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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 '31 page(s) are not now needed for the businessof this 
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Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
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9. GRSOR 10. ACTION7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (With Inclusive Date. or Retention Periods)	 JOB (NARSUSENO. CITATION ONLY) 

The Radio Marti Program was established by congressional mandate 
in 1983. The aim of the Program is to broadcast news and 
entertainment programs that are complete and free of propaganda 
to the people of Cuba. 

This schedule covers all headquarters and field office records 
of the Radio Marti Program. NOTE: Records that are common to 
most offices are located at the back of this schedule • 

.-~ 

STANDARD FORM 116 (REV. 8-83) 
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• • JOB NUMBER r!rr Nl-306-89-1 ' 
RECOMMENDATION TO THE ARCHIVIST ON RECORDS 

ITEM COUN4 7DISPOSITION REQUEST 

SUMMARY 

The United States Information Agency submits the attached SF 115 to request
dispositon authority for Radio Marti records. It is a comprehensive schedule 
that covers the records of Radio Marti, a program established by Congress to 
broadcast news, features, and entertainment to the people of Cuba. 

I recommend approval of this job. 

RECOMMENDATION 

1.	 APf...ROVED FOR DISPOSAL. The records descrobed under all items of the schedule, except those that may be listed on blocks 2,3, am 4 of this 
section, are disposable because they do not, or will not after the lapse of the.period specified, have suffrcient administrative, legal, resea« h, or 
other value to warrant their continued preservation by the Government, 

APPROVED FOR PERMANENT RETENTION. The records described under the follOWing Item or Items have been appraised by the Natronal 
~2. Archives and Records Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preserva t on 

bytt~~te<!f:ate2~;ern~~:. T~ :gerJf91)1~ of~r4h,ese~ff~ds ~ltci~a:io~ldl:fti~es ttmji~d. 63, 64a, 65a, 70, 77, 

DISPOSITION NOT APPROVED. The records described under the following Item or items are not approved for disposition. 

D 4. WITHDRAWN. The records described under the following item or items have been withdrawn at the request of the agency andlor NARA. 

FEDERAL REGISTER NOTICEDNot Hequrred. Ox Required - Publication Date: 3/30/89

~ Copies Requested: none
 

Comments Received:
 none 

SIGNATURES 
TITLE 

APPRAISER 

DIRECTOR, RECORDS APPRAISAL AND
 

DISPOSITION DIVISION
 

CON·	 NNS 
CURRENCES 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION	 NA FORM 13133 111·861 * U.S GOVERNMENT PRII>t'TING OFFlCE.l 987· 174-587/59S52 



RECORDS OF THE RADIO MARTI PROGRAM•
'r •
 
OFFICE OF THE DIRECTOR AND DEPUTY DIRECTOR 

(VOA/M) 

1 •	 D ire c tor ate Sub je c t F i 1e s • Cor res po n den ce, me m 0 ran d a , 
telegrams, Radio Marti Program Fact Sheets, weekly
reports to the Director of USIA, other reports, speech-
e s , b r ie fin g bo 0 k s, min ute s 0 f s t a f f me e tin g s, and 
other materials relating to the Radio Marti mandate. 
Arranged by subject-numeric filing system. Included 
in this series are the Radio Marti Newsletters that 
were produced from June 1987 to July 1988. These are 
no longer printed. 

DISPOSITION: PERMANENT. Cutoff annually. Transfer 
to WNRC 5 years after cutoff. Transfer to the 
National Archives 25 years after cutoff in 5 year
blocks. 

Volume on Hand: ca. 10 cubic feet.
 
Annual Accumulation: ca. 2 cubic feet.
 

2.	 Biographic Files. 

a •	 B i0 g rap hie s 0 f pro min e n t Cub a n s, m a i n 1y go ve r n men t 
officials, complied from interviews by Radio Marti 
and other USIA personnel and from published
sources. Arranged alphabetically. 

DISPOSITION: PERMANENT. Cutoff file every 5 
years. Transfer to the National Archives when 25 
years old or when no Ion ge r nee de d for re se arc h, w~ 
~ S"iJ.n(.t:~ 

Volume on hand: 12 cu. Ft.
 
Annual accumulation: ca. 1.5 cu. ft.
 

b.	 Tapes of interviews used as sources for
 
biographies.
 

DISPOSITION: TEMPORARY. Destroy when no longer 
nee de d. 

3.	 RMP Handbook of Broadcast Operations Files. A manual 
describing the RMP policies and procedures. The first 
section describes the RMP mandate and the general
responsibilities of the RMP components and the other 
sections describe in detail the missions, organization-
al structure, and operational policies and procedures
of the various components. 

a.	 One copy of the handbook and each revision to it. 
Arranged by subject. 



