
eenn DrlHTUm 

REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

'(See Instructions on reverse) JOB NO. . 

NCI -263-84-5 

TO: GENERAL SERVICES ADMINISrRATION, 
NATIONAL ARCHIVES ANO RECORDS SERVICE. WASHINGlQN, DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTAt3LISHMENT) 12-08-83
Central Intelligence Agency NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with t�e provisions of 44 U.S.C. 3303a the disposal re· 11-83 quest, including amendrneMs, is approved except for items that may 

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10. 

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

'l-17-c-S-.... ,,,_-: --_��{<--�-A, 
I I 351-2853 /)11((' /J'chi'l'ist ,�r rh�; Unil(•cl Sttl/('.\" 

6. CERTIFICATE OF AGENCY REPRES�NTATIVE: 

I hereby certify that I am a\tthorized to act for this agency m matters pertaining to the disposal of the agency's records;
that the records proposed/ for disposal in this Request of 17 page(s) are not now needed for the business of 
this agency or wi II not b:e needed after the retention periods specified.

□ A Request for.,immediate disposal.

� B Request t.or dispo�al after a specified period of time or request for permanent
retention/ 

C. DATE E. TITLE 

83/12/9 Agency Records Mana ement Officer
1. 

ITEM NO. 

1. 

. M 
(With lnsJusive Dates or Retention Periods) 

--�-
Al J! PERMANEtfl>items in this schedule are arranged 
cbtonologJcally and will be offered to NARS in 5 year 
�AJ)ci(s· when national security considerations permit. 

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

a. 

Personnel Files. 

personnel (soft) files. 

n employee is reassigned from STC. 

Upon separation of emplo hold for 30 days, then 
transfer to the National onnel Records Center 
in st. Louis; or if employee t sfers to another 
Federal Agency, transfer immediat 
agency 

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

FOR OFFICIAL USE ONLY EXCEPT AS MARKED 

115-107 e. /,,,J ./)_,,,,,.s,r.,,u q, ,./ -
/ /�--, ,Ze, F/lf!!.Jc< 

DECL OADR BY SIGNER eBHHBrlUTihfs 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

NCl-263-7 -9 
Item 87a (No Change) 

NCl-263-76 9 
Item 87b ( o Change) 
GRS 1-lb 

I� L41-<'(e..J. 
G;, ,._;�.,,:, 

J i:7....,,.,,..-h' ..... 
,At .......... " a.� 

WARNING NOTICE 
INTELLIGE E SOURCES 
OR METHOD INVOLVED 

STANDARD FORM 115 
Revis&d April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



CONE IDl!lHT!Utb 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 
\ 

1. \ 

2. 

115-203 

c. 

8. OESCRIPT10N OF ITEM 
(With Inclusive Dates or Retention Periods) 

Detailed military personnel files. 
military 201 file) 

(Official 

Upon reassignment, transfer to area of next 
\\assignment.

d. �ce Record cards (SF 7) files.

DESTR'c:,.y 3 years after separation or transfer of
employe .

e. Applicant f"les.

If applicant r jected, destroy 2 years after
rejection. If plicant hired, transfer to
official file (Item lb above).

,;:;:Ec.;.n_d_-_o_f_-_c.;;.....o"'"u_r_s_e_R'-e'""'--o'-r_ t_F_i_l
�

a. Operational, technical, sci ntific, lingual,
intelligence, or methods tra
programs.

( 1) Report to the Director of Tra

!
ning and 

Education. 

PERMANENT. 1953 to present. 31 bic feet. 
annual growth 1 cubic foot. 

(2) All other material.

DESTROY when course is cancelled
longer needed for reference.

b. Clerical skills, routine administrative
support, and managerial type courses.

DESTROY when course is cancelled or when no longer
needed for reference.

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

COtf! !'I M!H I! :Ptb 
GPO : 1975 0 - �79-387 

9. 
SAMPLE OR 10-

JOB NO. ACTION TAKEN 

Cl-263-7 -9
tern 87c (No Change)

Cl-263-7 -9 
tern 88 ( o Change) 
RS l-2b 

Cl-263-7 -9 
tern 89 ( o Change) 
RS 1-15 

Cl-263-7 -9 
Items 6 & 79 
(No Chang ) 

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

Administration 
FPMR (41 CFR) 101-11.4 



corn fDEHH,ib 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

3. 

