
REQUEST I ~ AUTHORITY 
" ' 

TO DISPOSE OF RECORDS 
(See	 l nstructrons 011 Re rerse ) 

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

FROM (AGENCY OR ESTABLISHMENT)
In accordance with the prcvmcn s of 44 USC 33030 the disDepartment of State 
posol request, including amendments, IS approved except for 
Items that may be stomped dts pcs c! not approved or with2 MAJOR SUBDI'iJ.SION
drawn 10 column 10veputy Under Secretary for Management 

3 MINOR SUBDIVISION 

ForeLgn	 ServLce Institute 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEl EXT 

Paul F.	 Murphy 23214 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I he.re~ certify that I am ovthonzed to act for thts agency In matters pertotmnq to the disposal of the agency 5 records, that the records proposed for drsposol In thrs Request of 
-I-;;!!J- page(s) ore not now needed for the busmess of thrs agency or will not be needed after the retention periods spec-fled 

10/16/72	 ChLef, Records SerVLces DLvisLon 
(Dace)	 (TIde) 

97 
SAMPLE OR 10ITEM	 NO (W,ch Inclusive Dates or Rerenrion Periods) JOB	 NO ACTION TAKEN 

Scope and ApplicatLon of Schedule 

This schedule applLes to records of the types descrLbed 
below created and/or accumulated by the ForeLgn Service 
InstLtute or by any other office of the Department should 
the functLon be transferred, or to records of a sLmLlar 
nature maintaLned elsewhere Ln the Department. It 
represents a reVLSLon of schedule II-NN-345l. 

GENERAL 

1	 Program PolLcy Files - OffLce of the DLrector. Records
 
documentLng the development and LmplementatLon of
 
polLcLes and procedures concernLng the operatLon of the
 
Foreign SerVLce Institute.
 

RetLre LnactLve fLles to RSC.
e!lfAIII~' f; /j/ r 

2	 OffLce AdmLnLstratLon FLles. ConsLsts of correspondence

and documents pertaLnLng to the "runnLng of the offLce"
 
and concernLng matters for whLch other offices have
 
prLmary responsLbL1Lty.
 

Destroy	 when 2 years old. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

3 DLplomat in Residence General SubJect FLIes. Consists 
general LnformatLon regardLng the DLplomat in ResLdence 
Program, correspondence wLth unLversLty offLcLals 
regarding the program, partLcLpants reports on the 

of 

program. 

Retire LnactLve fLles to RSC. 

4 
(J-tlf#/II/Vc/VL 

UnLversLty Student AdmLssions FLIes. Correspondence
wLth the student and unLversLty concerning nominatLon, 
acceptance and related matters. 

Destroy when 3 years old. 

5 Diplomat in Residence Case FLIes. Correspondence with 
universLty and ambassador regardLng appoLntment of 
DLplomat Ln Residence, and reports on and evaluatLon of 
hLs activities on campus. 

Destroy when 10 years old. 

6 Special Program FLles. 

a. Foreign AffaLrs Research CouncLI Case StudLes. In-
cludes memos regarding specLfLc research project
proposals, correspondence wLth research contractor,
COpy of research project proposed, copLes of Council 
reports, etc. 

Destroy when 2 years old. 

b. Labor Officer TraLnLng Records. Includes correspon-
dence and reports concernLng the Lapor TraLnLng 
Program, proposals for changes, etc. 

Destroy when 3 years old. 

c. Armed Services College FL-Ies. Includes cop i.es of 
mLscellaneous admLnLstratLve correspondence, printed
and processed materLal concernLng the college. 

Destroy when 3 years old. 

1'0Ul'copies, iDch.oIiDgoriginal, to bo Slabmilled to the ~atioDal &chivea 111-69428-1 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

JO 
ACTION TAKEN 

SENIOR SEMINAR RECORDS 

7 Seminar 

a. Bio 

ParticLpant Case FLles. 

data and traLnLng evaluatLon reports. 

Retain until officer has left 
Government serVLce or deceased. 

b. CopLes of all correspondence prepared
Study Reports. 

Destroy when 2 years old. 

by PartLcipant; 

8 

c. Case Study. 

Destroy when 10 years old. 

Seminar General Administrative Files. 

9 

a. Personnel, travel, supply. 

