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REQUEST •Fon. RECORDS DISPOSITION �UTHORITY 
(See Instructions on reverse)

LEAVE BLANK 
1--------------------l 

J08 NO. 

NCI -263-84-6 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAl ARCHIVES AND RECORDS SERVICE, WASHINGTQN, DC 20408 DATE RECEIVED -----i 

1. FROM (AGENCY OR ESTABLISHMENT) 12-08-83
Central Intelligence Agency 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

35-83 1,
1 accord,1nce with the provisions ol -14 U.S.C. 3303a the disposal re 

quest. iucluding amendments. is approved except for items that may 
be stamped ''disposa, not approved" or "withdrawn" in column 10. 3. MINOR SUBDIVISION 

--------------------�----�--------< 

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

__J 351-2853
6. CERTIFICATE OF AGENCY REPREfoENTATIVE: 

I hereby certify that I am .. �uthorized 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 26 page(s) are not now needed for the business of 
th is agency or wi II not_;he needed after the retention periods specified. 
D A Request f_,?� immediate disposal.

Gl B Request/for disposal after a specified period of time or request for permanent

C, DATE 
r 

. . 

. TITLE 

83/ 12/2 Records Mana ement Officer 
7. 

ITEM NO. 

1. 

115-107 

eriods) 

! 1',-11 PERMANENT items in this schedule are arranged
:_chronologically and will be offered to NARS in 5 year
/blocks when national security considerations permit.
FOIA(b)3 - 50 USC 403g Section 6 of the CIA Act of 1949 

Directives Files. 

a. 

PERMANENT. 
foot. 

Handbooks. 

present. Less than l cubic 
less than l cubic foot. 

b. OL Notices, Instruction Manuals, and Bulletins.

DESTROY when superseded or obsolete.

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

FOR OFFICIAL USE ONLY EXCEPT AS MARKED 

DECL OADR BY SIGNER eeur I l!H.lH!'H!L 

9. 

SAMPLE OR 
JOB NO. 

NEW 

10. 

ACTION TAKEN 

NCl -26 -77 -6 

Item 10 

(No cha ge) 

NOTICE 
INTELLIGE CE SOURCES 
OR METHOD INVOLVED 

STANDARD FORM 115 
Revised Ap,il, 1975 

Prescribed by General Services 
Administration • 

FPMR (41 CFR) 101-11.4 



COM IDl!!MH:ilt� 

Request for Records Disposition Authority- Continuation 
JOB NO. 

7. 

ITEM NO. 

1. 

2. 

3. 

115-203

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

c. OL Procurement Notes.

DESTROY 3 years after cutoff. Cut off when 

superseded or cancelled. 

Personnel Secur:i Clearance Status Files. 

a. 

of clearance. 

b. Liaison personnel.

DESTROY n of clearance. 

Contractor: Security Files. 

a. Industrial Security Facilities Files.

b. 

(1) contractor facilities case files.

( 2) 

DESTROY 5 years after cutoff. cut off when 

Agency's relationship with the contractor is 

terminated or when there has been no activity 

with the contractor in 3 years. 

3x5 cards showing n e of contractor:, 

contractor: mailing a dress, contract sterility, 

and other security in 

DESTROY when Agency's r with the 

contractor is terminate 

Classified contractor inspectio schedules. 

DESTROY when card completed and 

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

90Hl?IDl!llll:11iA,E, 

GJ lO: 1!175 0 - 579-387 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

GRS 18- 4 

NCl-263 77-6 

Item 12 a (No Change) 

NCl-263 77-7 

Item 5 No Change) 

NCl-263 77-6 

Item 24 (No Change) 

NCl-263 77-7 

I tern 5 No Change) 

NCl-263 77-6 
Item 12 a (CHANGE) 

NCl-263 77-6 

Item 12 b (No Change) 

NCl-263 77-6 

Item 12 (No Change) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



r 

eeu n r, l!l HT! ft r., 

Request for Records Disposition Authority- Continuation I JOB NO. 

7. 

ITEM NO. 

3. 

4. 

5. 

11S-203 

c. Reserved.

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

Information Accounting and Control Files. 

a. Courier rece ts maintained by the Mail and Courier

Branch.

DESTROY when 6 nths old. 

b. Reports Receipt, Form 898.

DESTROY 2 years after cutoff. cut off at end of 

each 6 months. 

Liaison Files. 

a. Assistance to other government agencies.

DESTROY 10 years after cutoff. cut off at end of 

each calendar year. 

