
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-306-88-007 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 10/6/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items except those listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 11 is superseded by N1-306-94-001, item 5. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



• .. 
LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) JOB NO. N {-300-8'8- 7 

To: GENERAL SERVICES ADMINISTRATION DATE RECEIVED 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

l. FRO'tJfff~f.1°St~t'~~Tnformation Agency 
.,,.....,..,...,,..,="="'=,.,...,.,.,=,.,...----------------------1 In accordance with the provisions of 44 U.S.C. 3383a 
2. MAJ~e'alJV'df"Programs the disPosal request, including amendments, is approved 

except for items that may be marked "disposition not 
::--:--;-:--:-:-=-=:--:c=-:-:-:-::=c:-------------,-------------1 approved" or "withdrawn" in column 10. rf no records 
3 • MINwe1eg•~nW"f:>ublications Service are proposed for disPOsal, the signature of the Archivist is 

not required. 

4. NAM'R~i£flffi~!Idjf-fta<J1 TO CONFER 

6. CERTIFICATE OF AGENCY RE RESENTATIVE 
I hereby certify that I am authorized 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 -~f--- page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or [i] is unnecessary. 

7. 
ITEM 
NO. 

1. 

2. 

3. 

Lee Humbert 
Records Management Officer 

8. DESCRIPTION OF ITEM 
(With Inclu•lue Date, or Retention Periou} 

PRESS AND PUBLICATION SERVICES 

NOTE: Records that are conman to all offices are located i 
the back of this schedul~. 

Central Administrative SUbject File - Consisting of 
telegrams, memoranda, correspondence, reports, and other 
documents of the Director, Deputy Director, Program Officer 
and Policy Officer. 

DISPOSITION: Destroy when 5 years old. 

inistrative Records - Relating to transmission of the 
Press less File and consisting of correspondence, 
equipment ma ance records, requisitions, reports, etc., 
relating to the ope • n of equipment and other routine 
matters. 

DISPOSITION: Destroy 5 years after clo in which 
created. (NN 173-145, Item 2) 

account. 

DISPOSITION: Dest:rcJV-,~•e 
covered by account. 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10.ACTION 
TAKEN 

(NARSUSE 
ONLY) 

0 TITLA. 

115-108 ~ STANDARD FORM 116 (REV. 8·83) 
Prescribed by GSA •/f)&:;-'71 FPMR (41 CFR) 101•11,4I 



PRESS DIVISION 

4. 

5. 

6. 

7. 

8. 

Correspondence and Report Files - Files of each Press Division 
Branch pertaining to its own administration and operation, and 
related papers. 

DISPOSITION: Destroy when two years old. 

Reports - Including weekly press reports. 

DISPOSITION: PERMANENT. Transfer to WNRC when 3 years old. 
Transfer to NARA when 20 years old. 

Volume on Hand: l cubic Foot 
Annual Accumulation: .2 cubic Feet 

Wireless Files - Consisting of radio-teletype transmissions in 
bulletin form transmitted to overseas posts. 

(1) Branch Copy. 

DISPOSITION: Close file annually. Destroy when 5 years old. 
(NC 174-153, Item la) 

(2) All other copies. 

DISPOSITION: Destroy when of no further reference value (not 
more than one year after year in which transmitted) (NC 174-153, 
Item lb). 

s Coverage Daily file - Consisting of news stories, 
backg,...,....Jnn editorial comment, etc. received from Agency 
reporters a e White House, Congress, State Department, and 
other places in ·ngton as well as from reporters in other 
cities, and all other ucnSIIU,lround or source material used in 
preparing the Press Wireless 

DISPOSITION: Destroy three months afte,......~~eipt (retain any 
material having potential future use). (NC 3, Item 2) 

Economic Report Working Papers - Cables 
economic conditions in post countries. 

DISPOSITION: Destroy 6 months after final action on project 
report or 3 years after completion of report if no final action 
is taken. 



•
PUBLICATIONS DIVISION 

9. Magazine History File - Reports, studies, memoranda, 
correspondence, and other documents detailing the history of the 
USIA publications program. 

