i

. . ;. )
ﬁa_.pdud'f‘g’i-m No. 115 , - 4.
lr}ovuet_i Nozenaber 191515e .

l'e!crled y nera. TViCces

‘Administration R T FOR AUTHORITY T _ LEAVE mu:a

GSA Reg. 5-1V-106 TO DISPOSE OF RECORDS JAN 2 g

115-103
DATE APPROVED

TOo: GENERAL SERVICES ADMINISTRATION, N C 1- 2 8 6' 7 6 —3

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 =

1. FROM (AGENCY OR ESTABLISHMENT)
Ag.ncy fer Internatienal Developnont In accordance with the provisions of 44 u.s.C.

2. MAJOR SUBDIVISION 3303a the disposal request, im;luding amend -
ments, is approved except for items that may

Office of Ma.nagenant Opea'at:l.ons be stamped "disposal mot approved" or

3. MINOR SUBDIVISION yithdrawn" in cjiumn 10.
( A3
& fQ Aﬂ/(/

Communications and Records Management Division (MO/CRM)
chivist of tixe“’Umted States

4. NAME OF PERSON WITH WHOM TO CONFER S. TEL. EXT. 3 - 3 4 'l
Aletha Pearson 632-9808 "
6. CERTIFICATE OF AGENCY REPRESENTATIVE:
I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in this list or

schedule of _9_ pages are proposed for disposal for the reason indicated: (“‘X only one)
A The records have B  The records will cease to have sufficient value

(See Instructions on Reverse)

NOTIFICATION TO AGENCY

ceased to have suffi- to warrant further retention on the expiration P
I:] cient value to warrant of the period of time indicated or on the occur-
further retention, rence of the event specified, /
CHief, MO/CRM f
(Date) (Bignature of Agency Representative) (Title)
1 8. DESCRIPTION OF ITEM oy 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
1. TRG -~ TRG 13: Records covering Agency activities,

policies and procedures relating to the training of
foreign natienals of recipient countries of U, S,
foreign aid,

See attached schedule for item-by-item description of
records,

AID permanent records will be offered to NARS when 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, Sofanin, e, p 3wl

AID inactive records are usually sent to FARC within
3 years after cut-off or close of file.m wed, 206

('4@4!&.43@«@1 L AOWY-HIb [0 Cews
 { eoﬂni including original, to be submitied to the National Archives and Records Service /
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4 TG (p. 1)

TRAINING

Instrug&iggg

This category covers Agency activities, policies, and procedufes re]a?ed to the Fra1ning of cooogrqting-
country nationais, including selection of participants, planning and 1mp1gmentat1on of th1r training
courses, follow up to assure optimum utilization of training, and evaluation of the training 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.

NOTE: Retention periods cited in this category apply only to records main-
tailned by the Office of International Training in AID/W and to the
division maintaining official files of the participant training
program in overseas offices, With the exception of materiel perteining
to administrative matters such as commodities and contracts and overall
policy, planning and program documentation, which are filed under other
appropriate subject cullines in this Handvook, all other offices destroy
material on participant training when no longer needed for reference.

EXCZPTION: Files of the International FPolice Academy relating to public
safety training programs (terminated in 1974) are official
AXD files.

a. b.

FILE ’ RETANTION FERIOD
CLASSIFICATION  DASCRIPTION OF RACORDS: AID/YW OVERS 3.8
TRG |-Substantive policy, plannins, program and PERMANENT Destroy when obsolete

evaluative material documenting the develop-

- — ment of methods and procedures for imple-

mentetion of the participant trainirg

program, not filed elsewhere in the TRG

category.

2. Routine administrative and eveluative 5 years 5 years

correspondence regarding any phase of
participant training program, File
separately from substantive molicy,
planning and program material,




TRG (p. 2)

4. b.
FILE RATENTION PERIOD
CLASSIFICATION DISCRIPTION OF RACORDS: AID/M OVZRSEAS
TRG Farticipant trainee case files, con-

taining PIP/Ps, biodata, call forward,
notice of arrival, course records,
reports, etc., filed by PIO/F numbers:

32 a.

