
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-173-86-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/19/2022 

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These items, unless subsequently superseded, may be used by the agency to 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 other items not listed below remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 14 is superseded by DAA-0173-2014-0002-0002, DAA-0173-2014-0002-0003, and  DAA-0173-

2014-0002-0004. 

Item 23 is superseded by N1-173-08-001, item 1. 

Item 24(c) is superseded by N1-173-08-009, item 9. 

Items 26, 27, and 29 are superseded by N1-173-08-009, item 11. 

Items 29 is superseded by N1-173-08-009, item 11. 

Item 34 is superseded by N1-173-08-009, item 12. 

Item 36B(5) is superseded by N1-173-98-003, item 1. 

Item 43 is superseded by N1-173-98-002, item 1. 

Item 45 is superseded by N1-173-89-001, item 1. 

Items 56 and 60 are superseded by N1-173-98-004, item 1. 

Items 61 and 63 are superseded by N1-173-08-001, item 1. 

Item 61a is superseded by N1-173-94-002, item 11. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/19/2022 N1-173-086-002 



I 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse} 

LEAVE BLANK 

-d 
DATE 

NOTIFICATION TO AGENCY 

TO GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

l FROM (Agency orestabltshment) 

Federal Communications Commission 
-::------=":-::""=-::c-=---c=~cc-=-=-=-:-------------------------i In accordance with the provIsIons of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, 1nclud1ng amendments, Is approved

Mass Medi a Bureau except for items that may be marked "d1spos1t1on not 
:::--:--;--:-:-:-=-=:-=-:--:-=::-:-:"".=-:-=------------------------i approved" or "withdrawn" in column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st 1s 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT 

Steve W. Milline 632-7513 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

DATE 

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 ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the provIs1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or [] 1s unnecessary 

B DATE 

7 
ITEM 
NO 

D TITLE 

Terry D. Johnson 
Chief Information Resources Branc 

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

9 GAS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY)

------1------------------------------------1------,-.•=-

115-108 

18.0001 Bureau Functions 

Develop, recommend and adminster policies and 
programs for the regulation of services in the 
electronic mass media. Advise and recommend to the 
Commission, or act for the Com~ission under delegate 
authority, in matters pertaining to the regulation 
and development of electronic media services. 

a. Process applications for authorizations in 
electronic media services. 

b. Administer U.S. responsibilities under inter­
national agreements and treaty obligations pertain­
ing to the electronic media. 

c. Process applications for renewal of AM, FM, 
Television, Direc Broadcast Satellite (DBS), 
Instructional Television Fixed Service (ITFS), cable 
relay and other licenses relating to electronic 
media services and for assignment or transfer of 
ownership interests in such licenses. 

d. Partici~ate in hearings before the Administrativ 
Law Judges, the Review Board and the Commission. 
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STANDARD FORM 115 (REV 8-83) 
Prescnbed by GSA 
FPMR (41 CFR) 101·1..::.. 



IJOB NORequest for Records Disposition Authority-Continuation 

L DESCRIPTION OF ITEM 
ITEM NO. 

1. 
(W11t1 lnclus,w O.la or Aetention Penodtl 

e. Plan and develop proposed rulemakings and 
conduct comprehensive studies and analyses 
(legal, engineering. social and economic) of 
various petitions for policy or rule changes 
suggested by the Bureau, the Commission, the 
industru and/or the public. 

f. I~vestigate complaints and answer general 
inquiries from the public. 

The Educational Broadcasting Branch, Broadcast 
Facilities Division, was disbanded in 1979. 

POLICY ~~D RULES nrvrsro~ 

Office of the Division Chief 

1. Rulemaking Proceeding Files - Rulemak1ng pro­
ceedings to amend the FM and TV Tables of 
\ss1~nments. Consist of extra copies of orders, 
~etit1ons, rae~ora~da and other docuMents 
recommending a resolution oF the Droce~d1ng. 
The Office of the Secretary 1s the off1c1al 

0record holder For Pulemakin~ roceejing Files. 

Destrov six (6) ~onths after final dec1s1on. 

PAGE Of' 
2 49 

t. 
SAMPLE OA 10. 

JOB NO ACTION TAKEN 

,_ coptee. lftc::tucllftt oritln•I. to IN IUINNttN lo "· H1Uonel Arcnh, .. STANDARD FORM 115-A 
Re¥1sed July 1974 
Prescnbed by General S.rv1ces 

Adm1n11tr ■ tion 

FPMR (41 CFRl 101-11 4 
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PAGE OFRequeat for Record• Disposition Authority-Continuation I JOS NO 

,. 
ITEM NO. 

.., 

3 49-
I. OESCAIPTIOH OF ITEM SAMPLE OR 10.(W•lfl lnclu11¥9 Datff Of Retention Panodsl JOB NO ACTION TAKEN 

Policy Analysis Branch 

Equal Fm~lovment Onportun1ty Svstem (BEE) This 
comouter1:ed database contains statis1cal 
1nformat1on about broadcast station employees. 
The syste~ is use~ to produce annual reports to 
evaluate fair emnloy~ent oractices. Data 
includes employ~ent breakdowns by sex, ninority 
grouos, and joh categories. 

Inout: FCC form 395 

Outnuts (all annual) Market Reoort--Percent­
a!7es: ~larket Reoort--Totals; State 
Percentares; State ReDort--Totals; 
Report. 

nestrov data elements, cutouts, and 
when no longer required. 

International Staff 

Reoort-­
EEO Trend 

documentatipn 

qroa~cast I~ternational Syste~ '3[~). 
This computeri:ed database contains 1~;ormat1on 
about nroposed stations and 1s used for 
international reoortin~ reauirements.~o ooerating 
stations are included. Data includes basic 
+requencv, city, state and rlavt1me indicator. 

Inouts (frequencv): requirements list (on <lernand) 

Outouts (frequency): IFRB Inventory List of 
Prooosed Stations (on de!lland); IFRB Inventory 
List of ~ot1fied Stations (on demand). 

Destroy data ele~ents, outputs, and documentation 
when no longer needed. 

Fovf copies. lflcluctlfto cmgtnel, 10 be aubfflffled lo •e National Arctih,H STANDARD FORM 115-A 
Re,,,N(I July 1974 
Prescn~ by Ganar ■ I Services 

Admtn1strahon 
FPMA (41 CFRI 101-114 



PAGE OFIJOB NOAeque•t for Record• DtsposltJon Authority-Continuation 4 49 

,. 
ITEM NO. 

4 . 

s . 

L OESCAIPTIOH OF ITEM •SAMPLE OR 10. 
(W1tfl 1nc1v11.,. Oat.. 01 Retentton Penocttl JOB NO ACTION TAKEN 

Historical Records of ~egotiations for N'Cl-173 
International Agreements (AM, FM, TV): These 70-3, 
files contain historical documents of the Item 16 
bilateral and multilateral meetings where the dtd. 
various agreements were negotiated and finalized 
This file contains records regarding the follow-9/21/81 
in~ :\greements: NARBA, Region 2 :\M Broadcasting; 
U . S . - Can a cl 1 an AM , FM Fi TV; and U . S . - \f ex 1co :\M, 
FM & TV. The files are the only records the 
Commission (ooss1bly the U.S.) has regard1n~ the 
nep.ot)ations that preceded a certain agreement. 
Section 0.61(b) of the Commission's Rules applies. 

Volume on Hand: 20 cubic ft. 
Annual Accumulation: 1 cubic ft. 
Arrangement: By name of :l.greement 
Restrictions: none 

Permanent. Transfer records to Federal Records 
Center pertaining to a specific agreement ten 
(In) years after the agreement ~as exoLre~ or 
been sucerseded by a new agreenent. 

Offer to ~at1onal Archives twenty (20) years 
after exp1rat1on or sunersess1on. 

AM, F~ 6 TV ~otification Files Corresoonden:e. ~Cl-173 
The records in this file are all U.S. notifi­ 79-3, 
cations to foreign countries and for foreign Item ::::; 
not1f1cations sent to the U.S. The files are dtd. 
kept in accordance with section 0.61(b) of the 9/21/31 
Commission's Rules. 

a. TV assignments and allocation actions of 
the U.S., Canada and Mexico. 

Maintain in the office for reference 
purposes until no longer needed, then 
destrov. 

b. FM assignments and allocation actions of th: 
U.S., Canada and Mexico. 

~aintain in office for reference purposes 
until no long~r needed, then destroy. 

ITANDAIIO FORM 115-A 
A..,tMd July 197 4 
Prescnbed by General Set'W1CH 

Adm1n11!1rahOl'I 
FPMR (41 CFR) 101-11 4 
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I JOB NORequest for Records Di1positlen Authority-Continuation 

ITEM'·NO. 

6. 

7. 

I. DESCRIPTION OF ITEM 
(Wtll'I 11\Clu•ve Datn Of Aetenlion Penod1) 

c. U.S. AM Chan~e List Correspondence. 

These files contain all the 
between the U.S. and foreign 
regardin? U.S. AM stations. 
are maintained 1n accordance 
0.61(b) of the Commission's 

correspondence 
governments 
The record 
with section 

Rules. 

~aintain in office for reference purposes 
until no longer needed, then destroy. 

d. Foreign AM Change List Correspondence 

These files contain all the correspondence 
between the U.S. and foreign governments 
regirding foreign AM stations. The records 
are maintained in accordance with section 
0.6l(b) of the Commission's Rules. 