DISPOSITION: PERMANENT. Transfer to WNRC in 5 year blocks. 
Transfer to NARA when 20 years old. 

Volume on Hand: 2 cubic feet 
Annual Accumulation: .1 cubic foot 

10. Subject Files - Administrative and facilitative records 
maintained by the division chief. 

DISPOSITION: Destroy when 5 years old. 

11. Periodicals Files - Magazines and periodicals produced 
domestically by Press and Publication Service (examples:
Dialogue, America Illustrated, Topic, etc.) 

DISPOSITION: PERMANENT. Retain one copy of each issue of each 
magazine in each language published, together with English 
translation if available. Transfer to WNRC when 5 years old. 
Transfer to National Archives when 20 years old in 5-year blocks. 

Volume on hand: 14 cubic feet 
Annual accumulation: 4 cubic feet 

12. ~v,.-,.,,,,~ Files - Periodicals produced by USIA containing 
original ma ipts and annotated copies; tear sheets; layout 
slips; English tex ranslations; duplicates of stories; 
correspondence and other -~ 0 ~ial relating to the make up of each 
issue of the various magazines an-.-.n°riodicals published by the 
Agency for distribution overseas. 

DISPOSITION: Destroy 6 years after 
(NCl-306-80-3, Item 10). 

13. Story File - Containing texts, reasearch material, 
correspon e ,w......._uhotographs, etc., (exclusive of copyright 
release) relating • ture stories produced by USIA and used in 
periodicals produced by tn~~0 ncy. These folders are filed by 
story title. (Photographs are dup • din the Master File). 

DISPOSITION: Destroy 12 years after 
(NCl-306-80-3, Item 9) 



14. tion Folders - Containing layout-stat, type proofs, 
four-coo fs, work orders, correspondence and other material 
relating to produc • f domestically produced magazines or 
periodicals. 

DISPOSITION: 
created. (NN 173-192, 

15. Field Produced Materials 

a. Magazines and Periodicals 

DISPOSITION: PERMANENT. Retain one copy of each magazine and 
periodical. Transfer to NARA when 5 years old. Destroy
remainder when no longer needed. (NN 173-192, Item 4) 

Volume: 12 cubic feet 
Annual Accumulation: 4 cubic feet 

b. Pamphlets and leaflets. 

DISPOSITION: PERMANENT. Retain one copy of each item. Transfer 
to NARA when 5 years old. Destroy extra copies when no longer 
needed. (NN 173-192, Item 2) 

Volume on Hand: 12 cubic feet 
Annual Accumulation: 4 cubic feet 

c. Posters. 

DISPOSITION: PERMANENT. Transfer two copies of each poster to 
the National Archives as soon after printed copies are 
available. Destroy extra copies when no longer needed. 

Volume on Hand: 5 cubic feet 
Annual Accumulation: 1 cubic foot 

16. raph Files - Photographs used in the production of USIA 
cessor/successor Agency "house" periodicals. 

DISPOSITION: -----PERMANENr:~sfer to WNRC in annual blocks 3 
years after year produced. Tra~o NARA in 5 year blocks 
when 10 years old. (NCl-306-86-1, itemtrh-_ 

Volume on hand: 18.5 cubic feet 
Annual accumulation: 1 cubic foot 

Destroy 2 years after 
Item 7) 

World or 

DISPOSITION: Destroy when 1 year old. 

18. Mas • e Photographs - Color and/or black and white 
photographic • acquired or produced by USIA for use in its 
information programs. 

DISPOSITION: PERMANENT. Transfer inact1rn:..-nh,ntographs which are 
at least 20 years old to NARA once every 5 years. - 06-86-1, 
Item 1) 



Volume on hand: 488 cubic feet 
Annual accumulation: 16 cubic feet 

19. • ·nal and Copy Negatives - Contains photos, illustrations, and 
picture din magazines. 

DISPOSITION: PERMAN Transfer to WNRC when 3 years old with 
related photographs. Trans o National Archives when 20 years 
old in 5-year blocks. (Nl-306-86-, em 2). 

Volume on hand: 9 cubic feet 
Annual accumulation: Less than 1 cubic foot 

20. ndexes to Master File Photographs -
a Index cards arranged alphabetically by subject. 

