
Standa..."d Form No. 115 
Prornulggted 9-1-49 by
General S'ervlccs,l:dmlnistration RE.~T FOR AUTHORITY The National Archives 

TO DISPOSE OF RECORDS 
(For instructions on the use of this form see National Archives Manual
 

on the Disposition of Federal Records)
 

TO: THE ARCHIVIST OF THE UNITED STATES, 
NATIONAL ARCHiVES, WASHINGTON 25, D. C. 

I. OR ESTABLISHMENT) 

artment of state 
2. MAJOR SUBDNISION 

CONGRESS HAS AUTHORIZED DISPOSAL OF ITEMS MARKED 
"DISPOSAL APPROVED" IN COLUMN 10. 

3. MINOR SUBDNISION 

Forei Service of the United Stateu' 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. 1jEL ~ 

3
.IVIrs• White	 Lt b!;> 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of this agp1CY in matters pertaining to the disposal of recorda, and that the records described in this list or 

scbedule of ~ pages are proposed for disposal for the reason indicated: ("X" only one) 

A	 The record. have B The records will cease to have sufficient value c The records will have ceased to have sufficient value to warrant
 
ceased to have suffi· to warrant further retention on the expiration retention in their original form by virtue of the fact that the
 
cient value to warrant of the period of time indicated or on the occur- microphotographic copies, made in accordance with standards of
 
further retention. renee of the event specified.	 the National Archives Council, will be adequate substitutes for 

the original records. 
D	 D 

ReCOrdS Manaoement Off.U3J /r?2tate) )Signature of geney Representative)	 (Titllt) 

9.7. 8. DESCRIPTION OF ITEM	 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

SCOPE OF SCHEDULE 

All Foreign Service Posts throughout the world. 

GENERAL 

DISP~ APPROVEDNA 1. Chronological file copies of such series 
of communications as airgrans, telegrams, OMt s,
circular instructions from the Department, -
despatches to the Department, notes to Foreign
Offices, and economic or other periodic re-
ports maintained by the Central File. 

To be retained 2 years 

NA 2. Information copies of cables, airgrams, ~~POSAL APPROVED 
and other types of communications from other 
posts that are not su~ficiently pertinent
to the receiving post's operations to warrant 
being incorporated in the P9st's Central File. 

To be retained ~ year 
., 

Foar copiesl including o.igiDall to he submitted to the NcdiOliallb:chivea	 16-59429-1 GPO 



Standard. Form No. 110a 
Promulgated IH-49 by "1 tr" :I-General ServiceS Administration Pa~_-=-=-_The National Arehives 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8, DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

NA 3. Registers of incoming and outgoing telegrams. IKSP~ APPROVED 

NA 4. 
To be retained 2 years. 

-,-!k1; f-,25" -:.f2. 

-'Reutine- correspondence between U. S. missions 
and the foreign offices of other nations regarding
the representation or protection of foreign
nationals with respect to their individual in-
terests only in such matters as individual re-
quests for financial aid, government pensions,
extension of passports; repatriation, news of 
the welfare and whereabouts of relatives, and 
the transmission of messages to friends and 
relatives (formerly 704; now 303). 

X. DISPOSAL APPROVED.-..-.- , 

To be retained 5 ye~rs 

S321rVSl?22'I E 

1l.1:'lt P'eroigu 
~Y-S-sJ... 

SUI oiee P-U3-e:e-

ADMINISTRATIVE-PERSONNEL 

NA 5. Time and Attendance Reports. DISPOSAl. APPROVED~--- ~ . 

NA 6. 

To be retained 2 years. 
~ ,/-5-52 ' Allowance Data .(See "A dudnhs! f'u bi ""__ 

I.......... "'0' "O.u ....... .., ....""'... ....-v"''''''' <--' .... -,-., including appli-
cations for payment ·of allowances, reports on 
allowances, vouchers for allowances, retail 
price schedules, etc. IF MAINTAINED separately
from accounts current. 

PlS~9SAL APPROVEU 

To be retained 2 years. 

ADMINISTRATIVE-HEALTH 

NA 7. Individual health record case files. I!!~POSAL APPROVED 

To be retained for American employees until 
transfer or separation. To be retained for non-
~merican employees until 3 years after separatirn. 

Fora copies, mcllldiDg original, to bo submitted to the National ,,",chives 1&-'69428-1 GPO 



Standard For:rn No. 115a 
Promulgated 9-1-49 by .• II-NNA-3
Geaeral services Administration .. JobN.o.· . P~e ~ 
The National Archives 

of ....z..r.= pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

ADMINISTRATIVE 

MAIL, POUCH AND COURIER SERVICE 

NA 8. 

NA 9 

NA 10. 

NA 11. 

NA 12 

NA 13. 

Courier trip reports (FS 400). 

To be retained 1 year. 

Courier invoices (FS 21) 

To be retained 1 year. 

Pouch invoices (DS 23 and 23a; DS 

To be retained 2 ,years. 

Pouch receipts (FS 399). 

To be retained 1 year. 

Diplomatic courier mail receipts. 

To be retained 1 year. 

Excess ba.ggage authorizations for 
use. 

