institute in &chieving a role in technology trans-
fer, through the deve]opmeﬁt of telecommunication
systems standards for non-defense nppchatlnns one
of the most challenging fields for OT in the decade
ahead. At present the group is conducting prejects
to examine:

-~ Digital Selective calling,

&
- Stratcom DIDS study,

-~ MEECH simulaior,

- HF modem specificationsg,

- Technical control standards,
- MARAD program, and

~ Anti~spoofing.

o New Technclogy Develcpment =~ this group is dbsigned
to explore new areas ol system applications or tele-
communications technology for the Institute. Typi-
cally these exploratory activities lead to the
establishment of new groups A current exam;le is
the assessment and evaluation of fiber oprlcs and
associated technology for applicaticns in telecom-
munication distribution end trunking networks. At
present the group is conducting projects to examine:

PCM/TDM test bed,

Military application of optical fibers,

~ Optical handbocks,

Optical Data Systems,

i

Optical communications,
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- Undersea cable handbook, and
Man-made EM interference.

The number of groups in the Division do not remain static
nor do the number of projects within the group. Both vary
with the need and workload priovities. Further, the per~-
sonnel assigned to groups and projects are interchangeable
on short notice in order to achieve the greatest utiliza-~
tion of professional capabilitics and to advance each pro-
ject most effectively,

Office of the Associate Director
and Assistant to the Associate Director
for Program Develowment

Yo
O s forcarce 5 len. sty ) Eofoanie
249, Teldcommunications for Government Conf rence -~ These
are the papers ol the Associate Director who serves as the

Jocal coordinator for the annual couference which is a
interagency body sponsored by OT. The coordinator makes
all arrangements for the meetings and directly contributes
to the ovrganization and agenda of the conference.

Tuese papers dre L"pieu of those usualily found in the
office cf an official o cupyLng this kind of position.
RERMANENT, ,

25 eF ~Retaitmr. Transfer to successor or to FARC and offer
s’ ﬂMhUmQ for transfer to the National Archives 1l0yearstheve-
after. !
|
250. Subject Correspondence File - This is incoming and
outgoing correspondence generated ox collected by the
Associate Director pertaining to professional and mana-
gerial direction of the Division. More specifically, it
includes budget, fiscal year planning, scientific commit-
tees, education and training, speeches, information and
public relations, talks (internal), workshops, conferences,
briefings to NAL 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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Move active files forward and dispose of all others
when 3 vears old,

251, Project Technical Data - Radic Interference Propaga-
tion Program (RIPI') - These are the record copies ol papers
genevated by the conmittee including agenda, minutes,
correcgpondence, reports and other wresearch papers. These
papers should be kept leng enough to insure full exploita-
tion for future scientific inwestigations.

Transfer to FRC when no longer needed for current
business and dispose when 15 years old.
: ) et

252, IRAC Standarde Working Group - As required, the
Associate Director 1s designated to serve as chairman of
an JRAC Subccmmittee or the leader of an IRAC Ad Hoc
Working Group. In both capacities he maintains the offi-
cial records of the bodies involver.

Work papers and backup data generated by the subcommittee
or working group have no value after the expiration of a
short period cof time after the body has been discontinued,.
The data in these papers are essentially duplicated in the
agenda and minutes of IRAC and of the IRAC subcommittee
involved which are retained long enough to serve all needs.
a. Backup and Workpapeirs - Dispose 1 year after
discontinuance of the subject body.

b. Residual Papers Forward to the IRAC Executive

€ f Secretary, Gffice of Telecommunications, Washing-
. g, ton, D.C., 1 year after discontinuance of the
ﬂﬁ;wk subject body. Ultimate disposition of these
7 papers shall be made in accordance with the

retention period specitied for similar papers
of similar bodies headquartered in Washington,
D.C.

253, Chrenological File - This contains a copy of each
outgoing item generated by the Associate Director and
Assistant to the Associate Director. This file is wmain-
tained for convenience of reference.

Dispose when 3 years old.
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- 254, Group Ceorrespondence - This consicts of copies of
correspondeiice generated by the several groups sent to the

Associate Director for post audit reasons and informational
purpcses.

Dispose when 1 vear old.

S

to the Associate Director
Administration

Assistant

The Assistant to the Associate Director is directly respon-
sible to the Associate Director on matiers concerning divi-
sion administration, and looks to the Executive Officer,
ITS, in matters which pertain to the whole of the ITS
organization.

The Assistant plans, controls and directs the administra-
tion of the Division including the provision of a full
array of office services usually required by a major sub-
division of a primary operating unit. His special assign-
ments include serving as the ITS Space Officer, as a mem-
ber of the Joint Space Utilization Committee which is made
up of representatives of the major operating units involved.
He also serves as the ITS member on the Interference Com~
mittee which deals with frequency management matters,

The Assistant to the Asscciate Director regularly meets
with his counterparts from cross-service organizations to
refine the terms of the agreements or to make adjustments
in the implementing methodology under them to get better
results.

255. TFinancial Papers and Reports - These are the papers
gencrated by the Assistant so as to have an up-to-date
account of the funding and work status of each project or
other line items involved in the Division's activities with
the capability of making satisfactory forecasts for each
such item or combination of items. More specifically, the
papers include budget materials, project cost reports,
monthly status reports, individual cost accounting from
support gervices, payment documents on communicating type-
writers, feeder reports, copies.of all ITS project propos-
als and similar documentation.
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Review papers anaually and move active fiies forward.
Dispose of individual documents or the contents of
file folders when Lhey have served their purpose or
when 3 vears old, whichever is sooner. '

256, Personnel Name Case File - This contains a folder
for each employee in which office copies of personnel
actions and related papers concerning the career of the
subject employee are placed.

Record copies of all these paperg that are needed for long
term purposes dre maintained by the Personnel Qffices, NOAA
in the Official Perscnnel Folder.

Dispose 3 years after separation of the subject
employee.

257. Project Cagse Files - ALL of the scicentiflc work per-
formed by the TTS @nd Che Division is broken down in pro-
jects. Each project is given a distinctive numerical
designation. The pApers for each project are case filed
te meet the needs of the organization segment holding
them. Generally speaking these case files contain & copy
of the project proposal, letters of acceptance from the
sponsor and ITS, project milestone (work) plans, progress
reports, and se1ec ed papers containing scientific or

7
- 3 1 A - -~ £ 3 -
technical data, and othor velatced papers of spacial
interest.

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 neced of the Assistant has been satis-
fied, since record ceopies are maintained by the Groups.

Dispoée 5 years after the project is closed.

258. Pending Project Proposals - On occasion the ITS
prepares a project proposal for submission to a potential
Cponaorlng agency. Such proposals are usually agreed upon
and reach fruition in a formal project arrangement and the
pernding proposal is placed in the Project Case Files. The
remainder of the pending proposals 1s heid in this file
for a short period of tiwme.



https://organi7-:at:i.on

Dispose when the proposal is dropped from the pro-

posal list and is no longer being considered for
acceptance.