Maintain in office for reference nurposes 
until no longer needed, then destrov. 

Foreign Station Files (?\/cl). Tins file contains 
extra conies of radiation patterns and supnle­
mentary <lata, en?ineer ¼Orksheets and mans, 
and extra copies of pertinent correspondence 
on rlesignated nroblem situations. Filed by 
countrv and then by call letter. Section 
n.61(b) of the Commission's Rules applies. 

Ma1nta1n in office for reference purposes until 
no longer needed, then destroy. 

U.S. and Foreign Pattern Files. Contains 
supplementary data. Filed by frequency. 
Section 0.6l(b) of the Commission's Rules 
applies. 

Maintain in the office. 

Destroy when twenty (2n) years old. 

PAGE OF 
5 49 

SAMPLE QA 10. 
JOB HO ACTION TAKEN 

\/Cl 173 
79-3, 
I t em 291) J(34 
dtd. 
9/21/81 

NCl-17~ 
79-3, 
It em 3C 
dtd. 

~/21/81 

Fow cotM•. llldudlftt Of19'1U1I, to '" sutlffllfted to lhe National Al'C1'h,.. ITANOAIIO FOAM 115-A 
RevtNd July 1974 
Prncnbed by General S.r,1cH 

Adm1n1stra1,on 
FPMR (41 CFR) 101-11 4 



IJOB NOAeque•t for Records Disposition Authority-Continuation 

,. 
ITEM NO. 

s. 

9 . 

I. O£SCAIPTION OF ITEM 
CW•tft tncww.,. Oetn Of ~•ntion Penod•I 

Recapitulative Listin£ of FM/TV Assignments and 
Allocations. ~anitained in microfiche form, 
contains all U.S. and foreign ass1pnments and 
allocations. All paper records have been 
destroyed. 

Maintain in office for reference purposes until 
no longer needed, then destroy. 

Region 2 AM Broadcast Administrative Radio 
Con~erence (RARC) Files. These files contain 
information, both historical and active, re­
latin~ to oreoaration for and participation in 
the 1981 Regional AM Broadcast Conference. 

~aintain in office for reference purposes until 
no longer needed, then destroy. 

PAG& 0, 

6 49 

•SAMPLE OR 10. 
JOB NO ACTION TAKEN 

NCl-173 
79 - ) , 
Item 36 
dtd. 
9/21/81 

Fout CQPMI. lftcludlftt otl9'1'11I. to N tubfflffle4 to "'· Natlonal An:fll••· ITANOARO FORM 115-A 
Revised July 1974 
Prescn~ by G1n1ral S1N1CH 

Adm1n1stra1,on 
FPMR (41 CFR) 101 -11 4 



AequHt for Record• Dl1poalllon Authorttr- Continuation 

I'. 
lfEM HO 

10. 

ENFORCEMENT DIVISION 

Complaints and Investigations Branch 

Station Complaint Files. These files are 
the major series documenting complaints and 
comments about individual broadcast stations. 
Materials consist of original correspondence 
from the public and Members of Congress, the 
Commission's reply and notices of violation 
issued by the Commission's field offices. 
Also included are forfeiture documents for 
actions taken from 1980 on which consists 
of the notice of apparent liability, 
correspondence, the Commission's final order, 
and a copy of the check, if any, remitted 
in payment of the fine. All earlier 
forfeiture actions sent to Federal Records 
Center 1a September 1983. 

a. TV Files 

Cut off files every five years (end 
of license period) according
Territory. 

to State or 

Transfer to Federal Records Center when 
latest document in files is one year old. 

Destroy when 
years old. 

latest document in files i• 20 

b. AM/FM Filee 

Cut off files every seven (7) years 
(end of license period) according to 
State or Territory. 

Transfer to Federal Records 
latest document 1n files is 
old. 

Destroy when latest document 
is twenty (20) years old. 

Center when 
one (1) year 

in fLles 

I JOe NO 

•SIJolPLI! OR 10. 
• J08 HO ACTIOt<I TAl<EH 

NCl-173 
79-3, 
Items 
40 & 42 
dtd. 
9-21-81 

ITAHOAl'IO 1'011.. us-A 
A•w•t<KI July 197' 
P,ucutMH:I by G•11et1I Serw,cu 

Admu,,tttahOI\ 
FPMA fcl CFAI 101 -1 IC 

1u-20, 
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PAGE OFIJOB NOAeque1t for Record• Dl1posltlon Authority- Continuation 8 49 

,. 
rrEM NO 

11. 

12. 

I. DESCRIPTION OF ITEM SAMPLE OA 10. 
(W11ft lftclu- Dates or ~ent1on Penodal JOB NO ACTION TAKEN 

Deleted Station Complaint Files. These files 
contain the same material as the station 
complaint files and consist~ of complaints and 
comments about individual broadcast stations. 
A public notice is issued when stations are 
deleted. 

Transfer to Federal Records Center one (1) year 
after deletion. 

Destrov twenty (20) years after deletion. 

Oversize Station Complaint Files. These files ~Cl-173 
serve the same ourooses as the station complaint79-3, 
file 1n documenting complaints and comments Item 43 
about broadcast stations. These files contain dtd. 
leeal sized documents and other materials too 9/21/81 
bulky to fit into the station file. 

a. TV Files 

Cut off files everv five (5) years (end of 
license period) according to state or 
Territory. 

Transfer to Federal Records Center when 
latest document 1n files is one year old. 

Destroy when latest document 1n files is 
twenty (20) years old. 

b. !\\1/FM Files 

Cut off files every seven (7) years (end of 
license period) according to State or 
Territory. 

Transfer to Federal Records Center when 
latest document in files is one (1) year 
old. 

Oestrov when latest document in files 1s 
twenty (20) years old. 

ITAHOARO FORM 111-A 
Revised July 1974 
Pr111Cnbed by General s.tv,c:H 

Adm1mscr111on 
FPMA 141 CFRl 101-11 4 



IJOB NORequeat tor Records Disposition Authority-Continuation PAGE OF 
9 49 

,. 
ITEM NO 

I. OESCAIPTIOH OF ITEM 
CW•ltl tncl1191.e Detff or Retention Penod•I 

t. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

13. Log Book (Form BC 806). This book serves as the 
main control and log for all Division mail. It 
records· log number of the correspondence 
writer, writer's location, call letter of sta­
tion, suhject of letter, Person to whom corres­
nondence is assigned for reply, action taken 
and date of action. 

~faint a in in o ff i c e : De s t r o y when t en ( 1 0 ) ye a rs 
old. 

"iCl-173 
79-3, 
Item 49 
dtd. 
9/21/81 

14. Investigatory Case Files. These files document 
investigations and complaints against broadcast 
stations or violations of the Commission's 
Rules. The file consist of staff rep~rts, notes 
correspondence, exhibits, and other related 
materials. 

Transfer closed cases to Federal Records Center 
three (3) years after closing. 

nestrov twenty (:::n) vears after case c.:, closed. 

~Cl-173 
79-3, 
Item 51 
dtd. 
Q/21/81 

1 5 . ~etwork rompla1nt File. This file contains 
complaints hy the Bureau concerning political 
broadcasting and the Commission's Fairness 
Doctrine as it is related to net~ork Broadcasts 

Transfer to the Federal Records Center when 
three (3) years old 

Destroy when twenty (20) years old. 

'ICl-173 
79 - -:; , 
Item 53 
dtd. 
9/21/81 

111-la STANOARD FORM 115-A 
Revised July 1974 
Prescribed by General S.tv,ces 

Adm,n,stratton 
FPMR (41 CFR) 101-11 4 



IJOB NORequeat for Record• Dlaposltlon Authortty- Continuation 

,. 
rTEM NO 

16. 

Fnforcement 

Enforcement 
database 1& 
trackinq of' 

I. DESCRIPTION OF ITEM 
(With 1ne,_ O••• or Retention Penod1I 

Division 

natahase (B~D). This computerized 
an on-line system that provides 
enforcement actions initiated by the 

PAGE OF 
10 49 

t. 
SAMPLE OA t0. 

J08 NO ACTION TAKEN 

Mass Merlia Bureau a~ainst broadcast stations. 

Imouts: (frequency): Enf'orcement Activity 
~ot1fications (weekly) 

Out nuts: (frequency): Major Matter Report (on
<lemand); .\ctivity Summaries (quarterly); 
nuarterlv Reoort (quarterly) 

nestrov data, ele~ents, outputs, and documen­
tation when no longer needed for administrative 
use. 

1tS-20I flow COflMI, ll'ldud"'9 ortgtnal, lo be 141INNIIN to ... N1Uon1I Ardllq1 ITANDARO FORM 115-A 
Aev1Nd July 1914 
P,esenl)ed l)y General S.rt,ces 

Adm1n11tr11ton 
FPMFI (" I CFFll 101 -11 4 



"AGE Of'AequHt for Record• Ol1po11Uon Authority-Continuation 
11 49 ,.