Four copies, lncludlrig original, to be submitted lo the National Archives 
@OUF! 1'1!lHTI JU, 

GJ'O: 1�75 0 - 578-387 

PAGE OF 
3/26 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263-· 7-6 

Items 40141 

(No Chan< e) 

GRS 12-6 

NCl-263- 7-6 

Item 119 (CHANGE) 

Deviates from 

GRS 18-3 

NEW 

STANDARD FORM 11S-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



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

CONE IDENIIRt 

Request for Records Disposition Authority-Continuation I JOB NO. 

7. 

ITEM NO. 

5. 

6. 

7. 

8. 

115-203 

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

b. Duplicate copies of agreements and requests for
assistance.

DESTROY when no longer needed.

Delegation of Authority Files. 

a. Record copy to be filed in subject file for which
delegation was granted.

Hold or DESTROY in accordance with approved Agency
disposition instructions for subject file.

b. 01 central reference files.

DESTROY 6 years after cutoff. cut off at end of
each calendar year.

c. Duplicate copies maintained by 01 components.

DESTROY when no longer needed.

Headquarters Boar�f surveys Records Files. 

DESTROY 2 years aft�inal action completed .• 

Personal Property claims Records Files. 

a. Claims�-

DESTROY 2 ears after case is closed.

b. Claims register.

DESTROY 5 years after case is closed.

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

COWJiil ;nnmT Ht!t 
GPO : 1975 O - 579-387 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263-77-6 
Item 3a (CHANGE) 

NEW 

NCl-263-77-6 
Item 3b {No Change) 
Item 3c (CHANGE) 

NCl-263-77-6 
Item 13 (No Change) 
GRS 3-lC c 

NCl-263 77-6 
Item 14, {No Change) 

NCl-263 77-6 
I tern 14l (CHANGE) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



80HFI DEJHTH!tl 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

9. 

10. 

11. 

12. 

115-203 

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

Stamp Account Files. 

a. Postage Slip, Form 239.

DESTROY when 6 months old.

b. Detailed accounting of stamps and funds used by the
Mail and courier Branch. 

DESTROY when 1 year old. 

c. stamp Acco¾t Ledger.

DESTROY when�udit is completed.

Mail Routing Aids and Distribution Files. 

DESTROY when superseded or no longer needed. 

courier Schedule Files. 

DESTROY when 2 months old. 

a. Flats con 1n1ng the negative and data pertaining
to the prin ing of Agency produced forms. 

DESTROY when orm is superseded, discontinued, or 
cancelled. 

b. Files containing c of requests for approval
of forms, samples, emoranda, and other material
relating to forms of 'nterest to the Office of 
Logistics. 

DESTROY previous orders 
processed. DESTROY file 
superseded, discontinued, 

en related form is
cancelled. 

be submitted to the National Archives 

r;om?liQilWU 7:I 

C�l'O: 1975 0 - S19•38'i' 

PAGE OF 
5/26 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-6 
Item 44a (CHANGE) 

NCl-263- 7-6 
Item 44c (CHANGE)

NCl-263- 7-6 
Item 44d (No Change)

NCl-263- 7-6 
Items 45 47 (CHANGE)

NCl-263- 7-6 
Item 46 No Change)
GRS 12-1 

NCl-263- 7-6 
Item 49 No Change)
GRS 16-4 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



CONF I DEN ££1!.t 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 

ITEM NO. 

13. 

14. 

15. 

115-203 

• 

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

Pseudonym and Alias Files. 

a. 3x5 card file showing pseudonyms and aliases
assigned to Office of Logistics personnel.

DESTROY 2 years after cancellation of pseudonym 
or alias •• 

b. Files containing c
correspondence

by true name and 
for and purpose 

of aliases.

DESTROY upon 

Contract Board Files. 

a. 

b. contractor case

DESTROY 5 years 
with contractor. 

cutoff. cut off at end of 

discontinues business 

Contract Files. 

a. Transactions of $25,000 and above and all
construction contracts exceeding $2,000.

DESTROY 6 years and 3 months after cutoff. 
cut off at end of fiscal year in which final 
payment is made. 

Four copies, Including original, lo be submitted to the Natronal Archives 

PAGE OF 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 77-6 
Item 51 (CHANGE) 

NCl-263 77-6 
Item 51 (No Change) 

NCl-263 77-6 
Item 53 (No Change) 

NCl-263 77-6 
Item 54 (No Change) 

NCl-263-77-6 
Items 56a&61 (CHANGE) 
NCl-263-77-7 
Items 
Deviat 
GRS 3-

(CHANGE) 

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

Administration 
FPMR (41 CFR) 101-11.4 



99HFi Bi!lUTihis 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

15. 