259. Administrative Subjeci File ~ This contains office
copies on matters such as budget instructions, cquipment,
equal employment opportunity, interference committee,
minutes of meetings, military specifications dealing with
forms and other issuances, purchase requisitions, summary
log of tiwme and attendance, training and education, travel
and travel logs and the like.

Move active files forward and dispose of all
others when 2 years old.
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Groups {alsco called Sections)

As described in the introductory statement for the Divi-
sion, there are five Groups in the Division. The number
of Groups in the Division varies accoring to the need for
scientific rescarch in the Division's subject field and
other factors such as workload. The number cof projects
for which a given group is responsible is also variable.

The ubj’ matter covered by papers generated by each
group is dlfk:rcut from that covered by papers created by
all other groups, Suvject matter found in the records of
each project is alse peculiar to it. However, the records
created at the Group and Project levels, in many cases,
answer to the same description and serve the same purpose.
Accordlng]v, all records found in the several Groups are
given & common description beleow., Tt is not likely that
any group will have &ll of the items listed, but only some
them. Should any element of the group start a new file
covered by an item in its part of this schedule, the terms
of that item shall apply to the new file.

The allocation of the records between the Group and Pro-
ject Leaders is arbitrary and is done only to show a pat-
tern of physical location. The terms of each item apply
to records in the Group wherever Iound.

Group Leader

260. Project Case Files ~ These papers are filed numeri-
cally by project number and are readily identified as case
files. ~The basic papers found in each file include:

(1) proposals, (2) ITS and sponsoring agency letters of
agreements, (3) contracts, if any, (4) work plans (mile-
stone plan), (5) financial documents including the project
cost reports, (6) manpower costs, (7) correspondence
relating to the project between ITS and the sponsoring
agency and others and (8) any other papers needed to docu-
ment the origin and conduct of the project.

Transfer closed cases to FARC in mutually agreeable
consignments. Dispose 10 years after closure of
the project.
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.261. Pe nd1ng Project Pr0posa]s - These are papers gener-
ated by tie Group in the form of Pending Project Proposais
and related papers which have not yet developed into an
approved project.

a. Established Projects - Move relevant pending
propesals papers to the record copy of the
Project Case Files.

b. Unestablished P:OJ”Ct Propos Papers - Periodi=-
cally review and dispose of Lhose on which no
action is anticipated,

262, uvmqulum_Laner' -~ This is documentation of symposiums
conducted by the Group including preparations for the sym-
posium, compilation of materials for attendees, agenda,
programs, minutes, copics of unpublished spceceches and otder
presentations, and arvangements for p¢yment of obligations
invelved.

Dispose 5 years after termination of the symposium,

Proiect Leaders

63. Authors Manuscyints - These are copies of mostly
publishéd &uthors manuscripts.

Dispose when 5 years old, or when published which-~
ever is sooner.

264. Administrative Subject File ~ This countains office
copies of housekeeping papers on the administrative manage-
ment of the Group including such things as requisirions
incoming and outgcing internal correspondence, meetings,
notices, speeches, personnel name case files, shipping
documents, security, time and attendance, travel and the
like,

a, Personnel Name Case Files ~ Dispose 6 months
after separation of the subject employee.

b. All Other Papers ~ Dispose of individual docu-

ments or contents cof file folders when 2 years
old.
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- 265. Reports and Reprints of Papers - These are selected

copies ol reports and reprints of papers produced by staff
and outside authors which are collected by the Group for
use as a worktool.

Copies of all reports and papers produced by ITS staff
members are maintained by the Pllﬂ ITS. He also collects
copies of reprints of papers prOkLpeﬂ by selected authors
outside of ITS for inclusion in a record set.

Dispose when they have served their purpose.

266. Maps ~ These are copies of maps produced by the
Coast and n“OOOL]C Survey, Geological Survey, Defense
Mapping Agency and similar or equivalent mapping organi-
zations of foreign governments. These maps are maintained
for primary source data for original research.

This collection is an essential worktool and must be kept
in close prozimity to the professicnal users since there

is probably not another set precisely like this one any-

where in the world.

Dispose of individual maps when superseded or when
they have served their purpose.

3

267, Proiect TecuzL,,l Support Paners «~ These are the
papers genervated by the group reader and project leaders
wnile the pro;oct is In progress. They contain scientific
data suppox -ing the findings presented in the final pro

ject report. Essentially all of the cata found in these
papels are summarized or duplicated in the report. Also
included are multiple copies of reprints of both outside
and internal papers on the subiect area involved. These
are kept for reference and distribution purposes and one
copy of each of these proouced by a staff member is
retained in the record set by the PTi0

Periodically review files for clecsed projects and
dispose of those that are not needed for current
business.

268. Strip Charts =~ These consist of photographs and
other autcomatically recorded data on physical phenomena
These charts show the original meas surements of various
phenomena under scientific investigation.
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These charts contain data that cannot be replaced or
recreated. lowever, UCdelLy the charts are scaled within
a short time after they are produced. This is not the case
in a few instances. Even though the charts have been
scaled they should be maintained a reasonable period of
time to allow for full scientific and other professional
exploration.

Transfer to FARC in mutually agreed upon consignments.
Dispose when 15 years old,

269. Rational and International Organizations Participa-
tion Papers -~ ihese are Cbe papers generated by a staif
member of the groups serving as the official representa-
tive of the U.S. Government on one cor more of these organi-
zations. Generally, these representatives are members of

a related national organization having a large representa-
tiocn from government agenciles. Lach of these members

would have copies of participant papers.

Record copies of these papers are maintained in the State
Department and other sponsoring agencies. These papers
are generally published at least once every 6 years,

Dispose 6 months after publication or by transmission
to the chairman or ancther member as appropriate.

270. Equipment Specifications and Manuals - These are
copies of bpeCl“JCaLLOﬂq and opcratwno manuals supplied by
the manufacturer with an item of equipment which explains
its construction, production capacity and pvocedures for
the best utilization of the subject equipment.

|
Dispose with the equipment when ITS dispocses of the

equipment in accordance with the Federal Property
Management Regulations.

271. Source Date Input Documents -~ These are the paper
copies of documents or records transcribed to a medium in
some other phy51ca1 form (includes punch cards, tape or
equivalent) conta 1n1ng the original data gencrated by
scientists and other p]OfLSOlondls in the process of

their Jnvcst‘gatlon for specific program areas or pro-
jects. These data arc paltldlly or wholly transcribed

on punch cards or some other input medium for computer
treatment. The data that are transcribed cannot be regen-
erated.
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In"che case where the data are wholly transcrived on an
input medium the papers are of nnTy short-term value,
howcvel, when a parxt of the data in the source document
is so treated the value of the papevs is of a much longer
term value

a. Wholly Transcribed Documents - Dispose 1 year
after transc~_ifion

b. Partially Transcribed or Untreated Documents -
Move active files forward and transfer to FARC
in agreed upon consignments, Dispose when
15 years nld.

{Magnetic and Cther Tapes)

NN

272, Master Inpui and Output Tape or Eqguivalent - These
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 contain data for generating new scientific
projects as well as the information needed to verify the
findings in the final report backwards and forwards in
time.