L OES~TION 0, ITEM SAM"'-E OR 10.
CWltft 1ne1u- D•••• et Aet~ "•nod•I JOI HO ACTIOH TAKEN 

VIDEO SERVICES DIVISION 

OFFICE OF THE DIVISION CHIEF 

Call Sign Unit 

1 7. Biatory Cards of Call Sign• {AM. FM. TV and Commercial 
1h.iR.!,. Thia is a 3" z 5" card file documenting the 
hiatory of each call aign. The hiatory card for AM, 
FM and TV indicate• date of original grant, to whom 
the call aign va1 asaigned, location of atation and 
type of atation. If call aign vaa changed the hiatory 
card ahova date of change and from what call aign, name 
of licensee, location of atation and type of atation. 
History cards for co111JDercial ahips indicate call aigna 
assigned to ships, date of assignment, name of ship, 
documented number and owner. It may ahov deletion of 
radio or date of cancellation of the call sign by coaat 
guard or change to a 2 letter 4 digit call sign. Call 
sign cards range from KAAA through KZZZ and WAAA 
through WZZZ. AM, FM and TV history cards also include 
3 letter call signs which were assigned prior to the 
4-letter. Volume on hand: 2 1/2 cubic feet, Annual 
accretion: 0, Inclusive dates: 1927-Present, 
Arrangement: By call letters, Restrictions: None 

A. Paper Records. Permanent. Break file 
every 3 years. Microfiche file breaks. 
Transfer original records to the National 
Archives after fiche is verified. 

B. Microfiche. Maintain in office until 
superseded, then destroy. 

1 8 . Call Signs Correapondence File•• Contains copies 
of telegram• aent to call aign licenaeea granting 
authorization• to change call aigna. Original is 
filed in Official Broadcaat Licenae File in Public 
Reference Room. 

Destroy when three (3) year• old. 

19. Public Notice File. Copies of all Public Notices 
isaued by Office of Public Affairs for call sign 
requests received and granted. 

Destroy when three (3) year, old. 
11S-JOJ ITAHOA"O fO"M 11S-A 

Re,,.,acl Jul, 117' 
Pre1c,ot,ed by G•"•"' Sen,,cu 

A(lm,n111r111on 
FPMR 1•1 CFRI 101-11 • 



Request for Records Disposition Authority- Continuation I JOB NO 

1. 
ITEM NO. 

I. DeSCAIPTION OF ITEM 
(W1tt1 1nc:Iu11we Oalff or Aalant,on P1tnodtl 

Ownership Staff 

Ownershio Reoort. This file (FCC Form 323) 
contains original documents of information 
reoorted nursuant to sections 73. 3613 and 
7,.~615 of the Commission's Rules. The reports 
contain the ownership information maintained on 
licensees and oermittees exclusive of that re­
oorted in applications sent to the Mass Media 
Bureau. It also includes related contracts to 
sell the station, Stock Options, Trust Agree­
ments, and the like, which are required to be 
filed pursuant to section 73.,613 of the 
Commission's Rules. 

a. <\ctive Files 

Volume on Hand: 273 cubic feet 
<\nnual Accumulation: 12 cubic feet 
,rraneement: Alphabetically by 

Station call letters 

Perl'llanent 

Transfer inactive se~ments (1.e. l 1 years 
or older) to Federal Records Center every 
two ('.:) years. 

nffer to \/at1onal Archives forty-five (45) 
years a~ter transfer. 

b. Deleted Station Files 

Volume on Hand: S cubic feet 
Annual Accumulation: 2 cubic feet 
Arran~ement: Alphabetically by 

Station call letters 
Permanent 

Transfer files of deleted stations to 
Federal Records Center three (3) years 
after deletion. 

Offer to ~at1onal Archives forty-five (45) 
years after transfer. 

Fovf CDIM4t1, ll'lc:ludlllg odglnel. lo N Molbfflltted IO II• Nation.I ArctllYH 

PAO£ OF 

12 49 
t. 

SAMPLE OA 10 
JOB NO ACTION TAKEN 

'JC 1 - 173 
79- 3, 
Item 83 
dtd. 
9/21/81 

STANDARD FORM 115-A 
A..,,sed July 1974 
Prnc:nbed by General Services 

AdmIn11tra1Ion 
FPMR ('1 CFRJ 101-11 4 

11S-ffl 
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I;08 NO PAGE OFRequest for Record• Disposition Authority- Continuation 
13 49 

,. 1. OESCAIPTION OF ITEM SAMPLE OR 10,ITEM NO. (With lf'lc11,11ve Oatn or Aet•nt1on Penocltl J08 NO ACTION TAl<EN 

c. Closed Files 

Volume on Hanel: 1.5 cubic feet 
Annual ~ccumulat1on:6 cubic feet 
\rrangement: Alphabetically by 

Station call letters
Perma11ent 

Transfer ~iles to Federal Records Center 
after one full renewal period (5 or 7 years) 
following closures. 

Offer to ~ational Archives forty-five (45) 
vears after transfer. 

ns-m Four r:oplea. lftcludlft9 ol'lglnal, to N -llfflfflecl 10 ... Natloftal An:ftlYOI ITANOAAO FOAM 1tS-A 
Flev1Md July 197' 
Prncnbo<I by Genet1t S.N,cH 

Adm1n11trat1on 
FPMR {' I CFFI) 101 -11 4 
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RequHI for Recorcl1 Dl1po11Uon Authortty-Condnuatlon 

L OESCIWTION 0, ITIM 
(WW\.._.,.,,.. 0....., ~........, 

Televi1ion Branch 

A. Routine Control File• 

( 1) Deferred Renewal File-This ia a 3" x S" 
card file which indicate• the status, the reason• 
therefor, staff assignments, and the dispoaition 
of TV renewal applications where action was not 
taken prior to the 1tation's scheduled licenae 
expiration date. It i• used to control the 
processing and action on such deferred renewals. 

Destroy one (1) year after final Commission 
action with respect to the 1ubject renewal 
application. 

(2) Assignment/Transfer Card File-Thia i1 a 
3" z. S" card file which indicates the receipt, 
status, staff assignment and transfer of control 
applications involving television broadcast 
stations. It is used to control the processing 
and action on such applicat1ons. 

Destroy one (1) year after final Commission 

' .ICHI NO 

,. 
ITEM NO 

21. 

'AGE 011
14 49 

IAMPU Ofl tt. 
JOe NO AC1'IOH TA.ICEH 

~Cl-173-
79-3, 
Item 77 
dtd. 
9-21-81 

NCl-173-
_3,79 

Item 75 
dtd. 
9-21-81 

action with respect 
or transfer. 

B. Reference Files 

to the subject assignment 

(1) TV Engineering Files-This file contains 
duplicate copies of tbe technical portions of 
the application• and varioua engineering 
submis1ions filed by the applicant/licensee; 
duplicate copie• of Commi11ion authorizations, 
telegram• and other correapondence regarding 
tbe station'• technical operation•; and aasorted 
internal office memoranda and ataff engineer 
report•, analyse,, and proceaaing vorkaheeta. 
Theae materials are retained strictly for 
interDAl reference and informational purposes. 

Destroy tvo (2) year• after fiDAl Commisaion 
action deleting the atation. 

ITANO.t.1110 FOIIIW 11$-A 
Ae¥11e<I July 117• 
Prnc:t11MG by G•l\e<al S•"'•c•1 

Admll\llltlltOn 
FPMA (41 C:FA) 101-11, 
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IJOe NOAeque1t to, Record• Ol1posltlon Authority-Continuation 

I. OESCAIPTIOH OF ITEM1. SAMPLE OR 
(Witt\ lftclu11ve 0atft or AetenI1on Penod•I JOB NOfTEM NO. 

(2) TV Renewal Corresoondence File This file ~Cl-173 
contains duplicate copies of commission actions ~9-3, 
and corresnondence regarding the station's ltem 73 
renewal anplications. It also includes internaldtd. 
office memoranda and staff reports, analyses and9/21/Sl 
renewal processing worksheets (BC Forms 60J, 
615 and 617). These materials are related 
strictlv for internal reference and informat1ona~ 
purposes. 

~1 a i n t a i n i n 0 ff i c e : 
Destroy when materials are ten (10) years old. 

(3) TV Assignment/Transfer File This file NCl-173 
contains duplicate cooies of Commission 19-3, 
correspondence regardin~ the subject application,Item 7i 
and the staff's analyses and write-ups with dtd. 
respect to the assignment or transfer (FCC Form 9/21/81 
~-~78). These materials are retained strictly 
for internal reference and 1nformat1onal purposes. 

Maintaift in office: 
nestrov when Materials are ten (10) ve~rs old. 

C. Onerat1onal Files 

(1) TV Broadcast ~ct1on File This file contain~Cl-173 
all the oublic notices of broadcast actions. 70-3, 
It 1s used to maintain and supolement h1storicaldtd. 
data and to verify filing and acceptance dates ~/21/Sl 
with resoect to construction permit, rene¼al, Item 79 
assignment of license and transfer of control 
aoolications for TV stations. 

Maintain in office: 
Destroy when materials are three (3) years old. 

(2) TV Call Letters Change File This file NCl-173 
contains telegrams from the Managing Director's 79-3, 
Office authorizing a TV station to change its Item 80 
call sign. It is used to update historical datadtd. 
and to verify call sign changes appearing in 9/21/81 
the oublic notices. 

~aintain in office: 
Oestroy when materials are three (3) years old. 

