
RE~~ESTFORRECOalSPOSlTlON AUTHORITY
 
(See Instr~s on reverse)
 

NCl-306-79-5TO: GENERAL SERVICES ADMINISTRATION, 
__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E-,-, _W_A_SH_IN_G-T_ON-',_D_C_2_04_0_B __ --I DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT)
U.S. International Communication Agency 

2. MAJOR SUBDIV!SION. 
3. MINOR SUBDIVISION 

Television and Film Service 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEl. EXT. 

Samuel	 D. Staton II 724-9783 
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 7 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. 

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

C. DATE D. SIGNATURE' OF AGENCY REPRE,;TATIVE E. TITLE 

1/12/79 Harrison L. Davis~)'~~~	 ~hief, Message Center and Records Branch 

7. , 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

1.	 Motion Picture Films, Video Tapes and kinescope films
 

released and used in the Agency's program •.
 

Current catalogue 1S reviewed semi-annually by PGM/T
 

retirement committee to identify titles to be retired from
 

program. Retired titles are offered to National Archives.
 

a.	 Titles accepted by National Archives: rC-306-76-2 

Transfer to Audiovisual Archives immediately. ~tem l~O}~ 

Current Volume: /If~ ")./117 ,"4/)l.p, (--r, J.J,-(j) 
Annual Accumulation:I1A"'1I1 JIJ{) t~ f" $"41- N".oil ,)~e 7 

b.	 Titles refused by National Archives: Destroy 

immediately. Degauss video tapes for reuse. 

2.	 Title Control Files - Containing certificate of completion;


Rights Certification; script; synopsis, circular announce~ent
 

and copy of contract.
 

A()~Remove	 from active file when related film 1S retired from .;-,1'. 16f 
program.	 ~/6j 

a.	 For films accepted by National Archives, transfer u 
STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-107 



I 
Standard J<'or:rnNo. lISa. 
Revised November 1951 ItPrescribed by General Services Administration	 Job No. _ Pagl -----''---GSA Reg. 3-IV-10B 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

2 cont.	 file to Archives with related film. 

Current Volume: t9',~Jr~ t~ I~ 
Annual .Accumulation: II'.~j (,11· 1, 

b.	 For films not accepted by National Archives
 

destroy file immediately.
 

3.	 Working files maintained by Production 

lab work orders; copies of procuremen WITHDRAWN 

docu ents; cost summaries; copies of contracts; travel 

docume tat ion; scripts; correspondence; facilities reques 

perform releases; etc. relating to production of movies, 

video tap news coverages and facilitatives. 

Place nactive file when completed. Destroy


3 years af er close of year ~n which completed.
 

4.	 - Contain resumes, evaluations and 

letters s, writers, cameramen, editors, WITHDRAWN 

graphic artists and 0 hers. 

Review annually. when contractor ~s no
 
longer available.
 

1'10~5.	 Administrative Files - correspondence and subject ,'if, It>'Jr 
files of non-policy or dural nature maintained 

WITHDRAW~by various elements of
 

administration and operation of Included
 

are correspondence, copies of trave vouchers, cables,
 
reports, publications and supporting pers pertaining
 

to fiscal (budget-related)
 

operational matters.
 

Destroy 3 years after close of year in 

6.	 Budget Files maintained by Administrative Offi 

by project number and fiscal year - WITHDRAWN 

purchase orders, obligations, etc. 

Destroy 3 years after close of fiscal year in
 

completed.
 

Foal' copie., including original, to be subndtted to the National Archives aucl Records Service 16-59428-2 GPO 



__ 

'-, \or ' 

'.Standard Fozrn. No. 115a 
Revised November 1951 
Prescribed by General Services Administration

• • Job No. _ Page:-- 3 
GSA Reg. 3-lV-106 

of_7_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

9. 
SAMPLE OR 

7. 8. DESCRIPTION OF ITEM to. 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

7. Maintained in Administration Office -
Co tain requisitions, bids received, copies of contracts 

pa ent schedules, correspondence with contractors, 

prod tion authorizations, etc. 

WITHDRAWN 

Transfer to Records Center 3 years 

Destroy when related production IS 

program. 

8. 

