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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 
, (See Instructions on reverse) JOB NO. . · . . 

NC!-263-84-2 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHING"fQN, DC 20433 DATE RECEIVED 
1. FROM {AGENCY OR ESTA8LISHMENT) 11-07 -83

Central Intelligence Agency 
NOTIFICATION TO AGENCY -

2. MAJOR SUBDIVISION 

29-83
In acrn!dance with the provisions of 44 U.S.C. 3303a the disposal re 
�uest. including amendments. is approved except for items ihal may 
be stamped "disposal not approved" or "withdrawn" in column lO. 3. MINOR SUBDIVISION 

--

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

-1-,-1-%-:�C?-_ -~i A A - O,,e_._
I I 351-2853 {)uft> Archirist ,�{ tli(' U11iu·d S1"r,,., 

6. CERTIFICATE OF AGENCY REPRES_!::NTATIVE: 

I hereby certify that I am atithorized 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 8 page(s) are not now needed for the business of 
this agency or wi I! not be /needed after the retention periods specified. 
D A Request for immediate disposal. 

Ii] B Request for /disposal after a specified period of time or request for permanent 
n 

C. DATE E. TITLE 

83/10/20 Agenc Records Mana ement Officer
7. 

ITEM NO. 

1. 

115-107 

All PERMANENT items in this schedule are arranged 
chronologically and wil,lbe offered to NARS in 5 year 
blocks /when national ,S'ecurity considerations permit.

organizational Records - Below Office Level. 

DESTROY 3 y�ars after cutoff. Cut off at end of each 
calen:aar Y'�ar. Screen, transfer record copies of 
Diredto�ate or Office policy and procedural records to 
Offi6e'ievel and above organizational files. 

FOIA(b)3 - 50 USC 403g Section 6 of the CIA Act of 1949 

Administrati 

DESTROY 2 years 
calendar year. 

cut off at end of each 

THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL IN THE 
AGGREGATE - INDIVIDUAL ?ORTIONS ARE UNCLASSIFIED/ 

FOR OFFICIAL USE ONLY EXCEPT AS MARKED 

DECL OADR BY SIGNER CQNiI QliUJll'Ihr.i 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

NCl-263- 7-8 
Item lb CHANGE) 

NCl-263- 7-8 
Item 11 No Change) 
GRS 23-1 

WARNI G NOTICE 
INTELLIG NCE SOURCES 
OR METHO S INVOLVED 

STANDARD FORM 115 
Revised April, 1975 

Prescribed by General Services 
Administration 

FPMR (41 CFR) 101-11.4 



CUNBIDENTIAL 

Request fo·r Rec�rds Dispositio� Authority-Continuation JOB NO. 

7. 

ITEM NO. 

3. 

4. 

5. 

115-203 

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

Files. 

D STROY everything but biographic profile upon 

ca cellation of processing. DESTROY profile l year 

the eafter. If applicant is hired, transfer material 

personnel (soft) file. 

Informati n Accounting and control Files. 

a. purchase order files. 

DESTROY whe l year old. 

b. Library loan

DESTROY when 6 mo ths old. 

c. Standard distribution files.

(1) Top Secret collater 1, Top Secret and below

Codeword, and Restri ted Data document

distribution files.

DESTROY 5 years after do ument is downgraded, 

transferred outside the c trol area, or 

destroyed, or when superse d or no longer 

( 2) 

needed, whichever is later. 

distribution 

DESTROY when 2 years old or 

no longer needed, whichever 

Financial Accounting Files. 

a. Obligation and encumbrance documents.

DESTROY liquidated obligation and encumbrance 

documents after inspection by Audit staff. 

Data. 

or 

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

E!Otffl: 1'!lHHftI:: 
GPO: !975 0 - 579-387 

PAGE OF 
2/8 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263 77-8 

Item 12 (No Change) 

NCl-263 77-8 

Item 18 (No Change) 

NCl-263 77-8 

Item 18 (No change) 

NCl-263 77-8 

Item 18 (No Change) 

NCl-263- 7-8 

Item 16b (No Change) 

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

Administration 
FPMR {41 CFR) 101-11.4 



CON!' IDBNIIMt. 

Request fo; Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

5. 

115-203 

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

b. Machine reports.

( l) 

( 2} 

O�Obligation Activity Report. 

� 
DESTROY �hly reports when superseded by 
semi-annual eport. DESTROY semi-annual 
reports 1 year after close of fiscal year. 

Consolidated 

DESTROY when 

(3} Open Encumbrance Activity Report. 