1. e;

=

One selected file per year for eac

Vistoen prhin
training field (e.g., agriculture, qu

education, health, etc.)

Files for all V.I.P.'s Qnd potentia% RERMANENT
professional/political leaders. %W’w

Files for all outstanding partici- %Pﬂﬁﬁm
pants whose achievements are an @uiu?

asset to their country and a oAl
testimony to the success of AID
programs,

Participant project files of Inter-

American Police Academy documenting ng,rwhv
each public safety training project, 99 (,ro pu
description of course, attendees,

instructors, etc.

All others 5 years

Sompuiciniapaemeisd ﬁintouts containing P ERMANENT

sumnary data for each trainee or
training project.

q, Card files and other summary data Destroy
for each trainee or training project upon trans-
(except computer tapes and printouts fer of data
and reports described elsewhere in to computer
this outline). tapes
10.

Copies of participating agency Pﬂmmm
service agrecrents and confonied @
copies of contracts with colleges 5;
and unijversities or prcf:issional .

societies witich serve to document /\1\" '
arrangentents for participant

training.

TRG 1 ALLOMAWCES Q, Haterial regarding training 5 years

allowances for expenses,
maintenance, bogoks, travel,
equipment and supplies.

Overseas offices des-
troy all PIO/P files
after participant
returns and pertinent
sumnary data is trans-
ferred to card files
or computer tapes, as
appropriate,

EXCEPT: Overseas offices
involved in training
third country partici-
pants from other
countries may destroy
related PIO/P files at
mission discretion.,

Destroy upon termina-
tion of overseas office

Destroy upon termina-
tion of overseas office
or when data is trans-
ferred to computer
tapes at overseas
office

Dispcse with pertinent
case file

5 years
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a. b,

FILE CLASSIFICATION: . DESCRIPTION OF RECORDS: RETENTION PERIOD
AID/W OVERSEAS
TRG 2 AREA OF | 2. Surveys, data,and evaluative PERMANENT Destroy when obsolete.
TRAINING reports regarding the .

geographical area where training
is accomplished, including
criteria for selection of training
sites, and procedures applicabie

to each loca]epolicy and

TRG 2-1 Host Country | Papers regarding procedures for P ERMANENT Destroy when obsolete,

implementing host country training,
including information and .
evaluations on facilities.
) ~
TRG 2-2 Third Country ;i Correspondence and reports P ERMANENT Destroy when obsolete.
relating to policy and procedures

s . on th'l['d m 1 raini '
- IS!CBSe f'i]es of aqreemenfs‘ . -PEE][ Im . P ENT

with national governments for A
third country training facilities.

| b Records of Mission in country A.A. 10 years
giving third country participant ) . .
training covering facilities,
programs, and overall operations.

M. Monthly Report on Third Country Training, 5 years 3 years
U-137, 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. |

—

| ¥nAID Participants Trained Exclusively in PERMANENT 3 years
Third Countries," annusl statistical )
summary report containing information by
area, country of origin and field of

training.
TRG 2-3 United States H Pa—pers }egarding oolicy on PERMANENT Destroy when obsolete. -
training in the United States. ' i .
TRG 3 CONFERENCE :10.Papers regarding conferences 2 years 2 years
ATTENDANCE attended by participants in

connection with training programs,
indicating number in attendance,
dates, places, and itineraries.

File papers regarding individual
participants in participant's
- case files.




TRANS. MEMO NO. EFFECTIVE DATE PAGE NC.

o A'DNA&QQOOK 21, Part 111 .A C214 ) ) Febv‘ 20, 1975 4_205" .
y : ‘ RG (p. 4) ‘
' a. b.

: ECORDS: RETENTION PERIOD .
FILE CLASSIFICATION: ‘ DESCRIPTION OF R AID D ERSEAS
TRG 4 COURSES { Material describing training 5 years Destroy when obsolete,
- - ;1 courses available to participants, .

including prospectuses.