273. Intermediatec Tapes ~ These intermediate tapes, if
any are produced to accomplish one workstep. They have no

further value after the planned workstep has been accom-
plished.

Seratch when the data has been transferred to an
approved printout.

274, Sponsoring Agency Programming Tapes - These are tapes
supplied by a sponscring 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. 1If
there is no arrangement for return scratch 6 months
after closure of the project.
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275. Master Program Cassette, Magnetic Cards, Paper Tapes,
or Equivalent - These arec stordgn media developed while a
project is in the process with any related hard copy papers.

Turn over to the sponsoring agency in accerdance
with the project agreement.

276. Master Source Program Tapes or Lquivalent -~ These
are selected program tapes, or equivalient, kept for refer-
ence after the record copies have been turned over to the
sponsoring agency.

Scratch when they have served their purpose.

277. Master Program Discs ~ These are magnetic discs
which store the com puter Drogram for the system. When
the system has been in satisfactory operation for a period
of time the data arc transcribed on a master magnetic tane,

Erase when the data has been transcribed on tape
and the disc is needed for reuse on another project.

278. Technical Data Tapes, Discs, or Equivalent - These
are storage media containing all of the data needed by the
scientist to reconstruct physical phenomenon data, dates,
times, loca“'ono, weather information and the values of
the pavameters of ihie plhysical phencumenon measures.

These media contain ail of the data neceded to vorliy or
validate the final report

Scratch when they have served their purpose. !

(Printouts)

279, Intermediate Printouts - These are subset printouts
produced to accomplish one workstep.

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

Dispose when they have served their purpose.
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280. Mastey Cumulative FPrintcuts Supporting the Final
Report ~ These printouts contain data [rom the Master Input
and Qutput Tapes. However, it is impossible to reach a
final determination on just how long each series of these
printouts must be retained for purpcses of verification

and scientific investigations.

Dispose when they have served their purpose or
when 15 years old, whichever is sooner.

<
e

1%

281, Summary Project Printouts - These are summary print-
outs of the system prodoced just before or during early
operation of the system. They are used to make necessary
adjustments or to verify the validity cf the data or sys-
tem operations.

)

[ S SR

Dispose when thev have served their purpose.

282. Final Program Printout - This printout contains com-
mands to the computer to automatically process the input
data.

Transfer to FARC in mutually agreeable consignments
and dispose when 15 years old.

283, Project Cost Reworts - These are biweekly printouts
of cost statementsat the division, group, and preject
Jevels. They shcw the reporting period, funds on hand,
expenditures, obligations, paid and unpaid orders and

the balance of funds.

The group leader receives two copies one of which he for-
wards to the project leader to keep him informed of the
fiscal status of the project. Both copies are worktools
and are duplicated by a set maintained in the Office of
the Technical Assistant for Administracion and Fiscal
Officer,

Dispose 1 year after close of project.

(Punich Cards)

284, Program Punch Cards - These are cards produced to
facilitate editing or rcvising the subject program.

JUN 75
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Dispose after the related system is installed and
accepted.
285. Program and Backup Report Decks - These are cards
giving the computer commands on the Taggregation, Sstorage
and array of data for automatic processing.

These decks are used members and organizations of the
scientific community research for a pariod of time
during which the deck(s ) are made available to them as

a package,

by
J
F
AN
<

a. Master Input u“d Cutput Decks or Tapes - Rataia—
Transfer to FARC when no iong zer needed for cur -~
rent business dnd -2

within 1 yeax the 1-pn‘f‘nr (f/_/ ,{)xc 79754,#.{ %ﬁ/?t%

b. All Others ~ Dispose when superseded or when

15 years old.
286. Technical Source Data Decks - These are punch cards
on which technical source data have been transcribed in
industrial standard machine readible language for auto-
matic processing.

dispose of all others.
I
b. Taped Decks ~ Dispose 1| month after the data has
been written on a tape ov disc that has beeén
checked and &accepted. i

1

a., Untaped Decks = Review decks annually and move
active decks Lerward and

.
i
i

(Mag_Cards)

287. Mag Cards - These are cards prepared to store infor-
mation on documents, lists, and the like that arc subject
to constant 1ev151on, 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 information on it in typescript or communicate such
data to a computer for further processing.
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These cavds apnear to have no value ajster the internal
need for them has been satisfied. This system is used
throughout the Division and this item should be applied
wherever the cards are found in the Division.

Erase when they have served their purpose.
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DIVISION 3 - APPLIED ELECTRCMAGNETIC SCIENCE

The work of the Division under the Associate Director, who
also serves as Division Chief, hae¢ as its objective the
application of CJOCtYUﬂdu“eLlP science to telecommunica-
tions problems. This work includes the delineation of the
effect of the pvopauJLJun medium on c]rctromagnetlc waves
propagated through it {(e.g., attenuation, dispersicn,
mu}tlpacn effects, etc.). The work of the Division is
conducted among six program area groupings as follows:

o Navigation angmp»Rc*ion Science - under a group
leader, performs theoretical and experimental
studies of radio navigation systems, their design,
leLOTmaUCC and calibration towards mchved accou-

racy. The navigation sciences engincering examines:

- Loran C/D theory and experiment,

- Experimental and theoretical Loran temporal
variations,

~ Differential Loran-C applications to high preci-
sion harbour and estuary navigation,

- Defenge Mnnrﬁhgf Ager cy Loran cf—nd-fnc,
DeTense Mapping Agen Ioran ctualies

- Defense Nuclear Agency Partial Reflection studies.

Studies are also made of the Ionosphere D~ and k-
regions and their effects upon telecommunications,
and models are also develecped to predict the effect
of ionospheric scintillations on digital microwave
communications between carth and space.

o Ionospheric Transmission Technology = under a group
leader, studies the effects of the ilonosphere on
telecommunications systems and on over-the-~horizon
radar. The radio frequencies of interest range
from a few tens of hertz through VLF, LF, and HF to
the microwave raange, where icnospheric scintilla-
tion's may limit the performance of high-data rate
systems. A samplie of projects includes:

JUN 75
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= HIF over~-the-horizon radar for remote sensing of
sea surface conditions,

- Development of lower ionospheric medels needed to
predict the time availability of VLF and LF
radio systems at high latitudes,

- Development of real-time ionospheric vadar fre-~
quency management techniques, and

predictions of the performance

- Regular and special j
ams for various users.

of HF radio syst

Advanced Communications Technologzy -~ under a group
leader, conducts expeviments ito determine environ-
mental effects on microwave and optical propagation
of intelligence and information. Studies are con-
ducted with incorunents sneciflically designed to
measure propagation effects such as attenuation,
dispersion, depolarization and scattering.

Performance comparisons between microwave, milli -~
meter and optical transmisgsion on an important
objection. A sample of studies includes:

35 GHz statospheric propagation,

Depolarization of X-band signals on long atmos-
pheric paths,

t

Optical signal availability on short paths, and

Propagation measurement equipment evaluations.

