
REQUEST FOR RECORO.A.tPOSITION AUTHORITY 
, (See Instruci~n reverse) 

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

1 FROM (AGENCY OR ESTABLISHMENT) 

2 MAJOR SUBDIVISION 
In accordance with the previsions of 44 usc 3303a the disposal re 
quest. including amendments, IS approved except for Items that may 
be stamped "disposal not approved" or "Withdrawn" In column 10 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

632-8806 
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 this Request of 5 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for Immediate disposal. 

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

COATE	 E TITLE 

2/29/84	 Actlng Chlef, Records Management Staff 

7 8 DE CRIPTION OF ITEM 9 10 
ITEM NO (With lnclusive Dates or Retention Penods) SAMPLE OR ACTION TAKEN 

JOB	 NO 

Faml1y Lialson Offlce Files 

The Faml1y Llalson Office (M/FLO) was established under
 
mandate of the Forelgn Affairs Act of 1980. The offlce
 
provides serVlces to faml1ies of employees of all
 
forelgn affairs agencles .• ~~Q~office conducts 1lalson
 
wlth auxi1lary offlces at~~ overseas posts at which
 
Community Lialson Officers (CLO's) provide similar
 
services.
 

1. P011CY and Procedures Fl1es. 

Includes materla1 on the estab1lshment of the office,
and policies and procedures governlng its operatlon. 

Destroy when 25 years old. 

2.	 Subject Fa Le.s, .,e,t!tt". eJfl6.'C/~", ~"JJ ,,~,'C'

e.""f~l.,,;...,'p,..",J""e2 II}' th~ o fie a.;


Include ~en!ra1~~~frla1 on~.k8 e8F18~8 8~@88 85 

8er 4t't!.~l.~='~~ch as oift8H@]!IS 888lH:!'I:~ ,ntk 
allowances, forelgn born spouses, edaeab~N& counseling;
5ef8EE~lG, arid~~~le~8ftt,_actlvltles such as Around 
the World ln a Lifetime (AWAL), an organlzation for 
Foreign Servlce teen-agers; relations wlth the 

STANDARD FORM 115 
Revr se d Apr.!. 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



standard Form. No 110n 
"Ilromulgatcd' 9-1-49 by
General Services Admmrstratiou Job No Page _
The National Archives 

2 of _5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF iTEM 10 
SAMPLE OR ITEM NO (WITH iNCLUSIVE DATES OR RETENTION PERIODS)	 ACTiON TAKENJOB NO I 

Association of American Forelgn Service Women (AAFSW);
and presentations glven to audlences such as the Forelgn
Service Instltute's Terrorlsm Seminar. 

Destroywhen/~years olda~ 5o • .,et' /}.". 
t-~1~"",.p~,.'.3. Community Liaison Offlce (CLO) Country/Post FlIes. 

These are general flIes on each country/post at 
which there lS a Community Llalson Office (CLO).
The	 files include correspondence to and from persons
seeklng FLO asslstance, and correspondence regarding
CLO	 activities at posts. 

Destroy when 3 years old. 

4. Community Llaison Offlce (CLO) Coordlnator Files. 

These contaln personnel records on persons hlred as 
CLO's at posts overseas. They include application
forms, telegrams offerlng employment, etc. 

a.	 Records on persons hired prlor to January 1, 1984. 
These are not dupllcated ln offlcial State Depart-
ment Personnel FlIes. 

Retire 5 years after last action. Destroy
12 years after last action. 

b.	 Records on persons hired after January 1, 1984. 
These are dupllcated ln official State Department
Personnel Files. 

Destroy upon separatlon or transfer of 
employee or when 1 year old, whichever lS 
sooner. (GRS 1, item 10) 

5. Personnel FlIes. 

a.	 Correspondence, memoranda, forms and other records 
relatlng to positions, authorizatl0ns, pending
actions, caples of posltlon descrlptions, requests
for personnel actl0n, etc. 

Revlew annually and destroy superseded or 
obsolete documents. (GRS 1, item l8a) 

b. Records on M/FLO employees duplicated ln or not 

Fou" copies, including origmal, to be IlUbmitted to the National Archives	 16-60428-1 GPO 



Standard Fonn No. USa 
•Promulgated	 9-1-49 by
Genera) Services Admrmstration Job No Page _
The N ationai Archives 

3 of _5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRiPTION OF iTEM 
(WITH iNCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

6. 

appropriate for the offlclal Personnel Folder. 

Destroy 1 year after separation or transfer. 
(GRS 1, item l8a) 

Support Servlces Files. 