EXCEPT: For material regarding Public
Safety training courses, see IS 21-8,
For issuances, notices and pub-
lications re. tralning courses,
see TRG 10.

1f volume warrants, case file by
technical activity covered by the
courses (e.g., agriculture, .
community development, education,
= etc.). Material .
may be furtier broken down by . . .
title of course, if desired. File
material on special programs
tailored to the needs of individual.
participants and approva] by itission
and cooperat1ng country in the
participant or project case file.

2. o2, SER/IT Correspondence file: 5 years . d.A.
American professional societies.

TRG 5 DURATION ;3. Papers regarding length of 5 years 5 years

training programs and guidelines
on desired starting and terminal
dates.

TRG 6 EVALUATION zq.md-ﬂmﬁeports P ERMANENT Destroy when obsolete,
and studies used to evaluate
effectiveness of training methods
and techniques in specific fields
of activity, countrv, or overall
garticipant training program.
ase file by individual evaluation
study or preject if volume warrants.

TRG 7 FACILITIES Liaison and strengthening of
relationships with organizations
which provide training,

hospitality or community activity,

and seryices to participants,

such as universities, participating

agencies, manufacturers, and

community service grounsé

Js. a, Policy, procedural and evaluative  PERMANENT Destroy when obsolete,

material
24{. be Routine and adminigtrative 5 years 5 years
correspondencs, -
o2 7. Case ﬁles for individual facilities, @ Destroy when obsolete
arranged alphabetically by name of wﬂa/

facility, field of activity or location. 20 old.



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

&=

"{FAGE no. EFFECTIVE DATE THANS. MCMO NO. AID HANDBOO!] 21, Part 111
LL- 200 February 20, 197‘ 21:1 ‘
n ( 6 (p. 5)
E ' a. b, :
SN i RECORDS: RETENTION PERIOD
FILE CLASSIFICATION: DESCRIPTION OF 0 AT/ O ERsERs
TRG 7 FACILITIES 2( Report on Contracts, made by 5 years N.A.

team leaders or managers of
participant groups concerning
industries or agencies visited,

29 pondence ard,reliled malersals

Bedertat regarding //15:7 whin u((w
methods to assure con-

tinuing contact with

participants after train-

ing to develop their

(qont'd)

TRG 8 FOLLOWUP OF
PARTICIPANTS

Destroy when obsolete

o4

maximum potential. '

30. "Returned Participants Follow-Up FERMANENT 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,

%[ Monthly "Returned Participant 1 year 1 year
Follow-Up Data", report no.
U-1380/6.

TRG 8-1 Commendations 3;2” Papers regarding the presenta- 1 year _ 1 year .

tion of commendations, certificates
of achievement, etc., and
arrangements for presentation.

For coverage of presentation
ceremonies, see INF 8.

File copies of cormendations
or certificates in participant
case files.
TRG 9 PROCESSIiG Policy, procedures, and o
) 33. guidance papers regardinc FuRaIANENL
processing of individual

participants, freduding~
greberaei1nr1rr1?ruustz'TUTm>7
OSSO T DR

34, Operating files accumulated in
* the perfonrance of general
services, including arrangements
for visas, security clearances,
maintenance alliowance, trarsportation,
health and accident, insurance,
and other incidental services.

5 years

Destroy when
bbsolete,

5 years or destroy
when obsolete.
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FILE CLASSIFICATION: DESCRIPTION OF RECORDS:

36 TRG 9-1 Authorization Papers regarding policy,
procedures, and guidance in

preparation and use of PIO/P's.

Orientation and
Reception

3. Tr6 9-2

Files regarding policy,
procedures, and guidance on
Mission predeparture briefing,
port of entry and reception
procedures, and or ;entation
in country of training.