Advanced Analysis and Spectrum Extension - under a
group leader, conducts studies of the effects of
transmission through the atmosphere on communica=
tion techniques operating in the 10- to 300~CGHz
spectrum to obtain basic information for the
effective application of this band. A sample of
activities includes:

- Availebility measurements of wide-band (1 Gb/sec)
deta links in K- and V-bands,

“ad
ot
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Org nization of international m*Lle!\,r«wmﬂ
symposium on the application of this spectral
region, and

- Invention and development of specialized research
instrumentation and techuiques required for the
above.

Microwave The ory and Predictions -~ under & group
leader, investigatcs c“imatm?ogical and atmospheric

effects on EM wave propagation at microwave fre-
quencies. They conduct Lheometical,aud empirical
studies of the attenuation, vhase delay, and depo-
larization of signals, all of which 1limit the
effective bandwidth and performance of very-wide-
band (megabit) systems. A sample of studies
includes:

Prediction wodels for rainfall, its geographical
and temporal variation,

-~ Signal bandwidth limitation by rain, wind blown
soil, and atmospheric turbulence,

- Impact of atmospheric conditions on frequency
assignment criteria, such as coordination dis-
tance, and

~ Ground/satellite propagation parameters.
propag I

Methodology and Operations Research - under a group
Teader, involive the developmenit of the methodology
for pcrf01mance and operational Cdpabl]lty assess-
ment of software-supported tactical electromagnetic
and weapon related systems, and the development and
application of simulation techniques to predict the
character of EM environwents and resultant elec-
tronic system or equipment performance degradation.

Electronic system capability evaluation includes
modeling of energy coupang phenomena (singular and
multi- mode propagation, inter and intra system con-
ducted and radiated components); equipment/system
functiocnal simulation; and operational capability
compromise because of the EM environment. System
applications inciude active and passive EM sensors
and communications/command control functions.
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Office of the Associate Dircctor :

288. sSubject Correspondence File - This is incoming and
outgoing correspondsnce that has application to all or
several of the projects and activities of the Division,
but is not suitable for filing in the case file in any
particular project or activity. Primary bheadings found in
the file include: B-Bonds, B-Budget, CA-Committee Adminis-~
trative, COM-Commnmunications, DE-Defense and Emergency
Planning, h~£d;catlon, r—}oams, HS~Health and Safety, IA-
Incentive Awards, IP- TnL01mirlon and Public Relations,

L-Legislation, X~ F eting MO-Management and Organization,
PA-Patents, PB-P ~l]cations PS~Personnel jlwfrlﬂtlng and

Duplication, K-Records, RP- Research Programs, S-Space, SE-
Supplies and Squiunent, SEC-Security, SS-Statistical Serv-
ices, T«Training, TL-Translations, “" ~Travel, V-Visitors
and VH-Vebicles.

The papers under each r'irarv heading one appropriately
arranged alphabetically under secondary subject headings.
SubJecL headings are added or dropped within the file as
needed,

a. CA-Committee Administrative ~ These are committee
papers generated by the As qoc1eto Director as a
"“\,xu]uv 1 u'l' tlx- “uxl-cgg, x'Od_) [oXN Desaunse "LL LLO.‘ &

primary interest in 1its proccedings and transac-~
tions. i
|

1. Memberchip Papers - Tra Dsf er to successor
or the chairman of the subject body. |

2. . Papers Collected toc Satisfy a Primary '
Interest - Dispose when they have served
their purpose or when 2 years old, which-
ever 1is sooner.

b. PR-Publications - Dispose upon separation of the
author. Record set is held by the PTIO.

¢c. Review all other papers at least annually, move
forward active files and dispose of all others
when they have served their purpose or when
2 years old whichever is soone

JUN 75
183 .


https://A-wan.ls

This file would therefore, appear to have no value heyond
the separation of the subject consultant.

Dispose upon separation of the consultant.

291. Committee Papers and Reports Index - These two (3X5)
card indexes to the material deseriped above; one arranged
by author or titie, the other arranged by unJecLs found

in the documenLAtlon.

Dispose upon separation of the consultant.

’U

292. Subject Correspondence File - This contains incoming
and outgoing correspondence concerning the consultants
current actlvities at ITS, and on a great variety cf mat-
ters related to his scientific expertise and interests.

The papers are arranged alphabetically by names of corre-
spondence or by subject. These papers appear to have nc
continuing value to others than the consultant himself.

Dispose upon scparation of the consultant.

293. Technical Reference Papers -~ These are printed and
- processed materials collected by the consultant which con-
tain data cn his area of epccia11z1*ion that he uses for

o fas o m e m e e e G Na e IURCII
reraerence. These are :&:L,U‘.;uu",’ soures meteriais.

Dispose when they have served their purpose.

Assistant to the Associate Director

for Program Development

The Assistant to the Associate Director also cervves 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 clocc1y related to his responsibilities and
activities in the capacity of Assistant to the Associlate
Director.
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289. Technical Refercnce Materials ~ These are wonthly
printed or precessed cepies ol books and documents needed
by the Associate Dirﬂctoz in the course of discharging his
daily 1cspon&1b1*3 les, or in connection with his personal
involvement in scientific research,.

Dispose when they have served their purposec.

Consultant to ihe Aszsocizte Director

As required consultants are designated to assist the Asso-
ciate Director with scientific and cther professional pro-
blems in very much the same manner as consultants to the
Director, ITS. The Asscciate Director's consultants

often serve as membzrs o1 chairman of scientific organi-
zations such as the Irtcrnltiunal Radio Consultative Com-
mittee or one of its subordinate subcommittees or work
groups. In addition, the consultant is subject to such
special assignments as the Associate Director may deem
necessary.

290. Committes Papers and Reports - The consultant serves
as a member of various committees and those papers are
collected or generated by him in the course of performing
the attendees responsibilities of such crrviﬂ'. ¥or the
most part these papers and reports are products of bodies
with Whlch the consultant has no connection. He collects
the reports as a data bank containing the primary source
data for research. All of the papers and reperts deal
with the pthLculdl consultant's professional spcc1all7a~
tion which in this case is ionospheric propagation and
spectrum utilizaticn and management. Comprehensive col-
lections of these vreports are available in some highly
specialized libraries, and in depository libraries, toc
serve the needs of the professlonal community for future
research purposes.

This file also contains copies of printed or processed
reports provided by the consultant, howcver, copies of
these are ecarmarked for retention in the record set held
by the PTIO. In most cases this set also includes copies
of all reports produced by a particular consultant during
his career with ITS.
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49’. Administrative Subjzct File - This cont®ns office
‘copies of papers genevated or collected as the Assistant
to the Associate Director pertaining to the areas within
Division 3 for which he has a standing responsibility of
oversight. More sp0ﬂ11!cally, it includes correspondence
by employee’s name; committee, groups and meetings
(papers), progress reporis, paxcha”o requisitions, per-
sonnel name cases, information and public relations, time
and attendance reports, trip reperts, travel and the like.
a. Personnel Name Case Files - Dispose 6 months
after separaticn of subject empleoyce.

b. Requisitions aud Purchase Orders =~ Dispose when
2 years old.

c. All Other Papers -~ Move active f{iles forward and
dispese of all others when 2 years old, or when

they have served thoir purpose, whichever is
sooner.