PAGE OF 
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10. 
ACTION TAKEN 

ITANOAIIID FOAM 111-A 
R..,.M<I July 191, 
Prncnbed by G•ner•l S.rv1cu 

Adm1n11tra11on 
FPMR (41 CFAI 101- 11 , 



Requeat for Recon:la Disposition Authotlty-ConUnuatlon '.108NO 

,. 
ITEM NO 

22. 

a. DESCRIPTION 0, ITEM 
(Wltll inc..... Delft ... Ailttlnttoft hnods) 

TV Branch 

TV Data Base Update Svstem (BTM) This data base 
maintains and validates the TV engineering data base. 
The data base contains technical data for existing 
stations, proposed stations, TV management, rulemaking 
petitions/proposals, foreign stations, TV translators 
and LPTV operations. 

Input : FCC Public ~otices; Applications, Grants 

Output (all weekly) : Data Base Listing; Transaction 
Listing; Critical Error Listing; Ncn-Cr~tical Error 
List; Pointer List; Call Sign List; City Names List; 
TV Engineering Data List by State; TV Engineering 
Data List by State, City, Channel; TV Engineering 
Data List by Stat.r, Channel, Call Sign. 

Destr_oy_ data elements, outputs and documentations when 
no longer required. 

PAGE 0, 

16 49 
••

SAMPLE OA 10. 
.108 NO ACTION TAKEN 

ITANDARD ,ORIII 11l•A 
Fle,nMd July 1974 
Pnnc:nbed t,y General s.n-,cea 

Adm1n1t1ratt0n 
FPMFI ('1 CFRJ 101-11 4 



IJOI NO.Requeat for Record• Dlapo1ltlon Authority-Continuation 

,. L Ol$CM'Tl0H 0, ITIM 
ITIM NO. (WllhlndlllheO....• ................... 

Distribution Service• Branch 
23. A. Reference Files 

Cl) Construction Permit Application File1-Thi1 
file contains the original of the ITFS 
application (FCC Form 330-P), aa well as 
all amendments and subsequent aubmiaaions 
by the applicant and copiea of all Commission 
correspondence relating thereto. It also 
contains staff analy1e1, application 
worksheets, and a copy of the Commiaaion 
construction permit authorization (FCC Form 
355). Upon filing, the permittee'• license 
application (FCC Form 330-L) and all related 
materials are associated in this file. 

Upon licensing of the station, the originals 
of the construction permit and license 
applications are transferred to the ITFS 
Stat1on File. Duplicate copies of those 
applications with associated correspondence 
are incorporated into the ITFS Engineering 
.LJ:..a• 

(2) ITFS Engineering Files--This file contains 
dupl1cate copies of the technical portions 
pf the applications and various submissions 
filed by the applicant/licensee; duplicate 
copies of all Commission authorizations, 
telegrams and other correspondence regarding 
the applicant/licensee and its filings; and 
assorted internal office memoranda and staff 
report•• analyses, and processing 
vorkabeets. The1e materials are retained 
strictly for internal reference and 
informational purposes. 

Destroy two (2) years after final Commission 
action deleting the atatioo. 

f'Atlt_O,
17 49 
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J0e NO. AC'l10N TAICEN 
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Reque11 fOt RtlCOfd1 Ol1poaltlon Authortty-Cofttlnuatlon I JOe NO 

,. 1.0UCM"110NOt'l'T'IW 
ITIM NO. (WIii lllclullM.,.... - .......... ...,..... 

B. Operational file• 

(1) ITFS Station Files-Thia file i• the 
"official" Commiuion record file maintained 
vitb reapect to that lTFS atation. It 
contain• the original• of the con•truction 
permit, license, renewal, asaigoment and 
tranafer of control application• filed for 
the station and copies of all Commiaaion 
autborization1, telegrams and other 
correspondence relating to the 
applicant/licensee or the ITFS •tation. 
Volume on Hand: 15 cubic feet, Volume 
Accumulated Annually: 1 1/2 cubic feet, 
Arrangement: By call letters, Restrictions: 
None, Inclusive Dates: 1960-Present 

PeF1Meent 

Transfer to Federal Records Center when 
mater~als are twenty~Z~~syears old, retiring
materials in 5-year -· 8 ats. --Gffet te 
Natieaal Axchiwe1 ~hea fifty (50) ?8&FI eld, 

Destroy when latest document in file is 50 
years old. 

'AG£°" 
18 49
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IJOB NORequest for Records Disposition Authority-Continuation 

7. 
ITEM NO 

24. 

I. DESCRIPTION OF ITEM 
tw!Ct\ 1nc1u...,. 011n Of Retention Penodtl 

CATV System Files This is a historical, con­
solidatect file for each ooerational cable 
television syste~. Files are arranged by state 
then numerically. Files contain 11ns notifi­
cations, franchise materials, certificates of 
compliance (prior to 1078), registration state­
Ments, soecial relief pet1t1ons and show cause 
netitions. 

n--~--.--~ ~---
~~-¥~-J-- ~ LVV 

b. Original and dunlicates of Show Cause Files 
where an ev1<lent1ary hearing has been 
ordered. 

Transfer original anJduolicate files to the 
Dockets Branch, Office of the Secretary, 
where they become part !j,_f official docketed 
oroceedings. 

c. Originals of Reg1strat1on StateMer~s. 
Cert1f1cate of Comol1ance, Soecial Relief 
Files and Show Cause Files (where ,o 
ev1rlent1ary hearing has been ordered. 

Trans~er ori~inals to Federal Records 
Center one (1) year after c;rv systen 
ceases ooeration. 

Destroy when latest document in file is 9 
years old. 

PAGE OF 
19 49 

•• 
SAMPLE OFI 10. 

JOB NO ACTION TAKEN 

'JCl-17~ 
7 S - 1 , 
Items 
9,10,11 
14 & 1: 
dtd. 
7/28/7~ 

fow COCMot•. lftch,ct11'19 011111n1I, lo IN aubfflllllcl 10 lflo National An:fll•H STANOARO FORM 115-A 
Rr.nMd July 1974 
Ptncnbed t>y Gonarat S.r,,,cu 

Adm1n111rahon 
FPMR (.ti CFFII 101-11 .t 
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1. 
ITEM NO. 

2S. 

1. DESCRIPTION OF ITEM 
(Wlffl lnCIIISl"9 Datn or Retention Penod■ I 

Cross Ownership Waiver Files Petitions for 
release from Section 76.501 of the Rules which 
orohibits cable television systems from 
earring the signal of any television broadcast 
station if such system directly or indirectly 
owns, onerates, controls, or has as interest 
in: a national television network; or a 
television broadcast station whose predicted 
Grade B contour overlaps in whole or 1n part 
the service area of such system. These 
petitions were filed under grandfathering pro­
visions of the Rules. Files consist of 
ori~inal netition, correspondence, and exhibits. 
Files are arranged numerically. 

a. Transfer original to Federal Records 
Center one (1) year after CATV system 
ceases oueration. 

Destroy when latest document in file is 9 
years old. 

b. Destrov duol1cate copies two (2) 

years after C~TV system ceases opera­
tion. 

20 49 
t. 

SAMPLE OA 10. 
JOB NO ACTION TAKEN 

NCl-173 
t7S-l, 

tern 12 
dt d. 
7/28/75 

ITAN0AIIO FORM 115-A 
A..,,Hd July 1974 
Pl'flCnblld by G•n•r1I S.nt,cH 

Admin11tt11ion 
FPMR ('1 CFRl 101-11 4 
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Requeet 

,. 
ITEM NO. 

for Record~ Dl1poution AutttorltJ-Contlnuatlon 

I. OESCAIPTIOH Of' IT€M 
(Wfftl lnc:luMol Oatft o, AMenbOl'I ~ 

Cable Television Br~nch 

t. 
SAMPLE OR 

JOB NO 

PAGE Of' 
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10. 
ACTION TAl<IEN 

26. Communitv Unit Processing Svstem (ACC) This rlata 
base contains Geographic, Statistical, Ownership, 
Franchise and Annual filing data about every Cable 
Corrnnunity reported to the FCC. 

Input : FCC Form 325, Schedule 1 (semi-neekly) 

Output : Cable Community ~ull Record~eport (semi-weekl
TV-Station Authorization Report (s~mi-weekly) 

,) 

Destr.2.l, data elements, outputs and documentation when 
no longer required. 

ITANDAIIO ,0111111 111-A 
....,_Nd July 191• 
Prncnoed by Gen,tral S,eN,c.­

Adm1n111ration 
FPMR (" CFAI 101 -1t ' 

https://Destr.2l


Reque1t for Record~ Dlspo8fflon Authortty-Contlnuatlon '.108 NO 

,. 
fT£M NO. 

27. 

a. OESCAIPTIOH OF ITEM 
(WICtl lndullft 0.tn Of Relefttton Pfflodll 

Cable TV Branch 

Address Processing System (A.~.D) This data base contains 
address aata items for mailing purposes. The system 
is used to provide addressing data to be utilized by 
all Mass Media Bureau data bases requiring addressing 
information. 

Input : FCC Form 325, Schedule l (weekly) 

Outputs : Mailing Address Records (weekly) 

Destroy data elements, outputs and documentation when 
no longer required. 

PAGE 0, 

22 49 ,. 
SAMPLE 0A 10. 

JOB NO ACTION TAKEN 

111-aa ITANOAIIID FOIIIM ttl-A 
RftlN<I July 1974 
Prnc:n!Mld i,, c.-<11 $en,1CN 

Adm1n11tratl(ll'I 
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1. 
ffl!M HO 

28. 

t.
I. DESCAIPTIOH OF ITEM SAMPLE OA to. 