Destroy when 3 years old. 

b. Data on currLculum, semLnar proJects, etc. 

Destroy when 5 years old. 

Speaker FLles. Consists of correspondence wLth speaker
outlLnLng purpose of seminar, general nature of proposed
speech, brLef Sy~OpSLS of speech, speaker evaluatLon. 
Includes organizatLon fLles pertainLng to visLts to 
various governmental and non-governmental or gani.zat i.ons 
with data concernLng brLefLngs and presentations. 

Destroy when 10 years old. 

10 

RECORDS OF THE FOREIGN AFFAIRS 
EXECUTIVE SEMINAR 

General Correspondence and Reference FLle. 

a. PolLcLes and Procedures. Includes correspondence,
reports and other documentatLon of the policies and 
procedures of the ForeLgn AffaLrs Executive Seminar. 

Retire ~nactive files 

,0 t If~ IIA",C/f/{ 
to RSC. 

FolD'copies, iaclading original, to bo .abnUHed to !be Natioaal .lbchivea 16-69428-1 GPO 
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97 8 DESCRIPTION OF ITEM	 10 
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JOB NO 

RECORDS OF THE FOREIGN AFFAIRS 
EXECUTIVE SEMINAR (cont'd.) 

b.	 AdminLstratLve and OperatLonal. Includes correspon-
dence, forms, reports and other documentatLon and 
reference materLal concerned with the administration 
and operation of the ForeLgn Affairs ExecutLve 
Serm na r , 

Destroy when 3 yea~s old. 

11 Seminar SessLon Books. ContaLns data on schedules, 
roster, course outlLne, readLng schedule, etc. 

RetLre LnactLve books to RSC. 
((erJ./~ Inri, fiaitlG 

12 Seminar Class File. DuplLcate of materLal in item 11,
organLzed by session. 

Destroy when 3 years old. 

13 Country Team Papers. TraLning exercises 1developed as 
part of seminar. 

Destroy 6 months after completion
of semi.nar . 

14 SemLnar CrLtiques. Evaluation of semLnar prepared by 
pa r t i.c i.pa nt s , 

Destroy when 6 months old. 

15 TranscrLpts of lectures. 

Destroy when 3 years old. 

16 CoordinatLng Conference Master File. 

RetLre LnactLve fLles to RSC. 

f 61fA1 If/V C./V' r 

FolII'copies, btcluclmg origiDal, 10 be ..... miHed 10 lI>e Natiollal &chivell 111-69428-1 GPO 
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RECORDS OF THE CENTER FOR AREA 
AND COUNTRY STUDIES 

17	 Univers~ty Area Studies Case F~le. Correspondence with
 
student and/or Univers~ty concern~ng selection, trans-
cript, course evaluat~on, tra~n~ng evaluat~on reports,

and Univers~ty Training Reports.
 

Destroy when 5 years old. 

18	 Area and Country Stud~es - General Subject F~le. Corres-
pondence, reports and other documentat~on concern~ng
 
adm~n~strat~ve matters and program operation.
 

Destroy when 3 years old. 

19	 Bibliography Request F~le. Requests from all sources
 
for bibl~ograph~c data prepared by FSI.
 

Destroy when 1 year old. 

20	 Lecture Payment and Cert~f~cat~on F~le. Cop~es of
 
request for payment, certif~cat~on as to performance of
 
services.
 

Destroy when 3 years old. 

21	 Un~vers~t~es - General Correspondence and Evaluation
 
Files. Conta~ns general correspondence with universities,

pr~nted and processed material concern~ng the universi-
t~es, course evaluations w~th accompany~ng syllabus or
 
other material perta~ning to the course.
 

Destroy when 5 years old. 

22	 Area and Country Stud~es Program F~les. Includes course
 
schedule, request for traini~g for all participants,

aud~o-visual project requests, attendance record, etc .
 . 

Destroy when 3 years old. 

23	 Orientation Program Records - Fulbr~ght Grantees.
 
Correspondence w~th lecturers concerning subject of
 
lecture, course schedules, indiv~dual appo~ntment
 

,/se.hed4-l.es;co.rrE;..spondenceand reports on budget, f ascaL 
.....~t:.. ' ~ 0_ ~._	 . t" ' tr 

... :.- arid$'p't'Ke.t' adrm.ns.s t ter.stratn.verna ,
, . ... ,' ".'. -

',.' "" 
f • ~ 

Destroy when 3 year-sold. 

