NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-306-90-004

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 10/6/2021

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 4 is superseded by N1-306-94-001, item 1.
Item 6 is superseded by N1-306-94-001, item 2.
Item 16b1 is superseded by N1-306-94-001, item 4.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

JOB NO

(See Instructions on reverse) N I-206-90-4

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

DATE RECEIVED
lO/l/q )

1 FROM (Agency or establishment)
The Unitaed Siates Information Agency

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

The Bureau of Broadcasting

3 MINOR SUBDIVISION

are proposed f
not required

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments, 1s approved
except for items that may be marked ""disposition not
approved’’ or “withdrawn’’ n column 10 If no records

vdisposal, the signature of the Archivist s

A
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |DATE A‘RCVHVIST OF THE UIyFED STATES

—~

-

Jeannette G1ovett1ﬁ/ 619-4408 /OZZ//W/ ﬂ
SENTATIVE ! ! 7

6 CERTIFICATE OF AGENCY R

)

leas

| 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 __34 __ pagel(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 provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAO concurrence D Is attached, or D IS unnecessary

B8 DATE

%y s/q )

C SIGNATURE OF AGENCY REPRESENTATIVE D TITLE
Dbrommas T (ZW;W

Records Management Officer

7
ITEM
NO

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

9 GRSOR
SUPERSEDED
JoB
CITATION

10 ACTION
TAKEN
(NARS USE
ONLY)

The Voice of America (VOA) was established in 1942 and
chartered by Congress on July 12, 1976. The VOA produces
more than 1,100 hours per week of radio broadcasting in
English and 43 foreign languages for overseas audiences.
As set forth in the Charter, the aim of the program
requires the Bureau to: serve as a consistently reliable
source of accurate, objective and comprehensive news;
present a balanced and comprehensive projection of
significant American thought and institutions; and
present the policies of the United States clearly and
effectively along with responsible discussion of those

policies.

In July 1991, the Voice of America was reorganized into
the Bureau of Broadcasting (B). The B Bureau maintains
the former VOA offices with the addition of the Office of
Cuba Broadcasting, B/C (Radio and TV Marti), and the
Office of Worldnet Television and Film Service, B/TV.

NOTE: Records that are common to most offices are
located at the back of this schedule.

115-108

NSN 7540-00-634-4064

STANDARD FORM 115 (REV 8-83)

Prescribed by GSA

FPMR (41 CFR) 101-11 4



UNITED STATES INFORMATION AGENCY
OF B S
OFFICE OF THE ASSOCIATE DIRECTOR
(B)

Responsible for planning, organizing and directing all activities
relative to the international radio of the U.S. Government. The
Bureau of Broadcasting, reporting directly to the Director, USIA,
participates as a member of the Agency's "core management" group
responsible for establishing broad Agency policies and assuring
their effective execution.

Associate Director's and Deputy Associate Director's Files

(Executive Secretariat). Correspondence, telegrams,

memoranda, and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Bureau of Broadcasting. Arranged
alphabetically by subject.

DISPOSITION: PERMANENT. Cut off annually. Transfer to
WNRC 3 years after cutoff. Transfer to the National
Archives 25 years after cutoff in 5 year blocks.

Volume on Hand: 110 cubic feet,.
Annual Accumulation: 21 cubic feet.

International Negotiations Site Files. Correspondence,
memoranda, telegrams, negotiations with host countries,
agreements, and other materials relating to site
agreements associated with the current Bureau of
Broadcasting modernization program.

DISPOSITION. PERMANENT. Cut off annually (active site
material files may be brought forward to current years
files). Transfer to WNRC 3 years after cutoff. Transfer
to the National Archives 25 years after cutoff in 5 year
blocks.

Volume on Hand: 16 cubic feet.
Annual Accumulation: 2 cubic feet.



OFFICE OF POLICY
(B/G)

Responsible for ensuring that appropriate analyses, cogrdingtion and
guidance are developed which maintain the proper relationships
between Bureau of Broadcasting programming and U.S. policies.

Writes editorials for use throughout the Bureau with the intent of
interpreting and supporting U.S. policy on major international and
domestic issues.

3. Director's Subject Files.

a. Program Files. Correspondence, telegrams, memoranda,
and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of Policy. Arranged
alphabetically by subject.

DISPOSITION: PERMANENT. Cut off annually. Transfer
to WNRC 5 years after cutoff. Transfer to the
National Archives 25 years after cutoff in 5 year
blocks.

Volume on Hand: ca. 8 cubic feet.
Annual Accumulation: 2 cubic feet.

b. Administrative Files. Records relating to the
internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.

4, Editorial Files. Copies of regular editorials (one or two
issued each day) and editorial "briefs" (issued
occasionally). Arranged chronologically.

DISPOSITION: PERMANENT. One copy of each editorial and
editorial "brief". Cut off annually. Transfer to WNRC
when 3 years old. Transfer to the National Archives 25
years after cutoff in 5 year blocks.

Volume on Hand: ca. 6 cubic feet.
Annual Accumulation: ca. 1 cubic foot.



OFFICE OF EXTERNAL AFFAIRS
(B/BE)

Assists the Associate Director, B, in planning and conducting the
public affairs program for the Bureau through the development of
informational materials for audiences, and the establishment and
maintenance of effective working relationships with media
representatives, special interest groups, Congressional staffs, and
the general public to inform them about the missions, purposes, and
accomplishments of the Bureau.

5. Director's Subject Files.

a. Program Files. Correspondence, telegrams, memoranda,
and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of External Affairs.
Arranged alphabetically by subject.

DISPOSITION: PERMANENT. Cut off annually. Transfer
to WNRC 5 years after cutoff. Transfer to the
National Archives 25 years after cutoff in 5 year
blocks.