(Wdll lnelutMI 0ntl o, Re'leftllOft Penocf1) .108 HO ACTION TAKEN 

Cable TV Branch 

TV - Station,.Processing System (ATV) This computerized 
data base contains information about TV station call 
signs, TV broadcast stations and selected translators. 
Data includes city and state of license; channel number 
network code; and effective and termination date of the 
authorization and the new call sign, if required. 

Input : New Call Signs (weekly~ 
TV Authorization (weekly) 

Output : TV - Station Call Signs (weekly) 

Destroy; data elements, output and documentation 
when no longer needed. 

ITANOAIID FOIIM 115-A 
Ae¥1NCI July 197' 
PreKnblld by G-ral S.MCH 

A,dm1t111trttion 
FPMA (41 CFA} 101-11 4 
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24 49 ,.
L DESCAIPTION 0, ITEM SAMPLE 0A 10 

(Witt\ ...,... Oetw Of Retention Perioell) JOB NO ACTION TAl<EN
,. 

ffEM NO. 

29. 

Cable TV Branch 

Physica} Svstem Processing Svstem (Trunk) (ATR) 
This data base provides technical information about the 
services provided to the cable communities. Provides 
signal carriage information indicating call sign 
carrier frequency, method of reception, signal type, 
cable communities served, and hours of special service~. 

Input : Form 325 Schedule II - Annual Report of 
Cable Television Systems (weekly) 

Output : Physical System Full Record Print (weekly) 
Signal Carriage Distribution Report (l.•eekly) 

Destroy data elements, outputs and documentation 
when no longer required 

ITANOAIIO FOAM 111-A 
Re,,tMd July 1974 
PreKnbed by Genetat SeMCft 

AdmIn11tr11,on 
FPMR I" CFRI 101-11 4 
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tO. 
ACTION TAl<EN 

,. 
fTIM NO 

I. OESCAIPTION Of' ITEM 
twfftl Inc"'- 0atn OI' AeteftllOft Pfflodll 

••
SAMPI.E OA 

JOI NO 

CARD FILES 

;n. Cable Television Relay Service Card Files--Theae card•• 
index pertinent information relating to cable 
televi1iou relay station• and are reference aid• in 
utilizing the cable televiaion relay 1erviee liceu1e 
files. These file• con1i1t of the following aeries: 

NCl-173-
?S-l, 
Item 25 
dtd. 
7-28-75 

a. Hi1tory cards for active and deleted cable relay 
atations, which are arranged alphabetically by 
name of licensee. 

Destroy upon retirement of CARS Lieen•e File 
to Federal Record• Center. 

b. Location cards which index cable relay 1tation1 
alpbabetically by state then by city. 

Destroy upon retirement of CARS License File 
to Federal Record• Center. 

c. Cro11 Reference Carda which list cable relay 
1tation1 alphabetically by call 1ign. 

Destroy upon retirement of CA.RS Licenae File 
to Federal Records Center. 

d. Cro11 Reference Carda which list cable relay 
station• by file numbers. 

Destroy upon retirement of CARS License File 
tr, Federal Record• Center. 

Note: The CARS License File is scheduled under 
NCl-173-75-1, items 16a-b. 

111-IOS ITANOAIIO FOlltM 111•A 
RevtNd July 1974 
PNKnbed tly G-11 S.Mcn 

Admln,11,aoon 
FPMA 141 CFAI 101-11 • 
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,. 
fl'EM NO 

31. 

32. 

•• OESCAIPTIOH OF ITEM 
(Wolll ~ o.,..... Alt.,..... ...,..... 

Certificate of CoJPPliaace Card• Filc1-The1e card• 
iadex pertiaent information relating to cable 
televieion ayatems, and are reference aid• in 
utilizing the Certificate of Compliance Files. These 
files coasist of the following 1eries: 

a. History cards which list the filings and actions 
taken on cable television eystems, which are 
arranged alphabetically by atate then by 
community. 

Destroy upon retirement of CATV System File to 
Federal Records Center. 

b. Certificate of Compliance cards, arranged by 
city and state--Carda on show cause and 1pecial 
relief filings are interfiled in this aeries 
on color coded cards next to their related 
Certificate of Compliance card: Certificate 
of Compliance card-white; Show Cause 
card-orange; Special Relief card-blue. 

Destroy upon retLrement of CATV System FLle to 
Federal Records Center. 

c. Cross Reference cards which index cable 
television systems alphabetically by name of 
system. 

Destroy upon retirement of CATV System File to 
Federal Records Center~ 

Frapcbi1e Card Filep-Theae card• index ,tate and 
local franchiaea and are aids for referencing the 
francbi1e filea. The file• con1i1t of the following 
aerie,: 

a. State cards vhich index franchi1e• alphabetically 
by state then community. 

Destroy upon retirement of CATV System File to 
Federal Records Center. 

b. Cross reference cards which index :~anchisea 
by name of franchiaee. 

Destroy upon retirement of CATV System File to 
Federal Records Center. 

Note: The CATV System File is scheduled under 
item 24c, this Job. 

PAGE OF 

26 49 

SAMP\.E OR 10 
JOI NO M:TIOH TMEM 

NCl-173-
75-1. 
Item 26 
dtd. 
7-28-75 

NCl-173-
75-1, 
Item 27 
dtd. 
7-28-75 
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33. 

27 49 
t.I. DESCAIPTIOH OF ITEM SAMPLE OR 10.

(W1tn 1nc1u11we Dae" or Aec.nt1on Penodal JOB NO ACTION TAKEN 

Cross Ownership Waiver Card Files These cards NCl-173 
list filings and actions taken on pet1t1ons for1/5-l 
cross ownership, and serves as a reference aid [tern 32 
for utilizing cross ownership files. Cards ptd. 
are arranged numerically. 7/28/75 

Qestrov uoon retirement of Cross Ownership 
Waiver File to Federal Records Center. 

ITANDARD FOAM 115-A 
Rr,,sed July 1974 
Prncnbed l)y General S.rv,ces 
Adm1n,ttr■ toon 

FPMR (41 CFRI 101-11 4 

US-203 
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,. 
ITEMNO. 

34. 

I. DESCRIPTION OF ITEM 
(Witll ~ De1ft Ot Retentaon ......., 

Cahle TV Branch 

Cable System Authorization (AFP) ~his data base 
provides an automat~d system for entering main_aining 
and accessing cable TV applications for the 
use of frequencies within the bands 108-136 :rnz and 
225-400MH2, and analyzes these frequencies for 
possible conflicts with frequencies in use by 
nearby aeronautical stations. Data includes applicant 
name, location, filing date, frequencies requested/ 
approved and other technical data. 

Input : Applications filed by cable TV companies 
for authorization to use certain mid and super-band 
frequencies (daily) and tapes of current FCC frequency 
assignments for aeronautical stations (monthly) 

Output : Letters notifying applicants of approved/ 
disapproved frequency requests (daily) 
Statistical Reports (as required) 

Destrov data elements, outputs and documentation 
when no longer required. 

PAO£ o, 
28 49 ,. 

SAMPI.E 0A to. 
J08 NO ACTION TAKEN 

ITANOARO ,ORM ns-A 
A..,._ July tt7• 
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CWlll'I IIICtulM 0.1ft Of~ Penodt) J08 NO ACTIOH TAKENITEM NO. 

Cable TV Branch 

35. Employment Processing Svstem (AEE) This data base 
contains emplovment statistics for cable system 
operators bas~on sex, ethnic type and job classifi­
cation divisions for full time, part-time and on-the­
job training employees. The filing date of the Form 
395-A is also attached. 

Input : Form 395-A - Annual Report of EEO Employment 
Statistics of Cable TV System (monthly) 

Output : Employment File Full Record Print (~onthly) 
EEO St2tistics Reports (monthly) 

Destroy data elements, outputs and documentation 
when no longer required. 

ITANDAIIO ,ORM 111•A 
R..,.Nd July 197• 
PrNCnl»Ct by a.Mrat s.Mc:et 

Adm1n11tratt0n 
FPMR c•1 CFA) 101-11, 
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,. 
IT1M HO 

IAMl"\.E 0" II. 
.108 NO ACTIOff TAKEN 

36. 

Lov Pover Televi•ion Branch 

A. 

B. 

Routine Control File• 

511(1) Applicatioa. Card File-Thia ii a 3" x 
card file (Form BC-335), which identifies the 
applicant and de1cribe1 the facilities 
reque1ted. It al10 indicate• the 1tatu1 and 
the di1po1itioa of the LPTV or TV tran1lator 
application. It i• uaed to control the 
proceaaing and action on 1uch application,. 

Destroy ten (10) year• after final Comi11ion 
action vith respect to the subject application. 

Reference Files 

(1) Application File Number Logbooks--Thia file 
system consist• of several logbooks identifying 
the applicant by name; describing the application 
by receipt date, channel requested, or station 
call sign;·and liatiug the file number assigned 
to the particular application. All LPTV and 
TV tranalator cou1truction permit, license, 
renewal,-a11ignment and transfer of control 
application• are included in these li1ting1. 
These material• are retained 1trictly for 
internal reference and informational purpo1ea. 

Destroy vhen no longer needed for reference 
purpoHa. 