16. 

17. 

18. 

115-203 

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

b. Transactions of less than $25,000 and construction
contracts $2,000 or under.

DESTROY 3 years after cutoff . cut off at end of 
fiscal year in which final payment is made. 

c. Contract fil s for transactions administered at
station 954.

DESTROY icial file is transferred to the 
Agency Archives nd Records Center under 
Item 15a or b ab Ye. 

d. Successful and unsucessful bids and proposals.

DESTROY with related contract file. 

e. XG cont

DESTROY 

f. 

of settlement. 

DESTROY when n longer needed for reference. 

contract control Records Files. 

DESTROY when no longer needed for reference. 

contractor 

longer needed. 

DESTROY when or no longer needed. 

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

@8Hf1 HH!lHHA:15 
GPO� UJ/5 0 - 579-387 

PAGE OF 

7/26 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-6 
Items 56 &61 (CHANGE) 
NCl-263-77-7 
Item 18b (CHANGE) 
Deviates from 
GRS 3-4a(2) 

NCl-263-77-6 
Item 56c (No Change) 

NEW 

RS 3-6a, 
Deviates from 
GRS 3-6b(l) 

NCl-263-77-7 
Item 18c (No Change) 
GRS 4-3c 

NCl-263-77-7 
Item 20 (No Change) 

NCl-263-77-6 
Items 60 &d 
(No Chan e} 
Item 60b&c (CHANGE} 

NCl-263-77-6 
Item 58 (No Change} 

NCl-263-77-6 
Item 59 (No Change) 
NCl-263-77-7 

·Item 22 (No Change)
STANDARD FORM 115-A 

Revised Jufy 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Request for Records Disposition Authority- Continuation 
JOB NO. 

7. 

ITEM NO. 

19. 

20. 

115-203 

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

Procurement Action Files. 

a. Transactions of $25,000 and above.

DESTROY 6 years and 3 months after cutoff. cut 
off at end of fiscal year in which final payment 
is made. 

b. Transactions of less than 25,000.

DESTROY 3 years after cutoff. cut off at end of 
fiscal year in which final payment is made. 

Supply Action Files. 

a. Files consisting of requisitions, receiving reports,
shipping documents, reports of inventory adjustment,
issue verifications, and source documents used to
input into the Inventory Control System (ICS) data
base.

b. 

c. 

DESTROY 3 years after cutoff. cut off at end of 
fiscal year in which action completed. 

I Material. 

years after completion. 

completion. 

d. Working files.

DESTROY when 6 

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

ee!IF:EDBHTV:.fs 
GPO: l!J75 O - 579•387 

PAGE OF 

8/26 

9. 
SAMPLE OR tO. 

JOB NO. ACTION TAKEN 

NCl-263 77-6 
Item 63 (CHANGE) 
Deviate from 
GRS 3-4 ( 1) 

NCl-263 77-6 
Item 63 (CHANGE) 
Deviate from 
GRS 3-4 ( 2) 

NCl-263 77-6 
Item 65 (CHANGE) 

NCl-263 77-6 
Item 65 (No Change) 
NCl-263 77-7 
Item 11 (No Change) 

NCl-263 77-6 
Item 65 (No Change) 
GRS 3-9 

NCl-263 77-6 
Item 65 (No Change} 
GRS 3-9 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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@0MJ?H8UTIAl5 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

20. 

21. 

22. 

23. 

24. 

25. 

115-203 

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

e. I material stock cards files. 

DESTROY 6 years ter completion. 

On Loan Files (E ui ment and Material). 

a. case files on loan of material to or from other
Government agencies.

DESTROY 6 months after return of equipment.

b. Files on loan of material from stock to various
components within the Agency.

DESTROY 6 months after return of equipment providing 
ICS has been updated. 

MILSTRIP/FEDSTRI status Cards Files. 

DESTROY card upon eceipt of order. 

Master DCN Log. 

DESTROY 7 years 
fiscal year. 

Master PIN Log. 

cut off at end of each 

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

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

@OUPID8HTIM, 
CPO: 1975, 0 - 579•$87 

PAGE OF 

9/26 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

Cl-263-7 -7 
Item 13 ( o change) 

Cl-263-77-6 
Item 66 ( o Change) 

NCl-263-77-6 
Item 67 (CHANGE) 

NCl-263- 7-6 
Item 69 No Change) 

NCl-263- 7-6 
Item 70 No Change) 

NCl-263- 7-6 
Item 71 CHANGE) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



tt'.51.'llr fbtMiIAt 

• 1 

Request for Records Disposition Authority-Continuation JOB NO. 

