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Public Use Version : CIA {RG 263} Flexible RCS - Tempoarary 3 Year Serles
' (U} Flexible Records Control Schedule
(U} 3 Yaar Ratention
(U} Background:

{U} Per the requirements of 36 Code of Federal Reéulations {CFR} Subchapter B, the Central Intelligence Agency (CIA or Agency} is requesting
that the National Archives and Records Administration (NARA} grant records dispasition authority to Recard Group 263 for Its Flexible Records
Control Schedule (RCS}. The Flexible RCS streamlines CIA's existing disposition authorities by aligning to business functions and cansolidating
identical or similar retention periods. The Hexible RCS also incorporates new functions or updated descriptions, as appropriate. ClAls
requesting new dispasition authorities for the items in the Flexible RCS, which will be Implemented at a future date after receiving approval from
NARA.

{U} Serles: Temparary 3 Year (3}
{U} Disposition Instructions: TEMPORARY - FOR DISPOSITION INSTRUCTIONS, SEE EAC ITEM LISTED IN THE ATTACHED SCHEDULE.

{U} application of Disposition instructions: Thedisposition instructions for the 3 Year Series apply to recordkeeping copies eavered by the
subsequent items. The dispasition instructions do notapply to duplicate or reference copies, which may be destroyed when no longer needed
orobsolete. Dependent upon the type of record, records will be cutoff at either the end of the calendar year or fiscal year unless otherwise
indicated. Unless a specific medium for a specific series is identified in the description, all items in this schedule are to be considered media
neutral (e.g., paper, electronic, or other formats).
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Public Use Version UNCLASSIFIED
CIA {RG 263) RCS Temporary 3 Year Series

Item Desaription

31 Communications Records

3-1a Technical and Scientific Test Data.
Disposition: Destroy after 3 years or when no longer needed whichever is sconer

32 |open Source Center {OSC) Records

3-23 Requirements for Monitoring records. Records containing lists of requirements far monitaring open source, multi-format foreign broadcasts.
Disposition: Destroy after 3 years

33 Human Resources Records

3-3a Vacancy notice records.
Disposition: Destroy after 3 years or when no longer needed whichever is sconer

3-3b  |Applicant records.
Disposition: Destroy after 3 years

3-3¢ Informal notes and wark sheets of the Career Service and Sub-Group Boards and Panels.
Disposition: Destray after 3 years or when no longer needed, whichever is sooner.

3-3d Performance Im pravement Plans.
Disposition: Destray 3 years after em ployee separation.

3-3e |General and Dependent Casualty Recards.
Disposition: Destroy 3 years after case clasure.

3.3f Medical Disability Retirement Requést records.
Disposition: Destroy 3 years after case closure.

34 Information Control Records

3-4a Media Production Records.
Documentation and other materials associated with the development of media products.
Disposition: Destray after 3 years or when na longer needed whichever is sconer

3-5 |information Management Records

3-5 Por tion Marking Waiver records. Recard copy of Agency approved waivers ta the portion marking requirement for classified doouments.
Disposition: Destray after 3 years ar when no longer needed/obsalete whichever is longer

3-Sb

Fareign relations of the WS. (FRUS) manuscript recards. Correspondence with the Department of State relating to the review of manuscripts in the FRUS
series. i
DisPasition: Destrov 3 years after manuscript finalized.
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Public Use Version UNCLASSIFIED .
CIA (RG 263) RCS Temparary 3 Year Series

36 |ln tel'-hence Collection and O perational Records
3-6a |Intelligence Requirement Pracessing Records. Requirements levied an the various intelligencexollectarsthraoughout the Intelligence Gommunity.
Disposition: Destroy after 3 years
3-6b Technical Input Data Records.
Disposition: Destroy after 3 years
3-6¢ Foreign map source records.
Disposition: Destroy after 3 years or when entity is no longer providing maps whichever is longer
3-6d Operational Interest records:
-Information relating to individuals of interest.
-Correspondence from U. S. government/military entities on their activities.
Disposition: Destroy no sooner than 3 years but no later than 10 after na interest.
3-6e Arms Control Inspection - Support Files
IDisposition: Destroy no sooner than 3 years but not iater than 30 years after thereport date.
3.7 |uaison Records
3-7a  [Analytic Outreach recards. Infarmation on prafe ssional contacts far the purpose of developing expertise and attaining unclassified insights.
Disposition: Destroy 3 years after contact ended or when no longer needed, whichever is later.
3-7b Foreign Gifte and Declarations records. Correspondence and reports relatingto foreign gifts and declarations presented to Agency personnel. Includes
annual natification, by statute, ta the De partmen tof State that publishes a list in the Federal Register of all foreign gifts received.
Disposition: Destroy no sooner than 3 years, but not later than 10 years after notification of gift receipt.
38 Loglstics, S pace and Malntenance {Includes equipment and stores)
3-8a  Test Evaluation Data Records.
Disposition: Destroy no later than 3 years after equipment disposed or when no longer needed.
3-Bb Technical Services Field Support Records.
[Disposition: Destroy after3 years. ) ¥
39 Medkal Records
3-9a Narcotic O records. Used ta recard the receipt and expenditure of all prescribed narcotic drugs.
Disposition: Destroy no sooner than 3 years, but not later than 10 years.
310 Ins pector General Reports
3-10a Office of inspector General reports and surveys. Component coples of reports and related correspondence.

Disposition: Destroy after 3 years or when no longer needed whichever is sooner
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Public Use Version UNCLASSIFIED
CIA (RG 263) RCS Temporary 3 Year Series

311 [Posters

3-12a |Routine Posters. Posters relating to routine events and subjects comman to most agencies, Induding health and safety education programs. Includes
poster production materials
Disposition: Destroy after 3 years or when no longer needed whichever is sooner

3-12  |[security Records

3-12a |COMSEC Security Support Records.

Disposition: Destroy after 3 years

3-12b Environmental and Safety Staff Installation records.

Disposition: Destroy 3 years after farility closes or when no longer needed whicheveris sooner

3-12c [Security clearance far |limited access records. Name checks, security reliability determinations and short term approvals for limited (less than one year for
1each clearancerequest) access to Agency facilitlesror classified infarmation.

Disposition: Destroy after 3 years or after last action whichever is longer

312d |External attorney support records. Infarmation on external attameys cleared for use on classified projects.

Disposition: Destroy3 years after clearance is canceled.

3-12e |Badge records. Records on employees, Federal Pratective Officers, and visitor-no-escort contractors who have been issued badges.
Disposition: Destroy3 years after employee separated or when no longer needed whichever is sooner

3-12f |Cryptographic Inventory Records. Records include inventaries, documents faor accountability, transfer and destruction of cryptographic
materials/equipment.

Disposition: Destroy no sooner than 3 years, but not later than 10 years after materiaVequipment is destroyed.

3-12g |The Financial Disclosure Form (FDF) records. Financial Disclosure Forms are required by Executive Order 12968.

Disposition: Destroy 3 years after employee or contractor separation.

3-13  |[Tralning Reeords

3-13a Language program records. Includes employees enrolled in language programs.

Disposition: Destroy 3 years after training completion
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Redactions have been made to this record control schedule pursuantto 5 U.S.C. 552(b)(3)
with the corresponding statute 50 U.S.C. 403(g), Section 6 of the CIA Act of 1949 which
protects from disclosure the “organization, functions, names, official titles” of the CIA
and/or Exemption 6, personal privacy. You will need to submit a Freedom of Information
Act (FOIA) request to the Office of the General Counsel for the withheld information.
Information on how to file a FOIA may be found here:

http:/ /www.archives.gov/foia/