• • 
DISPOSITION: PERMANENT. Cutoff at end of year in
 
wh i c h han d bo 0 k 0 r rev i s ion i sis sue d • T ran s fer to
 
the National Archives 25 after cutoff in 5 year
 
blocks.
 

Volume on Hand: 0.1 cubic foot.
 
Annual Accumulation: ca. 0.1 cubic foot.
 

b.	 Background materials accumulated in developing the 
manual and revisions to it. 

DISPOSITION: Cutoff at end of year in which 
handbook or revision is issued. Destroy one year 
aft e r iss u a n ceo fan e w han d bo 0 k 0 r new rev i s ion 
of same section. 

4.	 Chronological File. In the Di recto r and Deputy 
Director's offices, chronological files are not extra 
copies but are record copies of policy related 
outgoing correspondence with attachments and original 
incoming letters attached. 

DISPOSITION: PERMANENT. Cutoff annually. Transfer 
to the National Archives 25 years after cutoff. 

Volume on Hand: 2 cu. ft. 
Annual Accumulation: ca •• 5 cu. ft. per year.~ 
..attaehee-) 

ADMINISTRATIVE OFFICE 
(VOA/MA) 

5.	 the 
co ndemna-

a.	 Records elating to property acquisition other 
than abstr t certificate of title. 

DISPOSITION: or release by the 
Government of ons, restrictions, mortgages 
oro the r lie n s • De s t r lO ye a r s a f te r c u to f f 
(GRS 3, Item la). 

b.	 Abstract or certificate 

DISPOSITION: Transfer to purchaser a er uncondi 
tional sale or release by the Government f condi 
tions, restrictions, mortgages, or other Ii 
(GRS 3, Item i e ) . 
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6.	 

" 
Procurement Files. Contract, requisition, 

p rchase order, lease, and bond and surety records, 
in uding correspondence and related papers pertaining 
to a ard, administration, receipt, inspection and 
payme t (other than those covered by Item 3 of this 
schedu e). 

a.	 Procu ement or purchase organization copy, and 
papers. 

(1)	 of more than $25,000 and all 
contracts exceeding $2,000. 

DISPOSI Cutoff on final payment. 
Destroy ears and 3 months after cutoff 
(GRS 3, I te 3a ( 1 ) ) • 

(2 )	 $25,000 or less and construc-
$2,000. 

DISPOSITION:	 on final payment. 
Destroy	 r c uto f f (GRS 3, It em 
3a(2». 

b •	 0 b 1i gat ion co py • 

DISPOSITION: Destroy 
(GRS 3, Item 3b). 

c.	 Data submitted to 
System (FPDS). Electronic data fil by 
fiscal year, containing unclassified 
all procurements, other than small pur hases, and 
consisting of information required unde 48 CFR 
4.601	 for transfer to the FPDS. 

DISPOSITION: Cutoff at end of fiscal year. 
Destroy 5 years after cutoff (GRS 3, Item 3d 

7.	 and Unsolicited Bids and Pro osals Files. 

a. 

Destroy with related contract case 
files (see Item of this schedule) (GRS 3. Item 
5 a ) • 

b.	 Solicited and
 
Pro po sa 1s ,
 

(1) Relating to small purchases as defin the 
Federal Acquisition Regulation, 48 CFR Part 



• • 'r DISPOSITION: Cutoff on date of award or 
final payment, whichever is later. Destroy 1 
year after cutoff (GRS 3, Item 5b(1». 

(2)	 R lating to transactions above the small 
pu hases limitations in 48 CFR 13. 

Destroy with related contract 
e (see Item 4 of this schedule) (GRS 

s r a i ». 
c.	 File s • 

(1)	 Formal solici ations of offers to provide 
products or se ices (e.g., Invitations for 
Bids, Requests f r Proposals, Requests for 
Quotations) which were cancelled prior to 
a war d 0 f a co n t r acT he f i 1e sin c 1ude 
presolicitation docu entation on the require-
ment, any offers whic were opened prior to 
the cancellation, docum ntation on any govern-
ment action up to the ti e of cancellation, 
and evidence ation. 

DISPOSITION:
 
cancellation. Destroy cu to f f
 
(GRS 3, Item 5c(1».
 

( 2 )	 Unope ne d bid s • 

DISPOSITION: Return to bidder (GRS , I tern 
5c(2». 

d. Lists or Card Files of Acceptable Bidders. 

DISPOSITION: Destroy when superseded or obsolet 
(GRS 3, Item 5d). 

8.	 Requisition Files. Requisitions for 
nonpe services such as duplicating, laundry, 
binding, an er services (excluding records associ-
ated with accounta fficers' accounts (see Item 15 
of this schedule. 