7. 

ITEM NO. 

26. 

27. 

28. 

29. 

115-203 

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

Motor Vehicle (MV) Files. 

a. Table of Vehicular Allowance (TVA) files.

DESTROY quarterly reports when superseded. DESTROY 

annual reports when corrected copy received. 

b. Vehicle files.

c. 

DESTROY 2 years after disposal of vehicle. 

longer assigned 
Agency. 

vehicles on page are no 

the responsibility of the 

Register of Motor Vehicles Files. 

a. Executive Office tags.

DESTROY card upon receipt of new tag. 

b. Vehicle registration files.

DESTROY 1 year after turn-in of vehicle. 

Four copies, lncludlrig original, lo be submitted to the Natlonal Archives 

c cnn 1' 1J H'f V,is 
CPO: 1975 O - 579-387 

PAGE OF 

10/26 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 77-6
Items 6 &72 

(No Cha ge) 

NCl-263 77-6 

Item 73 (No Change) 

NCl-263 77-6 

Item 7 4 (CHANGE) 

NCl-263 77-6 

Item 74 
Deviate 
GRS 10-

(No Change) 
from 

NCl-263 77-6 
Item 74 (No Change) 

NCl-263 77-6 
Item 75 (CHANGE) 

NEW 

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. 

29. 

30. 

31. 

115-203 

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

c. Leased vehicle file.

DESTROY 2 years after turn-in of vehicle.

Motor Vehicle Operating Files. 

a. Daily Operationa�eport, Form

DESTROY when 3 mon¾s old. 

164 

b. Mileage records.

c. 

DESTROY 3 months after book is complete.

Driver logs and \spatch records.

DESTROY when 3 mon�s old.

Agency Driver Qual fication Files. 

a. Files consisting of memos requesting qualification
of employees to d ive Agency vehicles, medical
qualification form , and check lists and score
sheets for road te

DESTROY 3 years cancellation or permit or
employee's separation from the Agency, whichever
is sooner.

b. 3x5 card containing brie
contained in Item 31a abo

DESTROY 3 years after
employee's separation
is sooner.

c. Looseleaf book register
expiration dates.

DESTROY 3 years after last

of information 

of permit or 
he Agency, whichever 

expires. 

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

CONE I DEHT:filds 

CPO: 1975 O - 579-387 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NEW 

NCl-26 -77-6 
Item 7 (No Change) 

GRS 10 2a 

Deviat s from 
GRS 10 2a 

GRS 10 2a 

NCl-26 -77-6 
Item 7 (No Change) 

GRS 10 7 

GRS 10 7 

STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Ser-..1ces 

Adminis1ralion 
FPMR (41 CFR) 101-11A 



r--------------------------------------------- -- -------- ---

Request for Records Disposition Authority- Continuation I JOB NO. 

7. 

ITEM NO. 

32. 

33. 

34. 

115-203 

B. DESCRIPTION OF ITEM 
�With Inclusive Dates or Retention Periods) 

Motor Vehicle Acdd.dent Files. 

DESTROY 6 years a�r case is closed. 

Responsible/Accountable Officer Files. 

a. Material Record card, Form 1331.

DESTROY cards with zero balance and completed
cards upon completion of audit providing pertinent
information has been transferred to new card.

b. Requisition log.

DESTROY completed requisitions upon completion of
audit.

c. Requisiti s.

DESTROY 6 m nths after cutoff. cut off at end of
each fiscal ear.

a. consolidated Memorandum Receipt files.

DESTROY upon receipt of corrected listing.

e. Property In-Use R\s.

DESTROY when super�ed or no longer needed. 

Agency Garage Property Accountability Files. 

a. Supply Record card and Property Inventory Records.

DESTROY 3 years after item disposed of or
completion of card, whichever is sooner.

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

99HP:EBHHT!:Ptb 
GPO: 1975 0 - 579-387 

PAGE OF 
12/26 

9. 

SAMPLE OR 10. 
JOB NO. ACTION TAKEN 

NCl-263-77-6 
Item 78 (No Change) 
GRS 10-: 

NCl-263-77-6 
Item 79, (CHANGE) 

NCl-263-77-6 
Item 79t (CHANGE) 

NCl-263· 77-6 
Item 79< (No Change 

NCl-263 77-6 
Item 79c1 (CHANGE) 

NCl-263 77-6 
Item 79•� (No Change 

NCl-263 77-6 
Item 80 (No Change) 

Deviates from 
GRS 8-4 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR {41 CFR) 101-11.4 
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eemn PJflHHftb 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

34. 