Fowr copies, mch.cbDg original, to be salmUlled to !be Noboual &chivea	 UI--59~S-1 GPO 
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RECORDS OF THE SCHOOL 
OF LANGUAGES 

24	 General Subject Files - OffLce of Dean. 

a.	 Policy and Procedural MaterLal.
 

Retire Lnactive files to RSC.
 
ftl(A1l1I'Yt;VT . 

b. AdminLstratLve, InformatLon and Reference MaterLal. 

Destroy when 3 years old. 

25	 Transcript Request FLle. ConsLsts of Jequests by stud-
ents that a transcrLpt of theLr work at FSI be forwarded
 
to a college or universLty, and FSI's reply.
 

Destroy when 1 year old. 

26	 Tr~nLng and Education Reports. CopLes of language

trainLng evaluation reports wLth transmLttal letter.
 
OrigLnals sent to approprLate agency or to Personnel
 
FLies.
 

Destroy when 5 years old. 

27	 Summer Intern Program Files. Includes a fLle of general

correspondence wLth colleges and universities regardLng

the summer intern program; case files on prospectLve

Lnterns containing maLnly requests for appoLntment and
 
FSI reply.
 

Destroy when 3 years old. 

28	 Language Record Card (DS-5Q5). Includes attached DS-1354,

Language ProficLency.Report.
 

Retain in FSI. 

29	 Language Publications -'General File. Correspondence

concerning reproduction avaLlabilLty, etc. of language

publLcations; requisitLons for publicatLons and materials.
 

Destroy when 1 year old. 
,. 

-;~. ...-"," . - "\~i.." oro _. r' ~• ~ ~ 

,,( .30, <. ,·B,i-)w,e.~·kly·H~~P9*t TLII).e •,0,£ "Lnstcue tor Utihzatwn .- ; ".:":~~J~~~-,~~~.4'~;\ i ~~.-~~~~_ ~ ~. t-'~~~~~J 

'j. . ,. .;.-;...	 1 year >De'strby·:,wheft o l'd:,'
- • I"j ~ ,; • ~ >",. 

...."- t.?' to 

FOJa copie., iDc1udiJlg origiDal, 10 be nbmitlecl 10 Ihe National .lUchivea	 16-69428-1 GPO 
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9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

31 

32 

33 

34 

35 

Overseas Language Schools 

Overseas Language Training - General Subject FLle. Cor-
respondence, reports and other documentatLon of the ad-
mLnLstration and operatLon of the overseas language
traLning program. 

Destroy when 5 years old. 

Overseas Language TraLnLng - Post FLle. Correspondence
concerning operational matters at specifLc posts con-
cerning personnel, equLpment and simLlar admLnistrative 
subjects. 

Destroy when 3 years old. 

Overseas Language TraLnLng Program - Budget Files. Cor-
respondence and reports from posts regarding annual 
budget requLrements for language traLnLng. 

Destroy when 3 years old. 

Language Training Reports. Inc}udes reports on students 
and annual and semL-annual reports on the program. 

Destroy when 3 years old. 

R~&Lonal Language and Area Schools - General Subject File 
Correspondence, reports and other documentatLon of the 
operation and administration of RegLonal Language and 
Area Schools. 

36 Overseas 

Destroy when 

Schools News Memos. 

10 years old. 

RetaLn Ln FSI. 

37 

Testing VnLt Records 

Language ProficLency Reports - Linquists Copy. Contains 
hand written notes on various aspects of the test. 

"-1 

-DeSe,1>?,~ when 10 yefl~s .old , 
~) • ...- I) J' : ~.; _~ : .. 

FOll~ copies, iDCllldillg origiDaI, to be II1Ibmilied to !be NatioDaI,llrchivea, lcr-69428-1 GPO 
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7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR Rf."TENTION PERIODS) 

38 

39 

TestLng Unit Records (cont'd.) 

Modern Language Aptitude Test Record. 

Destroy when 10 years old. 

Language TestLng - General Correspondence FLle. Corres-
pondence dealLng with admLnLstratLon of the testing 
program. Includes sLgned copy of Language Incentive 
Certificate, copies of memos to Personnel indLcating
Language Proficiency Test results of Basic OffLcer 
Gourse, etc. 

