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@8HFISBH'IIftb 
REQUEST FOR RECORDS DISPOSITION �-UTHORITY LEAVE, •BLANK 

(See Instructions on reverse) JOB NO 

NCl-263-84-1 
TO. GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGIQN, DC 20408 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) October 12, 1983 

Central Intelligence Agency NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

Ir: c1ccord;ince witli the Drovisions of -14 U.S.C. 3303a the disposal re 
34-83 quest, 1nc!ud1ng amendments, is awoved except tor items that may 

oe stamped "disposa! �ot approved" or "withdrawn" 1n column 10 3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 
\._Q. �• 1qss ,,1Ra.. 

I 351 2853 'I (:)11· I, _Q1rchi1·i.11 <!( th(' Unirnf Stat('.1 

6. CERTIFICATE OF AGENCY REPRI SENTATIVE 

I hereby certify that I am uthorized to act for this agency ;n matters pertaining to the disposal of the agency's records;
that the records propose for disposal in this Request of 8 page(s) are not now needed for the business of 
this agency or will not bE needed after the retention periods specified. 

□ A Request for i 'nmediate disposal.

\J B Request for ::lisposal after a specified period of time or request for permanent
"' 

C. DATE E. TITLE 

3109129 /· Aaencv RecArr\s
7. \�

�
°ION OF ITEM 

ITEM NO. (With !nclusi ates or Retention Periods) 

All PERMAN! 
�

n this schedule are arranged 
chronolog i1 ill be offered to NARS in 5 year 
blocks whe• security considerations permit. 

FOIA(b) (3) - 50 USC 3507 - CIA 

1. Agency Directives Program case Files. 

a. Case file on HR's, FR' s, HN's, FN's, HHB's,
and FHB' s.

PERMANENT. Cut off at end of 6 months and
microfilm. Verify microfilm as an acceptable
substitute based on FPMR 101-11-5, and destroy
paper copy of case files. The diazo copy of the
microfilm is used for reference. 1946 to present.
20 cubic feet. Annual growth 2 cubic feet.

THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL 
IN THE AGGREGATE - INDIVIDUAL PORTIONS 
ARE UNCLASSIFIED/FOR OFFICIAL USE ONLY 

115-107 

DECL OADR BY SIGNER 89Hl? I1313�iflf I?ds 

,.,,,,c .c; ,... -

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263-7; -3
Items 43a and b
GRS 16-lb 
Deviates l rom 

GRS 16-la 

21 items 

WARNING NOTICE 
INTELLIGE� CE SOURCES

OR METHODS INVOLVED

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMA (41 CFA) 101 .:.11.4 
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• 

GOHP:EB�hl±AL 

Request for Records Disposition Authority-Continuation I JOB NO. 

7. 

ITEM NO. 

1. 

2. 

3. 

4. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

b. Employee Bulletins case files.

DESTROY when 18 months old, or when no longer
needed for reference, whichever is sooner. 

c.�tesy copies of proposed issuances.

Incorporate w1 tern la above when request 
is formally initiate. If not formally 
initiated in 3 years, DEST.,v..,..,..__ 

d. �p.1.,mental Distribution files.
--

-----

Ho 1 d a diminishing �moer--�_an c e
with schedule established for each� 

e. -=-- ,, .L-rv manuscript files.-

DESTROY upon printing of regulatory 

�ncy Directives Index Files. 
-----

DESTROY�� when publication is superseded or 
become; �b;�.

Agency Directives Control Cards Files. 

DESTROY 6 months after final action on the issuance 
or earlier if no longer needed for reference. 

nirectives Distribution Control Files. 

DESTROY when no longer needed for. 

Four copies, Including original, to be submitted to the National Archives 

98Hf!DLNIIAL 

GPO: 1975 0 - 57S-387 

PAGE OF 

2/8 
9. 

10. SAMPLE OR 
JOB NO. ACTION TAKEN 

NCl-263- 7-3 
Item 43c (CHANGE) 

NCl-263- 7-3 
Item 43e (No Change) 

NCl-263- 7-3 
Item 43f (No Change) 

NCl-263- 7-3 
Item 43g (No Change) 

NCl-263- 7-3 
Item 44 No Change) 

NCl-263- 7-3 
Item 45 CHANGE) 

NCl-263- 7-3 
Item 46 No Change) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by Genera! Services 

Administration 
FPMR (41 CFA) 101-11.4 



CONEIDENl!Hh 

Request for Records Disposition Authority-Continuation I JOB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

5. Agency-FOi-ffiS .l4anagemellt. Pr0gr8.m FileS�

a. Forms management case files.

DESTROY when related form is obsolete, superseded,
or rescinded.

-
b. Forms comp\l_ter listings.

---

DESTROY upon rec��;�-�pd�

6. '1.oency Micrographics Management Program Files.

7. 

8. 

a. Mi��pplications case files.

