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1 FROM (AGENCY OR ESTABLISHMENT)


Deparbrent of State 
2 MAJOR SUBDIVISION


Executive Secretariat In accordance with the provisrons 0/ 44 usc 3303a the disposal re
---------------------------------------------1 quest. Including amendments, IS approved except for Items that,may

3 MINOR SUBDIVISION	 be stamped "drsposat not approved" or "withdrawn" In column 10 

Secretariat	 Staff $JlGN<A:TiUlRE 1()iF THEARICHIVllSiT IS,-------------------------------------.-------------1
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT	 IN'OT REQUIF.:EID FIOIR J\.F~,QIVAL OF
 

~IT :BETEiNT'IO~l O:F m;:clO!RiDS
 
P. F. Murphy	 632-8806 nate Arc /111"/ of /1", /}III/"d 5/(//('\ 

6 CERTIFICATE OF	 AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in nus Request of p page(s) are not now needed for the business of .---
thrs agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

COATE	 E TITLE 

/-/f-J'l	 Chief, Records Management 

9.7 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

1.	 Secretariat Master File of Briefing Books,
 
Fact Sheets, visit and Conference Books
 

These records are books (generally loose leaf)
 
prepared for the Secretary and other high

level officials to provide them with the
 
essential information they will need for
 
rreetings with foreign dignataries and
 
officials, attending international conferences
 
and any inportant activity that involves
 
the Secretary. Most of the material consists
 
of copies of docmrents that are maintained
 
in other official files, howeverthere is sorre
 
original docmrentation.
 
7YaIl5fe, Ccj File.. "",he", ~ )'eJ~~ old
 
Pennanent. Offer to the National
 
Archives when 30 years old/'1 ." )"eilY' plrx.1r5,
 
Volurre: 400 cubic feet (pl'tCf-~

annual accumulation: 15 cubic feet
 
File System: Chron, narre
 

2. Secretariat Merrorandums 

115-107 f(e Vl~/~ Jlj /J 7 /f'L/le64 4{..t; fet' I'd .../ f..#1//fL-'j, y C/4~ "1 .J.t'~ ~ANDARD fORM 115
1 v:: /) r' 'j - ~,.ed Ap"l, 1975 

Prescrrbed by General services 
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Btandtu'd. Form. No. 115a 
Promulg8t'\.d 9-1-49 by
General Servu:es AdmlDlstratlon Job No. _ Page _
The N,8tlOn8iArctuves 

of __ pages• 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7.
 
ITEM NO
 

3.
 

4.
 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

This file, sometimesreferred to as 
Principals Memorandumconsists 
of Merrorandumsprepared by the
Executive Secretary of the Department
addressed to the Secretary and other 
high level officials. 
Merrorandumsto the Secretary 
from the Deputy Secretary 
and other high level officials 
thru the Executive Secretary.
These records are primarily 
concerned with administrative 
matters, eg. operating procedures, 
however somesubstantive 
matters are addre~. 
;yrl'1srel' '/:0 Fife... whe~ '77ecJYJ olt/,
Permanent. Offer to the 
National Archives when 
30 years old t.", S- ),eJY /)/qC.ir.}, 

Volurre: 16 cubic feet(Pf,O-90) 
Annual Accumulation: 1 cubic feet 
Arrangerrent. Chronological 

Secretaries Daily Summaries 

Consists of reports from all 
principals to the Secretary on 
significant activities in their 
areas. Includes copies of significant
telegrams, White Houseactions, 
Principals signature record, 
and AppointmentSchedule 
fYi}..,,; fe" CO FI(C. w/Je."1 I:J" ,)'e.<lyJ ale/,

Permanent. Offer to National Archives 
when 30 years old/"1 r/e,z r: bl(Je /ry,-
Volurre: 51 cubic feet (ICff'J..-tfO) 
Annual Accumulation: 2 cubic feet 
ArrangementChronological 

Current Foreign Relations (Master
File) 

9 
SAMPLE OR ACTION TAKENJOB NO. 

Boundvolurres of briefs prepared 
by various bureaus in the Depart-
ment of State as to foreign policy 
and events in their specific 

1'01U' copies, mclacliDg OrigiDaJ, to bo SDblllilied to the NatioDal Aa-chives 16-69428-1 GPO 



;Standard. Fonn No. 115a 
~mulg"ted 9-1-49 by 
'General Services Admtnlstration Job No. _ Page _ 
'The N Btibnai Ar"hlves 

of __ pages•
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

9.7. 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

areas and sent to all U.S. Diplorratic 
Posts to aid the posts in keeping 
abreast of U.S. Foreign Policies
and events of significant interest. 
Tydn"feY' Co Fife. whe'1 ;- )'edY..$ o/e/, 

Perrranent.	 Offer to National 1J1()e-1r 5,Archives when 30 years old/,,,, S- re» Y 

Volurre: 8 cubic feet ( Itff'''-P<V 
Armualaccumulation: 1/3 cubic feet
Arrangement: Chronological 

5.	 Operation Center WatchLog. 
Daily 24 hour log concerning 
all actions taken including 
requests for assistance, notification 
of Depar'trrent;officers; White House 
or other Agencies concerning 
incidents; events, etc. I 
r"lJ,I1r;,teY' C"cJ Fife v"l1e7/ 1/77evrJ olt, 

Permanent: Offer to National .I k7. 
Archives when 30. years old.j?] ,./eJY 8/()& Q 

Volurre: 16 cubic feet( If61-ReV 
ArmualAccumulation: 1 cubic foot 
Arrangerrent: Chronological 

6.	 Presidential and Secretary of State
correspondence with Foreign Heads
of State and Foreign Ministers 

Prirrarily copies of telegrams, 
Diplorratic Notes, etc. most of which 
a,f-@ Itr:-the Departrrent's Central Foreign 
Policy File	 (~T..,J., S ~ eo r: t:~ FI1c.. wh e I'J ':T)'e "",~ 0. , 
Perrranent. Offer to the 1.cI...~ ~ Yc cI v ~ rJ{.;fT ..7,National Archives when 30 years old I '7J 7 1" 

Volurre: 30	 cubic feet (J'1 5') -tic}
Armualaccumulation: 2 cubic feet 
Arrangement: Chronological 
then alphabetical by COW1try. 

FoUl' c:opie., mcl ..cliDgoriginal, to be .ubmitled to the National Jhchives	 16-69428-1 GPO 