ﬂ) Files regarding pedteys
I s .

participant and dependent
travel, purchases, ouwnershio
and operation of automobiles,
income tax exemptions, .
interpreter services, insurance,
waiver of visa requirements,

and handling of illness and

3"’ TRG 9-3

Special
Provisions

TRG (p. 6)
b

RETENTION PERIOD
OVERSEAS

AID/W
PERMANENT Destroy when
obsolete,

————— e

Written procedures
originated by over-

seas office: PERMANENT

Other: 6 months
after use ceases,

PERMANENT

2 years

eath cases . . 4 z/?letion of assignment
(ZM go (pHica  PE zﬁ'ﬁlf s/or upon NoA.
3% Case {iles con g copy of con- termination of

tracte and biodata of individual
interpreters.

’sﬁ.Caae files containing letters of
assignment, vouchers and payroll
information for individual in-
terpret rs, '

TRG 9-4 Visa Lists ﬁﬁé) Visa lists of names of
- : participants authorized for
: entry into the United States.

TRG 10 TRAIWING NOTICESﬁhFParticipant Training Directories,
newsletters, and other issuances
prepared for use of participants,
SER/IT, and other AID staff:

‘?,~a. Record copy
‘éZb. Distributed copies.

Policy and procedural
4{3;'C> cy P

TRG 11 SELECTION apers regarding criteria for

ing security clearances, academric
requirements, etc.

‘f Routine control records used in
- . " participant trainee security
clearance.

selection of participants, includ-

participant iraining
program

1l yesr after com~-
pletion of assign-.
ment

N.A.

i
i
|

2 years after 1 year after close

return of & of FY in which
participant8 issued.
on list,
PERMANENT i.A.
Destroy when Destroy when
‘obsoletes obsolete.
PERMANENT Destroy when
obsolete.
Destrcy upon LA,
return of .

participant
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TRG (p. 7)

- b -

FILE CLASSIFICATION: - DESCRIPTION OF RECORDS: RETENTION PERIOD
AID/MW 'OVERSEAS

TRG 11 SELECTION Case files in overseas offices
{cont'd) of biodata, English tests, etc.,
used in selection or cancellation
;. -of candidates:
’ ‘ﬁs- a. Selected participants - Transfer to parti-
- cipant case files.

46_b. Candidates not selected N.A. 5 years

TRG 11-1 tanguage 47 Participant English Testing and PERMANENT 5 years
gralngng Report, Re?ort Control "
0 , annual, summarizing a
U"1380/7 EngTish language testing and
training activities carried on
for participants by or under the
direction of the Missjion.

TRG 11-2 Hedical 4L . Papers regarding scheduling and 5 years 5 years
Examinations arranging for facilities to
provide for medical examinations
for participants, including
requirements for medical clearance,
which are not. filed in PIO/P
folders.

TRG 12 SPONSORS Material regarding training of
cooperating country nationals
under other than direct
Agency administration and/qr

f1nan§ing: )
#4. a. Policy and procedural material P ERMANENT Destroy when
_ regarding AID involvement : obsolete.
50. v, Other 5 years © &5 years

- -

For scholarships and fellowships,
see EDU 5.
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TRG (p. 8)
FILE CLASSIFICATION: DESCRIPTION OF RECORDS: RETEATION PERIOD *
- AID/W OVERSEAS
Policy and procedural
TRG 12-1 Contractors S apers regarding development and PERMANENT Destroy when
dministration of participant obsoletees

training incidental to Agency
technical service contracts.

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 quependentl)gl,, Papers regarding training Destroy when
financed arranged or administered by the@ . obsolete
training Agency but financed from other i

sources.

TRG 13 TRAINING AIDS 3Examﬁ1es.of training aids developed PERMANENT PERMANENT, if
by the Agency, including books, developed by
translations, audiovisual, overseas offices.
and other rraining media. Destroy those
Subdivide bv i . received from AID/W
warrants. type 1f volume : when obsolete.

gc/ Examples of training aids ° Destroy when - Destroy whon

furnished by sources outside AID. obsolete. obsolete.




