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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

(See Instructions on reverse)

JOB NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NeA-6S -g0-10

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Justice

2 MAJOR SUBDIVISION .
Federal Bureau of Investigation

3 MINOR SUBDIVISION
Records Management Division

4 NAME OF PERSON WITH WHOM TO CONFER 5§ TEL EXT

Robert W. Scherrer 4185

DAE RECEIVED ; ; 980
NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, including amendments, 1s approved excent for items that,may

be stamped “‘disposal not approved” Pr “vilthdrawn" i column 10
L2 ot
A

Dute Archinst of the mted States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of __12  page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.
[] A Request for immediate disposal.

[x] B Request for disposal after a specified period of
retention.

time or request for permanent

C DATE D SIGNATURE OF AGENCY REPRESENTATIVE

Llor 1) ALA«W

£ TITLE

7/19 /80

Section Chief

8 DESCRIPTION OF ITEM

7
ITEM NO {(With Inclusive Dates or Retention Periods)

9
SAMPLE OR

10.
JOB NO ACTION TAKEN

1.

Records Schedule (GRS) #1, "Civilian

Records."

set forth in the GRS to better serve
istrative needs of the FBI. Certain

authorized retention period.

A. Official Personnel Folders (OPF).

OPF, index cards,

FBI Headquarters in hardcopy and

Records maintained within the scope of General

Records;" GRS #11, "Space and Maintenance
Records" and GRS #16, "Administrative Management
This schedule will establish reten-
tion periods, offer historical records to
the National Archives for permanent retention
and amend authorized retention periods as

records from GRS #16 are itemized and Item
3 of GRS #11 is being amended to reduce the

abstracts and related
material which document the Government
service of all current and former support
and Special Agent personnel of the FBI.
The records are maintained on site at

form (see Item 1 A.6) and divided by an
In-Service and Out-of-Service alphabetical

Personnel

the admin-
historical

microfilm

0 ‘%f - . 77\- ,
G ”’/Mﬁ’j’; £ i § i

15-107

2 ) A,

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF

2 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

AMPLE OR 10
SJOB EOO ACTION TAKEN

arrangement. The combined records of
In-Service (2820 cu. ft.) and Out-of-Ser-
vice (5980 cu. ft.) personnel constitute
approximately 8800 cubic feet, are dated
from 1917, and contain early records of
the Department of Justice. The annual
growth of In-Service records is approxi-
mately 128 cubic feet. The records include
applicant investigations which did not
result in employment but which contain

the results of pertinent background inves-
tigations (Item 1lA.6). In view of this
Bureau's mission to act as a clearing-
house under the National Agency Check
Program, the background investigations
provide data which would be responsive

to requests for clearance submitted by
other Government agencies. (FBI is excepte
from Office of Personnel Management rules
and regulations governing OPFs as cited

in the Federal Personnel Manual (FPM)
Supplement 293-31).

1. DISPOSITION of OPFs covering periods of

employment terminated prior to

January 1, 1921.
QOffer to National Archives immedi-
ately for permanent retention.

2. DISPOSITION of OPFs maintained on offi-

cials holding the position of Assistant

Director and above.
Offer to the National Archives 30
years from date of last document
for permanent retention,

3. DISPOSITION of OPFs maintained on per-
sonnel who were recipients of the
Attorney General's Award, Rockefeller
Public Service Award (67-729844).

GRS #1, Item 12 e.
Offer to the National Archives 30
years from date of last document
for permanent retention,

¥

115-203

Four copies, including original, to be submitted to the National Archives

GP'O 1875 O - 579=-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation JOB NO PA;’E gFf 12

7 8 DESCRIPTION OF ITEM SAMPQLE OR 10
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN

4. DISPOSITION of OPFs on Special Agents
who were killed in the line of duty or
who received wide media attention in
connection with alleged wrongdoing.
(To be accompanied by substantive inves-
tigative file).