739). 

courier x 

~p~ APPROVED 

PISP9SAL APPROVED 

IKSPOSAL APPROVED.-.---

~9SAL APPROVED~ 

DlSP9SAL APPROVED 

~ APPROVED 

NA 14. 

To be retained 2 years. 

Courier schedules and itineraries. 
~ APPROVED 

NA 15. 

To be retained 

Checko~t sheet 

3 months. 

for couriers. ~9SAL APPROVED 

NA 16. 

To be retained 1 year. 

Official courier letters. x ~~POSAL APPROVED 

NA 17. 

To be retained 3 months 'a:ftel' "=m:tC~l;i' 

~ i/-.l5'-J2Reutine communications regarding cmurier 
service and delivery of pouches. 

To be retained 2 years. 

'11. 

~POSAL APPROVED 

J 

Fo.... copie., inclucling original, 10 be sabmiHecllo Ihe National Jhchivea 1&-69428-1 GPO 



• -"! .•!1Standard Form No. 115a 
Promulgated 9-1-49 by '6 II-NNA-3-.:e' OeReral Services Administration _ Job No.· - PagE1 l'
The National Archives 

of ...2J:: pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

9.7. S. DESCRIPTION OF ITEM 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

MAIL, POUCH AND COURIER SERVICE (Contd) 
(7/J 51-;1S-:52 . NA 18 ~~ communications regarding passports ,I!SP~ APPROVEQ 

and visas for courier use. 

To be retained 2 year~. 

NA 19 Requisitions for pouch supplies from DISPOSAL APPRU\lEf).-.--regional courier office. 

To be retained 6 months. 

ADMINISTRATIVE 

AUTOMOTIVE RECORDS 

Correspondence with the Foreign Office, ~~ APPROVED 
Prefecture of Police, or automobile organizatiols
regarding the registration of Government-owned 
vehicles. 

NA 20. 
, ' 

To be retained 5 years after disposal of 
vehicle. 

i!11& :7'-.2,5'-.5.L i)lS~ APPROVE(JNA 21. R&~~ correspondence regarding automobile --registration and the issuance of 'license plates
to U.S. Government employees or other American 
citizens living abroad.' 

To be retained 2 years. 
~p~ APPROVEDNA 22. Monthly Record of Automobile Operating

,Expenses (FS 396). 

To be retained 1 year. 

NA 2'3. Annual Report of Autom6tiye Operating and X· ~~ APPROVEll 
Maintenance Costs for Fiscal Year ending
June 30, (FS 397). 

To be retained 2 years. 

Fo1U' copie., iDcJlldiag OrigiDaJ, 10 be sabn1itted 10 Ibe NatioDaJ Archive. 111-59428-1 GPO 



Standard Fonn No. 115a "' ~...,
Promulgated 9-1-49 by
General Services Administration 'e Joa Ne. 1l.~.N:NA-3. Page-'l\ .,J-
The National Archives 

of ..te.L pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuauon Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

ADMINISTRATIVE 

PROCUREThillNTAND SUPPLIES 

NA 

NA 

NA 

NA 

NA 

24. 

25. 

26. 

27. 

28. 

-YitJ j'-.lS-S;ZRouti~ correspondence regarding purchases
and payment therefor. 

To be retained 2 years. 
*f-J.S'-In. 

Retlt~ correspondence and forms regarding
the shipment of 'material to or from a post,
including the household effects of Foreign
Service Personnel and form FS-382 - "Notice 
of Shipment of Effects", with any related card 
records regarding the shipments. 

To be retained 3 years. 

Requests to the Foreign Office for the free 
entry of merchandise as a diplomatic privilege
enjoyed by certain foreign service personnel
(new classification 126.1; formerly 624.1).
Copy bearing approval'of Foreign Office 
to be retained 2'years; all others 6 months. 

Reque~ts made to American firms to ship
goods to a Foreign Service Post. 

To be retained 2 years. 

Requisitions for supplies, equipment or 
services; estimated office requirements for 
supplies and monthly reports of supplies
distributed. 

DISPOSAL 

~9SAL 

DISPOSAL 

~~ 

DISPOSAL 

APPROVED 

APPROVED 

APPROVED 

APPROVED 

APPROVED 

NA 29. 

To be retained 2 years. 

Purchase orders for supplies
procured locally. 

To be retained 2 "j6 ar s , 

or equipment DISPOSAL APPROVED 

f 

Fo .... copi .. , including original, to It...... milted to the National Archiv ... 16-69428-1 capo 



Standard Form. No. 115a. 
Promulgated 9-1-49 by
General S'ervices Administration 
The National Archives 

REQUEST FOR AUTHORI~ TO DISPOSE OF RECORDS-qontinuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR'ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

, 
PROCUREMENT AND SUPPLIE~ (Contd) 

NA 30. Gasoline coupons
dealers for payment. 

returned by gasoline ~~ APPROVfI) 

To be retained 6 months or until checked· 
for accuracy, whichever period is shorter. 