295. Project Proposals ~ These are copies of pending and
approved project proposals which the Assistant to the
Associate Director needs for purposes of internal manage-
ment.

Dispose when 2 years old.

296. Chronolegical File - This consists of a copy of each
outgoing item produced oy the Assistant to the Associate
Director and maintained for convenience of reference.

Dispose when 1 year old,

Assistant to the Associate Director

for Administratiocn

The Assistant to the Associate Director for Administration
is responsible for providing for the Division, most of the
administrative managewent functions including the full
array of office services found in most offices.

In discharging these responsibilities he works closely
with the Exccutive Officer, ITS, and has to assist him

JUN 75


https://n-r:n7c,,�~f-,=:.rl

and liaison officers in sub-divisions of the Division for
certain specified key functions.

Tt must be remembered that the Assistant to the Associate
Director helps to plan and implement the provision of
cross~service agreements under which other agencies pro-
vide ITS, and in turn the Division, certain central ser-
vices including cC”OJHthS, procurement, personnel manage-
ment, and other key functions.- This being the case he
participates in meetings with other key administrative
officers for the purpose of making plans, policies, and
other adjustments needed to refine the cross~-service
agreement arrangemoent,

The Assistant to the Associate Director and his staff help
in the p1ann1np and policy making to meet the administra-
tive necds of the Division and perform the worlk required
tec meet the needs of the Divisicon for housekeeping func-
tions with a few exceptions. (

The Assistant also serves as O0T/ITS Security Officer.
Under the existing arrangement, the papers generated in
this office are of short term value since record copies of
them are maintained elsewhere long enough to meet all
needs.

297. FProject Case riies - All of the scilentific work per-
formed by ITS and the Division is broken down in prnject
Each project is assigned to distinctive numerical QL%lond—
tion. The papers created Dby each pFOJCCL are case leea
tc meet the needs of the organizational segment producing
them. '

|

These particular case files are created to meet the hneeds
cf administlative management as directed by the Assistant
to the Associate Director. Each project case file contains
a copy of the project proposal, letters cof acceptance from
the sponsor and ITS, project milestone (work) plan, pro-
gress reports and related papers.

These particular preject case files are generated to enable
the Assistant to the Associate Director to quickly respond
to situations or inquiries concerning the administration of
the project and on certain rc]atnd scientific characteris-
tics of the project. These case files appear to have no
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varue alftor the need of the Assistant has been satisfied,
since tha record copies of the project case files are kept

by the zroup or project leader.

a. DProject Proposals, Letters of Acceptance, and
Project Milestorne Plans - Dispose 1 year after
the project has been closed.

b. Progress Reports and Other Papers - Dispose when
the project ig closed,

298. Pending Project Proposals ~ Cnn occasion, the ITS
works up .1 project proposal foir submission to a potential
sponsoring agency that is known to have some responsibility
for and o primary interest in or need for the resolution

of some tolecommunications problems that requires scien-
tific rescarch., Such proposals are usually agreed upon

and reach fruiticon in a formal project arvangement between

M

oo

the sponsoring agency and 118, These proposals are of
course made a part of the group or project leaders case
files. The small percentage cof rejected proposals are
held in this file for a short period of time.

Dispose when 1 year old.

299. Personnel Name Case Files ~ These are folders bearing
the name of each empleyee now on the Division 3 staff.

The foldors contrain office copies and related papers con-
cerning the employment of the subject employee. These
papers ave accumulated and maintained to meet the internal
management needs of Division 3. After they have served
that purpose they have no value.

a. Personnel Name Case Files - Dispose upon separa-
tion by donation to the subject employee, if
there is nc pending tramnsaction on which ITS
is committed to. '

L. Cases on Which There is a Pending Transaction =~
Dispose by donation to subject employee upon
termination of the transaction.

<. Cases Involving Adverse Information - Dispose

by treatment as wastepaper upon separation of
subject employee.
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b. All Cther Papers - Review at the end of each
calendar year, move active files forward and

3

dispose of all others.

300. Building Passes Register - This office is respon-
sible For issuing 01 builaing passes for employees and
other persons of concern to ITS. The control of the

passes issued outstanding and terminated is maintained
1 1 Llll

ister,

v

Dispose when all entries in the ledger have been
fermTHlLCd or ctherwise satisfied.

301. Entrance on Dutv Slips ~ This is a {5¥8) card con-
trol certifying to the owu‘oyment and status of each new
employee along with the type of positinn held and some
other related information.

Dispose of individual slips when the relevant data
on them have been transcribed oun security clearance
control card and on the identification process Data
Control Form (CD-18). T

302. Iocn ifiication Process Data Control -~ These are con-
trol cards containing the ddLa from the Entry-on~Duty
Slips needed to issue buillding passes and security clear-

ances. The data inciudes name of LLc emplevee, operarting
unit or office, sex, height, weight, eyes, hailr, date of
birth, identification card number and the date issued.

Place the cards for separated employees in an

inactive file, and dispose Z years later.

303. Building Passes - These are official credential
cards Tor the Boulder employees for identification pur-
pos such as admission to building atfter hours, and for
Lden ification for admission to other EOvelnman buildings.

Dispose upon separation of the subject employee.

304. Security Case Files - These are case files con-
taining requests for security clearances and the actions
taken on them. Also included are requests for visitation
te security areas in other agencies for ITS employeces.

Terminated employees' cases are filed in a separate file.
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Dispose 5 years after separation of subject employee,
. ,l‘d’oswe’e@“ TS Doscomest

305. Classified Document Conirol Registera- This is a log
for each classified uOLuMPHL held or sent out by OT/ITS.
It shows porf oii e registration numbey, date received,

i
control numbe clasgification, orig 1nator control number
iz

ation, persou, tle), description
correspondence, GC ort or copy nunber,
ﬁtchoo to, date of action, final dls~
)ﬁ, certificate number or date and

received from (orgai'
of material, date o
aumber of pgvﬁf, di
posittion or destruc
tnc nethod of deliv (”4 .
\.Des‘r\zoxl wﬁeu ?.\l(eA&s SO &S ‘8“")

e Walal

rdopee writh Fho oeasgd r"i(\n" ol

o B ] ) . E')“—'L“"NG A “'g DO COMTRTE
306. Classified Document Control Cardsx- These are (3X5)
caxrds showing the name of the origina me ¢f the decument
recetvaed, the person ov qrﬁiﬂlﬂAijP the material is
addressed to, and a description of the material rececived
and some other data transcribed from the register above,
Undey remarks the prescribed declassification action is
noted with any necessary information.

Dispose of individual cards when the sub
material is declassified or otherwise di
by an authorized step.

biect
sposed of

Erelosiie oF 1S BocomenTs
307. Classified Material Receiptsa~ These receipts accom-
nany the document to be charged to the designated person
who signs the ribbon copy and returns it to the ITS
Security OTficer. Copy of postal registration receints,
if any, are attached to the ribbon copy of the Classified
Material Receipt and then filed alphahetically Gnder the
name of the person receiving the matcrlal.