Offer to the National Archives 30
years from date of last document
for permanent retention.

5. DISPOSITION of Remaining OPFs.
Destroy 75 years after birthdate
of employee or 60 years after the
date of the earliest document (if
birthdate cannot be determined)
provided the employee has been
separated for at least 5 years.

6. DISPOSITION of Employment Applications
which did not result in employment but
which contain results of pertinent back-
ground investilgations.

GRS #1, Item 15 «
Des troy -kemdweopy—and—mierefitm 30
years after date of last investi-
gative report.

7. Duplicate Documentation and Personnel
Files Maintained Outside Personnel
Offices. GRS #1, Item 18b; GRS #18,
Item 23.

A. Amendment will permit degtruction
of duplicate OPF recordgigffgerson-

nel who transfer from field office -
to Hea rters or sepagase from 4, o o L6 X
serviég%li{ﬁ“'fﬁg’flé' d"i‘ f‘i%é':g“fi€~ b E') o o Ltk

cords are forwarded to FBIHQ and
those records not contained in the
OPF will be integrated into the OFF.
Continued maintenance of field files
for Special Agent personnel allows
for a separate folder to accompany
agent during transfer between Head-
quarters and field offices during
FBI career. Maintenance procedure
is commensurate with FPM Supplement
293-31.

- H.‘,C,;!..'..r opichr:}"‘..'... ‘-*‘";2’“( $g Clare M. T et Rearle Mireagenal
15):8.‘0'..7&( telecor— OO-D“-G/ . ?j ' Q?

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

LS

Administration
GPO 1975 L - 579-387 FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority— Continuation

JOB NO

PAGE OF
4 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
{(With inclusive Dates or Retention Periods)

9
10
S):\J?;SLEOOR ACTION TAKEN

1. Support Personnel.
Duplicate records from field
file for employees who transfer
to Headquarters or separate
from service in the field
office.
DISPOSITION: Destroy immediate

2. Special Agents.
Duplicate records from field
file of Special Agent personnel
DISPOSITION: Destroy immediate
ly after separation from servic

ield office records also contain

mployment in the form of
investigatNyve reports and related
records. T substance of the in-
vestigations i forwarded to Head-
quarters and file
tinued retention o
tive files in the fie
serves no useful purpose
retention period provided
#18, Item 23, is inadequate.
DISPOSITION: Destroy when 10 y
old.

he investiga-
offices

nd the
GRS

Service Record Card (Out-of-Service Payroll

Cards). GRS #1, Item 2a.

Record of personnel actions maintained at
Headquarters on former employees from entry
on duty until separation. Data include
salary change, title change, and reassign-
ment information which is duplicated in the
OPF. Maintenance of the index eliminates
the need to obtain the OPF and provides

immediate access to and responses for former

employee verification. Cards are retained
on site at FBI Headquarters as opposed
to transfer to the National Personnel

Records Center. 45 cubic feet. (In-Service

Payroll cards maintained separately until
separation constitute 9 cubic feet).

in the OPF. Con

DISPOSITION
NOT APPROVFD

115-203

Four copies, including original, to be submitted to the Nationa!l Archives

G 1975 O - 570=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation JOB NO

PAGE OF

5 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMPLE OR 10
JOB NO ACTION TAKEN

1. DISPOSITION of cards on employees who
were separated or transferred on or
before 12/31/47:

Destroy 60 years after earliest
personnel action date.

2. DISPOSITION of cards on employees who
were separated or transferred on or
after 1/1/48:

Destroy 3 years after separation
or transfer of employee.

Personnel Correspondence and Subject Files.

GRS #1, Item 3.
iles, index cards, abstracts, and related
ds pertaining to the general adminis-
and operations of personnel pro-
unctions. The retention periods
s authorized appear to be
the substance of the
s either have been
declared permanent ( ection files) or
have been identified wi the GRS (Position
Classification files, gener awards files)
and retention periods are geneée
With the exception of the above €
records, this category constitutes a
mately 400 cubic feet of storage area.
DISPOSITION: Deferred to the NARS
Study for review.

of 3/5 year
inadequate due
files. Certain f7T

Notification of Personnel Action.