4. 

115-203

8. DESCRIPTION OF ITEM 
(Wi1h Inclusive Dates or Retention Periods) 

com onent-conducted Trainin 

DESTROY when obsolete or no longer needed. Review 
every 5 years. 

b. 

Transfer 
house is 

files. 

superseded or obsolete. 

( C) 

of Security when safe 
( C) 

c. STC security

(1) Approved.

Screen annually 
& Certification 

(2) Disapproved.

ransfer to the Industrial 
Office of security. 

Screen annually and DESTROY a 1 files that are 
1 year old. Be sure inforrnatio is recorded on 
clearance card (Item 4c(3) below . 

(3) Clearance card file.

DESTROY when 5 years old. 

d. STC badge number index card files.

DESTROY when individual leaves STC and badge 
turned in. 

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

CONF foEHTH,!is 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

EW 

NCl-263-76-9 
Item 22 (No Change) 

NCl-263- 6-9 
Item 23 (No Change) 

NCl-263- 6-9 
Item 93 (No Change) 

6-9
No Change)

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administra1ion 
FPMR (41 CFR) 101-11.4 



CONE IDE?HDL 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 

5. 

115-203 

g. 

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

STC F badge files. 

DESTROY when 5 years old or when approved clearance 
card is DESTROYED, whichever is sooner. 

STC students Headquarters Badge files. 

to student upon return to Headquarters or at 
course. 

combination files. 

DESTROY w n combination is changed or upon 
disposal of safe, whichever is sooner. 

h. STC Guard Offic files.

DESTROY 3 years af er cutoff. Cut off at end of 
each calendar year. 

STC Accounting Files. 

a. Payroll files.

DESTROY 1 year after cutoff. 
each leave year. 

b. Ledgers.

(1) voucher Register and Control Journal.

Transfer to the Office of Finance 1 year 
audit. 

(2) Expense and Obligation Subsidiary Ledger
according to allotment.

DESTROY when 3 years old providing field audit 
has been completed and resolved. 

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

CONE IDEHH!tis 
GPO: 1975 0 - 579-387 

PAGE ·oF 
4/17 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 6-9 
Item 97 No Change) 

NCl-263- 6-9 
Item 99 (No Change) 

NCl-263- 6-9 
Item 98 (No Change) 

NCl-263 76-9 
Item 10 (No Change) 

NCl-263 76-9 
Item 10 (No Change) 

NCl-263 76-9 
Item 11 (No Change} 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



---------------------------··--·-· . 

CONE IDEN I U!.b 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 

Sb. 

115-203 

(3) 

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

Open Ledger. 

1 year after close of account providing 
fie d audit has been completed and resolved. 

c. Posting vouc .r files.

Transfer 
cutoff. 

of Finance 2 years after 
t end of each fiscal year. 

d. Transfer of accounts

e. 

f. 

DESTROY 1 year after

Monthly station accounting files. 

DESTROY 1 year after audit completed and resolved. 

� bank account files. 

(l)\ancelled checks, original deposit slips, and 
b statements. 

( 2) 

of checks 
resolved. 

to the Office of Finance 3 years after 
cut off at end of each fiscal year. 

cancellation and reconciliation 
�iding audit completed and 

g. Reconciliation files.

DESTROY 6 months after

h. Contracts files.

DESTROY inactive contracts upon completion of audit.

Four copies, including original, to be-11ubmitted to the National Archives 

CONFIDENTIAL 
GPO : 1975 0 • 579-387 

PAGE OF 

5/17 
9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 76-9
Item 10 (No change)

NCl-263 76-9
Item 11 (No Change)

NCl-263 76-9 
Item 28 (CHANGE) 
Item 11 (No Change) 

NCl-263 76-9 
Item 11 (No Change) 

NCl-263 76-9 
Item 11 (No Change) 

NCl-263 76-9 
Item 11 (CHANGE) 
GRS 3-4 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



CON.f IDEMTH.:h 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 
ITEM NO. 