35. 

36. 

37. 

115-203 

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

b. Property Turn-In Slip.

DESTROY 3 years after cutoff. cut off at end of 

each calendar year. 

c. Delivery Ticket and Receipt.

DESTROY 3 months after audit. 

Stock Records Cards Files. 

a. 

b. 

DESTROY 2 

equipment 

office. 

cards. 

ears after the item is discontinued, the 

ransferred ro a new card, or the 

no longer under control of the 

DESTROY 1 year r completion of card. 

c. stock replenishment cards.

DESTROY when item is replaced or declared 

obsolete. 

Transactions a Combined Transactions Re isters. 

DESTROY when 3 

a. Computer listings

containing all

DESTROY when 3 

from res data base 

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

80UPIE'lflHHfdJ 
Cl'O: 1975 0 - 519-387 

PAGE OF 

13/26 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

Deviat s from 

GRS 8-4 

NCl-263 77-6 

Item 81 (No Change) 

GRS 3-1 b 

NCl-263 77-6 

Item 81 (No Change) 

NCl-263 77-6 

Item 81 (CHANGE) 

NCl-263 77-6 

Item 82 (No Change) 

NCl-263 77-6 

Item 83 (No Change) 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101 -11.4 



CONfi IDEtflllHL 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

37. 

38. 

39. 

40. 

41. 

42. 

43. 

115-203 

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

b. listings used by components for 

receipt of new listing. 

Status - Past Inventories and 

DESTROY years old. 

Files. 

DESTROY when 1 

Recei ts and Files. 

DESTROY when 

DESTROY when 1 year 

Stock Locator Files. 

DESTROY card when item is discontinued or relocated. 

Identification and Catala 

a. Microfiche copies

DESTROY when superseded, 

needed. 

Reference Files. 

ous supply catalogs. 

solete, or no longer 

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

CflHFI BBHlflI?,li. 

Gl'O: 1975 0 - 579•3Si 

PAGE OF 

14/26 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-6 

Item 83 No Change) 

NCl-263- 7-6

Item 85 No Change) 

NCl-263- 7-6 

Item 86 No Change) 

NCl-263- 7-6

Item 87 No Change) 

NCl-263- 7-6

Item 89 No Change) 

Deviates from 

GRS 3-10 

NCl-263- 7-6 

Item 90 No Change) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101�11.4 



e8HfI1'8HUhl5 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 
ITEM NO. 

43. 

44. 

45. 

46. 

47. 

115-203 

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

General Services Administration supply 
Federal Item Identification Guides (FIIGS), 
Federal supply manuals. 

TROY when superseded. 

a. Catalog Request, Form 3531. 

DESTROY 

b. Federal

DESTROY when reply r 
verified by cataloger 

requests. 

c. Catalog action request lo

DESTROY when superseded or n 

Agency stock Numbers Log. 

DESTROY when no longer needed 

GSA and action 

Master Item Identification card Files. 

DESTROY cards when data entered in ICS 

Stock Number History Files. 

DESTROY when no longer needed for reference. 

Four copies, inch.1dlrig original, to be submitted to the National Archives 

fDNFIDlalTiftfr 
(� : 197$ 0 - 579 .. 337 

PAGE OF 

15/26 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263 77-6 
Item 91 (No Change) 

NCl-263 77-6 
Item 92 (No Change) 

NCl-263 77-6 
Item 94 (No Change) 

NCl-263 77-6 
Item 95 (No Change) 

RM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



99HM 'BfilM'l'!�t 

Request for Records Disposition Authority- Continuation JOB NO. 

7. 
JTEM NO. 

48. 

49. 

50. 

115-203

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

car· 

a. 

after cutoff. cut off when action 

b. ransportation control and movement documents.

DESTROY 

c. 

or no longer needed, 
whichever is 

d. Domestic depots cargo record files.

DESTROY 3 months fter completion of shipment. 

Incoming Shipment (Indicator) Files. 

a. Incoming shipment files.

DESTROY 1 year after shipment completed. 

b. Incoming shipment log.

DESTROY when 3 years old. 

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

e Ol'H.1 f 15!!:HU ft'B 

GPO: 1975 0 - 579 .. 337 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-6
Item 96a (No Change)
GRS 9-la 

NCl-263- 7-6 
Item 96b (No Change) 

NCl-263- 7-6 
Item 96c (No Change) 

NCl-263- 7-7 
Item 16 NO Change) 

NCl-263- 7-6 
Item 97 No Change) 

NCl-263- 7-6 
Item 98 CHANGE) 
Deviates from 
GRS 9-5a 

NEW 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11A 



_. awe• 

COHP I Dl3HTL1,is 

Request for Records Disposition Authority-Continuation I JOB NO. 