GRS #1, Item l4b.
Standard Form 50 documenting initial employ-
ment, promotions, transfer, separation
and other individual personnel actions.
Copies are maintained briefly to satisfy
immediate inquiries and extended retention
would not be necessary.
DISPOSITION of all other copies main-
tained in personnel offices:
Destroy when 1 year old or when
administrative needs have been met,
whichever is earlier.

Personnel Operations Statistical Reports.

GRS #1, Item 16.

Statistical reports in the operating personnel

office and subordinate units relating

1lly adequate.

DISPOSITION
NOT APPROVED

115-203

Four copies, including original, to be submitted to the National Archives

G0 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation

l JOB NO

PAGE OF
6 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
(With inclusive Dates or Retention Periods)

.
10
SAMELESR | ACTION TAKEN

to personnel. Retention period of 2 years
was determined to be inadequate for admini-

strative and reference purposes and extended

retention would not create storage problems|
Statistical reports have been required
for FBI Directors' testimony before Congres
sional committees and reports to other
Government agencies concerning personnel
hiring practices as well as the FBI's
Equal Employment Opportunity (EEO) program.
Retention period of 2 years will not allow
proper formulation of statistical data
to show that the FBI's employment practices
are, in all respects, within governmental
guidelines.

DISPOSITION: Destroy when 10 years old,

Correspondence and Form Files.

GRS #1, Item 17a, b(l).

Operating personnel office records relating
to individual employees not maintained

in OPFs and not provided for elsewhere

in this schedule. Additional retention

is required to satisfy administrative

and reference needs and record volume

will not create storage problems. Retention
of these records is required for five

years to insure that the agency maintains
all material associated with the personnel
action taken for any appeal which may

be taken by the employee after final agency
action. The employee may take court action
at a later date following the final agency
action and if supporting documents, not
necessarily filed in the OPF, have been
destroyed, the agency will be unable to

defend its position. All supporting documents

concerning a personnel action may not

be maintained in the OPF and information
contained therein is not a part of this
Bureau's final action notification. The
FBI's final agency action document in
cases such as denial of within-grade in-
creases or promotion, censure, probation,

and suspension does contain all the supporting

documents leading to the agency action
taken.

115-203

Four coples, including original, to be submitted to the National Archives

aro 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Admimistration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority —Continuation

JOB NO

PAGE OF
7 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9
AMPLE OR 10
SJOB ﬁoo ACTION TAKEN

1. DISPOSITION of correspondence and forms

relating to pending personnel actions:
Destroy when 5 years old.

2, DISPOSITION of retention registers
from which reduction-in-force actions
have been taken:

Destroy when 5 years old.

Health Unit Control Files:

GRS #1, Item 20a.

Logs and registers reflecting daily number
of visits to the Health Unit. Authorized
retention periods are inadequate for admin-
istrative purposes and retention will

not impose storage problems. A retention
period of 1 year will permit data from

the records to be used to prepare the
Health Service annual report covering

the calendar year. This report, compiled
from monthly reports, reflects the total
number of services rendered by the Health
Service for the calendar year.

DISPOSITION if information is summarize

on statistical reports:
Destroy after 1 year or upon com-
pletion of annual report, which-
ever is later.

Individual Employee Health Case File.

GRS #1, Item 21.