DISPOSITION: Cutoff annually.
 
cutoff (GRS 3, Item 7).
 

9.	 Telephone statements and 

DISPOSITION: Destroy 
ye a r s aft e r c u to f f (GRS 

3 



• • flO. File s ,	 ( 

a. 

2 years from date of list 
(GRS 3, Item 

b.	 Report of survey files an ther papers used as 
evidence for adjustment of inv ory 
otherwise covered in this schedule 

DISPOSITION: Destroy 2 years after 
action	 or date of posting medium (GRS3, 

11.	 Correspon 
dence . es of operating procurement units concerning 
internal op ion and administration matters not 
covered elsewhere 
Records Schedule 3. 

DISPOSITION: Cutoff annually.
 
cutoff (GRS 3, Item 2).
 

DIS POSIT ION : ~~c~u~t:O:f~f~~a~nilr""""4L_---'D~e~s~t~r~0~y~3=--~y~e~a:r~s~a~ft e r 
cutoff	 (GRS 4, Item 2). 

13.	 Case Files. Case files on sales of 
property,	 comprising invitations, 

lists of materials, evidence of 

a.	 Transactions 

DISPOSITION: Cutoff on	 Destroy 6 
years after cutoff (GRS 

b.	 Transactions of $25,000 or less. 

DISPOSITION: Cutoff on final payment. 
years after cutoff (GRS 4, Item 3b). 

14.	 et Background Records Files. Cost statements, 
rough nd similar materials accumulated in the 
preparation of budget estimates, including 
duplicates of budget es s and justifications and 
related appropriation language s narrative 
statements, and related schedules; and or1 ing 
offices' copies of reports submitted to budget of 1 



• • . 
f of fiscal year. Destroy 1 

fiscal year covered by the 
budget (GRS 5, Item 2). 

15.	 Per i 0 d i c r e po r t son the s tat u s 
ropriation accounts and apportionment. 

a.	 of fiscal year). 

DISPOSITION; end of fiscal year. 
Destroy 5 toff (GRS 5, Item 3a). 

b.	 AllOt he r Re po r t s • 

DISPOSITION; Cutoff at end of fiscal y
 
Destroy 3 years after cutoff (GRS 5, Item
 

16.	 ortionment Files. Apportionment and reappor-
tionmen dules, proposing quarterly obligations 
under each authorl ropriation. 

DISPOSITION; Cutoff at
 
years after cutoff (GRS
 

17.	 Files. 

a • riginal or ribbon copy of accountable officers' 
ac unts maintained in the agency for site audit 
by G auditors, consisting of statements of 

ions, statements of accountability, 
schedules, collection vouchers, 

disburseme schedules, disbursement vouchers, and 
all other s c h dules and vouchers or documents used 
as schedules or vouchers, exclusive of freight 
records and payro records, EXCLUDING accounts 
and supporting docu pertaining to American 
Indians (see GRS 6, m 1 for examples of 
Standard and Optional Fo ms that are considered to 
be site audit records). 

DISPOSITION; Cutoff at iscal year.
 
Destroy 6 years and 3 months aft cutoff (GRS 6,
 
Item la).
 

b.	 Memorandum copies returns 
including statements of transactions and count-
a b iIi t y, a 11 sup po r tin g v0 uc he r s, s c he d u 1e s , and 
related documents not covered elsewhere in th 
schedule, EXCLUDING 
in this schedule. 



• • 'r " Cutoff at end of fiscal year. 
( 

Destroy 1 year after cuto 

18. ht and Passen er Trans ortation Files. 

Original vouchers and support documents covering 
freight and passenger transportation charges of 

ettled fiscal accounts. Including registers and 
e r co nt ro 1 do c umen t s • 

Records covering payment for services fur-
ished when the charges for any single bill 

1a din g 0 r pas sen ge r t ran s po r tat ion r e que s t 
less than $100, EXCLUDING those covered by 

l6a(4) of this schedule. 

Cutoff at end of fiscal year. 
3 years after cutoff (GRS 9, Item 

(2) Records vering payment for freight and 
ransportation charges for inter-

state trans ortation and international trans-
portation by freight forwarders of unaccompa-
nied baggage r privately owned vehicles 
shipped separa from household goods; the 
charges for whi are published in tariffs 
lawfully on file with the Interstate Commerce 
Commission (ICC) 0 based on tenders or 
quotations, pursua to section 22 of the 
Interstate Commerce ct offering a reduction 
from the published I tariffs. EXCLUDING 
those covered by Item 6a(4) of this schedule. 