ADMINISTRAT IVE 

PUBLICATIONS AND 1~P PROCUREMENT 

NA 31. 
rJ¥;j/-.1.5-t5;?~ communications 

r-e gar-d.l.ngthe procurement
tions for U.S. Government 

with the Department
of foreign publica-
libraries. 

DISr~ APPROVED 

NA 32. 

To be retained 2 years. 
~ 9,;tY-S.< ' ~~ correspondence regarding the 

procurement of maps for the Department or 
Government agencies, wherever maintained. 

other 
~9SAL APPROVED 

To be retained 3 years. 

NA 33. or 
Card or other records 

periodicals transmitted 
of publications

to the Department. 

~ APPROVED 

To be retained 3-years. 

NA 34. purchase orders and invoices for 
procured, excluding copies maintained 
postls Budget and Fiscal Division. 

publicaticns
in the 

~APPRO\!W 

NA 35. 

To be retained 2 years.
MI-;z.r5~~~ correspondence with foreign

organizations and institutions regarding
procurement of foreign publications' for 
Department or other federal agencies. 

the 
the 

~9SAL APPROVEfi 

NA 36. 

To be retained 2 years.
!IJ ;j-~S-..F,)

~-t-±ne- communications with other posts
regarding the procurement of foreign publicati<ns 

~~POSAL APPROVED 

II 

Fou copi .. , iIlcladhsg Origillal, to be Ilabmitte4 to tbe Ncational JlJrcbives 16-69428-1 GPO 



• • 1';-'1 Standard Form No. 115a , , ....Promnlga.ted 11-1-49by '6 ll-NNA-S',' e' General Servlces Administration ., JOB NG. ---"' _ Page' .,
The National Archives 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8, DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

ADMINISTRATIVE - PUBLICATIONS 
(Contd) 

AND MAP PROCm;:tEIVIE]T 

for the Department or other Federal agencies. 

To be retained 2 years. 

ADMINISTRATIVE 

BUDGET AND FISCAL 

NA 37. Fee Stamp LEfge-rs. ~OSAL APPROVED 

To be retained 5 ~ears~ 

NA 38. Time and Attendance Reports. ~OSAL APPROVED 

To be retained 2 years. 

NA 39. Jf.llOV'l~Ce?Eta, ltncluc\ing ap~ications ~or me t of allo "ance~~re~yrts on allo~~ces\ 
ch rs f·r al owanc s, r~ai~p ice so~edu~s,

]f mai~tain d sep rate from accountsyen'. .. . 

NA 40. Letters transmitting social security, Civil 
Service, railroad retirement, insurance, and otter 
types of pension checks; routine communications 
regarding receipt oT non~delivery of checks,
return of undelivered checks to the-Treasury,
and routine inquiries regarding application
for benefits. 

DISPOSAL APPROVED 

NA 41. 
To be r~tained 1 year. 

ADMINISTRATIVE 

TRAVEL AND TRANSPORTATION 
~/-,J.S-SL ' 

~t4~ communications regarding travel 
arrangements, including arrivals, visits and 

PISP~ APPROVED 

Fou copie., iIIcladiulJ origiDal, 10 be 8111»IIliHecl10 the National Archives 16-fi9428-1 GPO 



Standard Form No. 115a ,.ql~'
Promnlgajed 9-1-49 by
General Services Administration __ JOB NQ~1_~_N_N_A_-_3_ Pag~ f" 
The National Archives 

of .t2...L. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

ADMINISTRATIVE - TRAV~L AND TRANSPORTATION 
(Contd) 

departures of 
orders, hotel 
and assignment 

travellers, information on 
accommodations, conference 

o~ space. 

travel 
detail~, 

NA 42. 

To be retained 2 years. 
#If f-,;1.5'- ~2..~utine correspondence with transportation

companies and hotels regarding travel and ac-
commodations for official travellers. 

~9SAL APPROVED 

To be retained 2 years. 

NA 43. Official travel records, including request~ 
authorizations, orders, obligating documents 
and related papers, and local transportation
requests and authorizations issued by posts, 
EXCLUDING those copies of these documents 
maintained by the post's Budget and Fiscal 
Di vision. 

J 
A 

~0SAl APPROVED 

NA 44. 

To be retained 3 years. (Post's Budget 
and Fiscal Division copy retained 5 years;
Department's Division of Finance copy retained 7 years.) . 

Card index to arrival and departure
file. 

PISPOSAL APPROVED 

To be retained 2 years. 

NA 45. 

• 

Ship and a ir schedules and lists 
passengers aboard incoming ships and 

To be retained 6 months. 

of officia 
planes • 

~SPOSAl APPkOVED 

NA 46. 
~ 

Lists of 
posts. 

persons departin~d arriving
~ 

~ 
DISPOSAl APPROVED' 

To be retained 6 months. 

FolD' copio, iDchacliDg original, to Joe IlUbmitted to the National Archives IG-69428-1 GPO 



Standard Form No. llGa 
Promulgated IH-49 by
General Services AdlIlinistration 
Thll National Archives 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

CONSULAR - GENERAL 

NOTE:	 Some of the forms listed below have been 
discontinued, abolished, or superseded.
They are included to cover any such 
obsolete material which may still be 
retained at a post. 