Volume on Hand: <ca. 22.5 cubic feet.

Annual Accumulation: 3 cubic feet.

b. Administrative Files. Records relating to the
internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.

6. Bureau of Broadcasting Publications Files.

a. One copy of each Bureau publication, including
"Voice", "VOA Today", and "A Guide to Radio
Listening".
DISPOSITION: PERMANENT. Cut off annually. Transfer
to WNRC one year after cutoff. Transfer to the
National Archives 10 years after cutoff in 5 year
blocks.
Volume on Hand: 3 inches
Annual Accumulation: ca. 1/2 inch

b. Other copies.

DISPOSITION: Destroy when no longer needed
(Non-record material).



"Voice" Magazine Distribution and Working Files.
Distribution lists, telegrams, letters from readers, and
manuscripts.

DISPOSITION: Cut off annually. Destroy when 2 years old
or when no longer needed, whichever is soconer.

Audience Mail Files. Correspondence from audience,
monthly mail reports, and related materials.

DISPOSITION: Cut off monthly. Destroy 3 months after
cutoff.

Audience Research Country Files. Correspondence,
memoranda, and copies of USIA, USIS, and other reports
concerning the audience reached by B/VOA broadcasts.

DISPOSITION: Review annually. Destroy when no longer
needed for research purposes.



OFFICE OF VOICE OF AMERICA PROGRAMS
(B/VOA)

Responsible for directing the establishment of policies and program
standards to assure consistency of B/VOA programming with the B/VOA
Charter and Agency objectives, and providing oversight and guidance
to subordinate programming elements to assure effective integration
of the various resources involved in news, English broadcasts, and

regional language programming.

lo.

11.

Director's Subject Files.

a. Program Files, Correspondence, telegrams, memoranda,
and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of Programs. Arranged
alphabetically by subject.

DISPOSITION: PERMANENT, Cut off annually. Transfer
to WNRC 5 years after cutoff. Transfer to the
National Archives 25 years after cutoff in 5 year
blocks.

VYolume on Hand: <ca. 36 cubic feet.
Annual Accumulation: 9 cubic feet.

b. Administrative Files. Records relating to the
internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.

Deputy Director, B/VOA Europe, Program Subject Files.

Correspondence, telegrams, memoranda, and related
materials pertaining to the planning, development,
implementation and integration into regular B/VOA
broadcasting of a major network of broadcasts in national
languages and English to Western Eurcpe to help correct
the information deficiency about the United States and to
complement efforts in this regard by individual USIS posts.

DISPOSITION. PERMANENT, Cut off annually. Transfer to
WNRC 3 years after cutoff. Transfer to the National
Archives 25 years after cutoff in 5 year blocks.

Volume on Hand: 20 cubic feet.
Annual Accumulation: 2 cubic feet.



12.

13.

14,

Log reports on programming and studio

Des

DISPOSITION: Cut off monthly.
cutoff (II-NNA-2747/3).

Stringers/Correspondents Files. Correspondence, reports,
and copies of purchase orders and other payroll
information relating to individual
stringers/correspondents.

DISPOSITION: Cut off annually Destroy 3 years after
)

cutoff. [GRS, 3 Item 3 (a)(2)]

News Wire Services Files.

commen
the main
language serv

news features, roundups, and backgrounders;
rce for development of news broadcasts by
s to overseas audiences.

(1) News Division

DISPOSITION: Cut off nually. Transfer to
WNRC 1 year after cutoff. estroy 5 years after
cutoff (NN-170-5, Item 2).

(2) O0Other Copies.

DISPOSITION: Destroy when obsolete or no
needed for reference (NN-170-5, Item 2).



15.

Scripts Files. Includes scripts prepared by B/VOA staff

and vendors, related newswire copy, and other background
information.

a.

Producers' Copies, Includes notes of deletions,

additions, revisions, etc., together with English
translations (if anyj, Daily Broadcast Content

Report, Cover Sheet for Broadcast Script and
attachments such as house scripts, teletype news, and

other background material.

(1) Master Set in Program Office.

DISPOSITION: Cut off annually. Transfer to
WNRC 3 years after cutoff. Destroy 10 years
after cutoff.

(2)—-Q0ther Copies.

DISPOSITION: Cut o
months after cutoff (NN-170-5

Destroy three

b. ™Reproduction Masters.

(1) er Set in Program Office.

Destroy when reproduction
requirements ve been met (no longer than three
months after clo®e.of month in which broadcast)
(NN-170-5, Item 1b).

DISPOSIT

(2) Other Copies.

eeded for

DISPOSITION: Destroy when no longe
months

daily reference use (no longer than thT
after close of month in which broadcast)
(NN-170-5, Item lc).




l6.

17.

Tapes, Disks, and Other Audio Recordings.

Reference Recordings. Verbatim recordings of

pr ms broadcast by the Office of Voice of America
Programs estic or foreign facilities, together
with daily br st schedules and any other finding

aids.

Z years after

DISPOSITION: Wipe and reuse ta
s are wiped

recorded. Destroy finding aids when
(NN 172-17 Item 1).

Package Program Recordings.

(1) Historical Significance Recordings. Audio
recordings of significant feature programs
produced by Worldwide English and Language
Divisions that document B/VOA's mission,
functions, policies, and activities. Included
for retention would be a selection of the
interactives or "radio bridges;" programs that
reflect and document important milestones in the
broadcast history of each language service;
programs covering major news events that are
exclusive to a particular language service; and
programs submitted or selected for awards and
honors.

