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~d~O'bn No. :1.115 
Rev'laed November 1961 
Prescribed by General Services ~T FOR AUTHORITY Administration 
GSA Belir. 3-JV-I06 TO	 DISPOSE OF RECORDS116-103 

(See Instructions on Reverse) 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

NOTIFICATION TO AGENCY I. FROM (AGENCY OR ESTABLlSHMENn

Ac-cy ter InterDatieDal DevelepMl1t	 In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend-2. MAJOR SUBDIVISION ments, is approved except for ite~s that may
Ottice ot Managaaent Operatios be stamped "disposal not approved or
 
"withdrawn" in c umn 10.
3. MINOR SUBDIVISION 

CoJauDications and Records Manag_ent Dlvision (Ill/CBM) IJ 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

Al.etha Pearson	 632-9808 
B. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authori.ed to act for the head or thIa a&mCY In matten pertaininl to the diapoeal of record .. IUId that the recorda dHCribed InthIa Hat or 

achedule of --i- palea are propoeed for diapoaal!'or the reaaOll indicated: ("XU only one) 

D
A The recorda have B The recorda will ceue to have sufficient value
 

ceaaed to have suffi- e!] to warrant further retention on the ezplratlon

cient value to warrant of the period of time Indicated or on the occur-

further retention. rence of the event apecilied. 

(Date)	 (Signature of Agency Representative) 

9.7. 8. DESCRIPTION OF ITEM	 10.
SAMPLE OR I1EM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

1.	 TRG - TBG 1.31 Records covering AgenC7activities,
 
policies and procedures relating to the Uai"' ng of
 
toreign natieDals ot recipient countries ot u. s.
 
foreign aid.
 

See attached schedule tor it __ b,y-it_ description of
 
records.
 

AIDpermanent, records will be off'ered to NARSwhen the 
rel~ted records of' the Department of' State are offered. 
At the present time this is when the records are from 
25 to 30 years old. ~.IK'~ ~) .........JI 

AID inactive records are usually sent to FARCwithin 
3 years after cut-off' or close of' file. ~ 

/ 
,c.I)~ ~Aw"6 

http:authori.ed
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4E TRG (p. 1) 

TRAINItIG 

This category covers Agency activities, policies, and procedu~es rela~ed to the ~raining o~ coop~r~ting-
country national~. including selection of participants, .p~annlng and lmpl~mentatlon of ~h~lr tralnlng
courses, follow u~ to assure optim~l utilization of tralnlng, and evaluatlon of the tralnlng program as 
a whole. 

Maintain case files of participant or training projects as a separate file group. arranged alphabetically 
("'.' by name of participant or by project number . .~./ 

for training programs for Agency employees. see PER 13. 

NOTJ!;:Retention periods cited in this category apply only to records main-
tained by the Office of International Training in il.ID/Wand to the 
division maintaining official files of the participant training 
program in overseas officeso With the exception of materi&l pertaining
to admir~strative matters such as commodities and contracts and overall 
po1ic-s, planning and program documentation, which are filed under other 
appropdate subject Ln this Handbook, all other offices destroyo'll~\llines
material on participant training when no longer needed for reference. 

EXCEPTION:	 Files of the Internat.ional fo1ice Academy relating to public
safety training programs (terminated in 1974) are official 
A.1D files. 

d.	 b. 
FILE RET ENTION FERIOn CLASSIFIC;"l!ON DlBCRIPTION OF R~ORDS: 

TRG '.Substantive policy, p1ai].nin~,program and l'ERMANENT Destroy when obsolete 
evaluative material documenting the develop-
ment of methods and procedures for imple-
mentation of the participant training 
program, not filed elsewhere in the TRG 
category. 

? Routine administrative and evaluative 5 years 5 years

correbpondence regarding any phase of
 
participant training progrum, 1"i1e
 
aepara.te1y from substantive policy,

planning and program material.
 

•
 



TRG (p. 2) 
'd. b. 