W*] whws (éGes 8(3)
a. ,D'l QT\[‘\ \ﬂ 1\ L "pi'”?‘nzﬁ Y\QYC‘f\ﬂ 0 ﬁ]"g 31‘11 7.4*-1{')_]3_
AT

{- AVeIu¥atesl i-' Fm r. \r\1n~1oni' AN B /‘1\ lvn/)rl whan tlho
+ - AR N et

L2 cs

Ir. Receipts for Material Mailed Out to Other -
Agencies or OQutside Persons - %%gpeee when }”9
j years old. veo o'(fs
/4 %
308. Report of Destruction of Classific WatelltL\ This
report shows the name SF the custodian aﬂd‘kls organiza-
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tional code with the document control number, number of
copies, and a paxaphrased description cof the docum&nt and
wvhen it was destroyed.

Dis poseié—;ears after the destruction date shown

for the group of documents on the list

309. Safe Report - This is a report of all safe files in §
use in OT/TT8 Tor storage of classified material. This e
gives the name of the persons charged with the safe, his qu
address and telephone number.
<%
3 lNry Q0 AY 11’-1 A 2 el "(‘l)d el .‘ cq
PDispose when saperseded. g

. . aQ b 3 L3 ,$0 -
{z NM*BlO Incoming Clas irled Visit Authorlzatlonéi- This con~

tains dppllbqhxuﬁs or authority to visit OT/1ITS and deal
with security clas ]fl?d information from outside parties
or organis ioms. The file also ceontains a copy of the
authorization ”raﬁted showing dates of their visit with
relat d padan

.,_5

311, Time and Attendance Swamary = These are summeries of
time and attendance of each employee in the Divisions

"HCWZﬁg timo alloanted to cach projoct ar fn the fanagoyy
of leave taken. From these f:oogr reports the assistant

can draw data to evaluate patterns of leave taking, both
annual and sick, and work dene cutside of the Division
which are very important factors in considering financial
management matters. i

i

Dispcse upon receipt of the June 30th Summary ifor
the next fiscal year,

312. Financial Management Reports - These are special
reports, profiles, and similar evaluations of the finan-
cial status cf Divisicon 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-
sjions and cother printed material issued.

Dispose after the fiscal year closes,
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313, Training and Education Papers - These include recom-
mendations irom the group feadars on the _types of training
peeded by members of is group. The Assistant reviews
these recommerndations and forwards the applications of
those employees recommended by the group leader within
‘budget resources. Also included are progress reports and
related fiseal papers as the emplovees training progresses,
The transactions involved are closed upon final payment to
the organization giving it or upon the completion of the
course, ag appropriaie.

The adequate documentat1on with respect te the employees
and the Government's rights and on other follow-up matters
is kept long enocugh clscwuere to meet all requirements.

Dispose of individual documents or the contents of
file folders 6 months after the transaction has
been ciosed.

314, Adminigtrative Subject File - This contains office
copies of the usual housekeeping papers related to inter-
nal communications with group leaders. mail and messenger
service, properiy reports, requisitions, space, telephone
service and the like,

Move active files forward and dispose of all others
when 1 year old.
i

|
315. Budget File - These ave the papers generated by the
Assistant in the course of preparing various bpdoet sub~
missions for the Division.

Dispose when they have served their purpose or
when 5 years old, whichever is sooner.

316. Chronological File - This is a copy of each outgoing
item produced by the Assistant and his immediate aides.
These are retained only for convenience of reference.

Dispose when 1 year old.
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317. Bi-Weekly Division and Section Summary Cost State-~
ments -~ These printouts show the COoSt center nuaber, num-
ber of large purchases, unliquidated obligations, charges
for reporting period, credits for the period, man hours
year to date, labor plus personnel benefits, overhead
year to date, other objects YID, charges YTD, allocations,
reserve and balance YiD. )

a, Bi-Weekly Printouts - Dispose 1 fiscal year
afrter receipt of the annual June 30th cumulative
printout.

b. June 30th Swmary Issuc - Dispose when superseded
by the next issue

318. Statement of Pxopor*v Inv\n701} as of (Date) - This
is a work copy of a printout produced by the Lxecutive
Officer.

Dispose when it has served its purpose,

319, BillingAChar,es for Other Obiects - These are print-
outs brcken out ror each of the other objects accounts for
each payv period auajnsf cost center numher. The dafa nro=
vided enables the Assistant to determine the financial
status of project money for other objects at the close of
each pay period. The papers appear to have no value

shortly after the close of the fiscal year.

Dispose after the close of the fiscal year.

320. Manpower Cost Statements - The Assistant to the
Associate Director nas developed bis own financial infor-~
mation retrieval plan to establish a data bank for evalu-
tion of overhead costs for manpowex and other costs. At
present a printout of these costs 1s produced showing the
identification number and name of each employee involved,
grade, step, base salary, base per pay period, base per
hour, overhead per pay period, project per’od other
agency plC]OCt costs per pay period, and other agency
costs per hour. This data bank holds out the opportunity
for the Assistant to the Associate Director to utilize the
data in these summariecs to automatically provide special
reports showing any allocation or array of data in the
computer,
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Dispose at the end of each fiscal year.

Groups {(alsc called Sections)

As stated in the introductory statement for the Division
there are six Groups in it at this writing. The number of
Groups in a given Division varies according to workload
and other needs. The number of projects for which a given
group 1s respensiblie is also varible,

The subject matter found in pdﬁ?rr generated by the Groups
varies at the “”OJGCL level., However, all the papers

found in the Groups follow a common pattern of filing
and maintenance, and serve a common purpose,

To avoid needless 1*z:ti jorr all of the records found in
the Groups have been inc Tude d below. It is not likely
that any single Group will have 211 of the filesg listed
and described but only some of them.

The allocation of various files made herein to an organi-
zational subdivision such as Grcup Leader as opposed to
Proiject Leader are not intended to hinder disposition of
papers found in a particular Group. These allocations
ware made in ovder o npresent ths most common pattern of
the physical location of the rccords found in the Groups.

10
5

Croup Leaders

321. Project Case File =~ These papers are generally kept
in folders under the project number and are readily iden-
tifiable as case files. However, the physical arrangement
from group to group varies to me ¢t the needs of the respon-
sible parties concerned. Whatever the arrangement, the
basic papers found in each file include: (1) proposals,

(2) ITS and sponsoring agencies’ letters of agreements,

(3) contracts, if any, or work plans (milestone plan),

(4) financial documents including the project cost reports,
(5) manpower costs, (6) corrGSpondence relating to the pro-
ject between ITS and the sponsoring agency and others, and
(7) any other papers needed to document the origin and con-
duct of the project.
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ment or the pub after the expiration of a period of time

. These papers appear to have no [urther value to the govern-
following the complevion of the project.

a. Transfer Closed Cases to FFPARC in mutually

agreeable consignments. Dispose 10 years aft L st w'm}
closure of the project. 1 i O yey
& ] ;LL(‘}'P"“V &M'“‘JA hf 1/”"0\"
%9 | b. Selected Unique p"O]“Pf Case Filesp - ~4&ﬁztntEERMANENT
ossibly )lansfcy to FARC in mu1v31ly agreeable consign-
& ¥ wents and offer for transfer to National Archives
é?\?uwb 10 years later,
322, Project Technical ndppurt Papn1 - These are the

papers generated by the Group Leader and PLO]eLt Leaders
while Lhe project is in progress. They contain scientific
data sunporting Lhe findings prc°0n“ﬁd in the final pro-
ject weport. Essentially all of the data Ifound in these
papers are summarized or dupL cated in the _report, Also
included ave multiple copies of reprints of both outside
and internal papers on the subject areas involved. These
are kept for reference and distribution purposes and one
copy of each of those produced by a staff member is re-
tained in the record set by the PTIO.