Forms, correspondence, and other records
relating to employees' medical history,
occupational injuries, diseases and/or
physical examinations. Records are re-
tained temporarily in the operating per-
sonnel unit and filed permanently in the
OPF. Records pertaining to occupational
and health matters which are work-related
should be maintained for the duration

of the OPF as a permanent record of any
occupational-related diseases, accidents,
or other health matters which may be a
basis for an employee action against the
Federal Government or agency subsequent
to 6 years after the matter initiated

or after retirement. An employee may

115-203

Four copies, including original, to be submitted to the National Archives

GlrQ 1975 ¢ - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority —Continuation JOB NO

PAGE OF
8 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMPLE OR 10
JOB NO ACTION TAKEN

have a recurring health problem caused
by an occupation which occurs several
years after the original injury, but such
a recurring problem is related to the
injury and must be substantiated by the
original records. Years of government
service do not decrease the government's
liability even though an apparent recovery
has occurred. Records are necessary to
substantiate any claim regarding the health
and welfare of an employee throughout
his career regardless of time. 15 cubic
feet.

DISPOSITION: Destroy in accordance

with disposition of OPF.

Statistical Summaries.

GRS #1, Item 22.
Copies of statistical summaries and reports
with related papers pertaining to employee
health, retained by the reporting unit.
Retention period of 2 years for statistical
reports on health and safety matters effectji
the FBI is inadequate for preparation
of reports reflecting the establishment
and operation of the FBI's health and
safety program. In view of the necessity
to monitor the proper implementation of
this program, long range statistical data
will be required. Requ1red reports that
must be submitted require information that
may reflect statistics that exceed the
2-year period.

DISPOSITION: Destroy 5 years after

date of summary or report.

Personnel Counseling Records.

GRS #1, Item 27b.
cords created in planning, coordinating,
an irecting an alcohol and drug abuse

program~_Retention period has been determined

to be ina ate to satisfy administrative
needs and shou be retained until super-
seded or obsolete. retention period
until superseded or o lete for records
relating to the alcohol a drug abuse
program is requested as the is presently
creating new policy and programs deal
with these employee assistance areas:.
Records regarding the development of the

hg

115-203

Four copies, including original, to be submitted to the National Archives

GPrO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation J0B NO

PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM
(With inclusive Dates or Retention Periods)

9
SAMPLE OR
JOB NO

9 of 12

10
ACTION TAKEN

ograms and data are required to insure

ade e analysis and preparation of statig-

tics whi will be used to mold these

programs to It _the needs of employees

reflected in the a compiled. These

records are currently tricted by court

order and destruction wil held in

abeyance until the matter is r ved.
DISPOSITION: Destroy when sup€

or obsolete.

Labor Management Relations Record.

GRS #1, Item 29b.

rrespondence, forms, and background

relating to labor arbitration cases,

re filed in the investigative

files, 197 itigation) classification.
DISPOSITIO Destroy in accordance

National Archives
s Service in

applicant and gene
of the FBI.

Grievance, Disciplinary, and Adverse Action

GRS #1, Item 3la. and b.

Files.

ecords originating in the review of grievr
and appeals raised by agency employees
and verse action against an employee.
AuthorIsed retention periods are inadequate
to satis administrative needs and records
should be r ined for a minimum of 5
years. This n
relative to appe
involved in adminis
appeals are to be mad

received from employee

on a timely basis,

th disposition determined

iles

d is based on past experiegce

ative actions. Although

DISPOSITION
NOT APPROVED

DISPOSTTION
NOT APPROVFD

some instances involve cximinal allegationg
and criminal statutes run rious lengths
of time, but generally 5 year This
item is currently restricted by spurt
order and action will be held in a ance
until the matter is resolved.
DISPOSITION: Destroy 5 years afte se DISPOSITION
1s resolved. NOT APPROVFD
115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