Destroy when 5 years old. 

40 

41 

All Language Departments 

General Correspondence and Reference FLles. General 
administrative correspondence and reports includLng
copLes of proficLency reports and class attendance 
reports. 

Destr6y when 3 years old. 

Language Laboratory 

Master Language Tapes. 

Retalon lonFSI. 

RECORDS OF THE 
OF PROF$SSIONAL 

SCHOOL 
STUDIES 

42 General Correspondence &'Reference Floles. 

a. PolLcy and procedures, loncludLng correspondence, 
reports and other documentation whic~ establLsh,
discuss or deflone policloes and procedures Ln the 
School of Professloonal SerVLces. 

RetLre inactlove floles to RSC. 

9 
SAMPLE OR
 

JOB NO
 ACTION TAKEN 

Fou copie., UacladiJagoriginal, 10 be -..bmilleti to !be Natioaal &chivlIlII 16-6U~8-1 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

43 

RECORDS OF THE SCHOOL 
OF PROFESSIONAL STUDIES (cont'd.) 

b. AdminLstrative and operational material includLng
forms, reports, correspondence and other document-
atLon and reference material concerned wLth the 
admLnLstratLon and operatLon of the varLOUS training 
programs in the School of ProfessLonal StudLes. 

Destroy when 3 years old. 

Course/Class FLles. Consists of correspondence, reports
and other documentation on organLzatLon and enrollment 
of classes, correspondence with speakers, course outlLnes 
class schedules, securLty clearance, biographic data 
rosters, evaluatLons, etc, Where any of the above materia 
LS maintaLned separately, e.g. rosters, speaker files, 
etc., the same retentLon standard applLes. For materLal 
on program content, polLcy, procedures, SEE: Item 42 a. 

44 

Destroy when 3 years old. 

Student FLles. Includes correspondence with student,
applLcation for traLnLng, evaluatLons, biographic Lnform-
a ti.on, etc. 

45 

46 

Destroy when 3 years old. 

Student Card Record. Contains LdentLfying information 
on student, course taken, grades received, etc. 

Destroy 5 years after completLon
of tra unt ng , 

UnLversLty Students - General Correspondence FLle. 
General correspondence with universities concerning
various aspects of programs offered, course contents,
admLnLstratLve matters. Ipcludes catalogues and other 
reference materLal. 

Destroy when 5 years old. 

47 ffinLversLty Students - Student Files. Correspondence
student and unLversity regardLng student, evaluations 
s~udeni~ work, bipgraphLc data, etc. 

,,",, ~ ~ 

wLth 
of 

FolD'copie., including original, to bo .1IbmiHed to the National Jhchivell 16-69~8-1 GPO'" . 
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RECORDS OF THE SCHOOL 
,OF PROFESSIONAL STUDIES (cont'd.) 

.48	 Pr'oi.essionalStudies - Student Files. 

Destroy when 3 years old. 

49	 SelectLve Service ,FLles. Correspondence wLth employee

and Draft Board concernLng draft status, and related
 
reporting requirements for all Foreign Service Officers.
 

Destroy when 1 year old. 

50	 Post FLle's - FSL 'I'r aa.ni.ng , Correspondence with post con-
cerning nominatLons for program.
 

Destroy when,2 years old. 

ADMINISTRATIVE OPERATIONS RECORDS 

51	 Personnel General Subject FLles. Correspondence and
 
other documentatLon relatLng to the admLnLstratLQu and
 
opera.t Lon of the personnel funct i.on ,
 

Destroy when 6 years old. 

52	 Personnel Folders. Duplicates of records maintained in
 
the Official Personnel Folder.
 

a. CLv i.L and ForeLgn Service Personne1. 

Destroy 1 year after transfer 
or separation.

.' ~	 

0 

b, Excepted SerVLce Appointments.
-, ,- , 

Destroy 6 months after ,transfer 
or separation. 