(2) Clll Sign Card !i,le-Thi1 is a 3" x 5" card 
file vbicb identified the LPTV or TV tran1lator 
licensee by name. deacribea the station'• 
location in term• of community and state, and 
li•t• the call aiga asaigaed to that station. 
The1e material• are retained strictly for 
internal reference and informational purpoaea. 

Deatr~v when no longer needed for refere~~~ 
purpoau. 

ITAMOAAO ,011111 ns-.t. 
"•••1H July 19 74 
Prttc""4 11T G..,••1 5•""'11 
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Requ..c for Record• Ol1po1IUon Aulhol1ty-Condnuallon 

,. L OHCIUlt'l'ION 0, ITEM 
(WI///II~.,_..... ~,..,.....ITEM HO 

(3) Con1truction Permit Application File-Thi• 
file contain• the original of the LPTV or TV 
tran1lator application (FCC Fona 346), •• vell a• 
all •endmeat• and 1ub1equeat 1ubmi11ioa1 by 
the applicant aad copiea of all Comai11ioa 
corre1poadeace relating thereto. It alao 

~include• 1taff aaly1e1, application vork1beet1, 
the computer generated iaterfereace study 
pertaiaiag to the application, aad a copy of 
the Co11111tiuioa'1 cou,truction permit 
authorization (FCC Fona 364). Upon filing, the 
permittee'• licea1e application (FCC Form 347) 
and all related material• are a11ociated in this 
file. 

Upon licenaing of the station, the origia.al• of 
of the coaatructioa permit and licen1e 
application• are traruferred to the Low Power 
Telev~sion Sta~ion Files. The re~aining 
~ater1als are 1ncornorated into t~e LPTV 
~n~ineering File. ---

(4) LPTV Engineering File--Thia file contains 
duplicate cop~es of the technical portion• of 
the applications and variou1 su~mis1ion1 filed 
by the applicant/licen1ee. duplicate copies of 
Commis1ioa authorization,, telegrams aad other 
correapoadence regarding the applicant/licensee 
and it1 filings; aad •••orted internal office 
memoranda and 1taff report1, anal71e1, and 
proce11ing vork1heet1. The1e material• are 
retained 1trictly for internal reference and 
informational purpo1e1. 

De1troy tvo (2) year• after final Colllllli11ion 
action deleting the 1tatioa. 

111-2U ITANOAIIO f'OIIM 111•.t. 
Re,,1HO July ltU 
Prncrt.O C,, Gef\e,11 $eMCH 

AelffllfliltrlllOfl 
FPMA !•1 CFAJ 101-11 4 
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rTIM NO. 

I. DISCIW'T10N 0# ff'IMcw• .......,..,.....,~,...._., 

(5) Di1mi11ed Application Pile•-t'hi1 file 
contain• the origio.al of the LPTVtqr TV 
tran1lator con1truction permit application, (FCC 
Form 346) that have been di1ai11ed by the 
Co-i••ioa for variou1 rea1ou1 (e.g .• 
W11ucce11ful lottery participant). It al10 
include• any internal memoruida, 1taff aa.al71e1 
and proce11iog vorubeet1, an.d copie• of all 
Commi11ion corre1poadeoce pertaining to the 
•ubject application., t'he•e material• are 
retained 1trictly for internal reference and 
informational purpo1e1. 

De1troy three (3) year• after fio&l Commi11iou 
action di1mi11ing the 1ubject application. 

,. 
IMIPU OA 

JOe NO 
It. 

ACTION TA.KEM 

lfANOAIIO l'Olllrll 111-4 
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J08 NO 
10. 

ACTION TAKEN 

Low Power Television Branch 

17. Low Power Television Lotterv Svstem (BLP) This data 
base provides a method of tracking an application for 
a 1 ow ~ower television station through the lottery 
process. It contains applicant name, address, call 
sign, file number, preference factors, facilities, 
facility location, lottery date, number, time and 
winner. 

Input : LPTV Application (daily), Form 346 (daily) 

Output : Full Record Report (on-request)~ Internal 
Preference (B) List (on-request)~ Public Noticeof 
Lottery Date & Associated Preference (B) List (on­
request); Public Noticeof Amended Lottery Date & 
Associated Corrected Preference (B) List (on-request); 
Public Notice of Tentative Winner (on-request)~ 
Public Notice of Final Winner (on-request). 

Destroy data elements, outputs and documentation 
when no longer required. 

111-aa ,_ COIN-♦ IMludlftt efttlNII, .. M eutlftlNlecl to ... NatloNII ..,.,.,.. ITANOARO FORM 111-A 
A-Md July 1974 
Prncnl:Mld by O-ral S.,V1c:e1 

Admu'l11tr111on 
FPMA (41 CFAJ 101-11 4 
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f. t. DESCRtPTO,, OF ITEM SAMPU OA 10.
(Wlttl IIICIYtMI Oatfl or "-tentiOft PenodtlfTEW NO J08 NO ACTIOH TA.KEN 

AUDIO S!RVICES DIVISION 

38. Enginceripg File loom 

Broadcaat Station Engineering File• (AK. FM}. 
Contain• engineering data eaaeutial to the 
proceaaiog of application,. Pile coo,i1t1 of 
graph ■, map1, field intenaity meaaurement1 and 
engineering ezhibit1. Thia data duplicates, 
to tome eztent, the uterial contained in the 
official broadca1t licenae file. 

a. Active Station• 

M.tintaiu in office until deleted. 

b. Deleted Station• 

Deatroy two (2) year• after deletion, 
if no applications are pending 
1pecifying tbe deleted facilities. 

Station Renewal, A11ignment/Tran1fer and 
Facilitie1 Correspondence File• (AM, FM}. Theae 
file• contain renewal proces1ing vork1heet1 (BC 
Form• 604, 615 and 617), copie• of correapondence 
and 1taff vrite-up1 on a11igma.ent1, tran1fer 
of control and facilitiea application• (FCC Form 
A-378) and copiea of outgoing correapondence, 
inter-office memoranda, etc. relating to the 
renewal, a11igmaent/tran1fer and facilitie• 
authori&ation1. 

•• Active Station• 

M.tintain in office unt;l deleted. 

b. Deleted Station• 

Deatroy tvo (2) year• after deletion. 

NCI - 173 
79-3, 
Items 
73 & 
74 dtd. 
9-21-81 

1 -=--------------------'----...1....----___...______
115-ta F9W cotMI, llldudlftt Oft9'11el. 10 IHI 14'......ed lo ltle NltloMI Al'Cfttnt ITANOA,-0 FOAM 111-A.. Ae,nNCI July 197' 

Prnc:n!Md t,y G•"-"' s.n-,c:.e, 
Adm1n,str1tt0f'! 

FPMA (41 CFA) 101-11 4 
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t. DESCAIPTION OF ITEM SAMPI.E OA 10.
(Witfl 1ne1u1111e Oatfl Of Aetet11ion Penodtl JOB NO ACTION TAKEN 

Puhlic Reference RooM 

Broadcast Station License Files (:\M, F~!, TV). NCl-173 
These are off1c1al record files documenting all79-3, 
activities of the station. They contain the Item 61 
correspondence, applications and supporting dtd. 
data for construction oerm1ts, licenses, renew-(/21/81 
als, assignments and transfers. Also contained 
1n the files are the author1:ations relating 
to the various requests. 

40. 

Public Files 

Volume on Hand: tnn cubic feet 
Annual ~ccumulation: 10 cubic feet 
Arrangement: Call Sign - by Services 

Permanent 

a. Transfer station files for the period July 
1, 1976 to .June -iO, 1983 to Federal Record~ 
Center when latest file 1s one (1} year 
an<l six (6) months old. 

Offer to the National Archives when 20 
years old (calendar year 2003). 

b. Break subsequent files every 3 years. 
Transfer closed files to FRC when latest 
document in file is 3 years old. 

Offer to the National Archives in 10 year 
blocks when latest document in file is 20 
years old. 

l\J'on-Public Files 

Volume on Hand: 100 cubic feet 
Annual Accumulation: 3 cubic feet 
Arrangement: Call Sign - by Services 

Permanent 

c. In calendar year 1987, transfer materials 
for the period 1934 through June 30, 1976 
to FRC. 

Offer to the National Archives when 20 
years old (calendar year 1996). 

STANDARD FORM ttS-A 
Re,,1:Md July 1974 
Prnc:nbed by General S.rv,eet 

Adm1ru11ration 
FPMR (41 CFRI 101-11 4 



Aeque1t for Records Dl1po11t1on Authority-Continuation j .ioe NO 

,. t. OESCAIPTION OF ITEM 
ITEM NO. (Witt, tncluSIWII Oltff Of Retention Penod•I 

d. Break s·ubsequent files every 10 years. 

Transfer closed files to FRC in 10 year
blocks when ratest document in file is 15 
years old. 

Offer to the National Archives 
blocks when latest document in 
years old. 

in 10 year 
file is .s-e-

,z.O 

Note: any records covered by items 40a-d that 
the National Archives chooses not to accession 
are to be retained in the FRC until the latest 
document in the file is 50 years old. 

PAGE OF 
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ITANOAAO FORM 115-A 
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,. I. OESCAIPTION OF ITEM SAMPlE OR 10.
twilll lftelvtMI Oatet or A«entaon PenOdsJITIM NO J08 NO ACTION TAKEN 

AM/FM/TV/AUX Branch 

41. Broadcast Applications Processing Svstem (BAPS) This 
data base contains information detailing the indentity 
and status of facilities and of nending applications. 
Data includes location and ~nrameter:sof facilities 
(city, street, state and zip code), filing date of 
applications and status of data entry. 