• 
Acquisition 

contains purcn se 

schedules, etc. 

maintained In Administrative 

orders, licensing agreements, 

Office 

payment WITHDRAWN 

Destroy when 

renewed; when 

worn out. 

agreement 

'lm is retired 

expires and 

from program 

IS 

or 

not 

IS 

9. Distribution and ile - Film distribution records 

pertaining to overseas tribution and sales of motion 

picture films - includes s atistical reports and l~-StsJ 

shipping notices and records maintained by PGM/T 
showing countries to 

quantities placed in 

sent, film sizes and 

a. Film license 

Destroy when of no 

reference value. 

I! 

WITHDRAWN 

b. All other material: 

Destroy 2 years after In which crea ed. 

10. Film Loans - Routine correspondence regar ing loan of mot 

picture films, film strips or sound recordl gs, EXCLUDING 
correspondence involving special restriction 

these materials or relating to litigation 

Destroy 1 year after close of year in 

on 

~~~. ,I
711 ~ 

ghts. 

I WITHDRAWN 

11. 

Destroy 2 years after close of year in which 

Print Requests - Routine correspondence and 

pertaining to requests for prints of motion 

including presentation prints. 

create • 

WITHDRAWN 

Four copie., including original, to be sublnitted to the Nationa1llrchives and Records ~ervice 16-59428-2 GPO 



4 

, . 
Standard Fonn No. 115a " 
Revised November 1951 
Prescribed by General Services Administration 

•	 .' Job No. _ Page _
GSA Reg. 3-IV-106 

of __ 7_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 to,
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO. 

12.	 outine requests and notifications - Includes screening 

r~ uests,and schedules, recording notifications, requests 

fo \atalogues fac ilities, etc. 

D stroy	 1 year after close of year ~n which created. 

13.	 Video e Title Cards - Maintained by PGM/TOLS. 

year after tape is degaussed. 

14.	 Program Title Cards - Receiving records maintained by
PGM/TOLS. 

Destroy 1 ye r after related material ~s removed 

from PGM/TOLS 

15.	 Screening Print and 'deo Tape 

Maintained by PGM/TOL 

Destroy when relate 

16.	 ) Promotional Material - IncI des 

descriptions, photographs 

Destroy 2 years after	 clos 
or created or when related 'lm is retired from 

17. Evidence of Effectiveness - Records ocumenting effective ess 

Title Record Cards -

~s removed from Library. 

such material as brochure 

etc. 

of year in which received 

of motion picture films or video tape 

reports; criticisms; commendations; pre 

less ,/'1" P,']. til f, 

statistical summaries of showings and 

Break file annually. 

5 years after break. 

Transfer to 

Current Volume: /loll ("1. 
Annual Accumulation: 

including: evalu tions; 

s clippings; and 

al Archives 

18.	 Policy Working Files - Records maintained 

taining correspondence and background material on 

PGM/T productions. DOES NOT· include records with 

impact or of historical value. 

Destroy 2 years after completion of related program. 

Foar copie., including original, to be submitted to the National Archives and Records Se:l'vice 

WITHDR,W/N 

WITHDRAWN 

WITHDRAWN 

WITHDRAWN 

WITHDRAWN 

WITHDRA\'ii/ 

WITHDRAWN 

16-59428-2 GPO 



__

Standard Fonn No. lISa 
Revised November 1951 

" 

Prescribed by General Services Administration 

•	 • Job No. _ Page 5
GSA Reg. 3-lV-lOG 

of_7_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. 

19.	 Reports 
WITHDRAWN 

From PGM/T Division to PGM/T Director:
 

Destroy 3 years after close of year in whLch subm tted.
 

From Director, PGM/T to Director, USICA: 

ransfer to National Archives 3 years after close 

in which submitted. 

Current 

20.	 Acquisition Tit e Files ·M,a111.t-ained-by~~{'fb.-::;JFileson 

every film progra screened, whether or not actually WITHDRAWN 

accepted by Agency contain PR material, background infor-
mation, e, distribution documents, etc. 

a. 

film ~s retired fro 

Agency program. 

b.	 For programs NOT
 

Destroy 7 years afte initial screening.
 

