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REQUEST AUTHORITY . . LEAVE BLANK
TO DISPOSE OF RECORDS DATE RECEIVED JOB NO.
(See Instructions on Reverse) APR 2 6 1976

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

NC1

84-76-4

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
US Mission to the Organization of American States

2. MAJOR SUBDIVISION

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
Lawrence T, Springer 632-8806

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

In accordance with the provisions of 44 U.5.C. 3303a the dis-
posal request, including amendments, is approved except for
items that may be stamped '‘disposal not approved’’ or *'with-
drown" in column 10.

1 hegeby certify that | am authorized to act for this agency in motters periaining to the disposal of the agency’s records; that the records proposed for disposal in this Request of
_6“: ___ page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

December 12, 1975 William F, Farrell, Jr,

Chief, Records Management Staff

(Date)

{Signature of Agency Representative) (Title)
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ITEM NO.

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

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

4

1

Quarterly Printout of Non-US Citizens, Staff Members and
Their Household Members, General Secretariat of the OAS

Required by PL 92539 and PL 291 and containing the followj
ing information: employee number, name, address, visa
type, employment, grade, step, career date, nationality,
termination date, dependent name, relationship, dependent
nationality, visa type, birth date and remarks, Alphabet-
ical Listing by surname,

DESTROY WHEN SUPERSEDED
Grievance and Complaint File
Complaints from diplomatic missions to the OAS as well
as complaints by local citizens, businesses, and govern-
ments concerning diplomats' traffic violations, customs
violations, unpaid bills, rent complaints, etc,
a, Settled Cases

DESTROY ONE YEAR AFTER SETTLEMENT

b, Unsettled Cases

RETIRE TO RSC AFTER FIVE YEARS., RETAIN IN RSC UNTIL
CASE IS SETTLED,

: - . (Cont'd, a o, 2
Cogudo foguay spng fonc - on pege wo- 2)
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Standard Form No. 115a . .
«sPromulgated 9-1-49 by
General Services Administration Job No.

The National Archives

2

Page
Tage -

of _fj‘;"’_ pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM S 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELE OR ACTION TAKEN

_ 7

/3. Change of Visa Status Correspondence File
Correspondence regarding requests for change of status
of personnel belonging to the OAS Secretariat and Foreign
Missions to the OAS.
DESTROY WHEN THREE YEARS OLD.

/2. Foreign Mission Protection Files
Correspondence, reports and other documentation concern-
ing demonstrations, bombings and other hostile acts taken
or threatened against Foreign Missions to the OAS,
DESTROY WHEN FIVE YEARS OLD.

/5. Tax Exemption Files
Exemption requests and related correspndence pertaining
to personal income, real estate, sales, etc. by OAS
Mission Members. Original requests, copies of which are
sent to the Office of Protocol for action.
DESTROY WHEN FIVE YEARS OLD.

¢ 6. OAS Applicant File and Employment Inquiries File
Correspondence and forms in the form of original letters
and replies to US citizens regarding employment with the
0AS and/or the Department of State.
DESTROY WHEN THREE YEARS OLD.

V7. Foreign Mission Representatives Case File
Contains general biographic data, reports and other
documentation concerning Foreign Mission personnel or
groups.
DESTROY WHEN PURPOSE HAS BEEN SERVED.

(cont'd. on page 3)
Four copies, including original, o be submitted to the Nalional Archives 16—59428-1 GPO



Standard Form No. 1158 . .
®promulgated 9-1-49 by
General Services Administration ’ Job No. Page 3

The National Archives

of _ﬁé_ pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10,
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

/8. Privileges and Immunities of OAS Mission Personnel File
Requests for Departmental approval of diplomatic priv-
ileges and immunities for foreign mission personnel.

Copies of requests are transmitted to S/CPR for action by
memorandum from USOAS. .

a. Completed Cases (termination notice received)

DESTROY ONE YEAR AFTER RECEIPT OF TERMINATION NOTICE.
b. Incomplete or Problem Cases

RETAIN FOR THREE YEARS AFTER DEPARTURE, THEN DESTROY.
/9, General Hostship Matters File

Routine correspondence of an administrative nature,
including correspondence with the OAS General Secretariat
concerning information to be distributed to the other

OAS missions, Congressional and public inquiries regarding
the 0AS, and requests for statistical reports and infor-
mation.

a. Items of a recurring nature (annual notices and requests)
DESTROY WHEN TWO YEARS OLD.

b. Items of important historic or precedent nature 7
Tvarsfer o RSC when 10 Yeavs old. peAadvEcL

WM—H&G{\OFFER TO NATIONAL
ARCHIVES E3ER=TWENTY YEARS & (,

sohen

\/10. Case Files - US Citizens Employed in the OAS (Present
and Former)

This material, which represents approximately one file
drawer of records, contains correspondence with the OAS
regarding the transfer or detail of Federal Government
employees to the organization for specified periods;
resumes, interoffice memorandums, memorandums of conver-
sation, correspondence (including original letters from
the employees, Congressmen, attorneys, and interested
individuals) and replies regarding employment matters of
US citizens who are present or former staff members of the
OAS General Secretariat; and intelligence reports and
evaluations from the FBI, CIA, and IOELB regarding the
conduct of US citizens employed by the OAS, or under

Founr °°€'tfb’[iﬂ'ff&é(f"9‘ﬂdp Qgﬁ W“ed to the National Archives 16—50428-1  GPO
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R of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
consideration for employment.
a. Copies of intelligence reports, evaluations, and re-
lated materials.
DESTROY. /™ *CJI‘&//‘
b. Active Cases, including files on US citizens currently
employed in the OAS and on former employees which are
incomplete and/or contain unsettled problems.
DESTROY THREE YEARS AFTER SEPARATION OF EMPLOYEE OR
TERMINATION OF CASE.
c. Inactive cases on US citizens whose appointments with!
the OAS have been terminated. . ;
DESTROY THREE YEARS AFTER SEPARATION OF EMPLOYEE.
|
|
i
i
i
Four copies, including original, to be submitted to the National Archives 16—59428-1  GPO