DISPOSITION: PERMANENT, Cut off annually.
Transfer original or edited master to the B/VOA
Tape Library. Transfer to the National Archives
15 years after cutoff in accordance with
N1-306-86-5 in the format specified by 36 CFR
1232, 4,

[NN 170-5 Item 4b(1)(a)]

Veolume on Hand: 70,000 reels of tape
Annual Accumulation: 5,000 reels of tape

All Other Recordings. Includes off-line

dings of programs, recordings made for and
used in OA broadcasts, music recordings, and
recordings onsidered to be historically
significant for tr er to the National
Archives.

DISPOSITION: Review annually.

recordings that are obsolete. Wipe tap
reuse when practical (NN-170-5, Item 4c).

or

Daily Menus Files. Script menus, request log, library log

and pronunciation guide and related materials.

DISPOSITION: Cut off annually. Destroy one year after

cutoff.



18.

19.

20.

21.

22,

23,

Program Review Notes Files. Program Review Notes by

Divisions and Branches.,

DISPOSITION: Cut off annually. Destroy one year after
cutoff.

Audience Mail Files. Audience reports and incoming

letters from B/VOA listeners, in response to B/VOA
programs.

DISPOSITION: Cut off monthly. Destroy 3 months after
cutoff.

Radio Log Files. Log of daily broadcasts.

DISPOSITION: Cut off annually. Destroy 1 year after
cutoff.

\\‘~Magntenance and Operations Controls Files. Logs,

inventories, and similar records relating to
operatlons of the radio and relay

stations. Inc wOoTk schedules and assignments, parts
inventories, tape dup tion forms, maintenance logs
(equipment trouble reportsry erating logs, short wave
reception logs, tube service rep s, master 1logs,
discrepancy logs, and production logss

the day t

DISPOSITION: Cut off annually. Destroy 6 mont
cutoff (II-NNAA-2747, Items 3-19).

&““tibfax¥_§ound Recordings. Music and other sound

recordings T special effects and background in

B/VOA programs.

DISPOSITION: Destroy (erase) when no long
21, Item 25).

Annual Program Review Files., Reports, studies, and

related records concerning programming philosophy,
audience profile, broadcast clocks, research reports,
statistical analysis, and content and music analyses.

DISPOSITION: PERMANENT. Cut off annually. Transfer to
WNRC 3 years after cutoff. Transfer to the National
Archives 25 years after cutoff in 5 year blocks.

Volume on Hand: 3 cubic feet
Annual Accumulation: 1/2 cubic foot



24,

25.

26.

27.

Broadcast Activity Schedules Files. Reports, schedules

and related records citing the number of broadcast hours
by language to illustrate the net increase or decrease of
programming. Arranged alphabetically by geographic area.

DISPOSITION: PERMANENT, Cut off annually. Transfer to
WNRC one year after cutoff. Transfer to the National
Archives 25 years after cutoff in 5 year blocks.

Volume on Hand: ca. 1 cubic foot
Annual Accumulation: 1/2 inch

Special Events Files: Reports and Memos on Special
Operations of Traffic Management Section

DISPOSITION: Destroy when no longer required.

System for News and Programming (SNAP). SNAP is a

multilingual word processing and database management
network for writers, editors, foreign language adaptors,
producers, technicians and broadcast managers to use in
preparing scripts, program logs, and other materials used
in radio broadcasting. The system includes a Central
Scripts Subsystem; a Broadcasting Contents Subsystem; an
Authentication, Electronic Mail, and other Central Service
Subsystem; and a Communications Service Subsystem.

DISPOSITION: Delete when no longer needed for current
business.

Technical Computer Network (WICAT). WICAT provides

miscellaneous database services to the logistical support
divisions of B/VOA Broadcast Operations. Its major
functions include automation of the Tape and Music Library
catalogs, property management, scheduling of audio
traffic, planning for "special events™ news coverage, and
system administration of SNAP,

DISPOCSITION: Delete when no longer needed for current
business.



28.

29.

\\Riles/Records Created in Central B/VOA ADP Facilities to

Crsgte, Use, and Malntain Master Files.

\Equt/Source Records.

De%ete/destroy when no longer needed
lay}.

r records used to create or update
ding, but not limited to, work
ion files, and intermediate

Electronic files
a master file, inc
files, valid transac
input/output records.

DISPOSITION: Delete aftenNdinformation has been
transferred to the master fINe and verified (GRS 20,
Item 1lb).

system usage,
files, password
files, and
r system use.

Electronic files created to monit
including but not limited to, log-i
files, audit trail files, system usag
cost-back files used to assess charges

DISPOSITION: Delete when no longer needed
accordance with sound business practice and
standard operating procedures (GRS 20, Item lc

nic medium and not required for audit or legal
purposeX(such as need for signatures) and not
previously\scheduled for permanent retention in a

NARA-approveh Agency records schedule.

DISPOSITION: Des$roy after the information has been
converted to an eledronic medium and verified, or
when no longer needed support the reconstruction
of, or serve as the back to, the master file,
whichever is later (GRS 20)\Jtem 2a).

Electronic records, except as noded in 28c, entered
into the system during an update prgcess, and not
required for audit and legal purpose

DISPOSITION: Delete when data have been tered into
the master file or data base and verified, when no
longer required to support reconstruction of,

serve as back-up to, a master file or data base,
whichever is later (GRS 20, Item 2b).



as input/source records by the receiving agency,
ING records produced by another agency under

of an interagency agreement, or records
another agency in response to the specific
geds of the receiving agency.

created b
information

te when data have been entered into
ta base and verified, or when no
t reconstruction of, or serve
file or data base,

Item 2c).

DISPOSITION: De
the master file or
longer needed to supp
as back~up to, the maste
whichever is later (GRS 20

ing uncalibrated and
ollected during
or research and
r a digital

d. Computer files or records conta
unvalidated digital or analog data
observation or measurement activitie
development programs and used as input
master file or data base.