DESTROY 3 years a er application is
obsolete or supersede

b. -,l'icr-og.r.a12.,hic equipment inventory computer listings.
---------------

DESTROY when super�s�e�d�e�d!tb�yrrntte�w;r""'ti,s-t,.'L'-�,Ng_,__ 
-

Agency Records Holdings Files. 

DESTROY when 3 years old. 

Agency Records Disposition Management Program Files. 

a. Record copy of approved Agency Records Control
Schedules (Forms 139 and 139a).

PERMANENT. 1954 to present. 8 cubic feet.
Annual growth less than 1 cubic foot.

115-203 Four copies, lncludirig orlglnal, to be submitted to the National Archives 

80UFiD8Uii:? !!I 

G!'O: tn75 O - 579-387 

•­

SAMPLE OR 
JOB NO. 

PAGE 0
318 

10. 

ACTION TAKEN 

NCl-26, -77-3 
Item 4· a (CHANGE) 
Deviat,s from 
GRS 16- 4a 

NCl-26 -77-3 
Item 4' b (No Change) 

NCl-26:-77-3 
Item 4 a (No Change) 

NCl-26 -77-3 
Item 4 b (No Change) 

NCl-26:-77-3 
Item 5; (CHANGE) 
GRS 16-6a 

NCl-26 -77-3 
Item 4(a (No Change) 
Deviat, s from 
GRS 16-3 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



CONE IlSBHTiillfs 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

s. 

9. 

10. 

11. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

b. ------in,pltcate of approved Request for Records
Dispo-;;It1:oo. . .z,uthori ty ( SF-115) maintained with

·��----Item Sa above. ·-
...______ 

------

DE STROY when corresponding Reel) Control 
Schedules (Form 139 and 139a) are 
by NARS. 

Records Management Files. 

DESTROY when 6 years old. 

Agen:cy-V.it.al Records control Schedules. 
-..._ ____ 

--

DESTROY when superseded by� 

Archives and Records center Maintenance Files. 

a. 

b. 

c. 

Sp e locator files. 

System aintained as long as AARC exists. 

Service 

DESTROY mation on form is
recorded in manage nt information system. If

information on form not recorded in system,
DESTROY form when 2 s old. 

Accession and disposition re ster. 

PERMANENT. 1948 to present. 3 bic feet. 
Annual growth less than 1 cubic fo t. 

d. Record locator files.

Transfer to Item llf below when the job is
destroyed or transferred.

Four copies, lncludlrig orlglnal, to be submitted to the National Archives 

eaHFI19BUTihD 
Gl'O, tn75 O - 579-387 

9. 

SAMPLE OR 
JOB NO. 

PAGE ·oF 

4/8 

10. 
ACTION TAKEN 

NCl-263 77-3 
Item 48 (No Change) 

NCl-263 77-3 
Item 52 (CHANGE) 
GRS 16- 1 

NCl-263 77-3 
Item 49 (No Change) 

NCl-263-77-3 
Item 50a (No Change) 

NCl-263- 7-3 
Item 50e (No Change) 

NCl-263- 7-3 
Item 50b (No Change) 

NCl-263- 7-3 
Item 50c (No Change) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



eemFIISBHIIftb 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

11. 

12. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

e. Records organizational files.

D troy duplicate material and transfer
rem ·nder to Item llf below when action
is co leted.

f. Disposal J b files.

PERMANENT. 1 48 to present. 60 cubic feet.
Annual growth cubic feet.

g. Disposal tickler fil s.

h. 

i. 

DESTROY when dispositio is completed. 

Supplemental distribution lo ator and inventory 

DESTROY card when supplemental stribution 
item is obsolete, rescinded, or e ired.

Preliminary inventories.

PERMANENT. 1948 to present. Less than 1 ubic 
foot. Annual growth less than 1 cubic foot. 

Agency Top Secret Control Program Files. 

a. Current inventory listings.

DESTROY when superseded or obsolete.

b. Top Secret Control Sheet.

DESTROY 10 years after cutoff. Cut off at the 
end of each calendar year. 

file 

Four copies, lncludlrig original, to be submitted to the National Archives 

CONE ±Dtth Iftb 

(;1•0: 1975 () - 579-387 

. 

9. 

SAMPLE OR 
JOB NO. 

PAGE OF 

5/8 

10. 

ACTION TAKEN 

NCl-26 -77-3 
Item 5 f (No Change) 

NCl-26 -77-3 
Item 5 h (No Change) 

NCl-26 -77-3 
Item 5 g (No Change) 

NCl-26 -77-3 
Item 5 i (No Change) 

NCl-26 -77-3 
Item 5 j (No Change) 

NEW 

NCl-263 79-1 
Item 13 (CHANGE) 
Deviate from 
GRS 18- a 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



eBHFI!S�U!fAL 

Request for Records Disposition Authority-Continuation I
JOB NO 

7. 
I 

ITEM NO 

13. 

14. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Agency-Information security Program Files; 

a. Record copies of written delegations of
classification and declassification authority.