NA 47 Receipt of Master of Vessels for Invoices' 
(Form l4l-Consu1ar) 

To be retained 2 years. 

NA 48 List of Invoices sent to Collector of Customs (Form---FS-142). 

To be retained 2 years. 

NA 49 Certificate of Disinfection or of Non-
Infection {Form l89-Consular} 

To be retained 2 years.
 

NA 50 Crew Lists (Coast Guard Form1 7l0A)
 

To be retained 3 years.
 

NA 51 Declaration of American Artists (FS-155)-. 

To be retained 2 years. 

NA 52 Declaration in Connection with Paintings,
etc., and Sculptures (Form FS-253).
 

To be retained 2 years. _
 

NA53 Certificate of Shipper Showing Country
 
of Origin of Animal Byproducts or of Hay or 
St~aw(Form FS-259). 

To be retained 2 years. 

~POSAL APPROVED 

DISPOSAL APPROVED 

Q!~POSAL APPROVED 

DISPOSAL APPROV~ 

DISPOSAL APPKUVf1) 

DISPOSAL APPROVED 

~~POSAL APPROVED 

/ 

Fou copies, iDcluclillg Origillal, to be submitted to the No.tiollal Archivea	 1&-69428-1 GPO 



Standard Form No, 115a 
Promulgated 9-1-49 by 11-:1 
General gervices Administration ··'e· _ Job No.I1:NNA- 3 Page 10 
The"Natlonal Archives 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

7. 
ITEM NO. 

NA 54. 

NA 55. 

NA 56. 

NA 57. 

NA 58. 

NA 59. 

NA 60. 

NA 61.
 

9.8. DESCRIPTION OF ITEM 10. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

CONSULAR - GENERAL (Contd) 
~POSAL APPROVEDCertificate of National Government Veterina~y 

Inspector for Abattoir Hides and Skins. 
(Form FS-260). 

To be retained 2 years. 
~OSAL APPRUV~~Certificate of National Government Veterina y

Inspector for Abattoir Pulled Wool, Hair and
Bristles (Form FS-2$l). 

To be retained 2 years. 

DISPOSAL APPROVEO Certificate of Director or Other Accredited 
Official of an Approved National Government
Disinfecting Station Regarding Disinfection of
Wool, Hair and Bristles. (ForrnC~62.) 

To be retained 2 yeaFs. 
~~POSAL APPROVED Certificate of National Government 

Veterinsry~'Inspector for Abattoir Glue Stock 
(Form FS-263). 

To be retained 2 years. 
DISP9SAL APPROVED Consular Certificate for Animal Byproducts

for Use in Whole or in Part for Fertilizer 
or Animal Feed (Form FS-264). 

To be retained 2 years. 
DISPOSAL APPROVED 

Consular Certificate for Hay a nd Straw
Packing Materials (Form FS-269). 

To be retained 2 years. 
~POSAL APPROVEDShipper's Certificate of Dda Lnf'ec tLon for 

Hay and Straw Packing Materials (Form FS-270). 

To be retained 2 years. 

Consular Certificate for Bone Meal, Blood ~POSAL APPROVED~ 
Meal, Blood Albumen for Industrial Uses (Form
FS-27l) • 

To be retained 2 years. 
FoUl' copies, mcilldiug origiDaI, to be ..... rniHecl to the National Archivell 16-59428-1 GPO 



Standard Form No. 1158 
Promulgated 9-1-49 by . H-NNA-3' :1 
General Services Administration a Jot> N~. . Page 1 If
The National Archives 

- of .zs: pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

CONSULAR 

VISA 

One of the items listed below is obsolete. 
It is included to 
obsolete material 
tained in a post. 

cover 
which 

any
may 

blocks of such 
still be re-

NA 62. Application for Non-Resident Alien's Border 
Crossing Identification Card (Department or 
Justice Form 1-190). 

£ijSP~ APPROV~Q 

To be retained 2 years. 
'. 

NA 63. ~ation of Alien Abeut te Depart £or 
the-Bnited States, 1917-1924 (Ferm F&-22~ 

,!7IJ fI-.y-52-D~ey immediately. 

ADMINISTRATIVE 

SECURITY 

NA 64. Daily reports' of security violations.- ~~ APPROVEO 

To be retained until 
monthly report. 

incorporated in 

NA 65. Requests of the Department of State 
for routine investigations on persons to 
Fulbright grants. 

be awaraed 
~~APPRovm 

Post security officeoopy
3 years if original copy
to Department. 

to 
of 

be retained 
report submittei 

NA 66. 
have 

Investigati~e files on post .personnel who 
been terminated or have transferred to 

PISP~ APPROVW 

another post,
tained in the 

EXCLUDING 
Regional 

the record cop~es
Security Office. 

main-

To be retained 3 years after the transfer 
or separation'of employee or until screened 
by the Regional Security Officer, whichever 
period is the lesser. 