DISPOSITION: Delete after the necessary data
geen incorporated into a master file (GRS 20,

-

File.
or data
produce hard-copy P
tabulations, ledgers, registé€

30.

Electronic file extracted from a master file
ithout changlng it and used solely to

ions and/or printouts of

g reports.

D%SPOSITION: Delete when no longer needed (GRS
€).

31. ~\-?53ﬁhi€a;‘Reformat File. Electronic file consisting of

data copie a_master file or data base for the
specific purpose o rmatlon interchange and written
with varying technical spetC tions, EXCLUDING files
created for transfer to the Nation chives.

DISPOSITION: Delete when no longer needed (GRS
7).



¥

32, \\\\\sgcurity Backup File. Electronic file consisting of data

33.

34,

and r ined in case the master file or data base is
damaged inadvertently erased.

a. }
the National

DISPOSITION:
been transferred to th
successfully copied, or w
security backup file (GRS 20,

ational Archives and
replaced by a subsequent
tem 8a).

b. File identical to records authorizew for disposal in
a NARA-approved records schedule.
DISPOSITION: Delete when the identical recolds have
been deleted, or when replaced by a subsequent
security backup file (GRS 20, Item 8b).

[inding Aids (or indexes). Electronic indexes, lists,
rs, and other finding aids used only to provide
ords authorized for destruction by the
General Records edules or a NARA-approved records
schedule, EXCLUDING T ds containing abstracts or other
information that can be usé an information source
apart from the related records.

DISPOSITION: Delete with related records or
longer needed, whichever is later (GRS 20, Item 9

Spgcial Purpose Programs. Application software necessary
0 use or maintain a master file or data base

r disposal in a General Records Schedule item
records schedule, EXCLUDING special
purpose software nec ry to use or maintain any
unscheduled master file of ta base or any master file or
data base scheduled for transfe 0 the National Archives.

DISPOSITION: Delete when related master € or data base

has been deleted (GRS 20, Item 10).



Dosumentation. Data systems specifications, codebooks,
recor uts, user guides, output specifications, and
final report egardless of medium) relating to a master
file or data base has been authorized for disposal in
a NARA-approved records edule, EXCLUDING documentation
relating to any unscheduled m r file or data base
scheduled for transfer to the Nati Archives.

DISPOSITION: Destroy or delete when supersed€
obsolete, or upon authorized destruction of relate

file or data base (GRS 20, Item 11).



OFFICE OF ENGINEERING AND TECHNICAL OPERATIONS
(B/E)

Responsible for directing all engineering and technical activities
necessary to enable the Bureau to meet its mission objectives.

36.

37.

38.

Director's Subject Files.

a. Program Files. Correspondence, telegrams, memoranda,
and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of Engineering and
Technical Operations. Arranged alphabetically by
sub ject.

DISPOSITION: PERMANENT. Cut off annually. Transfer
to WNRC 5 years after cutoff. Transfer to the
National Archives 25 years after cutoff in 5 year
blocks.

Volume on Hand: ca. 40 cubic feet.
Annual Accumulation: 4 cubic feet.

b. Administrative Files. Records relating to the
internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.

Deputy Director's Subject Files. Correspondence,

telegrams, reports, memoranda, and related records
concerning their programs.

DISPOSITION: Cutoff annually. Transfer to WNRC 3 years
after cutoff. Destroy 5 years after cutoff.

Tasking and Tracking Subject Files. Correspondence,

memoranda, reports, background material, and related
records concerning the design, development, and operation
of an integrated management control system which tracks
and reports on the accomplishments of all assigned tasks,
milestones, and products relative to the Office.

DISPOSITION: Cut off annually. Transfer to WNRC 3 years
after cutoff. Destroy 5 years after cutoff,



39.

40.

41,

42.

43,

Relay Stations Project Subject Files. Correspondence,
memoranda, telegrams, reports, and related records
concerning relay station projects.

DISPOSITION: Cut off annually. Transfer to WNRC 3 years
after cutoff. Destroy 5 years after cutoff.

Quality Assurance Testing Report Files. Specific testing
procedures for project-related equipment and facilities.
Includes, guidelines, checklists, plans, and related
records.

DISPOSITION: Cut off annually. Transfer to WNRC 5 years
after cutoff. Destroy 8 years after cutoff.

Special Survey Reports Files. Survey reports consisting
of site data, site survey data, and other information
relating to relay stations.

DISPOSITION: Cut off annually. Transfer to WNRC 5 years
after cutoff. Destroy 8 years after cutoff.

Maintenance and Repair Projects Subject Files.
Correspondence, telegrams, photographs, drawings, and
related records concerning active and completed repair
projects.

DISPOSITION: Cut off annually. Transfer to WNRC 3 years
after cutoff. Destroy 5 years after cutoff.

"Document Tree" Files. Correspondence, memoranda,

reports, studies, plans, drawings, specifications, and
related records. The function of the "Document Tree" is
to define the B/VOA modernization mission and effort. The
records are in both hard copy and electronic form. An
index details the physical location of each record.

DISPOSITION: PERMANENT., Cut off annually. Transfer to
WNRC 5 years after cutoff. Transfer to the National
Archives 25 years after cutoff in 5 year blocks.

Volume on Hand: ca. 24 cubic feet.
Annual Accumulation: 6 cubic foot.