PERMANENT. Transfer to NARA with the related 
(Nl-306-86-1, Item 3a) 

15 cubic feet 
Annual accumul ion: 1 cubic foot 
Volume on ha 

(shelf list cards.) 

photographs. 

Volume on hand: Included in 
Annual accumulation: Included 

DISPOSITION: PERMANEN. Transfer to NARA with the related 

c) Logbooks of Master File Photogra s arranged numerically, 
showing title and subject matter of ph tographs entered in the 
master file, date of acquisition, and • position actions. 

DISPOSITION: PERMANENT. Microfilm the logb ks in accordance 
with 36 CFR 1230. Transfer a silver halide mi ofilm copy of the 
logbooks to NARA. Transfer to updated microfilm opies of the 
logbooks which are at least 20 years old, showing bsequent 
annotations and transfers of photographs, at 10 year· tervals 
thereafter. Transfer the original logbooks (paper) whe all 
photographs listed in a book have been transferred. 
(Nl-306-86-1, Item 3c) 

Volume on hand: 20 cubic feet 
Annual accumulation: 1 cubic foot 

21. Un-n1amr'81!1ec__or unused photographs filed under general categories 
and all other l"'.linM;ClOra hs not described in this schedule. 

DISPOSITION: Destroy when 10 year r no longer needed for 
program or reference purposes. (Nl-306-86-, 11) 



22. aff and Stringer Photo Coverage - Photographic coverage of 
eve sand personalities by Agency or contract personnel. 

a) Cover which depicts significant events, personalities, and 
other subjec relating to the activities of the Agency in 
particular and ican history in general, and which includes 
both photographic p • ts and negatives or transparencies. 

DISPOSITION: PERMANENT. in annual blocks 
when 5 years old. Transfer e 
years old. (Nl-306-86-1, Item 

Volume on hand: 28 cubic feet 
Annual accumulation: 

b) Coverage which depicts insignificant events, rsonalities or 
other subjects, or which includes prints but does no include 
negatives or transparencies. 

DISPOSITION: Destroy when 10 years old. 

23. urns - Photograph albums prepared to document trips to the U.S. 
by n of state and other foreign dignitaries, and trips abroad 
by U.S. pr • ts and other officials. 

DISPOSITION: PERMANENT. -.,_~~~ er to WNRC in annual blocks when 
5 years old. Transfer to NARA in blocks when 15 years 
old. (Nl-306-86-1, Item 4) 

Volume on hand: 12 cubic feet 
Annual accumulation: l cubic foot 

ansfer to the WNRC 
ARA in 5-year blocks when 10 

3 cubic feet 

24. 

DISPOSITION: Destroy when 20 years old orr7lhefl-l=lO_l 
whichever is sooner. (NCl-306-80-3, Item 7) 

25. hs used in the production of America Illustrated and 
other Agencu·-....,~nr,~ • ions. (These are duplicates of 

DISPOSITION: Transfer to WNRC 5 years a Ler'--4Ll::dr of 
publication. Destroy 10 years after year of public:crt:M·~­
(NCl-306-80-3, Item 8) 

photographs 



TEXT SERVICES 

26. Periodic Progress Reports - Bi-weekly, weekly, monthly progress 
reports. 

DISPOSITION: Destroy when three years old. 

27. Dateline America Publications - Contains a collection of stories 
taken from various non-USIA magazines, newspapers and periodicals 
produced by USIA. 

DISPOSITION: Destroy 6 years after year in which produced. 

28. Feature Articles and Packets - Materials prepared by USIA for 
distribution to overseas posts with related transmittals and 
correspondence. Materials include reprints from current 
periodicals, articles prepared by persons outside the Agency 
(by-liners), and articles prepared by USIA staff. 

DISPOSITION: Destroy 6 years after year in which produced. 

29. Copyright Files (other than film). 

DISPOSITION: Transfer to WNRC when 5 years old. Destroy when 20 
years old. 

30. Author Sheets Index - Consisting of copies of author sheets 
arranged alphabetically and used as an index to the Copyright 
Clearance Officer's copyright files. 