FOtU copies, iDchlcIiDg origiaaJ, 10 1>0 ......... Hetl to the Hallow .!kcbivea 16-69428-1 GPO
 

r 



Standard FOrDl No. 1158 
Promulgated 11-1-49by .. ··Ira 
General Service:; Administration _ JOt> NJ-I-NNA- S . Page 1:1.... 
Thll'NationBl Archives 

., of ..1..$- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuution Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

NA 67. Registers or· others types of record showing
time of entry and departure from post buildings 

and the issuance of keys, together with any
related reports. 

ADMINISTRATIVE - SECURITY (contd) 

To be retained 1 year. 

~~APPROVW 

EC.oNOMIC RECORDS 

NA 6~. Trade lists. ~~SAL APPRO\,W 

To be retained 5 years or Until superseded
by a revised list, whichever period is 
shorter. 

NA 

NA 

NA 

69. 

70. 

71. 

World Trade Directory Reports (Dept. of 
Commerce Form 34l'Revised). 

To be retained 5 years or until' superseded 
by revised report, whichever period is shorter. 

Correspondence, form letters, questionnaire
and reports on credit and collections used in 
the preparation of trade lists and World Trade 
Directory Reports. 

To be retained 2 years after preparation'
of report of list. 

f1Iil-2..5'o..s.< 
-R-o-~ correspondence regarding trade 

opportunit~es either in foreign countries or 
the United States. 

, 

~9SAL APPROVED 

~9SAL APPROVED 

~9SAL APPROVED 

NA 72. 

~ 

To be 

~-Gm 

To be 

retained 2 years. 

inqu~ries~
;,',,~~~~ c# ?i-;l~retained 2 years. 7";1. 

~ 

~. 

INSP9SAL APPROVED 

Fo_ copiu, iDclac6Dg origillal, to be aabmiHecl to the Notioaai lkcJaives 16-69428-1 GPO 



Standard FOrIIl No. 1158 
Promnlgated 9-1-49 by
General servtces Administration 
The Nafional Ai"chives 

REQUEST rOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

9.7. 8. DESCRIPTION OF ITEM. 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

ECONOMIC RECORDS (Contd) 

NA 73. Economic and- tra-de notes prepared
Cemmepeial At~~~or to the time 
~-Wa:S-t-3:'ane£-er~~~ 

by
that ~ 

-Dep-t-t-e----tfle-&t-ate-Bep-a'r4nRen-t-r~ 
vto Y-Y-1S"2 

1l1~d of imme.O.J..a-te.q... 

NA 74. Certificates of the U. S, Department 6f 
Agricul ture Bureau of Entomology and Plant. 
Quartine regarding the importation of fruits 
and vegetables (Form EQ 926). . 

~P?JROVfQ 

To be retained i year. 

F_ copies, mel.dillS origincal, 10 bo ... bmiHed 10 Ibe HaiioDOl Ai"chivea 



Standard For:m No. 115a ··1Promulgated 9-1-49 by
General Services Administration .e' eJob No.ll.:1~NA- 3 Pa~ei Iq..
The N atlonal Archives 

of ..2J.:. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7.
 
ITEM NO.
 

NA 75. 

NA 76.
 

NA 77;
 

NA 78. 

NA 79. 

NA 80. 

NA 81. 

NA 82. 

NA 83. 

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

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

RESTAURANT RECORDS 

~ fl-JS-.5:l.~outine correspondence with firms supplying necessar~ 
food~ merchandise~ and equipment for the proper overall 
operation of restaurant or cafeteria. 

To be retained 2 years. 

Daily inventory report of food supplies on hand. 

To be retained until ~onthly report prepared. 

Monthly inventory report of food purchased from 
Commissary~ Army PX, or local w~rket. 

To be retained 2 years. 

Restaurant or cafeteria meal checks. 

;( 

~POSAI. APPRUVED 

~SPgsAL APPRUVtU 

DlSP9SAL ~PROvfD 

To be retained 
verified. 

until monthly statement of account 

Daily report on restaurant or cafeteria receipts. 

To be retained until monthly statement of account 
verified. 

DISPOSAL APPROVED 

Monthly statements on restauvant or cafeteria accoun • 

One record set to be retained indefinitely; other 
duplicate copies to be retained 3 months. 

Cash vouchers for payment or receipt of funds. 

To be retained 5 years. 

Requisitions for supplies, equipment,. or service. 

To be retained I year. 

Personnel files for restaurant or cafeteria employee~
ONLY in those cases where the facility is operated 
independently of post funds. 

~ 

~APPROVED 

DISPOSAL APPROVED 

DISPOSAL APPROVED 

To be retained for 2 years after separation of 
employee. 

FOIII' copies, iDclllcliDg original, to be anahmiHed to the NCltional lbcbive. 16-69428-1 GPO 



Standard For:m No. 115a . .. 
Promnlgated 9-1-49 by 
General ServieeJ; Administration Job NpP-NNA- 3 'p~gJ I~ 
The National ArchlV'es 

of ~S- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

, JOB NO. 

2 

RESTAURANT RECORDS (Cont.) 
~P9SAL APPROV 

NA 84. Working schedules or other assignment data for 
restaurant or cafeteria employees. 

To be disposed of when new schedules or assignments
prepared. 

NA 85. Time and attendance reports for restaurant or '~I?OSAL. APPRO 
cafeteria employees ONLY in those cases where the 
facility is operated independently of post funds. 