OFFICE OF ADMINISTRATION
(B7/A)

Responsible for the planning, development, and implementation of
administrative programs, policies, and procedures for the Bureau;
acts as focal point for the Bureau in appropriate dealings with the
Agency's Bureau of Management and performs budget and fiscal
coordination, contract and procurement oversight and liaison,
physical space and non-technical supply/equipment control and
administration, safety and security administration, mail and
communications operations, office automation coordination and

administration,

travel and transportation administration, and other

general and administrative activities.

44, Director's Subject Files.

a.

Program Files. Correspondence, telegrams, memoranda,

and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of Administration.
Arranged alphabetically by subject.

DISPOSITION: PERMANENT. Cut off annually. Transfer
to WNRC 5 years after cutoff. Transfer to the
National Archives 25 years after cutoff in 5 year
blocks.

Volume on Hand: ca. 16 cubic feet.
Annual Accumulation: 2 cubic feet.

Administrative Files. Records relating to the

internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.



\\\Master Purchase Order Files. Contract, requisition,
P rchase order, lease and bond and surety records,

uding correspondence and related papers pertaining to
, administration, receipt, inspection and payment.

curement or purchase organization copy, and
ted papers.

ITION: Cut off after final payment.
6 years and 3 months after cutoff (GRS
a(l)).

(2) Transactio of $25,000 or less and construction
contracts unyer $2,000.

t off annually. Destroy 3 years
Item 3a(2)).

DISPOSITION:
after cutoff (GRS 3,

b. Obligation copy.

DISPOSITION: Destroy when Xunds are obligated (GRS

3, Item 3b).

C. Other copies of records describ®d above used by
component elements of a procuremeQt office for
administrative purposes.
DISPOSITION: Destroy upon terminati or completion

(GRS 3, Item 3c).

d. Data Submitted to the Federal Procurement\Data System
(FPDS). Electronic data file maintained b\ fiscal
year, containing unclassified records of al
procurements, other than small purchases, and
consisting of information required under 48 CF
for transfer to the FPDS.

4,601

DISPOSITION: Cut off at end of fiscal year. Destrgy
5 years after cutoff (GRS 3, Item 3d)).



46, \\\Freight and Passenger Transportation Files.

(1)

(2)

(3)

Original vouchers and support documents covering
freight and passenger transportation charges of
ettled fiscal accounts. Including registers and
er control documents.

Records covering payment for services furnished
en the charges for any single bill of lading

or\passenger transportation request is less than
$100y EXCLUDING those covered by Item 46a(4) of
this schedule

DISPOSITNON: Cut off at end of fiscal year.
Destroy 3\years after cutoff (GRS 9, Item la(l)).

Records coveNing payment for freight and
passenger trangportation charges for interstate
transportation d international transportation
by freight forwar¥ers of unaccompanied baggage
or privately owned\ehicles shipped separate
from household goods\ the charges for which are
published in the tarif{s lawfully on file with
the Interstate Commerce\Commission (ICC) or
based on tenders or quotations, pursuant to
section 22 of the InterstaXe Commerce Act
offering a reduction from tNe published ICC
tariffs, EXCLUDING those coveged by Item 46a(4)
of this schedule.

DISPOSITION: Cut off at end of
Destroy 3 years after cutoff (GRS

{scal year.
Item la(2)).

Records covering payment for all othelR freight
and passenger transportation charges no{ covered
by Items 35a(l) and (2) above, EXCLUDING\those
covered by Item 46a(4) of this schedule.

DISPOSITION: Cut off at end of fiscal year.
Destroy 6 years after cutoff (GRS 9, Item la(



47,

shippe

(4) Records covering payment for freight and
passenger transportation charges for services
for which (1) notice of overcharge has been or
is expected to be issued, or if a rail freight
overpayment is involved, (2) deduction of
collection action has been taken, (3) voucher
contains inbound transit shipment(s), (4)

ent voucher has print of paid supplemental
associated, (5) voucher has become involved
igation, or (6) any other condition that
the voucher to be retained beyond the 3
disposal period, such as detection of

an underchiqrge.

DISPOSITION: ut off at end of fiscal year.
De?trgy 10 years after cutoff (GRS 9, Item
la(4)).

Issuing office memorandum™gopies of Government or

commercial bills of lading, \passenger transportation
vouchers and transportation reguests, travel
authorizations, and supporting qocuments.

DISPOSITION: Cut off at end of fid¢cal year. Destroy

3 years after cutoff (GRS 9, Item 1b
Obligation copy of passenger transportatNon vouchers.

DISPOSITION: Destroy when funds are obliga%ed (GRS
9, Item lc).

Unused ticket redemption forms, such as SF 1170.
DISPOSITION: Destroy when no longer needed for
administrative use (GRS 9, Item 1d).

r Damaged Shipment Files. Schedules of valuables
ondence, reports, and other records

2
relating to the a ration of the Government Losses in

Shipment Act.

DISPOSITION: Cut off at end of fiscal year.
years after cutoff (GRS 9, Item 2).




48,

49‘

50.

51.

52.

Pagsenger Reimbursement Files. Records relating to
reiﬁbv@g&gg\individuals, such as travel orders, per diem

vouchersy~transportation requests, hotel reservations, and
documents relating to official travel by
s, dependents, or others authorized by

all supporti
officers, emplo
law to travel.

a. Travel administrative ice files.

DISPOSITION: Cut off at end o iscal year. Destroy

3 years after cutoff (GRS 9, Item
b. Obligation copies.

DISPOSITION: Destroy when funds are obligated (
9, Item 3b).

Wompersonal Requisition File. Requisitions for
nonperson rvices, such as duplicating, laundry,
binding, and ot rvices (EXCLUDING records associated

with accountable officeT counts.

DISPOSITION: Cut off annually after C
service. Destroy 1 year after cutoff (GRS 3,

Safety and OSHA Files. Correspondence, memorandum,
reports, plans, and other records pertaining to air
pollution, accidents, safety, monitoring, and related
sub jects.