These papers appear to hlave no value for widespread use of
P

o aA~dAa +1{Z'-,n e v =2 o1 onvovrmont afitos nororasi; ~F
3 N dohdtians e . 5 A

.

LB

wias WO gl 31T \LL\.LL&A Loy kR NI v N 1\,})u__g-_,.v\u4

wce its arrange-

the incumbeni who bullt the coliect T
i to accommodate

C 4
ment and characteristics are tailor-made
his professional expertise

Speeches and cther presentations made by the Group Leader
and his colleagues are published or summarized in the
journals of Government organizations and similar bodies
in the private sector,

Dispose 2 yesyrs after completion of the project.

323, Pending Project Proposals ~ These are papers gener-
ated by the Group in the form of Pending Project Proposals
and related papers which have not as veit developed into

an approveq project.,

a. Established Projects ~ Move relevant pending
proposal papers to the record copy of the
Project Case File,
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b. Unestablished Prcjects, Proposal Papers - Dispose
when 5 years old or when the y have served their
purpose, whichever is FOOu.r,

324, Q Data Pertaining to the Group - These are security
classified materials oerwrated or acquired by the Group in
the course of the 1nvest13ation and rescarch for a given
project.

or projects utilizing such mate~

Often the final reports ¢
ie cept in security safes.

rials are also classif

a. Dispose in accordance with appropriate statutory
authority and the regulations issued by sponsoring
agencies,

b. Dispose by returning to ori@inating agency

&

¢. Record Copies ITS Reports ﬁgEQQRWE copy in
proper qecuLLfy equipment £01 ultimate inclusion
in the record set maintained by the PTIO.

325. Administrative Subject File - This contains office
copies of papers on the administrative menagement of the
Divisicn incliuding such things as requisitions, computer
chnrgea; authors manuscripts, incoming and outoning
internal correspondence, documentation on equipment;
meetings, notices, and speeches, publications reports,
security papers, personnel name casc 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 in€ividual
documents oy the contents of file folder
when 2 years old, or when thev have selved
their purpose, whichever is sooner.

326. Chronological File - This consists of a copy of
each outgoing item pioduced by the Group Leader and main-
tained for ‘convenience of reference.

Dispose when 2 years old.
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327. Maps - Thesc are copies of maps produced by the
Coast and CGecaetic Survey, Geological ﬁuxve}, Defense
Mapping Agency and similar or equlvalenL mapping organi-
zations of foreign governments. These maps are maintained
for primary source data fcor oviginal research.

This collection is an essenti
in close proximity to the pro
is pTObdey not: ancther set p
where in the world,

al worktool and must be kept
fessional users since there
recisely like th1° one anye

Dispose of individual maps when superseded or
1

when they have served their purpose.
328. Loranwc Skyvwave Sipnais Charts {(Worldwide) - Loran-C
syste are tow frequency (L0C Ktz) pulse transmission

ridLo navigatlon systems. By sampling early in the pulse
the ground wave signal free skywave contamination can be
obtained. Navigation is obtained by measuring the phase
time of arrival from three cr more transmitters. The phase
differences (called tDs) describe constant lines of posi-
tion (LOF). Two crossing LOPs give a fixed location. The
necessity for calibration and prediction comes from the
fact that the radic wave dece net travel at the speed cof
]ight in a vacuwna. Irregular Cerrain and variations in
surface impedance produce Lh<PPCS in the static grid,
often referred to as " grid warp.'" These variationsiare
constant with time and can represent parts in 1072 of the
speed of light propagation time. The variations also
change as a function of height above the surface. Changes
in the index of refraction and more particularly the lapse
rate of the index of refraction "flattening’ factor'" can
produce temporal changes that wmay represent parts in 107 =4
of the speed of light propagation time. These 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 seca water paths because
terrain is smooth and impedance, refractive index and
lapse rate are all very constant over sea water.

These charts are produced for ITS to ccellect research data

on Loran-C Skywave Signals throughout the world. The necd
for this data for the past and future is not restricted to
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anyone project and ic ul for research being con-

s often uset
ducted by numerous related proiects. The charts consti-
tute an essential worktool which must be kept in reasonably
close proximity to the professional users.
Transfexr in suitable consignments to FARC. Dispose
of individual charts when superseded cor when they
S

!
have served their purpo:

529, Stxip Charts -~ These are oqcillographs, jionograms,
and other DnO?F”Tuph]”H¥1V recorded data, and similar
recordings produced automatically by various types of
equipunent showing the original neasurements of various
phenomena under scientific investigation at the ITS,.

These charts contain data that cannot be replaced or
recreated., However, novimally the charts are scaled with~
in a short time afte r they are produced. This is not th
case in a few instances. Even thouBh the charts have bcen
scaled they should be maintained a reasconable period of
time allow for full scientific and other professional
exploration. These materials msybe dopateﬁ to any approved
015an3 zation in the private sec ror after they are eligible
for destruction.

Trangfer tc FARC in mutuzally agreed upon consign-
L ) R S Y - 1
ments. Dispose when 15 years old.

330. Source Data Input Documents - These are the paper
copies of documents conta Lnan the original data generated
by scientists and other professicnals in the plOC ess of
theilr investigation for sp901£1c program areas 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 iranscribed cannot be regenerated.

In cases where the data are whol]y transcribed on an input
medium the papers are of only short-term value, however,
when a part of the data in the source document  is SO
treated the value of the papers is of a much longer term
value.

a. Whelly Transcribed Documents - Dispose 1 year
after transcription.
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b. Partially Tronscri
Move active [iies
in agreed upon con
others when 15 yza

ibed or Untreated Documents -
forward and transfer to FARC
signments. Dispose of all

rs old.

331. Egquipment Specifications and Manuals - These are
copies of SUOﬁIfoJLI(Qh and operating manuals supplied by
the manufacturer with an item of equipment which explains
its construction, production capacity and proccduxes for
the best utilization of the subject equipment.

shen 1TS disposes of the

Dispose with the equipment whe
with the Federal Property

equipment in accordance
Management Regulations.

332. National and Iniernational Ovganization Participa-
tion Papers -~ These are the papers generated by a statbf
membey of the group sovving as the ofiicial representative
of" the U.S. Goverrment oun one or more of these organiza-
tions. Generally, these representatives arc members of
related Mational Crganizaticns having a large represen-
tation from Government agencies, FLach of these members
would have copies of participant papers.