To be retained 2 years. 

c 

Fom: copies, iDcladiDg original, to he ..... anitled to the National Azchivea 16-69428-1 GPO 



Standard Fonn No. 115a. 
Promulgated 11-1-49by
General ServiceS Administration 
The National Archives 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuanon Sheet 

7. 
ITEM NO. 

NA 86. 

NA 87 .. 

NA 88. 

NA ~9. 

NA 90. 

NA 91. 

NA 92. 

NA 93.
 

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

CONlli1ISSARY RECORDS 

Commissary orders and related correspondence with 
firms regarding the purchase of supplies for the 
commissary. 

To be retained 2 years. 
t1/3 ,/-.25-5".2.

Routine correspondence with customers and other 
posts regarding their orders for supplies through 
the commissary. 

To be retained 2 years. 

Price lists sent to other posts ordering from the 
commissary. 

To be disposed of when new list issued, EXCLUDING 
one record copy of each list to be retained indefinitely 

Stack cards placed on merchandise to reflect the 
movement of stock. 

To be disposed of after monthly inventory verified. 

Warehouse stock cards consisting of a daily running 
inventory of stock in the warehouse. 

To be disposed of after yearly audit. 

Tally'in and out records indicating quantity, condi 
tion, and other data regarding supplies received. Ware-
house and stock record copies to be retained until after 
yearly audit; accounting copy to be retained 5 years 
with supplier's paid invoice. 

Office stock record card reflecting recei~ and 
monthly inventory balances, long-range consumption 
figures, and cost-selling price of each item. 

To be retained 3 years. 

Issue slips documenting the trrulsfer of merchandise 
from the warehouse to the sales floor. 

To be disposed of after yearly audit. 

9. to. 
SAMPLE OR ACTION TAKENJOB NO. 

DISPOSAL APPROVED 

UJ¥POSAL APPROVED 

x ~~POSAL APPROVED 

Ui~~U~ APPROVED 

P!SP~ APPROVEDx 

UlliPOSALAPPROVED x 

~~ APPROVED 

~APPROVEDx 

Fo.... copie., iDcladiug original, to be submitted to floe Nalioaal Arcldvell 16-69428-1 capo 



Standard Fol'Dl No. 115a 
Promulgated 9-1-49 by , li~NNA- S ',1 
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The Natioaal ArchIves 

of~page8 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9,7, 8, DESCRIPTION OF ITEM 10,
SAMPLE ORITEM NO, (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO, 

2 

NA 

NA 

94. 

95. 

COMl\USSARY RECORDS (Cont.) 

Monthly inventory reports of stock. 

To be retained 2 years. 

Completed application form for customer's 
with commissary. 

account 

~ISPOSAL APPROVED 

DISPOSAL APPROVED 

To be 
inactive. 

retained for 2 years after account has become 

NA 96. Individual 
make purchases 

authorizations for 
at the Commissary. 

eligible employees to 
DISPOSAL APPROVE~ 

NA 

NA 

97. 

98. 

To be retained for 2 years. after account 

Customer's account card. 

To be retained for 2 years after' account 

Customer index card. 

closed. 

closed. 

. 
X 

x 

QlSPOSAL APP.'tUV::U 

~POSAL APPROVED 

To be retained until account closed. 

NA 99. Interoffice memoranda.. lists, and other data regard-
ing the eligibility of personnel for Commissary privi-
leges ..the type of privileges, and information concerni~ 
accounts. 

DISPOSAl. APPROVE!) 

NA 100. 

To be retained 2 years. 

Sales receipts for merchandise purchased from 
Commissary bn account. 

To be retained for 1 year after posting to customer 
account. 

'I 

x 
DISPOSAL APPROVED 

NA 

NA 

101. 

102. 

Cash sales control slips. 

To be disposed of after monthly audit. 

Daily cash/bank receipts and disbursement 

To be retained 5 years. 

forms. 

FolU copi ... , melading origiacal, to 1>0.... m.iHecl to tl>e Nolioacal Al-chivea IG-69428~1 GPO 



Standard Fonn No. 1150. 
Promolgated ~1-49 by a II-NNi\- S .~General Service.'!Ad.mlnistration • Job N·o. . Page 18The National Archives 

of ..:lJ,£.. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

NA 103.
 

NA 104.
 

NA 105.
 

NA 106.
 

NA 107.
 

NA 108. 

9.8. DESCRIPTION OF ITEM 10. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) • ACTION TAKENJOB NO. 

3 

COWJISSARY RECORDS (Cont.) 

Journal vouchers. ~ISPOSAL APPROVEQ 

To be retained 5 years. 

Cigarette ~·ration card. glSrOSAL APPROVED 

To be retained for 3 ~0nths after completion of card
 
or after card becomes inactive.
 

~~APPROVWCoal order card with related correspondence. 

To be retained 2 years. 

~!SP~ APPROVEOGasoline cards with related data. 

To be retained for 1 year after card has become
 
inactive.
 

tKSP9SAL APPROVED Personnel files and related data pertaining to 
salaries and taxes for Commissary employees ONLY in case 
of those commissarie~ operated independently of post
 
funds.
 