7. 

ITEM NO. 

51. 

52. 

115-203

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

Real Property Project Files. 

a. Agency owned or assigned property.

PERMANENT. 1947 to present. 70 cubic feet.
annual growth 5 cubic feet.

b. Other property.

DESTROY 6 years after property is disposed of, lease
is cancelled, or project is deactivated.

Real Property summary (Real Estate) Files. 

a. Program documentation.

DESTROY 1 year after termination of system.

b. Input d�a.

DESTROY w�n data is input into system.

c. output data.

DESTROY ad hoc reports when no longer needed.
Transfer annual reports to project files (Item 51a
above) when property is disposed of, lease is
cancelled, or project is deactivated.

d. Duplicate copies of reports maintained by
divisions and staffs as working files.

DESTROY when 1 year old or no longer needed,
whichever is sooner.

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

COHF I8!3UTi hfs 
GPO: 1975 0 - 579-337 

PAGE OF 
17/26 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263-·7-6 
Item 100, ,b,e&f 
(CHANGE) 

NCl-263-77-6 
I tern 5 ( :HANGE) 
GRS 20, :hapter III, 
Item 2 

NCl-263-77-6 
Item 100c (No change) 

NCl-263-77-6 
Item 100d (CHANGE) 

NEW 

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. 

7. 

ITEM NO. 

53. 

54. 

55. 

56. 

115-203 

8. DESCRIPTION OF ITEM 
[Wi1h Inclusive Oates or Re1ention Periods) 

Safehouse Project Files. (C) 

a. 

PERMANENT. 1952 to present. 93 cubic feet. 
Annual gro th less than 1 cubic foot. 

b. Accountings.

DESTROY 25 years after cutoff. cut off at end of 
each fiscal year. 

Fine Arts Commission Files. 

DESTROY when 5 years old. 

Computer Run on Agenc etropolitan Areas ace (CRAMS). 

DESTROY end of fiscal 10 years old. 
DESTROY 

Work Order Files. 

a. Files containing request for building alterations,
work orders levied on GS , and related material.

DESTROY 3 years after 
files at end of 

b. Copies of GSA Work Order us
and liquidation of funds.

DESTROY 3 years 
files at end of each fiscal y 

Cut off completed 

in the obligation 

off completed 

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

eeNP£!5!tQTIML 

PAGE OF 

18/26 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-6 
Item 101 (No Change) 

NCl-263- 7-6 
Item 101 (CHANGE) 

NCl-263- 7-6 
Item 102 (CHANGE) 

NCl-263- 7-6 
Item 103 (No Change) 

NCl-263- 7-6 
Item 104 (No Change) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adminis1ration 
FPMR (41 CFR) 101-11.4 
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@8HFffif!lMT!1tt 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

57. 

58. 

59. 

60. 

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

Contract Files (Buildin services). 

when l year old. 

Service Records Files. 

DESTROY compl ted pages when 3 months old or when no 
longer needed, hichever is sooner. 

a. Application files.

b. 

DESTROY upon overall

Parking Record, Form 

r
�

ation 

3614. \

of parking permits. 

DESTROY upon overall reallocat·on of parking permits. 

Buildin Requistion Files. 

a. Files containing copies of requisitions ocumenting
the supply service furnished to Headquart
components.

DESTROY completed files 3 months after end of
year involved.

b. Book log.

�ES�ROY �hen no longer needed for reference.

ic. commercial and 903 stock files. 

DESTROY 1 year after completion. 

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

PAGE OF 

9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

NCl-263- 7-6
Item 105 (No Change)

NCl-263-77-6 
Item 106 (No Change) 

NCl-263-77-6 
Items 107a&b 
(No Change) 

Cl-263-7 -6 
Item 107c (No Change) 

Cl-263-7 -6 
tern 108 (No Change) 

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

Administration 
FPMR (41 CFR) 101-11.4 
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COH1"!19BH'Fl:l,L 

Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 
ITEM NO. 

60. 

61. 

62. 

63. 

115-203 

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

d. identifying GSA order numbers.

needed for reference. 

sition Files. 

DESTROY 1 year 
fiscal year. 

cut off at end of each 

Property Passes Files. 

a. Requests and auth rizations for permanent property
passes.

DESTROY when supers ded or cancelled.

b. Property pass, Form 1851 or OF 7, for one-time use.

DESTROY when 6 months old. 