6. 

7. 

8. 

9. 

10. 

115-203 

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

Logistics Files. 

b. 

Expendable property documents. 

DESTROY upon receipt of property. 

otor vehicle files. 

DES OY 3 years after disposition of vehicle. 

Publications 

PERMANENT. 1965 to present. 14 cubic feet. Annual 
growth less than cubic foot. 

Guest Speaker Files. 

DESTROY when Agency no long has interest in speaker. 

covert Instruction Division Stude 

DESTROY 21 years after cutoff. Cut 
each calendar year. 

Training course Material Files. 

Files. 

end of 

Upon cancellation of training course, review co rse 
related items and DESTROY those no longer valid 
as references for development of future training 
courses. 

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

@SUP IMNTIAL 
Cl'O: 1975 0 - 579-387 

PAGE OF 
6/17 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 76-9
Item 37 (No change)

NCl-263 76-9 
Items 43 & 130 
(No Change) 

NCl-263-76-9 
Items 33b, 8Gc&d 
(No Ch nge) 
NCl-26 -77-3

Item 38 (No Change) 

NCl-26 -76-9 
Item 9 (No Change) 

NCl-26 -76-9 
Item 1 a (No Change) 

NCl-26 -76-9 
I terns & 8.P 
(No Ch nge) 

STANDARD FORM 115-A 
Revised July 197 4 

Prescribed by General Services 
Administration 

FPMR (41 CFR) 101-11.4 



cONE ibflli@IA I

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

\11. 

12. 

13. 

14. 

115-203 

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

Contracts and Oral Agreements on Personnel Files. 

Short term contracts for personnel services such as 
independent contractors. 

\ DESTROY 1 year after close of fiscal year in which 
\ the contract was terminated. 
\ 
\ 

b. Ora\ agreements written in memo form in lieu of
cont�ct for individuals used on a temporary basis.

DESTRO�years after termination of agreement,

Re roduction 

DESTROY when 

Motion Picture Films Files 

a. Films and videotapes produ

PERMANENT. 1963-1976.

b. Films on loan from OCR.

Return to OCR when no longer

Slide Files. 

or revised. 

by OTE. 

DESTROY when no longer used in courses. 

Four copies-, lncludlrig orlglna-1, to be submitted to the Natlonal Archives 

coNflDEN'.HA& 
CPO: 1975 0 - 579-337 

PAGE OF 
7/17 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 6-9 
Item 29 No Change) 

NCl-263- 6-9 
Item 36 (No Change) 

NCl-263 76-9 
Item 44 (No Change) 

NCl-263 76-9 
Items 4 & 144b 
(No Cha ge) 

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

Administration 
FPMR (41 CFR) 101-11.4 



CONE IMmTiAli. 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

16. 

17. 

18. 

115-203 

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

Original Artwork and Negative Files. 

a. Original artwork files.

DESTROY when obsolete or no longer needed. 

obsolete or no longer needed for 

Motion Picture ilms control Files. 

a. cards (5x8) to ecord and control motion picture
film that OTE ha to OTE and non-OTE
components.

DESTROY card returned to OCR. 

b. Film Receipt (Form 355) a informal memorandum
receipts used for signature of recipient of film.

DESTROY when film 

c. Tickler copy of OCR Service Reques
purchase, loan, or preview of

DESTROY when film is received 

Audio Aids Equipment control Files. 

DESTROY when equipment is turned in. 

Graphic Job Order Files. 

films. 

DESTROY 1 year after cutoff. cut off at end of each 
calendar year. 

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

PAGE OF 

8 7 
9. 

SAMPLE OR 10. 
JOB NO. ACTION TAKEN 

NCl-263-76-9 
Item 48 (No Change) 

NCl-263 76-9 
Items 48b & 144a 
(No Cha ge) 

NCl-263 76-9 
Items 4 a, b, & c 
(No Cha ge) 

NCl-263 76-9 
Item 45 (No Change) 

NCl-263 76-9 
Item 45 (No Change) 

NCl-263 76-9 
Item 46 {No Change) 

76-9
(No change)

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



------------------------------------------------ - -- - -

CONEIDENIIAZ 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 
ITEM NO. 