DISPOSITION: Cut off annually. Transfer to WNRC 3 years
after cutoff. Destroy 8 years after cutoff.

BUdgetReport Files. Periodic reports on the status of
appropriatio nts and apportionment.

DISPOSITION: Cut off at close cal year. Destroy 3

years after cutoff (GRS 5, Item 3b).

Buoget—Apportionment Files. Apportionment and

reaﬁportionmen les, proposing quarterly obligations
under each authorized app iation.

DISPOSITION: Cut off at close of fiscal year.
years after cutoff (GRS 5, Item 4).



Budgat Correspondence Files. Correspondence files in
formally ized budget offices pertaining to routine
administration, nal procedures, and other matters not
covered in this schedul®s Files relating to policy and
procedure are maintained in th ice of the Comptroller).

DISPOSITION: Cut off at close of fiscal years
years after cutoff (GRS S, Them I



OFFICE OF PERSONNEL
(B/P)

Responsible for planning and directing a comprehensive personnel
program including placement and staffing, examination, selection,
employee development and training, assignment, promotion, position
management, position classification, salary and wage administration,
labor-management and employee relations, personnel services,
personnel management evaluation and other necessary personnel
management programs for Civil Service, Foreign Service, and Foreign
Service National employees of the Bureau; also provides
administrative guidance and support for the entire Office of
Personnel.

54, Director's Subject Files.

a. Program Files. Correspondence, telegrams, memoranda,
and related materials pertaining to directing,
controlling, and carrying out the functions and
responsibilities of the Office of Personnel.

Arranged alphabetically by subject.

DISPOSITION: Cut off annually. Transfer to WNRC 5
years after cutoff. Destroy 8 years after cutoff.

b. Administrative Files. Records relating to the
internal administration or housekeeping activities of
the Office.

DISPOSITION: See Item 66, Records Common to Most
Offices, and the General Records Schedules for
instructions.

55, Official Personnel Folders.
;?\‘\inilian Service Personnel Folders. Records filed on
the~xight side of the 0fficial Personnel Folder

See Item 56 of this schedule for the
dispositio f temporary papers on the left side of
the OPF). Fol s covering employment terminated
after December 31, 20, EXCLUDING those selected by
the National Archives Records Administration for

permanent retention.

(1) Transferred Employees.

DISPOSITION: See Federal Personnel
for instructions relating to folders o
employees transferred to another agency (G
Item la).



(2) Separated Employees.

DISPOSITION: Transfer to National Personnel
Records Center (NPRC), St. Louis, MO., 30 days
after separation. NPRC will destroy 65 years
fter separation from Federal service (GRS 1,
tem 1b).

Foreign\Service Personnel Folders. Records are
two-part \folders. The "Administrative" folder
contains e information required to be maintained in
the Civili OPF by the FPM and; the "Performance
Evaluation"™\folder containing information relating to
the characten and conduct of the employee and other
information restricted by the Foreign Service Act of
1946, together \with correspondence with employee
regarding submisgions of performance ratings or
supplemental data\ for inclusion with the ratings,
inquiries or commeégts regarding the ratings and other
performance rating Yelated material.

(1) Transferred EmpIl\gyees.

another foreign affairs
f State, AID, etc)

(a) Transferred
agency (Dept.

DISPOSITION: Trensfer both

"Administrative® Ynd "Performance
Evaluation" folderg to new agency.
(NC1-306-78-2).

(b) Transferred to any otRer agency.

(i) Administrative Fol¥ers.

DISPOSITION: Follow\disposition
instructions for CiviNian Personnel
Records (Item 44a(l)) Rbove
(NC1-306-78-2).

(ii) Performance Evaluation Folders.

DISPOSITION: Transfer to WNRC 1 year
after employee transfer. Dextroy 15
ears after transfer of employee
NC1-306-78-2).

(2). Separated Employees.

(a) Administrative Folders.

DISPOSITION: Transfer to National
Personnel Records Center (CPR) as proposed
in Item 55a(2) above (NCl=-306-78-=2).



56.

57.

58.

59.

Performance Evaluation Folders.

Transfer to WNRC 1 year after
15 years after
the Foreign

DISPOS
separation,
separation of employee€
Service (NC1~-306-78-2).

“Femporary Individual Employee Records. All copies of

corresp ce and Torms maintained on the left side of
the OPF in acc ce with FPM, Chapter 293, and
Supplement 292-31, E G performance-related records.

DISPOSITION: Destroy upon separatid transfer of
employee or when 1 year old, whichever is s
Item 10).

“Position Descriptions Files. Record copy of position

h includes information on title, series,

descriptio
ibilities, and related documents.

grade, duties and re

DISPOSITION: Destroy 2 years after pos is abolished

or description superseded (GRS 1, Item 7b).

~~<Egployment Applications. Applications (SF 171) and

records, EXCLUDING records relating to
equ1r1ng Senatorial confirmation and
ng in appointment which are filed in

rela
appointmen
applications res
the OPF.

DISPOSITION: Cut off annually. gy upon recelpt of
OPM inspection or 2 years after cutoff, hever is

earlier, provided the requirements of FPM Chap
Section A-4, are observed (GRS 1, Item 15).

_Employee Awards Files.

a. neral Awards Records, EXCLUDING those relating to
mental level awards.

es including recommendations, approved
nominatio correspondence, reports and related
handbooks pertaining to Agency-sponsored cash
and non-cash awar such as incentive awards,
within-grade merit inexeases, suggestions, and
cutstanding performance.

DISPOSITION: Cut off when appro
disapproved. Destroy 2 years after
1, Item 12a(l)).