GO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Admimistration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority— Continuation JOB NO p]’f‘SE c::f 12
9
ITEJ NO (With Inca:luglst?%g{::lgNﬂgzn|tToEr?APer|ods) SGNOASLEOOR ACTIO:‘JOTAKEN
M. Official FBI Manuals and Directive Case
Files.
GRS #16, Item 1.
op1es of all official FBI manuals, revi-
ons thereto, SAC (Special Agent in Charge)
Led ters and Memoranda, Bureau Bulletins,
Mempranda to Bureau Officials and Super-
visdys, and related indices dated from
1920.\ Bureau files containing background
data initiate or revise policy changes
contribBbute to approximately 200 cubic
feet of \storage area.
Bureau Bl\lletins 66-03
Memos to 1 Officials and
Superwisors 66-02
SAC Memoran8a and Letters and
related \ndex 66-04
Manual of InsXructions 66-1934
Manual of RuleX and Regulations 66-1934
Radio Operators\Manual 66-16269
80-646
FBI Handbook for {pecial Agents 66-1934
Foreign Operations\Policy
Manual 66-19079
Inspectors Manual-Figld 66-030
Inspectors Manual-Seat of
Government 66-030
Manual For Bureau Superyisors 66-3415
Manual For Field Stenogr\aphers 66-18975
Stenographers Manual-Seat\ of
Government 66-2256
Handbook for FBI Employees 66-18923
Identification Division Manjals 66-2653
Laboratory Manual 66-5081
Operations and Procedures ManNjal
on Personnel Matters 66-18967
Police Manual 1-15
Manual of Investigative OperatioRgs
and Guidelines (MIOG) 66-19197
Manual of Administrative Operation
and Procedures (MAOP)
Foreign Counterintelligence
Manual
Legal Attache Manual (Foreign
Operations Policy Manual)
Legal Handbook for Special Agents 66-19204
Correspondence Guide - FBIHQ 66-225
Correspondence Guide - Field 66-1897
115-203 Four copies, including original, to be submitted to the National Archives

GID 1975 (v - 579«387

STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services

Administration
FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
11 of 12

7
ITEM NO

8 DESCRIPTION OF ITEM
{(With Inclusive Dates or Retention Periods)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

2 ffer to the National
Archives after S50~years+

Forms Files.
GRS #16, Item 4.
I formbooks (Field and Headquarters)

Headquarter
approved forms
of individual field
Attaches, and file 66-3
contains background data rel
tion of forms. 170 cubic feet.

DISPOSITION: Offer to National

after 50 years.

master copies of all Bureau-
ique to operation

Organizational Records.
GRS #16, Item 1l3a.
ficial organization charts, assignment
cha field office and Legal Attache
location assignment, and related recor
which documen functions of the FBI.
File 67-9 (Assignme harts and Directori
which identifies officia nd periods
in charge. 1 cubic foot.
DISPOSITION: Offer to the NatT
Archives after 50 yea

Directory Service Files.
GRS #11, Item 3.
Correspondence, forms and related records
which are gathered to compile routing
slips, assignment charts and directory
service listings. Records are requested
by and received at central offices at
FBI Headquarters and field offices to
routinely update current listings. The
authorized retention period exceeds the
need and would require maintenance after
reference needs had ceased.

DISPOSITION: Destroy after distributi

u—

es

ds

es)

on
of new listing. o

IDTISPOSIT ION
NOT APPROVED

DISPOSITION
NOT APPROVED

DISPOSITION
NOT APPROVFD

115-203

Four copies, including original, to be submitted to the National Archives

GIv) 1975 0 - 57u=-387

STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services

Administration
FPMR {41 CFR) 101114



Request for Records Disposition Authority —Continuation JOB NO

PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM

12 of 12

9
AMPLE OR
(With Inclusive Dates or Retention Periods) S

10
JOB NO | ACTION TAKEN

115-203

Selective Service and Reserve Matter Index

Blood Donor Index.

milil
listings G
in the Blood Do

DISPOSITION:

habetical listing for employees regardi
service and reserve status and
ersonnel who participate

ng

applicab
separation fro
whichever is earlie

when no longer DISPOSITION

upon NOT APPROVED
rvice,

Four coples, including original, to be submitted to the National Archives

GI 1475 O

- 57Tu=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