20. 

21. 

22. 

23. 

115-203 

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

Film and TV Project Files. 

off upon completion of project. Screen annually 
DESTROY obsolete material. 

St k Shot Film Librar Files. 

longer needed. 

Artists 

DESTROY when aid requirement is completed. 

A enc 

DESTROY COM and listings when superseded. 

External Trainin 

a. Numeric log maintained on xternal training
requests processed by the Train"ng Support Division.

DESTROY microfilm when no 
DESTROY paper copies upon 

b. Document control (3x5) cards,
external training request.

DESTROY when no longer needed for reference. 

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

CONE IDEHTI.1:Es 
CPO! 1975 0 - 579-387 

PAGE OF 
9/17 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263 76-9
Item 51 (No Change)

NCl-263 
Items 5 
(No Cha 

NCl-263 76-9 
Item 54 (No Change) 

NCl-263 76-9 
Item 57 (No Change) 

NCl-263 76-9 
Item 58 (No change) 

STANDAR FOIIM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



ceMFI DHWi' H.J:s 

Request for Records Disposition Authority- Continuation 
JOB NO. 

7. 

ITEM NO. 

24. 

25. 

26. 

27. 

28. 

115-203 

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

External Training Facilities Files. 

a. outlines external training programs which Agency 
ve attended, student evaluation reports, 

cuments. 

Screen annually 
material. 

superseded or obsolete 

b. Correspondence on requirements, quotas, and
nominations on selected external training programs.

Screen every 3 years and DESTROY obsolete material. 

Special Training Reports Files. 

Screen every 5 years and DESTROY obsolete material. 

External Training Files. 

DESTROY 1 year after student completes all course 
commitments or when no longer needed for administrative 
purposes, whichever is sooner. 

DESTROY 2 

of course 

Internal Training Files. 

Cut off upon completion 

DESTROY when 3 years old or no longer needed for 
reference, whichever is sooner. 

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

c'.uNf IDLUTH I 
Gl-'O: 1975 0 - 579-387 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 

10/17 

10. 
ACTION TAKEN 

NCl-263 76-9
Item 59 (No Change)

NCl-263 76-9
Item 59 (Change)

NCl-263 76-9
Item 62 (CHANGE)

NCl-263 76-9
Item 60 (CHANGE)

NCl-263 76-9
Item 61 (No Change)

NEW 

STANDARD FOl'IM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



eeHl"?D!!lNT!ft� 

Request for Records Disposition Authority- Continuation JOB NO. 

7, 
ITEM NO, 

29. 

30. 

31. 

115-203 

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

DESTROY after ro er is prepared for entry into 
rd (Item 22 above). 

OTE Library Files. 

a. Library

DESTROY when Return loaned items 
to lender. Pri to DESTRUCTION, offer unique items 
to Agency Library or Library of Congress. 

b. Language textbooks.

DESTROY when obsolete or no longer needed. Prior 
to DESTRUCTION, offer to Library of Congress. 

C. Library C

When book is 'sposed of DESTROY 1 card. Hold 
other card for year, then DESTROY. 

d. Book purchase requests and book and cassette loan
forms.

DESTROY book purchase requests 3 years after books 
are received. DESTROY charge out slips when loan 
items are returned. 

Language Training Files. 

a. Language testing material.

Review annually and DESTROY material that is 
superseded, obsolete, or no longer needed. 

Four copies, lncludhig original, to be submitted to the National Archlvea 

QQW ii HHllHT Hr!h 
GPO: 1975, 0 - 5?9•387 

PAGE bF 

11/17 
9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

Cl-263-76-9 
Item 8 ( o Change) 

NCl-263- 6-9 
Items 64 & 142 
(No Chan e) 

NEW 

NCl-263- 6-9 
Items 65 & 137 
(No Chan e) 

NCl-263- 6-9 
Items 63 & 140 
(CHANGE) 

NCl-263- 6-9 
Item 67a (No Change} 
Item 138 (CHANGE) 

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

Administration 
FPMR (41 CFR) 101-11.4 



I eot�IH:ef!!HTihfs 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

31. 

