
• • 
__Uni_'_ted S_ta_te_s_Inf_a_mati_'on lv;J~ency-~----------- In accordance with__ __ __ the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

l"'...o,vn,-a.--h; c Area Offices except for items that may be marked "disposition not 
__"'"""';:l... _______________________, approved" "withdrawn" in column___'t"'_,. or 10. If no records 
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

not required.See BelCM 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

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

1. FROM (Agency or establishment) 

LEAVE BLANK 
JOB NO. 

DATE 

-9J, 
NOTIFICATION TO AGENCY 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. DATE 

Retta H. Graham-Hall 485-7501 
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 6 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, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or kxl is unnecessary. 

B.OATE 

4/7/87 
7. 

ITEM 
NO. 

D. TITLE
~~~RE ~EN V ~h~~'f.l 
~~Graham-Hall Records Officer 

8. DESCRIPTION OF ITEM 
(With lncliuive Datea or RetenHon Periocu) 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

GEOGRAPHIC AREA OFFICES: to include 
OFFICE OF AFRICAN AFFAIRS (AF) 
OFFICE OF AMERICAN REPUBLICS AFFAIRS (AR)
OFFICE OF EAST ASIAN AND PACIFIC AFFAIRS (EA) 
OFFICE OF EUROPEAN AFFAIRS (EU)
OFFICE OF NORTH AFRICAN, NEAR EASTERN, AND 

SOUTH ASIAN AFFAIRS (NEA) 

The primary emphasis in the Agency's effort is 
placed on its operations overseas. The geographic 
area offices, represented by the Directors of the 
areas, have responsibility for, and commensurate 
authority over, field operations within their 
respective areas. This responsibility covers 
policy application, program judgments, selection of 
audiences and products, the use of resources and 
the administration of country programs. The Area 
Directors represent the Director on all matters 
affecting their posts; they represent their PAO's 
(Public Affairs Officers) in Washington on matters 
of substance. By formal clearance procedures they 
are kept informed by other Agency elements of all 
non-routine operational activities affecting posts 
under their supervision. 

NSN 7540-00-834-4064 STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11,4 

115-108 



-,--:.-.-......- -------
PAGE OFJOB NO.Request for Records Disposition Authority-Continuation 2 5 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Oates or Retention Periods) 

1. £ice Admi~istration Files - Records 
ace ulated by

1 
individual offices that relate 

to th internar1 administration or 
houseke ing activities of the office rather 
than the ctions for which the office 
exists. In neral, these records.relate to 
the off.fee org i~tion, staffing procedures, 
an~ communication • the expenditure of funds, 
including budget pa rs; day-to-day 
administration of off e personnel including 
training and travel; sup ies and office 
services, and equipment re ests and 
receipts; and the use of off1 e space-and 
utilities. They may include co ·es of 
internal activity and workload re rts 
(including work progress, statistic 
narrative reports which are prepared 1 

office and forwarded to higher levels) a 
other materials that do not serve as offic 1 
documentation of the programs of the office. 

DISPOSITION: Destroy when 2 years old or 
when no longer needed, whichever is· sooner . ... 

onnel - Duplicate documentation and 
person outside Personnel 
Offices. 

2. 

DISPOSITION: Review annual 
superseded or obsolete documents re 
an individual employee one year after 
separation or transfer .. 

3. Papers and Background Material -
Project round records, such as studies, 
analyses, notes ts, and interim reports. 

DISPOSITION: Destroy 6 ~ont s t final 
action on project report or 3 years a 
completion of report if no final 
taken. 

4. o ies and Routine Correspondence and 
Memorandums. moA :.rs.::c 

-:;:~;-"i;nger~e-e.M-'L__ SS5. CJc.2.DISPOSITION: Destroy when no longer 
for reference. 

action is 

115-203 Four coplH, lncludlng orlglnal, to be ■ ubmltted to the Natlonal Archlvet STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

A •- ., ~t 
