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7. 
ITEM NO 

1. INSTRUCTORS' 

These files consist of material collected, 
maintained, and used by the instructors in the prepara­
tion and development of the course. Files contain 
reference t xts, case problems, manuals, publications, 
notes, training aids, and other related reference 
materials. 

Review annually. Destroy when course 
is cancelled or when reference item is superseded 
or obsolete. 

2. INSTRUCTORS' TRAINING COURSE FILE 

Case files maintained on each course conducted by 
the faculty. Files contain objectives, course outlines, 
procedures schedules, lesson plans, narrative of 
lectures, training aids, evaluations, general comments, 
and any other material pertinent for historical purposes 
This is the official documentation for each course. 

a. Operational, technical, scientific, lingual 
intelligence, courses 
and programs. 

b. Clerical skills, routine administrative or 
functional support, and managerial type 
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3. STUDENT HANDOUT MATERIALS 

Extra copies of material issued to each student 

attending a course. The materials include reading 

assignment, content of student kits, case studies, 

schedules, manuals, publications, and other related 

course materials. Items are held as supplemental 

distribution until issued. 


Review annually. Destroy when course 
is cancelled or materials are superseded or 
obsolete. 

4. END-OF-COURSE REPORT 

File consists of report for the Director of 

Training, class schedule, student roster, student 


of course, and any other related materials 

changes and modifications to the basic 


a. 	 Operational, technical, scientific, lingual, 
intelligence, or methoqs cofies • 

and programs. /. 	 d--..L-4� ÷ _
&:fl'Ü - û 

b. 	 >"""',,...... 
and managerial type 4functional support, 

5. 

Files consist of classified and unclassified 
training materials in hard copy form and indexed for 
sub$equent retrieval by instructors. Files contain 
les$on plans, live problem exercises, case studies, 
pam/hlets, manuals, publications, and other related 
course materials. (Course Instructors will complete 
Forip. 2836, Training Material Index Card, to accompany 
each different course item to be deposited into the 
training course library.) 

Upon cancellation of training course, 
the Course Instructor will review course related 
items deposited in the training course memory 
bank library and destroy those items no longer 
valid as references for the development of other 
future training courses. 

r..an 1rx.1--n.....'7t'l_Qt"I 



by 3-IV-106 
Page--3 __ 

of _3_pagea 

7 

. ..:...
Stancla..'11 FRevised November orm 

1951
No. 115-A 

Prescribed Oene,,al Services Admlolstmtlon Job No. -----
OBA Reg11õ202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuntion Sheet 

9
8 DESCRIPTION OF ITEM SAMPLE OR to

ACTION TAKEN ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

(We have previously preserved those items without 
recommended temporary dispositions as permanent in 
our Records Control Schedules. There is no existing 
precedent or GSA General Schedule item to support 
the permanent retention as a valid appraisal. We, 
therefore, request your appraisal and approval at 
this time.) 



   

 

 

   

 

 

 

  

 

 

 

Redactions have been made to this record control schedule pursuant to 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/ 

http://www.archives.gov/foia