- Record copies of these papers are imaintained in the State
Department and other sponsocring ageancies. These papers
are puhlished abont every 6 vears,
Dispose 6 months after publication or by transmission
to the chairman or another member as appropriate.

333, Papers of National Professional Organizations in the
Private Sector - As a matiter cf meeting their responsi-
bilities to themselves and to ITS members of the Group
staff participate in the activities of such organi/ahions
and as a result generate papers, When apnlonrlate the ITS
finances such members trips and other activities. Never-
theless, the papers are an extension of the participating
scientists professional creativity.

Dispose (1) upon termination of participation, or
(2) upon separation of the incumbent professional
involved.
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(Magnetic Tapes)

A

334. Master Input and Qutput Tape or Equivalent - These
are the master input and output tapes or equivaient con-
taining fundamental data used to produce the project final
report. These tapes are of grest significance because
they contain d: tl for generating new scientific projects
as well as the information necded to verify the findings
in the final report backwards and forwards in time,

Retain, Transfer to FARC when no longer needed for
cC rC\nL bd .LnLSb {]Dd quav tg i—l-\a T\Ini‘;rwr\:l] Arvohiygace

"
thain 1 ST L \“1'\5\1"/>f‘ fiex %é/’gfc /5‘76&/5’5 /Z&re%é/v 3

. ¢ c:

335. Intermediate Tapes - These intermediate tapes, if
any, are produced to accomplish one workstep. They hlve
no further value atter the planned workstep has bec

accomplished. ’

Scratch when the data has been transferred to
an approved printout.

336. Sponsoring Agency Programming Tapes - These are tapes
supplied by a sponsoring agency to the Group involved
under an arrvangement for their return.

quPose by returning to the sponsoring agency when
the project need for them has been satisfied. 1If
there is no arrangement for return scratch 6 months
after closure of ChL project.

(Printouts)

337. Intermediate Printouts - These are subset printouts
produced to accompiish one workstep.

These printouts have no value after the workstep has been
conpleted,

.
Dispose when they have served their purpose.

JUN 75


https://spc.nsor:i.ng

338. Master Cumulative Printouts Supporting the Final
Repor' ~ These printouts contain cata from the Master Input
and Qutput Tapes. Povcvcr, it is dimpossible to reach a

final determinalion on just how long each series of these
p“JnLouLu must be retained £01 purposes of verification
and scientific investigations.

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

(Punch Cards)

339. Program and Backun Report Decks =~ These are cards
giving the computer com ands on the aggregation, storage
and array of deta for adwOmgtiC processing.

These decks are used by members and organizations of the
scientific commnity for research for a period of time
durin* which the deck(s) are made available to them as

a package.

a. Master Input and Output Decks or Tapes =~ Re%aéﬁh—
Transfer to FARC mhen no loxgcr needed for cur
rent business and -

2agathan £roy ﬂ%m36420:?z%¢f
b. All Others -~ Dispose when supersaded or whcn
15 years old. ; S !

o
AT

340. Technical Source Data Decks - These are punch!cards
on which technical source data have been transcribed in
industrial standard machine readible language for auto-
matic processing.

a. Untaped Decks - Review decks annually and move
active decks forward and dispose of all others.

b. Taped Decks - Dispose 1 month after the data
has been written on a tape or disc that has
been checked and accepted.
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(Property Liaison Qfficer)

This official serves as the Properity Officer for the CGroup
Tic

his records are esscentially duplicated by those ox the ITS
Property Management Officer, the Executive Officer,
341. Property Records ~ These include receipts, property

¥

rewor,u, 1t cmifcd inventories.of equipment containing the

vsual data on each piece of equipment for which the Group

is responaibi J“J related correspondence and worksheets,

Also included are listings of laboratory and other equip-

ment needed that are peraLed by the responsible officials
in the Groups.

Dispose when 3 years old. They may be kept for a
longer period uniil problems of accountability
resuliing from the reorganization of ESSA are
resolved.
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Where any
where in

ALL UNITS

of the records listed belew are described else-"
this schedule among those of a particular organi-

zational unit, the retention period provided there shall

prevail.
described
in OT.

o

842 . Nat

Gtherwise, the retentiocn periods for records
Liereunder shall apply wherever they ave found

-

ional Securitv Classified Documents - These are

. : documents
because €
to mainta
tection o
filed in
there are

a.

b.

withheld from any but authorized Inspeciion
hey contain information that must be protected
in the national security. To provide such pro-
f their subject content, these documents are
special equipment separate from open papers, if
te

any, that relate to the came function or mat

r.
Documents security classified by the Department:

(1) Copy kept in classifying office - Make dis-
pesition in accordance with retention period
prescribed for the open file in which it would
have been filed if it had been unclassified.

LAY _LCaons: opt dn clageifzing ocfficoe thai wanld
N g B == S ) = - N
M B s WITHDRAWN

(&) Information and supporting action copies in
all other offices or units - Burn when the trans-
action is closed, or when the need to know has
been satisfied, whichever is the case.

Documents classified by and received from other

government agencies:

JUN 75

(1) Documents on which the Department toock signif-
icant substantive action(s) ~ Make disposition in
accordance with the retention period prescribed
for open file, described herein, with which they
would have been filed if they had been unclassi-

fied,.
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() Docunents on which the Department took sig-
nificant substantive action, but under agreement
with sponsoring agency classified material is
returned to them - Return. ’

(8) Information Copies - Burpn when the need to
know has been satisfied.

343, National Security Classified Document Control Files
These inciude registers of lop Sceret and Secret documents
maintained at control points to indicate accountabllltv

a lock combination, and lists

receipts, vecords of safe and
of persons knowing combinations,

a. Registers and Receipts ~ Dispose 5 years after
documents have been downgraded or transferred.

b. Safe and Lock Combinatijons and Lists of Names of
Persons - Dispose when superseded or upon turn-in of
equipment.
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344, ""Chronoleogical ' "Reading, ckler," or '"'Suspcense
File ~ These are extra copies of corry espomdencg maintained
Tor convenient reference or te flag a due date for an ac-
tion. 1In scme cases, the extra copies are removed from
such files and used for cross-reference and other purposes
in subject files. This, of course, liquidates the extra
copy file. .

Dispcse of residual copies when 1 year old.

345, Reproducibles File - This includes manuscripts (cam-
era copy), paper, photographic, and other types of plates
or media used to reproduce multiple copies of documents
for distribution.

Dispose when no longer needed for reprinting.

346. Directives - These are work copies of printed and
processed Departmental Orders, OT issuances, OMB bulletins
and circulars, GAO regulations, and similar authoritative
issuances governing curreni operations.
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Dispose of individual documents when revoked, super-
seded, or no longer applicable to the office or unit
concerned.

347. Shorthand Noteboolks and Dictation Tapes, Belts or
Discs -~ These generally contain language for transcrip-
tion or instructions reqguiring specific actions.

Dispose 3 months after transcription or completion
of the subject transactions.
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