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REQUEST FOR RECORD~POSITION AUTHORITY 
· (See lnstruct~n reverse) 

LEAVE BLANK 

JOB NO 

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

1 FROM (AGENCY OR ESTABLISHMENT) 

De artment of State 

DATE RECEIVED,- ).-J' 
2 MAJOR SUBDIVISION 

Under Secretar for Mana ement 
In accordance with the prov1s1ons of 44 U S C 3303a the disposal re 
quest, including amendments, ,s approved except for ,terns that may 
be stamped "disposal not approved" or "withdrawn" in column I 0 3 MINOR SUBDIVISION 

Liaison Office 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Alice L. Harris 632-8806 
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 s page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed. 

D A Request for 1mmed1ate disposal. 

G] B Request for disposal after a specified period of time or request for permanent 
retention 

C DATE 

2/29/84 

7 
ITEM NO 

1. 

2. 

E TITLE 

Acting Chief, Records Management Staff 

8 DE CRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Family Liaison Office Files 

The Family Liaison Office (M/FLO) was established under 
mandate of the Foreign Affairs Act of 1980. The office 
provides services to families of employees of all 
foreign affairs agencies . • ~1:Q~ office conducts liaison 
with auxiliary offices at.,...M'.' overseas posts at which 
Community Liaison Officers (CLO's) provide similar 
services. 

Policy and Procedures Files. 

Includes material on the establishment of the office, 
and policies and procedures governing its operation. 

Destroy when 25 years old. 

9 10 
SAMPLE OR ACTION TAKEN 

JOB NO 

Subject Files. -,e,,,it"". eJu6.IC1~.,, ~ ,,J J l'('l''C' 
e."'f~f.,,;,..,' /J>•"''""e;/ II}' th~ o fie a.; 

Include !en~ral.f~~frial onreh@ 08£18~8 8FC68 of 
8er4zt/,l~Al'Jl~~ch as oifteU@flS @eaJ.i:'fl!~ :u1th 
allowances, foreign born spouses, ...d-ac&t:.±Bits counseling; 
&ofeEE~ls, &M~Ml~ls.lflft@ftt,_activities such as Around 
the World in a Lifetime (AWAL), an organization for 
Foreign Service teen-agers; relations with the 

STANDARD FORM 115 
Rev,sed Apr,!, 1975 
Prescribed by General Services 

Admm,strat,on 
FPMR (41 CFR) 101-11 4 



standard Form. No 115n 
-P.romulgatcd' 9--1-49 by 
General Services Admm1s'trat1on 
The National Arcluves 

Jcib No Page __ _ 

2 of _5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

3. 

4. 

5. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Association of American Foreign Service Women (AAFSW); 
and presentations given to audiences such as the Foreign 
Service Institute's Terrorism Seminar. 

Destroy when/0 years oldO~ 5o•'le'I' /} -,,o 
/o .,,~_, 'nf'P✓t''• 

Community Liaison Office (CLO) Country/Post Files. 

These are general files on each country/post at 
which there is a Community Liaison Office (CLO). 
The files include correspondence to and from persons 
seeking FLO assistance, and correspondence regarding 
CLO activities at posts. 

Destroy when 3 years old. 

Community Liaison Office (CLO) Coordinator Files. 

These contain personnel records on persons hired as 
CLO's at posts overseas. They include application 
forms, telegrams offering employment, etc. 

a. Records on persons hired prior to January 1, 1984. 
These are not duplicated in official State Depart­
ment Personnel Files. 

Retire 5 years after last action. Destroy 
12 years after last action. 

b. Records on persons hired after January 1, 1984. 
These are duplicated in official State Department 
Personnel Files. 

Destroy upon separation or transfer of 
employee or when 1 year old, whichever is 
sooner. (GRS 1, item 10) 

Personnel Files. 

a. Correspondence, memoranda, forms and other records 
relating to positions, authorizations, pending 
actions, copies of position descriptions, requests 
for personnel action, etc. 

Review annually and destroy superseded or 
obsolete documents. (GRS 1, item 18a) 

b. Records on M/FLO employees duplicated in or not 

Four copies, including original, to bc submitted to the National Jlrchive6 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

16-60428-1 GPO 



Standard Fonn No. 115a 
• P~omulgated 9-1-49 by 
General Services Adm1ms'tratton 
The N atlonal Archives 

Job No Page __ _ 

3 of _5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

6. 

7. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

appropriate for the official Personnel Folder. 

Destroy 1 year after separation or transfer. 
(GRS 1, item 18a) 

Support Services Files. 

These include a Background Information Sheet that 
contains basic data on the case and services rendered. 
These may be name-retrievable, or retrievable by case 
type. 

a. Divorce Cases. 

Destroy 3 years after last action or when 
no longer needed. 

b. All other cases. 

Destroy 1 year after last action or when 
no longer needed. 

Evacuation Files. 

These files document support services provided to 
employees and dependents of all foreign affairs 
agencies who are evacuated from an overseas post. 

a. Card Files. 

These are kept by name of person/family assisted, 
and include basic information on date and nature 
of services rendered. 

Destroy 1 year after last action or when 
no longer needed. 

b. Case Files. 

These are kept by name of person/family assisted, 
~ and include information on services provided. 

Destroy 1 year after last action or when 
no longer needed. 

c. Country Files. 

Include correspondence, lists of names of persons 

Foar copiea, including original, lo he ■uhmittetl lo the National Archives 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

l0-60428-1 GPO 



Standard Form No. 115a 
• Promulgated 9-1-49 by 

General Servl'Ces Admm1stration 
The Nat1onal Archives 

Job No Page __ _ 

4 of _.5__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8. 

9. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

evacuated, evaluation forms completed by evacuees, 
etc. 

/0. 
Destroy,year'after evacuation is over, or 
"m!!e_"'~lt':!&'i!L~!!loiili.....itli.lb~a.ir,;'l·IP-~5,..c~a!ft'r••~a!"!lf~t~c!!'tl"-'!!!l'i!i8~swt .... a2,1i1,s~t,;i,i.ei.s ... ~"°"•I" 
If -no /o "Oe t ,,,~,,,tel/. 

Education Files. 

These are kept to assist employees with selection 
of schools for their children. 

a. Client Files. 

These are kept by name of individual assisted. 
Student records may be.sent for review, but 
are returned or destroyed and not kept in the 
files. The files do include copies of 
correspondence and notes on services provided. 

Destroy 3 years after last action or when 
no longer needed. 

b. Country/Post Files. 

These include information about the schools 
available at overseas posts. The material 
is similar to that maintained by the Department's 
Office of Overseas Schools, except that these 
files also include some evaluative information 
provided by individuals whose children have 
attended the schools. The files might also 
include correspondence with persons such as 
a Community Liaison Officer at a post seeking 
information about schools. 

Destroy when obsolete or no longer needed. 

Employment Program Files. 

These files contain reference material on employment 
opportunities in the Washington area and overseas; 
material used in counseling family members who are 
seeking employment; applications and information 
on the functional training program; files on 
negotiations conducted for bilateral work agreements 
with foreign governments; and background files on 
Career Planning Workshops and Career Development 
Seminars sponsored by M/FLO. 

Four copies, mclucbng origmal, to be submiHed to the National Archives 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

16-L9428-l OPO 



• 
Standara Forn:1 No 115a 
i'romulgated' 9-1-49 by 
General Services Adm1rustrat10n 
The National Archives 

.,ob No Page __ _ 

5 of--5--pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

a. Bilateral Work Agreements Negotiations Files. 

Retain in office for 10 years or until 
no longer needed. 

b. Skills Bank Print-outs and source documents. 

Destroy. 

c. Training Request Files. 

These include SF-171 application, Checklist for 
Spouse Training application, and notes on action 
taken. 

Destroy when 3 years old, or no later than 
at end of tour of duty commenced following 
functional training. 

d. Country Files. 

These describe Job opportunities and employment 
procedures in various countries. Also included 
are copies of Dependent Employment Reports sent 
in cable format from CLO's at post. 

Destroy when 3 years old. 

e. Reference Files. 

Retain in office until obsolete or no longer 
needed. 

"FLO Update". 

..,c..,,/e tt,,, 
Copies of monthly p11bJ1nts a sent to all CLO 
coordinators and administrative officers overseas. 

O'Jt::!~t Master Set':!" 5 year:1-f.!l!Hy g]J 

other eepiee u~en J yelh ciel: ., 

l'our copies, incluchng original, to be submitted to the National Archives 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

16-59428-1 GPO 