Input : Forms 301, 302, 303, 309, 310, 311, 313, 314, 
316, 318, 321, 330, 340, 341, 342, 345, 346, 347, 348, 
349, and 701 -ft'os.dcast applications (daily) 

Output : Notice of Receipt (daily); Public Noti~(rlail~) 
Broadcast Actions (daily); Renewal Reminder (monthly); 
Applications Status Report (daily); Transaction List 
(daily); Folder Labels (daily); Address Lists (on 
request) 

Oestro11 eata elemeRts, outputs mul cleueR'uent.: t 1:on 
when no lengeF requ:red. 

A. Copy of database on magnetic tape and copy 
of documentation: Permanent. Transfer to 
the National Archives immediately. 
Transfer updated version of database on 
magnetic tape and documentation to the 
National Archives once every 3 years. 

B. All other copies of documentation and data 
elements: destroy when no longer needed. 

/: . l .. ' 

111-111 ITANDAIIO fOfllM 1U•A 
Ae¥1Nd July 1974 
Pretenbed c,y Gen.rel s.tv,ca 

Adfflllltltflt1on 
FPMA 141 CFRJ 101-11, 
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Requeat for Record~ Dl1po1Hlon Authority- Continuation 

,. 
ffEM NO. 

4 2 . 

I. OESCRIPTIOH OF ITEM 
IWllft IIICtutMI o.,.. Ot' A9teftt1CMI P9f'IOCl1l 

A...'1/FM/TV BRANCH 

Broadcast Special Studies (BXX) This data base contai~ 
source and/or object images, as appropriate for 
engineering programs/studies for new applications or 
petitions in the AM, FM and TV services. 

Input : FM Engineering data base; TV Engineering 
data base; AM Engineering data base (all as required) 

Output: AM Radiation Patterns; Descriptions of 
Ccverage Areas of AM, FM or TV Stations; Lists of 
FM or TV Allocations; Applications and Operating 
Stations (all on demand) 

Destroy data elements, outputs, and documentations 
when no longer required. 

PAGE OF 
38 49 
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JOI NO ACTION TAKEN 

111-la ITANDAIIO FOflM 111-A 
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10. 
ACTION TAKEN 

,. 
ITEM NO. 

43. 

44. 

4 5. 

,.
L OESCAIPTION OF ITEM SAMPLE OR 

(Wtffi lftCIUIIW Oat• Of A4ttent1on Penodtl JOB NO 

Deleted Broadcast Station Files .\M, FM, TV). NCl-173 
These files contain the official correspondence, 79-3, 
applications and supporting 
zations on stations which have 
and subsequently deleted. 

data 
been 

and authori-
authorized 

Item 
dtd. 
9/21/81 

62 

VolUJ'1e on Hand· 2 cubic feet 
Annual Accumulation: 2 cubic 
Arrangement: By Call Letters 

feet 

Permanent 

Retire to 
deletion. 

Offer to 
20 years 

Federal Records Center one (1) year a/";..e,,­

hlocKs 
~at1onal ~rchives in 10 year segments, 
after deletion (i.e. 1971-1980 to be 

offered in 1990). 

Dismissed Broadcast .\oolications. These files 
contain the official correspondence, aooli­
cations and supporting data for new stations 
which have been dismissed. 

Destroy one (1) year after application is 
dismissed unless aonellate action is pen~1ng. 

Broadcast Station History Cards (AM, F~l, TV). 

\fCl-173 
79-3, 
IteM 63 
<ltd. 
Q/::::1/81 

\JCl-173 
ThesP cards contain the history of applicat1or.c79-3, 
~iled and actions taken on stations. 
are maintained in active and deleted 

a. Active Stations 

Cards 
section. 

Item 
dtd. 
9/21/31 

66 

Maintain in office until deleted. 

b. Deleted Stations 

Volume on Hand: Approx. 20 linear inches 
.\nnual ~ccumulation: Less than one (1) 
linear inch. 
Arrangement: By Service then by Call Lette s. 

Permanent 

fr ~end cards of deleted stations (in 1n year 
~- egAents) to Federal Records Center ten 

(10) years after station is deleted. 

111-Ja '°41r coptea. IMtudlftt ongfnal, to 1M aubfNtted IO ltle National Al'Cfthrea ITAN0AR0 FORM 115-A 
Revtlled JUl'I' 1914 
Prescnbec:I by General SeMcH 

Adm,n,11r11ton 
FPMFI 141 CFR) 101-11 4 
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,. 
ITEM NO 

4 6. 

40 49 
L OESCAIPTION OF ITEM SAMPLE OR 10,(Wittl tnctusr,e Dalfl Of Aeteftt1on Panodl) JO& NO ACTIOH TAKEN 

O~fer to ~at1onal Archives (in 10 year 
~) 20 vears after deletion. 

Station Location and Frequencv Channel Cards NCl-173 
( AM , FM , TV ) . Th e s e c a rd s re f 1 e ct a pp 11 c at 1 o n s 7 9 - 3 
which have been filed for a particular city ancitem 69 
frequency. SiHee these cards are rarely ased dtd. 
a.Dd R<w lonqer PPdate-ct-, suggest they 110 longet 9/21/81 
ee maiHteiHed. 

Oestr9y all eaPds immediately~ 

A. Cards arranged by state or city: 
Permanent. Offer to the National Archives 
immediately. 

B. Cards arranged by frequency: Destroy 
immediately. 

Four copllte, 1Mtudlft9 Oftgtnal, 10 M tutMllfflacl to l'la National Arcflh,•• ITANOAAO FOAM 115-A 
A-Md July 1974 
Prncnbed by Ganar■ I S.,..,,ces 
Admm1str■ tion 

FPMR (•1 CFRI 101-11 4 
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, ... NO. f'AQI OfReque1t for Reoonlh11polftloft AU1hortty-Conttnuatlon 41 

,. 1. DUQW110N Of ff'IM 
(Wa IMfullw DetN W ....,........ .......,.,fflMNO. 

Foreign Program Authorization Files. These 
files contain applications, authorizations and 
correspondence relating to transmission of 
program material to Canada and/or Mexico. 

47. 

Destroy two (2) years after authorization 
expires. 

4 8. Authorization Files (AM, FM). Transferred to 
the Public Reference Room by the AM and FM 
Branches, these files contain extra copies of 
authorizations issued to a station. The 
original granted authorization is located in 
the Official Broadcast License Folder (also 
located in the Public Reference Room). Used 
strictly as an extra convenience copy. 

Destroy when no longer required for reference 
purposes. 

49. Low Power Television Station Files. This file 
is the "official" Commission record file main­
tained with respect to that LPTV station. It 
contains the originals of the construction per­
mit, license, renewal, assignment and transfer 
of control applications filed for the station 
and copies of all Commission authorizations, 
telegrams and other correspondence relating 
to the applicant/licensee or the LPTV station. 

n-------• 

Volume on Han 02 cubic feet 
Annual Accumulation:~ cubic feet 
Arrangement: Alphabetical~Call Sign 

When Transfer to FRC? See Attached==----------
Whea Offer to Arch~ves? See Att~1hed -

Transfer inactive files to FRC once a year. 

Destro~ when latest document in file is 50 
years old. 

NCl-17~-
79 -3, 
Item 65 
dated 
9-21-Sl 

NCl-17:-
79-3, 
Item 70 
dated 
9-21-81 

ITANOAAO ,ottM 111-A 
......NdJvt,117' 
f'...cntled...,o.-111....,._ 

Admll'lltc,allon 
FPM" I" c:nll 101-u • 
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AM Data Base Uodate (BAM) The update system is 
designed and maintained to update the AM Engineering 
d1.ta base, which is used to support the AM channel 
studies. Data is ~aintained for all A.'1 stations 
by frequency, location, latitude and longitude. 

Input : Form 301 - Application for Broadcast Facility 
(daily) 

Output : Update Report (weekly); Data Base Listing 
(weekly); Update Transactions List (weekly) 

Destroy data elements, outputs, and documentation 
when no longer required. 

ITANOAAO FORM 111-4 
RIMNd Juty 191, 
Prnc:nbed Oy Generel s.rv.Cft 

Adm1n11tr1110n 
FPMA ('1 CFAl 101 -11 , 
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51. 

43 49 
t.I. OESCAIPTIOH OF ITEM 

SAMPI.E OR 10.tw,111 _..,._ o.,.. ., Aetentloft Penont 
JOB NO ACTION TAKEN 

FM Branch 

FM Data Base Update Svstem (BFM) This data base 
contains FM radio technical data for existing statior~ 
proposed stations, FM allocations, rulemaking 
stations/propos2ls, foreign stations and allocations 
(Canada and Mexico) and FM translators. 

Input : FCC Public Notice (daily) 

Output : Data Base Listing (weekly); Transaction 
Listing (weekly); Critical Error Listing (weekly); 
Non-Critical Error Listing (weekly); FM Engineering 
Data List by State (weekly); FM Engineering Data 
List by Frequency (weekly) 

Destroy data elements, outputs and documentation 
when no longer required 

ITANDAIIO ,01111111 11S-A 
A-Nd July 1974 
Pr91Cnbed by 0-al S.Mcet 

Adm1n111ratt0n 
FPMA (41 CFAI 101-11 C 
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ITIMNO. 