60.

Labor Management Relations Records.

(2) Correspondence pertaining to awards from other
Federal agencies or non-Federal organizations.

DISPOSITION: Cut off annually. Destroy 2 years
after cutoff (GRS 1, Item 12a(2)).

LengthN\of Service and Sick Leave Awards Files.

Records cluding correspondence, reports,

computatio of service and sick leave, and list of
awardees.

DISPOSITION: Cu ff annually. Destroy 1 year after

cutoff (GRS 1, Item\l2b).

Letters of Commendation™gnd Appreciation Files,
Copies of letters recogni>Nng length of service and
retirement and letters of apmreciation and
commendation for performance, CLUDING copies filed
in the OPF.

DISPOSITION: Cut off annually. Desixoy 2 years

after cutoff (GRS 1, Item l2c).

Lists or Indexes to Agency Award Nomination

DISPOSITION: Destroy when obsolete or supersed
(GRS 1, Item 12d).

Labor Management Relations General and Case Files.

orrespondence, memoranda reports and other records
ating to the relationship between management and

ee unions or other groups:
negotiating agreement.

: Cut off on expiration of
egstroy 5 years after cutoff (GRS 1,

DISPOSIT
agreement.
Item 28a(l)).

(2) Other offices.

DISPOSITION: Destroy wh
obsolete (GRS 1, Item 28a(

superseded or

Labor Arbitration General and Case F

Correspondence, forms, and background papers relating

to labor arbitration cases.

DISPOSITION: Cut off after final resolution o
case. Destroy 5 years after cutoff.



N

61. \\\grievance, Disciplinary and Adverse Action Files,

at\\\Grievance, Appeal Files (5 CFR 771). Records

iglnating 1n the review of grlievances and appeals
ed by Agency employees, except EEO complaints.
case files include statements of witnesses,

of interviews and hearings, examiner's

d recommendations, a copy of the original
ated correspondence and exhibits, and

g to a reconsideration request.

report
findings
decision, T
records relathd

ff on close of case. Destroy 3
RS 1, Item 30a).

DISPOSITION: Cut
years after cutoff

752. Case files and

b. Adverse Action Files 5
related records created inNyeviewing an adverse
action (disciplinary or non-¥jsciplinary removal,
suspension, leave without pay,™geduction-in-force)
against an employee. The file imgludes a copy of the
proposed adverse action with suppoNing documents;
statements of witnesses; employee's ly; hearing
notices, reports and decisions; reversal of action;
and appeal records, EXCLUDING letters of primand
which are filed in the OPF.
DISPOSITION: Cut off on close of case. Destro
years after case is closed.

62. ~Jraining Records.
a. Agency-sponsored Training Files. Training-related

iles EXCLUDING record copy of manuals, syllabuses,
ooks, and other training aids developed by the

ondence, memoranda, agreements,
authorizZagfions, reports, requirement reviews,
plans, and™ebjectives relating to the
establishmentN\and operation of training, courses
and conferences.

DISPOSITION: Destro

years after completion
program (GRS 1, Item 29a(

when 5 years old or 5
a specific training

(2) Background and working files.

DISPOSITION: Destroy when 3 years
Item 29a(2)).



B __Employee Training. Correspondence, memoranda,
TE and other records relating to the
availabi f training and employee participation
in training prog onsored by other government
agencies or non=-governme institutions.

DISPOSITION: Destroy when 5 years ol en

superseded or obsolete, whichever is sooner
Item 29b).



63.

64.

65.

66.

RECORDS COMMON TO MOST OFFICES

Heads of Divisions/Branches/Services Files, Copies of
memoranda, correspondence, reports, newsclippings and
other informational materials maintained by Heads of
Divisions, Branches, or Services that relate to their

programs.

DISPOSITION: Cut off annually. Destroy 2 years after
cutoff (files having further reference use should be
brought forward to the current year file).

Divisions Program Subject Files. Correspondence,
memoranda, reports, and other materials maintained by
Divisions that relate to their programs.

DISPOSITION: Cut off annually. Transfer to WNRC 3 years
after cutoff. Destroy 5 years after cutoff (files having
furt?er use should be brought forward to the current year
file).

Branches and Services Program Subject Files,

Correspondence, memoranda, reports, and other materials
maintained by Branches and Services that relate to their

programs.

DISPOSITION: Cut off annually., Destroy 3 years after
cutoff (files having further use should be brought forward
to the current year file).

\\\Qlenlstratlve Subject Files. Records accumulated by

the functions for which the office exists. In
records relate to the office organization,
res, and communications; the expenditure
budget records; day-to-day

e personnel including training and
ice services and equipment

e use of office space and

e copies of internal
uding work progress,
pared in the office
r materials that
programs of

general, th
staffing, proc
of funds, includi
administration of of
travel; supplies and of
requests and receipts; and
utilities. They may also inc
activity and workload reports (i
statistical, and narrative reports
and forwarded to higher levels) and ot
do not serve as unique documentation of t
the office.

DISPOSITION: Cut off annually. Destroy 2 years a
cutoff, or when no longer needed, whichever is sooner
23, Item 1).



67.

68.

69.

70.

Working Papers. Project background records, such as
studies, analyses, notes, drafts, scripts, and interim
reports used by the staff in their work.

DISPOSITION: Destroy 6 months after final action on
project or 3 years after completion of report if no final
action is taken.

Chronological Files. Extra copies of communications,
correspondence, and other materials arranged in order of
occurrence either alphabetically, geographically,
organizationally, or other method, and used as a general
reference file.

DISPOSITION: Cut off annually. Destroy when purpose has
been served (usually one year).