Equipment and Supplies Accountability Files. 

a. Hand receipts.

DESTROY upon turn-in of item.

b. Basic requisition with signature of approving
official for all 90-day loan items.

DESTROY upon turn-in of item. 

c. Lists of individuals who are resigni
or being transferred, and who may be
for government property.

DESTROY upon return of any outstanding roperty.

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

PAGE OF 
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NCl-263- 7-6
Item 109 (No Change)

NCl-263- 7-6
Item llO &b 
(No Chan e) 

NCl-263- 7-6 
Item 110 &d (CHANGE) 

NCl-263- 7-6 
Item 111 (CHANGE) 

NCl-263- 7-6 
Item 111 (CHANGE) 

NCl-263- 7-6 
Item 111 (No Change) 

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

Administration 
FPMR (41 CFR) 101-11.4 
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eeHF32BBUTihr. 

Request for Records Disposition Authority-Continuation 

7. 

ITEM NO. 

64. 

65. 

66. 

67. 

68. 

69. 

115-203 

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

car intenance and Installation Files. 

DESTROY w en 1 year old. 

Building Services Activity Log. 

DESTROY when 6 months old. 

Printing and Photography Requistion Files. 

a. Files containing requisitions, work orders,
scheduling records, and other papers relating to the
processing, costing, and completion of a printing or
photography job.

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

b. Job request suspen e files.

DESTROY when 
reference. 

GPO Printing Files. 

no longer needed for 

DESTROY 3 years after cutoff. cut off at end of each 
fiscal year. 

GPO Purchase Ord r Files. 

DESTROY 3 
at end of 

Job Order Log. 

cutoff. cut off completed files 
year. 

DESTROY 1 year after cutoff. 
calendar year. 

Cut off at end of each 

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

88Uf:E rlf!BUIAL 
Gi'O: 1975 0 - 579-367 

PAGE OF 

21 26 

NCl-263 77-6 
Item 112 (No Change) 

NCl-263 77-6 
Item 114 (CHANGE) 

NCl-263 77-6 
Item 115a (CHANGE) 

NCl-263 77-6 
Item 115b {No Change) 

NCl-263 77-6 
Item 116 (No Change) 
Deviate from 
GRS 3-7

NCl-263 
Item 11 (No Change) 
GRS 3-7

NCl-263 
Item 11 
Deviate 
GRS 13-

(No Change) 
from 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Adminis1ration 
FPMR (41 CFR) 101-11.4 
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Request for Records Disposition Authority-Continuation 
JOB NO. 

7. 

ITEM NO. 

70. 

71. 

72. 

73. 

115-203 

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

Photography scheduling Files. 

DESTROY when 6 months old. 

Daily Printing Production Report Files. 

DESTROY when 6 months old. 

Reproduction Machine Records Files. 

DESTROY when 5 years old. 

Executive Dining Room (EDR) Files. 

a. Administr tive subject files.

Transfer po icy papers to OL organizational files 
and audit r orts to OL audit files when no longer 
needed in cu rent files area. DESTROY other 
material when no longer needed. 

b. voucher files.

DESTROY 

c. Vendor files.

Transfer 
payment. 

files (Item 73b above) after 

d. Ledgers, journals, statements, and Imprest Fund
files.

DESTROY 3 years after cutoff. cut off at end of 
each fiscal year. 

Four copies, includlrig original, 10 be submitted to the National Archives 

'eiQNi'ili1iliWUH1 
GPO: 1975 0 - 5'79•387 

PAGE OF 

22/26 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-6
Item 120 (CHANGE}

NCl-263- 7-6 
Item 121 (CHANGE) 
Deviates from 
GRS 13-7 

NCl-263- 7-6 
Item 122 (CHANGE) 

NCl-263- 7-6 
Item 127 (No Change) 

NCl-263- 7-6 
Item 127 (No Change) 

NCl-263- 7-6 
Item 127 (No Change) 

NCl-263- 7-6 
Item 127 (CHANGE) 
Deviates from 
GRS 7-4a 

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. 

7. 

ITEM NO_ 

73. 

74. 

115-203 

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

e. receivable statements and receipts. 

OY upon completion of audit. 

f. 

of membership. 

g. cross reference files. 

termination of membership. 

h. 

of audit. 

i. Luncheon files.

j. Equipment files.

DESTROY 2 years after isposal of equipment. 

Domestic Depots cryptographic Records Files. 

a. Procedures and regulations rtaining to the
operation of the signals com unications center.

DESTROY when superseded or no onger needed. 

b. Office record copy of all incoming and outgoing
messages.