52. 

I. DESCAIPTION 0, ITEM 
(Wftlt lnClutM Oetfl Of AeeefttiOft Petiocta) 

Audio Services/Video Ser"ices 

Workforce Data Base (BWD) This data base contains 
staffing and activity reporting data for Audio and 
Video Services Divisions' employees. 

Input : Activity reporting form data (bi-monthly) 

Output : Persons, Positions and Hours Workload Reports 
(bi-monthly); Workload Breakdown Report (bi-monthly); 
Activity Summary Report (bi-monthly) 

Destroy data elements, outputs and documentation 
when on longer required. 

PAQI OF 

44 49· ,. 
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J08 NO ACTION TAKEN 

ITANDAIIO ,011111 111-A 
AtwtNd July 1974 
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1. 
ITIM NO. 

53. 

for Records Dlapolitlon Authority-Continuation 

I. DESCRIPTION OF ITEM 
(Wiltl lllclull'le Oat• Of Alltefttioft Penodtt 

Transfer Record Cards (AM). These cards re­
flect the office location of pendin1 construc­
tion permits. modifications of construction 
permits and license applications and the 
action taken on applications for AM stations 
(3" x 5" cards). 

Destroy two (2) years after final action 

,.
SAMPLE 0A 

.108 NO 

NCl-173 
79-3, 
Item 68 
dtd. 
9-21-81 

PAGE o, 
45 49 

,o.
ACTION TAKEN 

5 4. Authorization Files (Formerly Station Renewal 
Folders). Files contain copies of authoriza­
tions issued to a station. These files have 
all been transferred to the Public Reference 
Room to be associated with the Official Broad­
cast License Folders for reference purposes 
only. Startin1 with the next renewal (1988). 
the branch will be maintaining ~orkin1 files 
only. 

Once authorization is 1ranted, transfer working 
file to lublic Reference Room to be associated 
with Official Broadcast License Folder. 

Public Reference Room will destroy when no 
longer required for reference purposes. 

NCl-173 
79-3, 
Item 70 
dtd. 
9·21-81 

55. As~ig~ment/Transfer Control Card File (AM). 
Th1s 1s a 3" x 5" card file used to indicate 
receipt, disposition and status of assignment 
and transfer of control applications being 
processed by the Branch. Records the purchasin1
and selling of AM stations. 

Destroy when two (2) years old. 

NCl-173 
79-3, 
Item 75 
dtd. 
9-21-81 

S6. Returned·Application File (AM). This file con­
tains a copy of the letter that is returned 
alon1 with the application when there is some 
problem prohibitin1 the application from being 
fully processed. 

Destroy when one (1) year old. 

111-I01 ,._ ...... lllcludlftt OftglMI, ..... IUllffllttN lo •• NaOonel Ardllfta ITANOAIIID FOIIIM 11S•A 
Ae-tlNd Jvly 1974 
Prncnbed DY Ge-•• S.,,,,cn 

Adm,n,,1,11,on 
FPMA (41 CFAI tOt-n 4 
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,. 
ITIM NO. 

57. 

58. 

59. 

60. 

e. DESCRIPTION CW ITEM 
twltll 1nctu1ne De1" or _..,tion Penodsl 

FM Branch 

Construction Permit Record Cards (FM). These 
cards reflect the office location of pending 
applications and the action taken on the 
applications for FM stations. 

Destroy when no longer required for administra­
tive purposes. 

Authorization Files (Formerly Station Renewal 
Folders). Files contain copies of authoriza­
tions issued to a station. These files have all 
been transferred to the Public Reference Room 
to be associated with the Official Broadcast 
License Folders for reference purposes only. 
Starting with the next renewal (1988), the 
branch will be maintaining working files only. 

Once authorization is granted, transfer wa.rking 
file to Public Reference Room to be associated 
with Official Broadcast License Folder. 

Public Reference Room will destroy when no 
longer required for reference purposes. 

Assignment/Transfer Control Card File (FM). 
511This is a 3" x card file used to indicate 

r~~~ipt, disposition and status of assignment 
and transfer of control applications being 
processed by the Branch. Records purchasing 
and selling of stations. 

Destroy when two (2) years old. 

Returned Application File (FM). This file con­
tains a copy of the letter that i~ returned 
along with the application when there is some 
problem prohibiting the application from being 
fully processed. 

Destroy when six (6) months old. 

PAGE CW 
46 49 

SAMPLE OR 10. 
J08 NO ACTION TAICEN 

NCl-17! 
79-3, 
Item 68 
dtd. 
9-21-81 

NCl-173 
79-3, 
Item 70 
dtd. 
9-21-81 

NCl-173 
79-3, 
Item 75 
dtd. 
9-21-81 

ITANDAIIO ,OIU• 111-A 
FleoriNd July t974 
PteKnbed 11'1 GelWtfal S.r,,cn 

Admln1atr1tion 
FPMR (41 CFRI 101-11 4 
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Requut '°' Recotds Dlapoaltion Auttaority-Condnuatlon 

,. 
fflM NO. 

61. 

, 

... 
62. 

L DUCM'110N 0, ITIM 
(WIii ---.,.. ., flelltlllClft ...... 

Auxiliary Sel:vices Branch 

Auxiliary Broadcast Services Files (Aural Microwave, 
TV Microwave, and Ranote Pickup/Low Power Auxiliary). 
These are the official record files containing 
correspondence, applications, supporting data, staff 
analysis, and authorizations relat111g to the various 
applications filed for these services. 

Pe:r:manent 

a. Active and Deleted Stations 

Transfer inactive segments (Le., documents 
relating to superseded and deleted facilities) to 
the Federal Records Center once a year. 

Destroy when latest document in file 
years old. 

Volume on Hand: 197 cubic feet 
Annual Accumulation: 87 cubic feet 
Arrangenent: Call Sign - By Service 

b. D.1.mssed Auxill.a.ry Broadcast Service Files. 

is 50 

These files contain the official correspor.~ence, 
applications, supporting data, and staff analysis 
for nev stations which have been dismissed. 

Destroy six months after disniissal. 

International, Oeveloprental, EM Broadcast Translator 
and EM Broadcast Booster Station Files. These are the 
offici~ record files containing correspondence, 
applications, supporting data, staff analysis, and 
authorizations relating to the various applications 
filed for these services. 

a. Active Stations. Maintain on site. 

b. Deleted Stations. Destroy after two (2) years. 

c. Dismissed Applications Files. 
m:>nths after dismissal. 

Destroy six (6) 

,_..,..._ IIPldudMt CMttiMI. • N ........ IO Ille NdoNII Afalholle 

PAQI o, 
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SAMPt.lOR 1t. 
J0II HO ACTION TAK!N 

NCl-173 
79-3, 
Ite:ns 63 
& 64 
dtd. 
9-21-81 

t-,Cl-173 
79-3 
Items 63 
& 64 
dtd. 
9-21-81 

111-• 

! 

https://correspo~~e.n.ce
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https://Auxill.a.ry
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t.
LOUQUPTIONO,lffM SAMPI.EOA 10.1. 

(WtlllllCMMO-.Of llilllnlclft ~ J0II NO ACTION TAQHITIM NO. 

AuXiliary Broadcast Station Renewal Application Files. OCl-17363. 
79-3 

renewal applications for network entities, TV trans­
This fl.le contains the card type (FCC Fonn 313-R) 

Itan 72 
lators, educational entities or non-broadcast licenses dtd. 
which are not associated with a J:i.M/FM./TV station. 9-21-81 

Destroy three (3) years after expiration date. 

Various Bureau Staffs 

64. Broadcast Project Managarent Systan. This systan 
contains an indexed sequential data base of all active 
Mass Media Bureau projects. 

Input : Description, start dates, target dates, 
status, resp:insl.ble person, etc., fran various 
documents. 

output: Bureau ProJects (as needed); Broadcas~ 
Docketed Proceeding (as needed); Broadcast Pet~~1ons 
S1..lrnr:1ary by Target Date (as needed) ; Surrmary b: 
Organization (as needed). 

Destrov data elanents, outputs and docurnentat1.on •,..;hen 
no longer needed. 

1,.... ITANOAM ,01111 111-A 
,_..,...,Ntrt974 
Pr.-cnlled br Generll SeMcN 

Mfflindtration 
Cl'O 19TI o • lft•..-, FPMR (41 CFAI 101-11 4
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Requeat for Record• Dt-,oeltlon Authortty-ContlnuaUon I J08 NO 

,. 
fflM NO. 

65. 

I. OUQIUPTION M ITEM 
(WIit IMlwMI .,._ Ol .....tmoft ...._,., 

OFFICE OF BUREAU CHIEF 

Administrative Office 

Mass Media Bureau Staffing and Personnel Tracking 
System (BSP) This data base contains administrative 
data pertinent to staffing and personnel activities 

I.w2Y.t.: Administrative data such as position, grade, 
labor relations code, position description, etc. 
Form 50 (Notification of Personnel Action) and 
Form 52 (Request for Personnel Action) (daily) 

Output: Bureau Staffing Plan (monthly); Personnel 
Action Report (weekly and on ~emand) 

Destroy data elements outputs, and documentation 
when no longer required. 

PAGE OF 
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ITANOAIIO ,OIIM 111-A 
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