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Request for Records Disposition Authority-Continuation PAGE OF 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

l o
SAM LE R

JOB NO. 
10.

ACTION TAKEN 

5. Country Plans - Copy of approved Country
Plans, Country\ Data Papers, program 
memorandums as~essment reports and 
institutional analysis for each nation where 
USIA operates. Country Plans provide
executi~e directipn to Agency activities by 
establishing program objectives tailored to 
specific countries in accordance with US 
foreign policy. The other documents provide
information on media, political, social or 
economic conditions and/or analyze program 
effectiveness. 

a. Records relating to the preparation of 
Country Plans: Messages, planning guides, 
memorandums, theme indicator messages,
planning papers, and other material relating 
to the preparation of Country Plans. 

DISPOSITION: PERMANENT. Cut,J2,[f at end of 
calendar year. Retire to WNRC-ctnree years
old. Transfer to National Archives when 30 
years old in five year blocks. 

b. Extra copies of Country Plans maintained 
as a set for reference purposes. 

DISPOSITION: D~stroy when three years old. 

VOLUME ON HAND: 5 Cubic Feet 
ANNUAL ACCUMULATION: .50 Cubic Feet 

6. Country Files - Geographic Areas: Records 
pertaining to the operation of the 
educational and cultural programs of a 
particular geographic area or country,
including records relat~ng to "Politically
Sensitive Countries," and the opening and 
closing of posts. Records include annual 
reports, incoming and outgoing telegrams and 
airgrams, correspondence, evaluations, 
agreements, program proposals, budget 
analyses, security books, and other 
information and documentation about USIA and 
United States programs and policies. 

•-
IJOB NO. 

115-203 Four copies, lncludlng orlglnal, to be 1ubmltted to the Netlonal Archives STANDARD FORM 115-A 
Revised July 1974 
~ N1berl bv General Services 
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IJOB NO.Request for Records Disposition Authority-Continuation PAGE OF 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

DISPOSITION: PERMANENT. Retire all files. 
Cut off at end ·of the calendar year. Retire 
to WNRC when three years old. Transfer to 
the Natio~al Archives when 30 years old in 
five ye·ar blocks. \. 

ANNUAL ACCUMULATION: 25 Cubic Feet 
VOLUME ON HAND: 125 Cubic Feet 

7. Chronological Files - Extra copies of 
communications, correspondence, and other 
documents arranged in order of occurence 
either alphabetically or by post, division or 
other method, and used as a general reading 
or reference file. 

DISPOSITION: Destroy when purpose has been 
served (usually 1 year). 

8. Policy Files - Copies of State 
Department/White House correspondance
concerning internatioanl policy matters. 
Incorporate into General Subject/"Country 
Files". 

DISPOSITION: PERMANENT. Cut off at the end 
of the calendar year. Retire to WNRC when 
three years old. Transfer to National 
Archives when 30 years old in five year 
blocks. 

ANNUAL ACCUMULATION: 2 Cubic Feet 
VOLUME ON HAND: 10 Cubic Feet 

9. Briefing Books - Copy of briefing bdoks 
prepared by Area Offices for the USIA 
Director's travel. 

DISPOSITION: Transfer to FRC when 3 years
old. Destroy when 10 years old. 

115-203 Four copies, Including original, to be submitted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescriberl hv GPneral Services 

' 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Oates or Retention Periods) 

10. Area Director Jpd Deputy Director Files: 
Files containing information relating to the 
activities, functions, duties, and 
responsibilities of high-level bureau 
officia~s. Includes reports, correspondence,
memorandums, telegrams, and other material. 

DISPOSITION: PERMANENT. Retire all files. 
Cut off at the end of the calendar year. 
Retire to WNRC when three years old. 
Transfer to the National Archives when 30 
years old in five year blocks. 

ANNUAL ACCUMULATION: 1.25 Cubic Feet 
VOLUME ON HAND: 6 Cubic Feet 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prru~rnhPrl rv Gflneral Servicp~ 