To be retained for 2 years after separation of
 
employee.
 

Receipt for deposit to customer's account. To be xretained for 2 years after account closed. 

Fo .... copies, blc:JacliDg originol, to be sabmiHecl to the Nationol 1I:rchivetl 16-69428-1 GPO 



Standard Fonn No. ll5a ,.~
Promulgated 9-1-49 by , \ 
General Services Administration e Job No~l-:NNA- S Page 'fThe National Archives 

7.
 
ITEM NO,
 

NA 109 

NA 110 

NA III 

NA 112 

NA 113 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. DESCRIPTION OF ITEM 10.
SAMPLE OR (WITH INCLUSIVEDATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

USIS - GENERAL 
i$9-J5-S:2. . DISPOSAL APPROV£1l 

-Retlt-:i:ne- requests (received either by mail 
or on personal application) for information,
publications, photographic prints and displays,
sheet music, records, or other materials pre-
pared for distribution or loan 'umder the USIS 
program, including replies thereto, transmittal 
and form letters, and related materials. 

To be retained 1 year. 
#1.1 f -;).5-.5.2. DISPOSAL APPROVED Rettt--±ne- wi th Department,communications the 

other posts, or information centers,regarding
minor administrative or operating details of the 
USIS program that are not classified for in-
corporation in the postts Central File • 

. 
To be retained 2 years. 

WSI'OSAL APPROVEDLetters of commendation, complaint,
criticism, or suggestion regarding the USIB 
program and replies thereto, EXCLUDING those 

of particular significance for administrative 
reporting purposes. 

To be retained 1 year. 
O!~POSAL APPROVED Periodic statistical reports on various x aspects of the USIS program which provide the 

data to be incorporated in statistical or 
narIRtive reports required to be-submitted 
on a quarterly or semiannual basis to the 
Department. 

To be retained 1 year. 
DISPOSAL APPROVED 

Lists, directories, and mailing lists of 
local organizations or individuals interested 
in one or more phases or the USIS program. 

Retain until superseded by revised lists. 

F01U copie., btc1udiDg original, to be ..... mittecl to the NolioDai .lhcmves 16-59428-1 GPO 



Standard For:m No. 115110 
Promulgated 9-1-49 by
General Services Administration e Job No.l1-)~NA-3 -Pa~ 2. 0 
TheNational Archi\"eS 

of A....1::. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

USIS - GENERAL (Contd) 

NA 114 Records regarding shipment and receipt of 
USIS materials, including lists or registers of 
material received from the Department and that 
transmitted to other posts or information 
centers. 

To be retained 2 years. 

NA 115 Requisitions for supplies, equipment, or 
services either from the Department or post,
maintained both py the office initiating the 
request and the Administrative Office. 

To be retained 2 years. 

NA 116 Requisitions for reproduction service by
Foreign Service facilities, maintained both 
by the office requesting service and by the 
reproduction office. 

To be retained 2 years. 

NA 117 Invoice~and related correspondence with 
local commercial companies regarding the 
reproduction of ma tier-LaUSIS Ls , 

To be retained 5 years. 

NA 118 Tally in and out necords or other types
of stock inveniD ry records. 

To be retained 1 year. 

NA 119 Audience reaction reports on USIS programs
or performances submitted by members of 
audience following performance. To be retained 
1 year or until summar-Laed in narrative or 
statistic~l reports submitted to the Department,
whichever period is shorter. 

x 

~APf'ROVfI)x 

~~POSAl. APPROVED 

~ APPROVED 

~~ APPROVED 

Fo .... copies, inducting original, to lie sulmUHecl to the NutiouaJ &cbives 16-69428-1 GPO 



Standard Fonn No. 1158 
Promulgated 9-H19 by .,
General Services Administration .......
 The National Archives 

REQUEST FOR AUTHOR~TYTO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

USIS - PRESS AND PUBLICATION 

NA 120 
?/J..1-;;S-02~ correspondence

to USIS publications. 
with subscribers 

OISf~ APl'RUVEll 

To be retained 1 year. 

NA 121 Working papers used in preparation 
local USIS publications. 

of ~Al'l'ROVW 

To be retained 6 months after issuance 
of publication. 

NA 122 American and.Loc a.l,foreign newspapers,
press analyses, .and other working papers used
in the preparation of periodic summaries of 
press comment. 

~ A~PROVfD 

NA 123 

To be retained 1 year. 

Quarterly statistical reports regarding
outlets for press material,..including forms
FS-365 and 365A, of which the record copies
are retained in the Department. 

DISPOSAL APPROVED 
, . -_......... ~ 

To b e re tained 1 year. 

NA 124 Semiannual reports regarding the place-
ment of press material in newspapers and period
icles, including forms FS-365B-l, 365B-2,
365B-3 and 365B-4, of which t he rem rd copies
are maintained in the Department. 

x 

To be retained 1 year. 

Nil.125 WITHDRAWN 

Fa .... copies, iIIcJudiDg originoJ, 10 be S1Ibmillecl 10 the Nali_oJ &chives 16-69428-1 GPO. 



