
' 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
LEAVE BLANK 

JOB NO 
(See Instructions on reverse) "1 t ~CSC\-i:~-8' 

TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 t2-1-t7 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

of State Department 
In accordance with the provIsIons of 44 USC 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments Is approved 

Administration except for items that may be marked "d1spos1t1on not 
approved' or "w1 thdrawn" In column 10 If no records 

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st Is 

Executive Office not required 

4 NAME OF PERSON Wll H WHOM TO CONFER 5 TELEPHONE EXT DATE ARCHIVIST OF THE UNITED STATES 

Willie Gee 647-6023 fr 7 hr' ~~~, 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

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 2 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 prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or 

B DATE C SIGNATURE OF D TITLE 

2/22/88 Kathlenn M. Chief, Records Management Staff 

7 
ITEM 
NO 

1. 

115-108 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Re ten hon Periods) 

Assistant Secretary for Administration and 
Information Management 

General Subject Files 

These records document the activities of the 
Assistant Secretary for Administration in a 
variety of administrative functions such as, 
policy, plans, programs, and procedures for 
Classification/Declassification, Foreign 
Buildings, Information Systems, Communications 
and Information Management. 

a. Consisting of airgrams, telegrams, general 
correspondence, congressionals, memorandum 
of conversations, briefing materials, 
letters, memoranda and related documents 
that have substantive content. Documents 
are arranged in the Records Classification 
System, and will be arranged in the future 
according to the TAGS/TERMS System. 

b. Index - Print out corresponding index to 
subject files. Retire with subject file. 

NSN 7540-00-634-4064 

41/z1/f;f 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

STANDARD FORM 115 (REV 8 83) 
Prescribed by GSA 
FPMR (41 CFR) 101 ll 4 



'

JOB NO !PAGE 
REQUEST FOR RECORDS DISPOSJTION AUTHORITY - CONTINUATION 2 2 

-•-----.--------------------------....L.----r-~"'.""""'--+---.S:!O~F __ 
7 

ITEM 
NO 

2. 

I 

8 DESCRIPTION OF ITEM 
(Ir• lrw:IIMIN Dlita or ..,_,.,._ ,,_....,., 

Volume: 57 cu.ft. 
Annual Accumulation: 8 cu.ft. 

Permanent. Transfer to RSC when 3 years old. 
Transfer to WNRC when 10 years old. 
Transfer to the National Archives when 30 
years old in 5 year blocks. 

Country Files 

Consisting of airgrams, telegrams, general 
correspondence, congressionals, memorandum 
of conversations, briefing materials, letters, 
memoranda and other ma~erial relating to 
policies and proceduresfthe construction 
of overseas buildings. 

Volume: 2 cu.ft. 
Annual accumulation: less than 1 cu.ft. 

Permanent. Cut-off in year of project 
completion. Retire with block of subject 
files for that year. 

., •• , ....... IIICIIICIIIIII ont111al 10 IN IUbffllltOII 
•• Ille NaUMal Arclll .... ·'"' IIICONII .. " ... · 

9 GRS OR 10 ACTION 
SUPERSEDED TAKEN 

JOB (NARS USE 
CITATION ONL YJ 

STANDARD FOAM 115-A (REV 12·131 
Protcrlllecl Dy GSA 
l'PMR (41 CP'R) 101•11.4 