DESTROY monthly reports when superseded by
semi-annual reports. DESTROY semi-annual 
reports 1 year after close of fiscal year. 

c. A 1 Purpose Obligation Document (APOD}.

as soon as verification information has 
orded in Open Obligation Activity Report. 

a. •G• Account iles.

DESTROY liquidat d obligation documents after 
review by Audit SE ff. 

e. •M" Account Files d Appropriations.

DESTROY documents after rev·ew by Audit staff.

f. Imprest Fund Files.

DESTROY l year after cutoff. 
of each fiscal year. 

at end 

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

@6HFID!3UTHtls 
GPO: Hl75 0 - 579•387 

PAGE OF 
3 8 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-8
Item 16c(l) 
(No Chan e} 

NCl-263- 7-8 
Item 16c(3) 
(CHANGE) 

NCl-263- 7-8 
Item 16d (No Change) 

NCl-263- 7-8 
Item 16e (No Change) 

NCl-263- 7-8 
Item 16f (No Change) 

NCl-263- 7-8 
Item 16g (No Change} 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



80H!?IDiUiU:i"tfs 

Request for Records Disposition Authority-Continuation JOB NO. 

6. 

7. 

8. 

9. 

115-203 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

,Chronological Files. 
\ 

a� .. Deputy Director for Intelligence Files. 
\ 

ERMANENT. 1952 to present. 48 cubic feet. 
A ual growth rate 5 cubic feet. 

b. Offic Directors Files.

than 5 years after cutoff. cut off 
each calendar year. 

c. Below Office level.

DESTROY no lat r than 3 years after cutoff. cut off
at end of each alendar year.

\ 

CIA Library Material on oan. 

Return to CIA Library when due or no longer needed. 

Items Released to and Received rom Foreign Liaison 
Officers. 

DESTROY 15 years after cutoff. cu off at end of 
each calendar year. 

Intelligence Publications Files. 

a. Record set and extra copies of component intelligenc
publications, monthly reviews, and annual reports.

(1) Production case Files.

PERMANENT. Prior to offer to NARS
with Item 7a(2) to assure complete
1949 to present. 1856 cubic feet.
growth rate 96 cubic feet.

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

r;ouir IDBH'fHtb 

GPO: l::'.375 0 - 579-387 

PAG� OF 
4/8 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263 80-3 
Item 1 (No Change) 

NCl-263 77-8 
Item 20 (No Change) 

NCl-263 77-8 
Item 23 (No Change) 

NCl-263 77-8 
Item 19a(l) 
(No Ch ge) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Request for Records Disposition Authority- Continuation 
JOB NO. 

7. 

ITEM NO. 

9a. 

10. 

115-203 

\ 
\ 

( 2) 

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

Record copy of finished intelligence 
publications, papers, or videotapes. 

PERMANENT. 1949 to present. 340 cubic feet. 
Annual growth rate 26 cubic feet. 

( 3 )'\:upplemental copies.

i¾sTROY 6 years after publication. 
\ 

b. Master Fi e for Publications.

c. 

d. 

e. 

DESTROY 6 
of each 

after cutoff. Cut off at end 

Project status lo\:

DESTROY 1 year aft� cutoff. cut off at end 
of each calendar yea

\ 

Dissemination files on il\aterials released to 
governments. 

\\ 
PERt-1ANENT. 1970 to presen� 11 cubic feet. 

\ . Annual growth rate less than�l cubic foot. 

Processing media. 

Reuse magnetic cards, scs after 
project is completed. 

\ 

foreign 

Intelligence Requirements Files. 

collectio\a. Files containing intelligence 
requirements, record of action taken, and al
other documents relating to these requirement .

DESTROY when action on requirement is completed
or cancelled.

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

eenN I,BUU Afs 
CPO · 1975 0 - 579•387 

PAGE 6F 

5/8 
9. 

10. SAMPLE OR 
JOB NO. ACTION TAKEN 

NCl-263 7-8
Item 19 2)
(No Cha e)

NCl-263- 7-8 
Item 19 (3) 
(No Chan e) 

NCl-263- 7-8 
Item 19 (No change) 

NCl-263-77-8 
Item 19 (No Change) 

NCl-263 77-8 
Item 19 (No Change) 

NCl-263 77-8 
Item 19 (No Change) 

NCl-263 77-8 
Item 22 (No Change) 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Request fo� Records Disposition Authority-Continuation 
JOB NO. 

7. 
ITEM NO. 

10. 

11. 

12. 

13. 

14. 