DESTROY 2 years after cutoff. cut off at end of
each calendar year.

Four copies, lncludlrig orlglnal, lo be submitted lo the Natronal Archives 

@8UP:EB13HTilth 

GPO : l'J7S O - 5-79-387 

9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-26 -77-6 
Item 1 7e (No Change) 

NCl-26 -77-6 
Item 1 7f (No Change) 

NCl-26 -77-6 
Item 1 7g (No Change) 

NCl-26 -77-6 
Item 1 7h (No Change) 

NCl-26 -77-6 
Item 1 7i (No Change) 

NCl-26 -77-6 
Item 1 7j (No Change) 

NCl-26 -77-7,ltem 8 
(No Ch nge) 

oeviat s from 
GRS 12 3b 

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. 

7. 

ITEM NO. 

74. 

75. 

115-203 

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

c. Log on all incoming and outgoing messages.

Destroy 2 years after cutoff. cut off at end of

each calendar year.

d. Crypto area visitor register.

DESTROY 6 months after cutoff. cut off at end of 
each calendar year.

e. Crypto material accountability files.

a. 

DESTROY 2 years after cutoff. cut off at end of 

each calendar year. 

Records Files. 

reports. 

DESTROY when 

b. Annual property ontractor responses.

DESTROY upon rece t of next year's response.

c. current contractor a proved property procedures.

DESTROY when dealings with contractor are terminated.

d. Facility property recor

for reference. 

e. Contractor property cards.

DESTROY when annual

been submitted.

Four copies, lncludhig original, lo be submitted to 1he National Archives 

CUNfl I DBM TI Ms 
GPO: 1975, 0 - 579-387 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 
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10. 
ACTION TAKEN 

Deviates from 

GRS 12-3 

NCl-263- 7-7

Item 23 (No Change} 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by Genera! Services 

Administra1ion 
FPMR (41 CFR) 101-11.4 
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Request for Records Disposition Authority- Continuation 
JOB NO, PAGE OF 

25/26 

1. 

ITEM NO. 

76. 

77. 

78. 

79. 

80. 

115-2D3 

a. 

b. 

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

Files 

1950 to present. 12 cubic feet. 
owth 1 cubic foot. 

PERMANENT. 

Annual growth 
35 cubic feet. 

c. Contracts and

Destroy 20 years after 
in current file area 3 
transfer to the Agency 
17 years thereafter. 

e out of project. Hold 
after close of project, 

Center and destroy 

Memorandum Requests for Replenishment of Postage Stamp 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-6 
Item 62 No change) 

NCl-263- 7-6 

Account. Item 44b (CANCEL) 

DISCONTINUED. Files destroyed. 

Patent Files. 

DISCONTINUED. Files destroyed. 

Vendor Files. 

DISCONTINUED. Files destroyed. 

PIN Working Files (Receiving). 

DISCONTINUED. Files destroyed. 

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

Q)NFlilililWHAk 

NCl-263- 7-6 
Item 52 CANCEL) 

NCl-263- 7-6 
Item 57 CANCEL) 

NCl-263- 7-6 
Item 64 CANCEL) 

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 I JOB NO. 

7. 

ITEM NO. 

81. 

82. 

83. 

84. 

85. 

86. 

87. 

115-203 

Vehicle Status 

DIS CONTINUED. 

Magnetic Ta12e 

DISCONTINUED. 

Carqo suspense 

DIS CONTINUED. 

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

Cards. 

Files destroyed. 

Catalog Data. 

Files destroyed. 

Files. 

Files Destroyed. 

Stock Forms Machine Runs. 

DISCONTINUED. Files destroyed. 

Unnumbered Book Loq. 

DISCONTINUED. Files destroyed. 

CRAMS Punched Cards and Tapes. 

DISCONTINUED. Files destroyed. 

Securitv Clearance Case Files. 

DISCONTINUED. Files destroyed. 

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

eelHfil!DOH"fUt:b 

PAGE OF 
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9. 
10. SAMPLE OR 

JOB NO. ACTION TAKEN 

�Cl-263-7 r?-6 
Item 74b j(CANCEL) 

I 

NCl-263-7�-6 
Item 93 ( ANCEL) 

NCl-263-7 �-6 
Item 99 ( CANCEL} 

�Cl-263-7 �-6 
Item 113 � CANCEL) 

�Cl-263-7 �-6

tern 101b ( CANCEL) 

11Cl-263-7 7-6

l[tem 103b (CANCEL) 

�Cl-263-7 7-6

l[tem 124c ( CANCEL) 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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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/



