
~ ------------- ----------- ~ 
1......., __________ _ 

__ .VE BLANK (NARA use onl ) 
REQUEST FOR RECQRDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIRI 
WASHINGTON, DC 20408 

1 . RO (Agency or establishment} 
Department of State 

2. MAJOR SUBDIVISION 
Foreign Service Institute 

3. MINOR SUBDIVISION 
School of Language Studies 

4. NAME OF PERSON WITH WHOM TO CONFER 

Alice S. Ritchie 

6. AGENCY CERTIFICATION 

5. TELEPHONE 
(202) 261-8511 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is approved except 
for items that ma}' be markea "disposition 
not approved" or "withdrawn" in column 10. 

DATE 

I hereby certify that I am authorized to act for this agency in ~ners pertaining to the dis sition of its records 
and that the records proposed for disposal on the attached ____ 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, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 
~ is not required; U is anached; or U has been requested. 
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See attached. 
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I, Overseas Language Training (General Files)- Overseas Schools 

Correspondence, reports, and other documentation on overseas language training 
programs and operation of the overseas language schools. 

a. Paper files. 

Disposition: Destroy when I year old. 

b. Electronic records containing correspondence, reports, and other documentation on 
overseas language training programs and operation of the overseas language schools. 

Disposition: Destroy/delete when 30 years old. 

Disposition: 
produced. 

Destroy/delete within 180 days after recor 
(Nl•S~·'\'i-1"7, 'tt,- 010,,0 C•)). 

been 
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2.. Language Testing General Correspondence Files -Testing Unit 

Correspondence dealing with administration of the testing program. Includes signed 
copy of Language Incentive Certificate, copies of memos to Personnel Office indicating 
Language Proficiency Test, results of Basic Officer Course, etc. 

a. Paper files. 

Disposition: Destroy when l year old. 

b. Electronic records containing correspondence dealing with administration of the 
testing program. Includes signed copy of Language Incentive Certificate, copies of 
memos to Personnel Office indicating Language Proficiency Test, results of Basic Officer 
Course, etc 

Disposition: Destroy/delete when 30 years old. 

Disposition: 
produced. 

Destroy/delete within 180 days after recor 
l"-'' .. c:;ct-C\~ .. r,, -cte- o~os 2.1 (~)). 

s been 



3 • Student Learning Style Files 

Records are confidential, used only for purposes of research and to assist students. 
Students are assured that files will not become part of their official training records, and 

will not be shared outside Research, Evaluation and Development Division without 
permission of the student. 

a. Paper records. Includes copies of completed learning style questionnaires and results 
of those questionnaires, notes from interviews with students and teachers, etc. 

Disposition: Destroy when I year old or when no longer needed, whichever is later. 

b. Electronic records. Includes copies of completed learning style questionnaires and 
results of those questionnaires, notes from interviews with students and teachers, etc. 
Also includes information about the training assignment (language, dates, proficiency 
scores) and scores on diagnostic instruments. 

Disposition: Destroy when 30 years old or when no longer needed, whichever is later. 