21.	 Circulars File Maintained by PG /TA - Contains circulars 

for all acquired Loan Library and Worldw de 
WITHDRAWN Circulars. 

Screen annually and destroy all uplicates when 5 yea s 

old. Retain 1 copy for reference and destroy when of no 

further reference value. 

22.	 Film Festivals and Awards File Y PGM/TA - Rec rds 

document~ng Agency participation in film fe tivals and po icy f 

WITHDRAWN 
relating to decision to participate, as well as records 0
 

any awards received.
 

a.	 Final reports and supporting documents:
 
Transfer to National Archives 5 years aft
 

of festival.
 

Current Volume: II t, f"',
 
Annual Accumulation: ;.t.t. f1
 

b.	 Routine correspondence and general background 

Four capie., including original, to be sublllitted to the National Archives and Records Sel'vice 16-59428-2 GPO 



6 

, ' 

Standard Form. No. 115a 
Revised	 November 1951 
Prescribed

" 
by General Services Administration

e	 • Job No. _ Page _ 
GSA Reg. 3-IV-I06 

of ---?- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

22 cont.	 information, as well as administrative records; 

Destroy 3 years after close of festival. 

Records documenting film and television events in 

Eastern Europe and in the Peoples' Republic of Ch'na: 

Transfer to National Archives 8 years after close of 

estival. I 
Current Vo ume:	 ().L' I,~b'~t 'IJ .Lpn IV 

lation: .4~SS ..,." 

a. 

s after close of year 1n which 

created. 

b.	 Precedent materi 1: 

Destroy 5 years a er l.?epealoCPL--89'·:634".of 1966'--~---- -. ~c:=--~--.--
24. Certificate Files -	 by PGM/TA Containing th 

WITHDRIIWNofficial government document r the Beirut Agree ent
 

pertaining to export or import motion picture, slides, film strips, :
 
charts, etc., as cultural or educ tional documents.
 

Break annually. Records Center 3 

years after break. Destroy s after termination 
of Beirut Agreement. 

25. Records of the Committee	 Materials for WITHDRAWN 
Distribution Abroad: 

a.	 Agenda and minutes of meetings of 

on Attestation. 
Transfer to National Archives 5 years of year
in which meetings were held. 

Current Volume: 16 binders, 8~ x 12 x 4 inches
 

Annual Accumulation: 1 binder, 8~ x 12 x 14 inches
 

b.	 Sub-Committee on Film Festivals:
 

Transfer to National Archives 5 years
 

year in which meetings are held.
 

Four copie., including original, to be subnu.tted to the National Archives and Records Service 16-59428-2 GPO 

http:l.?epealoCPL--89'�:634".of


1 , ~ • 

"	 Fozrri No. 115a Standard 
Revised	 November 1951 
Prescribed by General Services Administration

•	 • Job No. _ Page....,.-_7__ 
GSA Reg. 3-IV-106 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

25 cont. urrent Volume: 10 binders, 8~ x 12 x 4 inches
 
WITHDRAWN
Accumulation: 1 binder, 8~ x 12 x 4 inches 

26.	 - Preprint, correspondence with vendors or 

offices.	 WITHDRAWN 

a.	 of the Chief, PGM/TN, New York: 

no further reference or adminis-

b. ta~n~ng to titles which have been trans-
he National Archives or destroyed: 

Destroy of no further reference or administr tive 

value. 

c.	 Copies in other 

Destroy 1 year aft r close of fiscal year ~n 

which issued. 

27. Film Cost	 Estimates, Foreign Release Print 
WITHDRAWNOrders and Answer Print 

a.	 Files in Office 'of New York: 

Destroy when of no rence or administr 

value. 

b.	 Copies ~n other office: 

Destroy 1 year after close ~n /tIoA 
which created. ,~tfllbft) 

28. Stock Shot Cards - Index cards maintained ~n	 WITHDRAWN/YIo!iNew	 York Library. 'f5'f./bJ., 
Destroy when related material is destroyed or 
transferred to National Archives or when of no -Cd' 

+---1:tlrt--h-e·r-r-e.f-er-emce-va-lue7.---------------~ 

)/~7Jt: -J_ I	 '). N"/ A. ~1re-r"C V(P/V~ts /luIUiJ..,et/ I n I"'~HI} 'Jl II
,f IVA)..,.. WII (J,.V4n7UA!,f lJe tlff4-Y'tII- ~ w "..,wJ/,
~tlIlf7e/, -rAt. 1i)'7&YY'/IIMe IS .J,{f,tll/'f.J If (1"" Irtf 
rro tt:.$7/J?th7b ..,"'rh /I)1( Atf.flY'ilt;' 

Four copie., including original, to he submitted to the National Archives and Records Service 16-59428-2 GPO 

1 