32. 

115-203 

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

b. Language training tapes and cassettes.

c. 

d. 

DESTROY when superseded, obsolete, or no longer 
needed. 

DESTROY 5 yea 
completion of 
report in 90 da 

student files. 

after cutoff. cut off at 
aining. DESTROY all but final 

DESTROY final report in 5 years. 

DESTROY paper or eras 
of information in Agen 
(Item 22 above). 

tape upon inclusion 
Training Record 

e. Modern Language Aptitude Test Scores.

DESTROY upon termination of Agency employment. 
DESTROY unsuccessful applicant records in 2 years. 

Language Incentive Program Files. 

a. Program development and policy files.

PERMANENT. 1978 to present. 2 cubic feet. Annual 
growth less than 1 cubic foot. 

b. Language Control Register.

DESTROY when superseded, obsolete, or no longer 
needed. 

c. Participant files for language use, maintenance,
and achievement awards.

DESTROY 1 year after termination of Agency employment. 

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

Docid:31327432 Page 13 

PAGE OF 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 6-9 
Item 67b (No Change) 
Item 139 (CHANGE) 

NCl-263- 6-9 
Item 67c (No Change) 

NCl-263- 6-9 
Item 67d (No Change) 

NCl-263- 6-9 
Item 67e (CHANGE) 

NEW 

STANOARD FOIIIM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



CONFJ;QiJHTHtb 

Request for Records Disposition Authority-Continuation 

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

33. Off-Campus Instructor Applicant Files. 

34. 

DESTROY upon termination of Agency employment. 

a. student

DESTROY 

b. Master control car

cutoff. cut off at end of 

becomes inactive. 

JOB NO. 

DESTROY 3 months after 
Place in inactive n individual transferred 

35. 

36. 

37. 

from STC. 

STC Blueprint Files. 

DESTROY when 3 years old. Transfer final drawing to 
the Office of Logistics. 

STC Fire De 

DESTROY when 3 y ars old. 

STC Telephone Files. 

a. Telephone service files.

(1) Requests for telephone in allation or changes.

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl­
Item 68 CHANGE) 

NCl-263- 6-9 
Item 94 (No Change) 

NCl-263- 6-9 
Item 95 (No Change) 

NCl-263-76-9 
Item 125 (CHANGE) 

NCl-263 76-9 
Item 10 (No Change) 

NCl-263 76-9 

Upon completion 
below. 

Item 10 a 
er to Item 37a(4) (No Cha ge} 

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

COWtHl,HilH1£1il.J5 

GPO: 1975 O - 579-387 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



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

..i;;Qllf IBBIU rnr; 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 

37a. 

115-203 

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

(2) Form re rding use or release of telephone by
personnel 'n STC quarters.

DESTROY when longer provided and 

(3) Telephone work orders.

DESTROY l year after cutoff. Cut off at end 

of each calendar year. 

(4) Summa ized check of original work orders plus

annual detailed breakdown from telephone

superseded if verification is 
completed. 

b. Telephone equipment f

DESTROY l year after 

each calendar year. 

cut off at end of 

c. Telephone billings files.

(1) STC telephone bills.

DESTROY l year after cutoff. 
of each calendar year. 

(2) Telephone toll tickets.

off at end 

DESTROY upon verification, payment, and 

Four copies, includlrig orlglnal, lo be submitted to the National Archives 

QQUPIB!JH'f±HL 
GPO� 1975 O - 579-387 

PAGE OF 
14/17 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 6-9 
Item 100 

(No Chan e) 

NCl-263- 6-9 
Item 100 
(No Chan e) 

Item l00d(CHANGE) 

NCl-263 76-9 

Item l0Oe 
(No Cha ge) 

NCl-263 76-9 

Item 10 (No change) 

NCl-263 76-9 
Item 10 (No change) 

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

Administration 
FPMR (41 CFR) 101-11.4 



�---,-----------------------�--------� ----· -·- ·--· --�-- - -·- - -· -

@8Hff fH!lH'f Htf. 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

39. 