DISPOSITION: Destroy when superseded by computerized index. 

31. Contracts and Copyright clearances - When maintained with 
photographs. 

DISPOSITION: Dispose of with related photos. 



PRINTING DIVISION 

32. -~s.u;1..B~e1quirements Branch Country Files - Consisting of office 
memoranda, s and other correspondence relating to field 
requirements for prin ·ces. 

DISPOSITION: Destroy two years after close o 
created. (NN 173-192, Item 1) 

33. ""'-4ij;Q;i::~s~ondence with Regional Service Centers on routine 
operatic dministrative matters, including supply
requirements, etc. 

DISPOSITION: Destroy two years after clo,~seeco~,.e.t.1:....;1.o.__ 
created. (NN 173-192, Item 2) 

34. • die Reports from Regional Service Centers - Narrative 
Reports L"Ol'"""-&,,1.1e Regional Service Centers concerning staff and 
activities; consi.,.......--n,~·nly of copies. Also includes copies of 
printing accounts. 

DISPOSITION: Destroy 
(NCl-306-81-3 Item 1) 

35. Printers Transmittal Slips - Requests concerning special
shipments from printers. 

DISPOSITION: Destroy when 1 year old or no longer needed. 

36. Printing and Equipment Branch Subject Files - Consisting of 
telegrams and other correspondence relating to production and 
distributing of specific books, pamphlets, posters, magazine, and 
other printed products. 

DISPOSITION: Review annually. Destroy job folder when book, 
pamphlet, etc., is obsolete or superseded. 

https://L"Ol'"""-&,,1.1e


RECORDS COMMON TO MOST OFFICES 

37. fice Administration Files - Records accumulated by individual 
of· s that relate to the internal administration or 
housek ·ng activities of the office rather than the functions 
for which office exists. In general, these records relate to 
the office org ·zation, staffing procedures, and communications; 
the expenditure o nds, including budget papers; day-to-day
administration of offi personnel including training and travel; 
supplies and office servi and equipment requests and 
receipts; and the use of offi space and utilities. They may 
include copies of internal activi and workload reports 
(including work progress, statistica, nd narrative reports
which are prepared in the office and for ded to higher levels) 
and other materials that do not serve as of ·a1 documentation 
of the programs of the office. 

DISPOSITION: Break file at end of the fiscal year. De oy when 
2 years old or when no longer needed, whichever is sooner. RS 
23, Item 1) 

38. --...111ll'sonnel Files - Duplicate documentation of personnel files 
maintain ide Personnel Offices. 

DISPOSITION: Review annually a o superseded or obsolete 
documents relating to an individual employ ear after 
separation or transfer. (GRS 1, Item 18) 

39. Working Papers and Background Material - Project background
records, such as studies, analyses, notes drafts, and interim 
reports. 

DISPOSITION: Destroy 6 months after final action on project 
report or 3 years after completion of report if no final action 
is taken. 

40. Chronological Files - Extra copies of communications, 
correspondence, and other documents arranged in order of 
occurrence either alphabetically or by post, division or other 
method, and used as a general reading or reference file. 

DISPOSITION: 
year). 

41. Plans 
for referen 

DISPOSITION: 
5b) 

Destroy when purpose has been served (usually 1 

- Extra copies of Country Plans maintained as a set 
s. 

Destroy when three years o . - 06-87-2, Item 



-10-

42. neral Procurement Files - Contract, requisition, purchase 
or lease and bond and surety records, including 
corres dence and related papers pertaining to award, 
administr ·on, receipt, inspection and payment, other than GRS 
3, Items 1 an 2. 

A. and related papers. 

(1) Transactions of more t construction 
contracts exceeding $2,000. 

DISPOSITION: Destroy 6 years final payment. 
GRS 3, Item 3) 

(2) Transactions of $25,000 or less and constru 
under $2,000. 

DISPOSITION: Destroy 3 years after final payment. 
3) 

Clearances: 

Vic 
L~!.\\\~
Lorie J. Nierenberg,G

Director, Press and Assistant General Counsel 
Publications service 