These lnclude a Background Informatl0n Sheet that 
contains baslc data on the case and services rendered. 
These may be name-retrlevable, or retrlevable by case 
type. 

a. Divorce Cases. 

b. All 

Destroy 3 years after 
no longer needed. 

other cases. 

last action or when 

7. 

Destroy 1 year after 
no longer needed. 

Evacuatl0n Flles. 

last actlon or when 

These flles document support services provlded to 
employees and dependents of all foreign affairs 
agencles who are evacuated from an overseas post. 

a. Card Files. 

These are kept by name of person/family assisted,
and lnclude baslc information on date and nature 
of services rendered. 

b. Case 

Destroy 1 year after 
no longer needed. 

Files. 

last actl0n or when 

c. 

These are kept by name of person/family assisted,
~ and include lnformation on serVlces provided. 

Destroy 1 year after last action or when 
no longer needed. 

Country Files. 

Include correspondence, lists of names of persons 

FoUl" copies, including original, 10 ho submitted 10 tho NatiDnal Archives	 16-69428-1 GPO 



Standard ForDJ. No. 115a 
• Promulgated	 9-1-49 by

General Servl'CesAdmmistratlon Job No Page _ 
The National Archives 

4 of~pa.ges 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

8. 

evacuated, evaluation forms completed by evacuees, 
etc. 

/(2
Destroy~yeartafter evacuatlon lS over, or 
~4i6!e"~1t':!a'i!L~8IoiJi_t~bt.aaolilp.:l."'~),..e~d!ft'f ·'~d!"!lf~t~e!!,£J!"-I'!!!1'i!i8ko4!ijioilt_a?oli/,G~t,;i,j... "OlliS~f)(I"-"-
I f -no /tJl'le t nt!'",ft-J. 

Educatlon Files. 

These are kept
of schools for 

to asslst employees
thelr chlldren. 

with selectlon 

a. Client FlIes. 

b. 

These are kept by name of lndividual assisted. 
Student records may be.sent for review, but 
are returned or destroyed and not kept ln the 
files. The files do lnclude copies of 
correspondence and notes on serVlces provided. 

Destroy 3 years after last action or when 
no longer needed. 

Country/Post Files. 

These include information about the schools 
available at overseas posts. The material 
lS simllar to that malntained by the Department's
Office of Overseas Schools, except that these 
flIes also lnclude some evaluatlve lnformation 
provlded by lndivlduals whose children have 
attended the schools. The flIes might also 
include correspondence wlth persons such as 
a COffilllunityLiaison Offlcer at a post seeking 
information about schools. 

9. 

Destroy when obsolete or no longer needed. 

Employment Program Files. 

These files contain reference material on employment
opportunitles ln the Washington area and overseas;
material used in counseling famlly members who are 
seeking employment; applicatlons and information 
on the functlonal tralning program; files on 
negotlations conducted for bilateral work agreements
wlth foreign governments; and background files on 
Career Plannlng Workshops and Career Development
Seminars sponsored by M/FLO. 

Fo1U' copies, mcl .. cbng origmaJ, 10 be submiHed to the NatioDaJ Arcluves	 16-09428-1 GPO 



• 
Standaro FOrD1No lISa 
Promulgated' 9-1-49 by
General Berviees Admmistratron Page _"ob No 
The National Arcblves 

5 of -5-- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION 
INCLUSIVE DATES OR 

OF ITEM 
RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

a. 

b. 

B1lateral Work Agreements Negot1ations Files. 

Retain in off1ce for 10 years or until 
no longer needed. 

Sk1lls Bank Pr1nt-outs and source documents. 

c. 

Destroy. 

Training Request Files. 

These include SF-17l application,
Spouse Tra1ning application, and 
taken. 

Checklist for 
notes on action 

d. 

e. 

Destroy when 3 years old, or no later than 
at end of tour of duty commenced following
functional train1ng. 

Country Files. 

These describe Job opportunities and employment
procedures 1n various countries. Also 1ncluded 
are copies of Dependent Employment Reports sent 
1n cable format from CLOts at post. 

Destroy when 3 years old. 

Reference F1les. 

Retain 
needed. 

in office unt11 obsolete or no longer 

10. "FLO Update". 

...c ...." tt,,,Cop1es of monthly p'IbJ?Q9ts a sent to all CLO 
coordinators and adm1nistrat1ve off1cers overseas. 

oPJ t;:!~tMas ter Set 't:.c- 5 year::" f.!'!'M sy ,,1] 
other eCl!:i:ee u~ep J yeRi ole!: ., 

1'01U'copies, incluchDg original, to be submitted to the NotioDaI Archives 16-59428-1 GPO 