115-203 

8. DESCRIPTION OF ITEM 
{Wi1h Inclusive Dates or Retention Periods) 

STC Medical Files. 

a. Medical chart files.

Civilian. 

When individual leaves STC, DESTROY duplicate 
material and transfer remainder to the Office 
of Medical services for incorporation in the 
mployee's medical chart file. 

( 2) 

When in ·victual leaves STC, transfer according 
iate military service regulations. 

(3) X-rays.

Transfer 

b. Narcotics Ledgers.

DESTROY 2 years after 
has been made. 

c. Sick Call Ledgers.

38a(l) or 38a(2) above. 

or inventory 

DESTROY at end of each fiscal year. 

STC Facilities Files. 

a. Facility maintenance card files.

DESTROY when no longer needed for reference or 
when facility is no longer in use. 

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

Q@til? I DE!HTH!:15 
Gl'O : 1975 0 - 579•367 

PAGE OF 
15/17 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 76-9 
Item 11 (No Change) 

NCl-263 76-9 
Item 12 (No Change) 

NCl-263 76-9 
Item 12 (No Change) 

NCl-263 76-9 
Item 12 (No Change) 

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

Adminis1ration 
FPMR (41 CFR) 101-11.4 



..-------------------------------·----- ---- · -- -

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

39. 

40. 

115-203 

b. 

c. 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

estimates files. 

1 year after completion of estimate if 

ot activated. If project activated, 

in central contract file. 

Photographs, 

DESTROY when 

reference. 

ulations, and specification files. 

e or no longer needed for 

a. Building work order files.

DESTROY 6 months after work completed. 

e. Buildings files. 

DESTROY 3 end of calendar year in 

f. Guest quarters files. 

DESTROY when 1

STC Staff Mess Records Files. 

a. Papers and reports on operation of

DESTROY 2 years after cutoff. Cut 

each calendar year. 

b. Statements.

DESTROY 4 years after cutoff. cut off at end of 
each fiscal year. 

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

PAGE OF 

9. 
10. SAMPLE OR 

JOB NO. 
ACTION TAKEN 

NCl-263- 6-9

Item 127 (No Change)

NCl-263-
I tern 129 

NCl-263- 6-9 
Item 118 {No Change) 

Deviates from 
GRS 11-5 

NCl-263- 6-9 

Item 117 {No Change) 

GRS 16-6 

NCl-263- 6-9 
Item 92 (No Change) 

NCl-263- 6-9 

Item 90 {No Change) 

NCl-263- 6-9 

Item 90a (No Change) 
Deviates from 

GRS 6-lb 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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Request for Records Disposition Authority-Continuation JOB NO, PAGE.OF 

1. 

ITEM NO. 

40. 

115-203 

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

c. receipts.

after cutoff. Cut off at end of 

d. Records pert ning to the purchase, receiving, and
stocking of ex ndable supplies for the Staff Mess.

DESTROY 1 year 

e. Stock control cards.

DESTROY completed or 

f. Accounts Receivable Book.

DESTROY when account is settled 
completely filled. 

g. Tax records files.

DESTROY 4 years after audit. 

h. requisitions.

DES OY when item ordered is received. 

is 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 76-9
Item 90 {No change)

NCl-263 76-9
Item 90 (No Change)

NCl-263 76-9
Item 90 (No Change)

NCl-263 76-9
Item 90 (No Change)

NCl-263 76-9 
Item 90 (No Change) 
Deviate from 
GRS 2-1 , GRS 2-20 

NCl-263 76-9 
Item 91 (No Change) 

i. NCl-263 76-9 
Item 12 (No Change) 

DESTROY 2 ears after cutoff. cut off at end of 
each fiscal 

j. NCl-263 76-9 

k. Food list.

DESTROY when 

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

€!8Hl?IDilWl'l n I 
CPO: 19'75 0 - 579-387 

Item 12 (No Change) 

NCl-263 76-6 
Item 12 {No 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/