FILE Rf.l'£NTION PERIOD 
CLASSIFICATION DZSCRIPTION OF R~ORDS: AID/W OVERSEAS 

TRG	 Participant trainee case files, con-
taining PIP/ps, biodata, call forward,
 
notice of arrival, course records,

reports, etc., filed by PIO~ number:
 

a.	 One selected file per year for eac~ I'Effiftdi~r.r Overseas offices des-
field (e.g., agriculture,£t)J6t1.". 'U> troy all ~IO/P filestraining ~ 

education, health, etc.) ~~. after participant
returns and pertinent 

b. Files for all V. !eP. I S and potenti~ P~:i!:W'l' summary data is trans-
professional/poli tical leaders. ~~ ~ 1..0 ferred to card files 

r ~. or computer tapes, as 
o.	 c. Files for all outstanding partici- F~fJrlH}N'f appropriate.

pants whose achievements are an 'lJIA~ IAtN+v 1O 
asset to their country and a ~-;;ii! EXCEPT: Overseas offices 
testimony to the success of AID t-' involved in training 
programs. third country partici-

pants	 from other b.	 d. Participant proj ect files of Inter- "';EnHMI~~. . countries may destroy 
American Police Acade~ documenting ~)~~ related PIO/P files at 
each public safety training proj ect, J~ 11lJ.. nd asd.ondiscretion. 
description of course, attendees, ,--
instructors, etc. 

-1. e. All others	 5 years 

1.	 issp d m I rni /rintouts containing P ERHANENT Destroy upon termina-t 

summary data for each trainee or tion of overseas office 
training project. 

q.	 Card files and other summary data Destroy Destroy upon termina-
for each trainee or training project upon trans- tion of overseas office 
(except conputer tapes and printouts fer of data or when data is trans-
and reports described elsewhere in to computer ferred to computer
thi s outline). tapes tapes at overseas 

office 

of10, Copics particiP3ting agency /A Pf!fttit1ttmrv Dispcse with pertinent 
service	 agree.pents and COnfO))11ed vN~~~ case	 filecopies of contracts with colleges

and universities or prct ess ional
 
societies v.h ich serve to docirnent
 "1".~. 
er ranjcmcnt.s for par t ic ipant
 
training.
 

TRG 1 ALW!Ai~CES '1.	 11aterial reg,nding training 5 years 5 years
all owances for expenses, 
maintenance, books, travel,---	 equipment and s upp l ies , 
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4r- - TRG (p. 3) 

d. h. 
FILE CLASSIFICATlOi~: . DESCRIPTION OF RECORDS: RETENTIOi~PERIOD 

AID/W OVERSEAS 

TRG 2 AREA OF ,:)..Surveys, data}and eva1uative PERMANENT TRAli'Ui~G	 reports regarding the
geographical area where training

i~ accomplished, including
..	 criteria for selection of training
sites, and procedures applicable
to each localepollcy and 

TRG 2-1 Host Country 13. Papers regardin' procedures for PERMANENT implementing host country training,
including information and
evaluations on facilities. 

<, 

TRG 2-2 Third Country 1'1- Correspondence and reports PERMANmT 
'relating to policy and procedures
on third cQuntry j"raining, 

. IS!Case files of aqreements PERMANENTwith national·governments for _
third country training facilities. 

I(,.Recordsof t·lissionin country ii.A. giving third country participant
training covering facilities,programs,and overall operations. 

t1.Monthly Report on Third Country Training, 5 years
U-l37, containing information on third 
country training of participants, in-
cluding name of contractor, date of 
arrival, field and type of training,
country and duration of training and 
program completion. 

IrhAID :Participants Trained Exclusively in PERMANENT 
Third Countries," annual statistical 
summary report containing information b,y
area, country of origin and field of 
training. 

TRG 2-3 United States 11 Papers ~egarding 001 icy on PERMANENT. training in the United States. 

TRG 3 CONFERENCE ~C. Papers regarding.c~nferen~es 2 years AnEI~UANCE	 attended by partlc1pants in connection with training programs,
indicating number in attendance,
dates, places,and itineraries. 

Destroy when obsolete. 

Destroy when obsolete. 

Destroy when obsolete. 

PERMANENT 

10 years 

3 years 

3 years 

Destroy when 'obso
. 

lete .. 
., 

2 years 

File papers regarding individual
participants in participant's •case files. 
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~	 TRG (p./f) 

·a.	 b. 
RETEHTIOI~ PERIOD DESCRIPTION OF RECORDS:FILE CLASSIFICATION:	 AID/W OVERSEAS 

'~terial describing training 5 years Destroy when obsolete. TRG 4 COURSES ,-t.	 courses available to participants,

including prospectuses.
 

EXC.f!l»T: For material	 regarding Public 
Safety training courses, see n's 21-8. 

For issuaLces, notices and pub-
lications reo training courses, 
see TRG 100 

If volume warrants, case file by
technical activity covered by the 
courses (e.g., agriculture,
community development, education,

-P1.I~He safety, etc.). ~laterial 
may be further broken down by
title of course, if desired. File 
material on special programs
tailored to the needs of individual. 
participants and approval by nission 
and cooperating country in the 
participant or project case file. 