\Supervisors' Personnel Files and Duplicate OPF

Dogumentation.

a. \;hbervisors' Personnel Files.

authorizations, pending actions, copies of
riptions, requests for personnel action,
individual employees duplicated in or
r the OFF.

position de
and records on
not appropriate

nually and destroy superseded
ting to an individual
separation or transfer

DISPOSITION: Review
or obsolete documents T
employee within 1 year aft
(GRS 1, Item 18a).

b. Duplicate Documentation.

Other copies of documents duplicated im\ithe OPF not

provided for elsewhere in this schedule.

DISPOSITION: Cut off annually. Destroy 6 yea
after cutoff (GRS 1, Item 18b).

“ﬁETErencg_and Background Files. Copies of reports,
scripts, pubIz ions, and other materials used by the

staff as reference an round files in their work.

DISPOSITION: Destroy when obsolete, sU
further reference value (Mon-rvecov)



71.

72.

73.

Time and Attendance Reports Files.

;T\\\Spgional Form 1130 or equivalent. Copies of forms
uset~ln recording the time and attendance of

DISPOSITION: t off at end of pay period. Destroy
6 months after cu f (GRS 2, Item 3a(2)).

b. Flexitime Attendance Recd
attendance records, such as
and work reports, used for time
Flextime systems.

s.

Supplemental time and
n-in/sign-out sheets
counting under

DISPOSITION: Cut off annually. Destroy a
audit or 3 years after cutoff, whichever is so
(GRS 2, Item 3b).

‘Frecurement Files. Copies of contracts, requisitions,

purchase s, and related papers that are duplicated in
the official procu
administrative purposes in

files but necessary for
offices.

DISPOSITION: Destroy upon termination or com
3, Item 3c).

Word Processing Files. Documents such as letters,
ssages, memoranda, reports, handbooks, directives,

ts, and manuals recorded on electronic media such as
hsks or floppy diskettes and used to produce hard
is maintained in organized files.

copy whi

a. When use 0 produce hard copy which is maintained in

no longer needed to create
a hard copy (GRS 20,\Jtem 2a).

b. When maintained only in ek»ectronic form, and
duplicate the information in
records that would otherwise b aintained in hard

en authorized for

DISPOSITION: Delete after the expiration
retention period authorized for the hard copwby the
GRS or a NARA-approved SF 115 (GRS 20, Item 2b



74,

75.

76.

77.

EBm%uL‘tratlve Data Bases. Data bases that support
administr or housekeeping functions, containing
information derX rom hard copy records authorized for
destruction by the GRS NARA-approved SF 115, if the
hard copy records are maintain organized files.

DISPOSITION: Delete information in the datad
longer needed (GRS 23, Item 3).

Tsansitory Files. Documents of short-term interest which
have\no documentary or evidential value and normally need
not b ept more than 90 days. Examples of transitory
correspongence are shown below.

quests for information or publications and
lies which require no administrative
icy decision, and no special

earch for reply.

a. Routine
copies of
action, no po
compilation or

ies of letters of transmittal
mation to that contained in
d receiving office copy
mitted material.

b. Originating office ¢
that do not add any in
the transmitted material,
if filed separately from tra

moranda and other
of official
charity and
imilar

C. Quasi-official notices including
records that do not serve as the basy
actions, such as notices of holidays o
welfare fund appeals, bond campaigns, an
records.

DISPOSITION: Destroy when 3 months old, or when
longer needed, whichever is sooner (GRS 23, Item 7

Budga; Background Records. Cost statements, rough data
materials accumulated in the preparation of
lmates, including duplicates of budget
estimates and justl tions and related appropriation
language sheets, narratil tatements, and related
schedules; and originating offI ' copies of reports
submitted to budget offices.

annual budge

DISPOSITION: Destroy 1 year after the close o fiscal

year covered by the budget (GRS 5, Item 2).

“+ravel Files. Issuing office memorandum copies of

passen ransportation vouchers (SF 113A) and
transportation sts (SF 1169), travel authorizations,
and supporting documen

DISPOSITION: Destroy when 3 years O RS 9, Item 1b).



78,

79.

80.

8l.

8qtion/Suspense Files. Documents arranged in
ological order as a reminder that an action is
d on a given date or that a reply to action is

requi
expectedhand, if not received, should be traced on a given
date.

a. Note or o r reminder to take action.

DISPOSITION: troy after action is taken (GRS 23,
Item 6a).

py of an outgoing

b. File copy or an extra
g date on which a reply is

communication, filed by
expected.

DISPOSITION: Withdraw documents\when reply is
received.

(1) If suspense copy is an extra sQpy, destroy

immediately (GRS 23, Item 6b(1l)

(2) If action/suspense copy is the file
incorporate it into the official files
23, Item 6b(2)).

‘$ﬁaa‘;ng and Control Records. Logs, registers, and other
recor hard copy or electronic form used to control or
document the s of correspondence, reports, or other
records that are au ed for destruction by the General
Records Schedules or a NA roved Agency schedule (SF

115).

DISPOSITION: Destroy when no longer needed (G
8).

$$n\;ng Aids or Indexes. Indexes, lists, registers, and
other 1ng aids in hard copy or electronic form used
only to pro access to records authorized for
destruction by the eral Records Schedules or a
NARA-approved Agency sc e (SF 115), EXCLUDING records
containing abstracts or other rmation that can be used
as an information source apart from related records.

DISPOSITION: Destroy or delete with the relate
or sooner if no longer needed (GRS 23, Item 9).

E‘Utpmeni_;nventory Files. Lists of nonexpendable
equipment s itle, location, cost, and value of
equipment.

DISPOSITION: Destroy 2 years after equl is removed

from Agency control (GRS 3, Item 9b).
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