53	 Leave Record (FS-4ll). 

Destroy when 4 years old except 
for fLnal leave card. Transfer 

:'fI,.';'" fLnal leave card to BFjFSjP for 
!T. .; Ln~o,~,p'~,r,~~t~op. Ea scal,,.im..Emplpyee
~ . Folder'.' ......",.- . '~':' ", 

.~~ "'" t •• ~I· - .;<-.- ..--,..	 .r r 

FoWL'copies, iDcllldmg origiDuI, to bo ..... mitted to' Ibe Natioaul Jl>:chive. 
» • 

ACTION TAKEN 

r·, ' 

"'--

0 

http:Ln~o,~,p'~,r,~~t~op.Ea
http:functi.on
http:aa.ni.ng
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I 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

54 Leave 

ADMINISTRATIVE OPERATIONS RECORDS 

Summary (FS-4llA). 

Destroy when 4 years old. 

(cont.) 

~udLo-Visual Records 

55 AudLo-VLsual Geaeral Correspondence FLle. Correspon-
dence, reports and other documentatLon concernLng the 
admLnLstration and operation of the audio-visual 
function. 

56 

57 

58 

Destroy when 3 years old. 

MotLon PLcture Film Register. 

Destroy when 3 years old. 

Audio-VLsual Project Requests. 

Destroy when 5 years old. 

RequisLtions, Purchase Orders and related correspondence. 

Destroy when 3 years old. 

59 

60 

61 

RegLstrar's 

Course Record. Consists of class ,roster, attendance 
roster, course schedule and related correspondence. 

Destroy when 6 years old. 

TraLnLng Record. Request for trainLng (DS-5551. 

Destroy when 10 years old. 

Reports FLle. Narrative and statLstLcal reports, Ln-
cluding: Enrollment Statistics, Budget, Annual Report
to CSC, Interagency TrainLng Reports, Correspondence
Study Reports and After Hours Study Reports. 

Destroy when 6 years old. 

FoUl'copies, including original, to 100.... mitled to the National Al'chives lG-69~S-1 QPO 
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RegLstrar's (cont.) 

62	 Interagency TrainLng FLles. ConsLsts of general corres-
pondence, course outlines, background LnformatLon and 
course evaluatLons (DS-1449a) Completion of AuthorLzed 
TraLnLng. 

Destroy when 3 years old. 

63	 Correspondence Courses - Student FLles. Includes request
for training, notLce of enrollment, fLeld traLnLng applL-
catLon, correspondence and related documentatLon. 

Destroy when 2 years old. 

64	 Correspondence Courses - Post FLle. General correspon-
dence wLth post concernLng admLnLstratLon of correspon-
dence courses, avaLla~Lty of courses, etc. 

Destroy when 4 years old. 

General ServLces Records 

65	 General Services Correspondence and Reference FLle. 
General correspondence concernLng equLpment, supplLes
and publLcatLons serVLces of FSI. 

Destroy when 6 years old. 

66	 Purchase Orders and requLsLtions. Includes copies of 
DS-1659 and related purchase orders. 

Destroy non-expendable furnLture and 
equipment fLles when property is dLs-
posed of; destroy all other fLles when 
3 years old. 

67	 Equipment Card FLle. 

Destroy 3 years after disposLtLon of re-
lated equLpment. 

FolII'copie., incl ..diIIgoriginal, to be submitted to tbe National .lbchives 16-69428-1 GPO 
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General SerVLces Records (cont.) 

68 Non-Expendable Property Record - Furniture. 

Destroy 3 years after discontinuance 
of Ltem. 

69 Travel Files. Copies of AuthorizatLon for Travel. 

Destroy when 3 years old. 

Budget & Fiscal Records 

70 

71 

72 

73 

74 

Budget EstLmate Financial Plans and Correspondence File. 
Includes copLes of budget estLmates and fLnancial plans,
Justifications: adjustments and general correspondence 
on budget and fLscal matters. 

Destroy when 3 years old. 

Cost Accounting Records. Includes ledgers, reports and 
workLng papers. 

Destroy when 10 years old. 

Budget Book File. Correspondence, workLng papers and 
other documents related to annual budget submLssLons. 

Destroy when 10 years old. 

Post Language TraLnLng Budget & Fiscal FLle. 

Destroy after 3 fiscal years. 

OblLgatLon Documents. 

Destroy when 3 years old. 

F01Ucopies, u.claclinll ozigiDaI, to be IRIbmitledto the National &chivell 16-69428-1 GPO 