SER/IT Correspondence file: 5 years r{.A.
American professional $ocieties. 

TRG 5 DURATIOI~	 Papers regardi ng 1ength of 5 years 5 years
 
training programs and guidelines
 
on desired starting and tenninal
 
dates.
 

TRG 6 EVALUATION ;2.'-1.	 IDelllf31eteEl Ejl:je!iti6p.I'IJ;,.es, Reports PERMANENT Destroy when obsolete. 
and studies used to evaluate 
effectiveness of training methods 
and techniques in specific fields 
of activity, country, or overall 
participant training program.
Case file by individual evaluation 
study or project if volume warrants , 

TRG 7 FACILITIES	 liaison and strengthe~ing of
 
relationships with organizations

which provide training,

hospitality or cosmuni ty activity,

and services to participants,

such as universities, particioating

agencies, manufacturers, and'
 
communitv service grou[1s~
 

~5. ao Policy, procedural and evaluative PERMANENT Destroy when obsolete. 
material 

~. bo	 Routine and adminiEftrative 5 years 5 years

correspondence.
 • 
.	 . 

.J1. Case files for individual facilities, fJ. ~BJ . Destroy when obsolete 

arranged alphabetically b.1 name of ~~~ 
facility, field of activity or location •. 2.D ~ bI.J.. 

http:Ejl:je!iti6p.I'IJ;,.es


..
 
21, Part III 

4E TRG (p.5) 

FILE CLASSIFICATIO:l: DESCRIPTION OF RECORDS: 
a. 

RETEHTIO~ PERIOD 
b. 

AID/W ~VERSEAS 

TRG 7 FACILITIES ~~. Report on Contracts, made by 5 years ii.A.
 {~ont'd} team leaders or managers of
 
participant groups concerning
 '..Et~~.~:~~S,,:~i::dijt..l...,;t;,,;,,>.' 

TRG 8 FOLIDWUP OF ~ : era :re ehsrq PiiHfldfBM'f Destroy when obsoletePARTICIPANTS	 1I8:~erial regarding '1)JAlAio. ~1..Jt.t1/J04.

methods to assure con~---7 U
 
tinuing contact ~th
 
participants after train-
ing to develop their
 
maximum potential.
 

sO. "Returned Participants Follow-Up PERMANENT 10 years
Activities". annual report no. U-418. 
containing a summary of all signifi-
cant followup activities carried out 
during the reporting period on re-
turned participants. 

~(. V.onthly "Returned Participant 1 year 1yearFollow-Up Datal1~ report no. 
U-1.380/6. 

TRG 8-1 Commendations 32.. Papers regarding the presenta- year	 year .tion of crnnmendations, certificates 
of achievement, €:tc., and 
arrangements for presentation. 

For coverage of presentation 
ceremonies, see INF 8. 

File copies of cormendations 
or certificates in participant case files. 

TRG 9 PROCtSS Ii~G 3 3 . Po ~icy, procedures, and 
gUldance papers regardinq Destroy when
 
processing of individual Obsolete.
 
pa rticipants., i"rre 1(,Ioj; 11~
 

flU. CjsUiot;Oil 0\ tJ!O(]3CJ ibtlh::.- ,
 
t!l5101aR89 af hOI·k MORS, He=:
 

Operating files accumulated in 5 years
 the perfoncance of general 5 years or destroy

services. inc luding arrangeme'1ts when obsolete.
 
for visas, security clcJrances
 
maintenance allowance, tra~soo;tation,

health and acciJe~t insuranc~,

and other inCidental services.
 

• 
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4E 

FILE CLASSIFICATIO~: DESCRIPTION OF RECORDS: 

'd. 
RETENTION 

AID/W 

TRG (p.6) 

10 
PERIOD 

VERSEAS 

~~. TRG 9-1 Authorization	 Papers regarding policy, P~E!r.r Destroy whenprocedures,and guidance in 
preparation and use of PIO/P's. obsolete. 