115-203 

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

Miscellaneous requirements and collection guides. 

\\ 
' DESTROY when superseded or no longer needed. 

\ 
\ 

\� 

overse�s support Files. 

\ 
PERMANENT., 1975 to present. 14 cubic feet. 
Annual gro�h rate l cubic foot. 

\ 
\ 

Graphics Master\.Files. 

DESTROY when obs��te or no longer needed. 

\ 
·\.

Maps and Charts Files.\,

a. 

b. 

Archives copy. \\ 

PERMANENT. 1965 to pre�pt. 22 cubic feet. 
Annual growth rate 15 cubic feet. 

\ 
\ ' '

File copy. \ 

DESTROY when obsolete or no lo\ needed. 

\ 

Map Procurement Files. 

a. Files contain copies of correspondence,
procurement of foreign maps and related g ographic
publications, and foreign mapping and dist 'bution
information.

DESTROY when superseded or no longer needed fo
reference.

Foreign map source files. 

DESTROY data on individual source when procurement 
action is com leted or 

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

PAGE OF 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-8 
Item 22b (No Change) 

NCl-263- 7-8 
Item 26 No Change) 

NCl-263- 7-8 
Item 29 No Change) 

NCl-263- 7-8 
Item 30a (No Change) 

NCl-263- 7-8 
Item 30b (No Change) 

Cl-263-7 -8 
tern 31a (No Change) 

Cl-263-7 -8 
tern 31b No Change) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



.------------------------------,--�------- -

e'elMP I Df!:l."IJI I AL 

Request for Records Disposition Authority-Continuation 
JOB NO. 

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

15. \ u.s. Antarctic Exchange Scientists Files.

16. 

17. 

18. 

19. 

115-203 

�ESTROY when no longer needed for reference. 

\\ 
Telep one Listings (On-Call Personnel). 

DESTROY\
\

en changes are made or listing is superseded.

Daily Log. 

PERMANENT. 19 5 to present. 3 cubic feet. Annual 
growth rate les than 1 cubic foot. 

Long Distance xerog�phy (LDX) Files. 

a. Organizational fil�

PERMANENT. 1975. 1 CU foot. 

b. General

DESTROY 2 years after cutof \"'
of each calendar year. 

c. Control and operating files.

DESTROY 1 year after cutoff.
of each calendar year. 

Press Files. 

a. Press Runs.

off at end 

DESTROY each day all material over 7 days old.

Four copies, inch1dlri9 original, to be submitted to the National Archives 

80Hl? 1BflHTHttJ 
GPO: !975- 0 - 579 .. 337 

9. 

SAMPLE OR 
JOB NO. 

PAGE OF
7 8 

10. 

ACTION TAKEN 

NCl-26 -77-8 
Item 3 (No Change) 

NCl-26 -77-8 
Item 3 (No Change) 

NCl-26 -77-8 
Item 3 (No change) 

NCl-26 -77-8 
Item 3 a (No Change) 

NCl-26 -77-8 
Item 3 b (No Change) 

NCl-26 -77-8 
Item 3 c (No Change) 

NCl-26 -77-8 
Item 3 a (No Change} 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



ee!U'IDENilAL 

Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 

ITEM N°'\. (With Inclusive Dates or Retention Periods) 

19. lb� Press Selects.

��STROY each day corresponding day of 

"�-
c. Mornirl� Press Highlights.

previous 

�-DESTROY 1 'month after cutoff. cut off at end 
of each mon�. 

congressional Bri�iles. 20. 

I JOB NO, 

month. 

�-PERMANENT. 1974 to presen� 22 cubic feet. Annual 
growth rate 3.5 cubic feet. '

-,,_
"'-, 

21. 

22. 

23. 

115-203 

congressional Liaison Files. 

DESTROY 5 years after cutoff. cut off at end of 
each calendar year. 

Professors and Placement Officers of Selected Colleges. 

DISCONTINUED. Files destroyed. 

Briefing Program File. 

DISCONTINUED. File destroyed. 

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

@9HFIH8U'!Fih!s 
GPO: 197:1 0 - 579•387 

.- PAGE OF 

8/8 
9. 

10, SAMPLE OR 
JOB NO. ACTION TAKEN 

NCl-263- '7-8 
Item 38b (No Change) 

NCl-263- 7-8 
Item 38c (No Change) 

NCl-263- 7-8 
Item 39 No Change) 

NEW 

NC1-263-i7-8 
Item 33 (CANCEL) 

NCl-263-77-8 
Item 40 (CANCEL) 

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/