DESTROY 50 years after cutoff. Cut off at the
end of each calendar year.

b. Record copies of Agency approved waivers to the
portion marking requirement for classified
documents.

DESTROY when superseded or obsolete. 

c. Directorate classification guides.

PERMANENT. 1979-1982. Less than 1 cubic foot.

Agency Classification Review Program Files. 

a. Classification review guidelines.

PERMANENT. 1977 to present. Less than 1 cubic foot.
Annual growth less than 1 cubic foot.

b. Agency systematic review program files.

DESTROY when no longer needed for reference. 

c. DCI retention of classification files.

DESTROY when 30 years old. 

d. Manuscript review files.

DESTROY when final action taken, or when no 
longer needed for reference, whichever is later. 

Four copies, Including original, to be submitted to the National Archives 

@OHF1B8HT12trl 

Gl'O: 1975 0. 579-387 

9. 

SAMPLE QA 
JOB NO. 

NEW 

NEW 

PAGE OF 

6/8 

10. 

ACTION TAKEN 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFA) 101-11.4 



80NFlDDHTL\Es 

Requesl"for Records Disposition Authority-Continuation 
I

JOB NO. 

7. 

ITEM NO. 

14. 

15. 

11S-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

e. Foreign relations of the U.S. manuscript files.

DESTROY when final action taken, or when no
longer needed for reference, whichever is later. 

Agency FOIA/PA/EO Program Files. 

a:'\.orA/PA/EO request case files. 
' 

'·, 
(1) Wlle{l granting access to all requested records

and ll"!formation or when responding to requests
for infqrmation believed to be nonexistent, to

requeste who provide inadequate descriptions,
or to reque ters who fail to pay Agency fees.

(a) Requests not pealed.

DESTROY 2 years a ter date of final
Agency reply.

(b) Requests appealed.

DESTROY 10 years after final action
by the Agency or final adjudication
by the courts, whichever is later.

(2) When denying access to all or part of requested
records. 

Four copies, including origlnal, to be submitted to the National Archives 

co�ar: ID B�ilT In Es 

9. 

SAMPLE OR 
JOB NO. 

PAGE OF 
7/8 

10. 

ACTION TAKEN 

NCl-263- 7-3 
Items 30 ( 1) & 
(2), 36a 1) & 
& ( 2) (Nb Change) 
NCl-263- 9-3 
Items la l)(a) & 
(b) (No "hange)
GRS 14-1 a(l),
GRS 14-1 •a( 2) (a),
GRS 14-2,a(l),
GRS 14-2 a(2)(a)

NCl-263-"7-3 
Item 30b (CHANGE) 
NCl-263-"9-3 
Item la(I) (CHANGE) 
Deviates from 
GRS 14-1 a(2)(b), 
GRS 14-1 a, 
GRS 14-21a(2)(b) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by Genera! Services 

Administration 
FPMR (41 CFA) 101-11.4 



I 
I 

@CtifIDDU'.FL.J& 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 

15a(2) 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

(a) �est not appealed.

"-,,
DESTROY ears after date of final 
Agency reply. 

(b) Requests appealed.

DESTROY 10 years after final action by the 
Agency or final adjudication by the courts, 
whichever is later. 

b. FOIA/PA reports.

(1) Annual reports at the Agency or Directorate
level.

( 2) 

PERMANENT. 1974 to present. Less than l cubic
foot. Annual growth less than l cubic foot.

r reports. 

DESTROY when ears old or sooner if no longer 
needed for admini 

c. FOIA/PA/EO requests control files.

DESTROY when FOIA/PA/EO activity is discontinued.

d. IPD chrono file.

DESTROY 2 years and 6 months after cutoff.
Cut off at the end of each calendar year.

Four copies, Jncludlrig original, to be submitted to the National Archives 

@cur I ]UIU�Ihfs 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-3 
Items 30 (3) & 
36a(3) ( o Change) 
GRS 14-1 a(3)(a), 
NCl-263- 9-3 
Item la( )(c) 
(No Chan e) 
GRS 14-2 a(3)(a) 

NCl-263- 7-3 
Item 30b (CHANGE) 
NCl-263- 9-3 
Item la( ) (CHANGE) 
Deviates from 
GRS 14-1 a(3)(b), 
GRS 14-1 a, 
GRS 14-2 a(3) (b) 

NCl-263- 7-3 
Items 27 & 29a 
(No Chan e) 
Deviates from 
GRS 14-1 a, 
GRS 14-2 a 

NCl-263- 7-3 
Item 29b (No Change) 
GRS 14-1 b, 
GRS 14-2 b 

NCl-263- 7-3 
Item 32 (CHANGE) 
Deviates from 
GRS 14-1 , 
GRS 14-2 

NCl-263- 7-3 
Item 37 (CHANGE) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3) with 
the corresponding statute 50 USC § 3507 (Previously  50 U.S.C. § 403g, Section 6 of the Central 
Intelligence Agency 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/