3~. TRG 9-2 Orientation and	 Files regarding policy, PERMANENT Written proceduresReception	 procedures, and guidance on originated by over-
Mission predeparture briefing. seas offi ce: PERMANENT port of entry and reception
procedures, and or ;entation Other: 6 months 
in country of training. after use ceases,

31. TRG 9-3 Special 0) Files regarding ,e-t;~ PBRtWliXl' 2 years
Provi s ions	 pF8e!!ilulI'ii. IU'~ !lui sali!!! ; .. f
 

participant and dependent

travel, purchases, ovnersh i0
 

and operation of automobiles,
 
in~ome tax exemptions, .
 
interpreter servi~es, insurance,

waiver of visa requirements,

andthhandlin9 of ill ncs s and	 ~t~ ~. etion of assignment~&,."Nee c ses~ ..I~~~	 I 

(j	 . ~r~-I Y. a/or uoon N.A.
3()· .Case l: es con b copy of con- termination ~f 

tracts and biodata of individual participant training 
interpreters. program 

S~.Ca?e files containing letters of 1 year after coa-	 N.A.
assignment, vouchers	 and payroll pletion of aasdgn-.
information for individual in- ment 
terpret rs. 

TRG 9-4 Visa Lists 1-0	 Visa lists of names of 2 years after 1 year after close 
participants authorized for return of all of FY in which 
entry into the United States. participanU3 issued. 

on list. 
TRG 10 TRAIIHNG iWTICES!#participant Training Directories.
 

news1etters,and other issuances
 
prepared for use of participants,

SER/IT,and other AID staff:
 

iLA.41. a. ~ecord copy	 PERMANmT 

£/~. Distributed copies. Destroy when	 Destroy -when 
obsoleteo·obsolete. 

Policy and procedural 43;~apers regarding ~r~teria f~r Destroy when 
TRG 11 SELECTIOi~ ~e1ection of partlclpants, Includ- obsolete. 

ing security clearances, acadewic 
requirements, etc. 

'-If Routine contr.ol records u~ed in Destroy upon N.A. 
. participant trainee secur itv return of • par t ic tpan tclearance. 

http:contr.ol
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4E 
TRG (p. 7)

h. 
FILE CLASSIFICATION: DESCRIPTION OF RECORDS: RETENTION PERIOD 

AID/W OVERSEAS 

TRG 11 SELECTlO&~ Case files in overseas offices 
(cont'd) of biodata, Englisb tests, etc.,

used in selection or cancellation 
-of candidates: 

TRG 11-1 language 

U-1380'7 
t 

~. a. Selected participants 

41, . b. Candi da tes not selected 

4~ Participant Engl ish Testing and 
Training Report, Report Control 

~b~, annual, .summarizing 
r- ~sh language testlng and 

training activities carried on 
for participants by or under the 
direction of the Mission. 

N.P .• 

H...A. 

PmMANENT 

all 

Transfer to 
cipant case 

5 years 

5 years 

parti-
files. 

TRG 11-2 i'ledi<:al. ExamlOatlons 
41. Papers regarding scheduling and 

arranging for facilities to 
provide for medical examinations 
for participants, including
requirements for medical clearance. 
which are not. filed in PIO/P 
folders. 

5 years 5 years 

TRG 12 SPOi~SORS	 Material regarding training of 
cooperating country nationals 
under other than direct 
A~ency administration and/orflnanci ng: - - - . 

11.	 a. Policy and procedural material PERMANEm Destroy when 
regarding AID involvement obsoleteo 

50. b.	 Other 5 7ears 5 years 

For scholarships and fellowships.
see EDU 5. 

...
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d. 
TRG (p. 8) 

b. 
FILE CLASSI FICATl ON: DESCRIPTION OF RECORDS: RETEiHION PERIOD 

AID/W OVERSEAS 

TRG 12-1 Contractors ( 
Policy and procedural 

S ,apers rega rd ing development and 
• hdministration of participant

training incidental to Agency
technical service contracts. 

PERMANENT Destroy when 
obsolete. 

/ For contracts with organizations
to provide training to participants.
see PRC instruction B. 

for general liaison and relations 
with such organizations. see TRG 7. 

TRG 12-2 Independentl~l-,papers regarding training /.2r~
fin~nc:ed arranged or administered by the ~ Iralnlng Agency but financed from other 

sources. 

Des troy when 
obsolete 

TRG 13 TRAIiHI~G AIDS 6'3.Examples.of training aids developed
by the Agency, including books,
translations, audiovisual,
and other training media. 
Subdivide by type if volume 
warrants. 

PERMANENT PERMANENT J if developed by
overseas offi ces. 
Destroy those 
received from AID/;~
when obsolete. 

?cf. Examples of training 
.'lurnished by sources 

aids • 
outs; de AID. 

Destroy when 
obsolete, 

Destroy wh::rl 
obsolete. 

'- -

. . 

-.- •
 


