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 , ,• LEAVE BLANK 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See lnstructtons on reverse) Nl-306-89-11 TO L/jr.;/CZJ4GENERAL SERVICES ADMINISTRATION DATE RECEIVED 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (AI1t'CY or lta~,shm"ft) • NOTIFltATltlNTO AGENCY Unl eo S a es nfOrmatlon Agency In accordance of 44 3303awiththe provrsrcns USCMAJOR SUBDIVISION thedisposal includingrequest, amendmentsISapproved 2 Office of the Dlrector exceptforItemsthatmay be marked"drsposrtron notapproved'or 'Withdrawn'Incolumn 10 Ifno records MINOR SUBDIVISION areproposedfordisposal, oftheArchivisttheSignature IS3 Exec. , Spec. , Staff, & Ofc. Assts. to Director notrequired Q\ r>. 
4 5NAME OF PERSON WITH WHOM TO CONFER TELEPHONE EXTMargaret G. Pape 4~5-1408 D~J( tcH;:~T~~ 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 
-' 

I hereby certify that I 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 3 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Aqencies, IS 
attached 

A GAO concurrence D ISattached, or [Xl ISunnecessary 

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TITLE 
A. Lee Humbert 
Records Offlcer 

vv 9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM
(With InclusIVe Dates or Reten hon Periods) JOB (NARSUSENO CITATION ONLY)----------------.--~---

1. Subject FlIes -
Correspondence, notes, reports, memoranda, memoranda of 
conversatlon, speclal requests, brleflng books, trlp books,
and other material, both orlglnals and coples, relating to 
the work of the Director's Executive, Speclal, Staff and 
Offlce Asslstants. These flIes are arranged by Agency 
element, subject, or name. Included are supportlng records 
(papers, correspondence, raw data, comments, drafts, etc.) 

DISPOSITION: PERMANENT. Cut off at end of the calendar 
year •• Transfer to WNRC lmmedlately. Transfer to NARA when 
25 years old in 5-year blocks. 

Volume on hand: 20 CUblC feet
 
Annual Accumulation: 2 CUblC
 

STANDARD FORM REV 883)115-108 115Prescribedby GSA FPM R (41 CFR) 101-11 4 
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2. Schedules of Daily Activities -
Calendars, app01ntment books, schedules, logs, and other 
records documenting meet1ngs, app01ntments, telephone calls, 
tr1ps, v1sits, and other activ1t1es by the D1rector of USIA 
and	 his/her special ass1stants, executive assistants, staff 
ass1stants, confident1al assistants, etc., while serving 1n 
an official capacity. Materials determ1ned to be "personal
records" are not covered by this 1tem. 

a.	 Records containing substant1ve 1nformat10n the substance 
of wh1ch has not been incorporated into memoranda,
reports, correspondence, or other offic1al records. 

DISPOSITION: PERMANENT. Cut off at the end of the calendar 
year. Transfer to WNRC immed1ately. Transfer to NARA when 
25 years old in 5-year blocks. 

Volume on hand: 16 cub1c feet
 
Annual Accumulat10n: 2 cub1c
 

b.	 Records contain1ng rout1ne non-substantive 1nformat10n 
such as simple 11sts of dates, times, and name or place
of appointments. 

DISPOSITION: Destroy at end of 1ncumbency. 

3. Chronolog1cal Files -
Extra copies of communicat10ns, correspondence, and other 
documents arranged in order of occurance either 
alphabetically or by post, division, or other method, and 
used as a general reading or reference file. 

DISPOSITION: Destroy when purpose has been served (usually
one	 year). The Secretariat Staff mainta1ns the off1c1al 
chronolog1cal f11es for the extended Off1ce of the Director 
and	 that series is PERMANENT. 

~4f. Public Affairs Contact System -
This is an electron1c system of records stor1ng b10graph1c 
data, telephone numbers, substant1ve interests 1n foreign 
policy, participation in USIA programs overseas and formal 
and 1nformal events 1n US. The system contains U.S. pr1vate
sector leaders; key overseas contacts (non-Americans);
leg1s1at1ve and execut1ve branch personnel who deal w1th USIA 
and US foreign po11cy; private c1t1zens and corporations
1nterested in USIA and American pub11c d1plomacy; and US 
businessmen overseas. 
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Informat10n 1S made ava1lable on a need-to-know bas1s to 
personnel of USIA as may be requ1red 1n the performance of 
the1r offic1al dut1es. This system 1S ut1lized by the 
D1rector, Deputy D1rector and the1r staffs. 

DISPOSITION: Destroy when no longer needed. 

Clearances: 

tL[~
RicK A. Ruth Arthur E. Green 
Execut1ve Ass1stant Execut1ve Secretary

to the D1rector Off1ce of the D1rector 

b~~Lor1e N1ere~
 
Ass1stant General Counsel
 
Off1ce of the General Counsel
 