Standard ForID No. 115a 
Promulgated 9-1-49 by . :1,\ 
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of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Cononuaoon Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO•• (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

USIS - PRESS AND PUBLICATION (Contd) 

NA 127 

USIS - FILMS, FILM STRIPS,
PHOTOGRAPHS, AND DISPLAYS 

#6 3'-.:J(S---0;l. 
~ correspondence regarding the loan 

of motion picture film, film strips, or sound 
recordings, EXCLUDING any correspondence in-
volving special restrictions on use of these 
materials or litigation regarding copyrights. 

To be raained ~ year,. ~ 

NA 128 
of 

Booking advice 
USIS films. 

notices for the showing 

To be retained 6 months. 

NA 129 Copies of contracts and accounting
records with commercial companies regarding
the distribution o~ films for the USIS pro-
gram, EXCnuDING the official record copy
maintained in the post's Budget and Fiscal 
Office. . , 

To be retained 3 years. 

NA 130 Quarterly statistical reports r.egarding
the distribution of non-theatrical films by
title, programs and attendance, including
forms FS-364 and 364A, of wh rch the record 
copies are maintained in the Department. 

To be retained 1 year •. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

~ APPROYIG 
~"'k'_ 

~APPROVf:Dx .... • oJ .-....,-

~P§AL APPROVED 

Fow: copies, iud_mag original, to ho ..... :uHed to the NatioDal JlJ:cbives 16-69428-1 GPO 



standard FOrDl No. 115a " ,Promulgated 9-1-49 by -vI ~ ~General Services Administration e Job N.J.I-NNA- 3. Page --=-<.=~=----The National Archl\,"es 
of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF rrEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

USIS - FILMS, FILM 
(Contd) 

STRIPS, PHOTOGRAPHS AND DISPL YS 

NI( 131 

NA 132 

NA 133 

Ex ra c cp'[es of hotogr ph I c Pfint~ . 
astic plates or othe photo raphic mat rials 

ether nt out by the Depart·ent 0 rep~Oduced
1 cally. '1'0 be dispose of wli n the are of no 
fu ther' nteres for di tribut on pur .ose • 
A' ecord et of ach typ of p~ togra hic 
med a and negati e print 'is to e ret ine 
inde init~lY. . ~ 

USIS - RADIO 

Oorrespondence with local press and radio 
audience regarding Voice of America programs,
of which the reco rd copies are sent to the 
New York Office and which are also summarized 
in monthly reports submitted to New York. 

To be retained 6 montihs , 

~ cone spondenc e regarding broad-
casting schedules. 

To be retained 6 months. 

N~ 135 

NA 136' Quarferly statistical reports- regarding 
mediumwave USIS broadcasting, including forms 
FS-366A-l, 366A-2 and 366A-3 of which the recor 
copies are maintained in the Department.

To be retained 1 year. 

DISPOSAl.=---- AP'pROVED-

1'0'11&' ce>pies, incJadUag origiDaI, to be salnnitted to the Nati_a1 Archives 16-59428-1 GPO 
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of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM
 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)
 

USIS - CULTURAL RELATIONS AND EXCHANGE PROGRJl1\1 

~ /j-;z5£;z.NA 137 R~~ correspondence regarding the makine 
of arrangements for concerts, lectures, and art 
exhibitions, requests for addresses for in-
vitations, and transmittal letters for program
publicity and other materials. 

To be retained 2 years. 

NA 138 Unsuccessful applications and related 
correspondence with students, research scholars,
teachers and lecturers regarding participation
in the exchange program. 

To be retained 2 years. 
flIjf'- .z...J-~"'2 

·NA 139 ~~~ correspondence with schools and 
universities regarding the student exchange
program, with related pamphlets and catalogs. 

To be retained 1 year. 

NA 140 Correspondence and memoranda regarding
the exchange of letters between the youth 
of foreign nations and the United States under 
the auspices of the USIS· program. 

To be retained 1 year. 

NA 141 Quarterly atatistical reports regarding
the library activities of U.S. Information 
Centers, the distribution of books and other 
materials and the book translation program,
including forms FS-362 and 362A, of which 
the record copies are maintained in the De-
partment. 

To be retained 1 year. 

NA-l42 Quarterly statistical reports regarding
visual display media, including form FS-365C, of-
which the record copies are maintained in the 
Department. To be retained 1 year. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

~ AP.PROVED 

DlSP~ APPROVED 

~APPROVfD~ 

Fo_ copies, illclllcling original, to he aahmillecl 10 Ibe National Archives 16-69428-1 QPO 



Standard Fonn No. llGa 
Promu,lgated 9-1-49 by . ll,.N~A~ 3. 
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The Nationa.l Archives • 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

x143. Operations Report (Form FS-243 Revised;
formerly known as the IlSummary of Business"), 
consisting of a report required to be submittec 
semi-annually to the Department by each post
covering its workload and accomplishments in 
each field of its activities. 

To be retained 2 years. 

Fou copies, iDdueling original, to bo IIIlbndtlecl 10 the National As-chivea 111-69428-1 GPO 