DISPOSITION: Cutoff at nd of fiscal year. 
Destroy 3 years after cut ff (GRS 9, Item 
i a r z i }. 

(3)	 Records covering payment for all other 
freight and passenger transpo tation charges 
not covered by Items l6a(1) an 16a(2) 
above. EXCLUDING those covered 
l6a(4) of this schedule. 

DISPOSITION: Cutoff at end of fis al year. 
Destroy 6 years after cutoff (GRS 9, Item 
i e r s i r • 

(4)	 Records covering payment for freight an 
passenger transportation charges for ser ices 
for which 1) notice of overcharge has bee 
is ex pe c te d to be iss ue d , 0 r i far ail 
freight overpaymentis involved, 2) deductio 
or collection action has been taken, 
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3) voucher contains inbound transit 
shipment(s), 4) parent voucher has print of 
paid supplemental bill associated, 5) voucher 
has	 be co me in vo 1ve din 1it i gat ion, 0 r 6) any 
other condition that requires the voucher to 

e retained beyond the 3 or 6-year disposal 
p riod, such as detection of an undercharge. 

C u to f fat end 0 f f i s cal ye a r • 
10 years after cutoff (GRS 9, Item 

b.	 Issuing office morandum copies of Government or 
commercial bills lading, passenger transporta-
tion vouchers (SF 1 3A) and transportation 
requests (SF 1169), avel authorizations, and 
supporting documents. 

DISPOSITION: cu to f fat off i s cal ye a r • 
De s t ro y 3 ye a r s (GRS 9, Item lb). 

c.	 Obligation copy of passenger
 
e r s ,
 

DISPOSITION: Destroy when funds a obligated 
(GRS 9, Item lc). 

d. Unused ticket redemption forms, such 1170. 

DISPOSITION: Destroy when no longer 
administrative use (GRS 9, Item ld). 

19.	 Records relating to 
rel ursing individuals, such as travel orders, 
perdie vouchers, transportation requests, hotel 
reservatio and all supporting documents relating to 
official trave by officers, employees, dependents, or 

law to travel. 

a.	 files. 

DISPOSITION: f is cal ye a r • 
Destroy 3 years after (G Item 3a). 

b •	 0 b 1i gat ion co pie s • 

DISPOSITION: Destroy
 
(GRS 9, Item 3b).
 

20. 



• • • I 

transportation functions, not covered 
e-~R-...t...[l..:1l'~s-!sc he d u 1e Ge nera 1 Re cor d s Sc he d u 1e s 9. 

21.	 Records relating to the alloca-
utilization,	 and release of space under agency 

and related reports to the General Services 

a.	 files, surveys and other records 
agency space planning, assignment, and 

DISPOSITION: after termination of assign-
ment, 0 r whe n 1 cancelled, or when plans 
are superseded or obsol Destroy 2 years after 
c uto f f (GRS 11, It em 2a ) • 

b.	 Cor res po nden ce wit han d r e po r t s 0 agencies 
relating to agency space holdings 
requirements, including reports to 
Services Administration. 

DISPOSITION: Cutoff annually. Destroy 
after cutoff (GRS 11, Item 2b(1». 

22.	 Service Files. Correspondence, forms, and 
relating to the compilation of directory 

listings. 

DISPOSITION: Destroy 2 months
 
listing (GRS 11, Item 3).
 

23.	 Identification credentials and 

a.	 'cation credentials including cards, 
badges, p king permits, photographs, agency 
permits to 0 ate motor vehicles, and property, 
dining room and 'sitors passes, and other 
identification cre 

DISPOSITION: Destroy 3	 return to 
issuing office (GRS 11, 

b.	 Receipts, indexes, listings,
 
records.
 

DISPOSITION: Destroy after all listed 
are accounted for (GRS 11, Item 4b). 



24. 

• • 
Service Files. Requests for 
maintenance services, excluding 

., 

DISPOSITION: Cu to f f 
sition cancelled. 
11, I te m 5). 

De st ro y 
is 

months 
performed or requi-

25. 

a. mmunications 
nd other 
t 

general 
records 

service, 

files including plans, 
pertaining to equipment 

rand like matters. 

DISPOSITION: 
aft e r c u to f f 

Cuto 
( GRS 

annually. 
1 2 , 2 b ) • 

Destroy 3 years 

b. Telecommunications 
co st and vo 1ume 

statistical 
da t a , 

DISPOSITION: 
year old (GRS 

Cutoff annually. 
12, Item 2c). 

26. 

transfer. 

Cop i e s 0 f s tat i s tic aIr 
Agency records officer, 
all offices and data on 

d of by destruction or 

e po r t s 
includ-
the 

DISPOSITION: 
cutoff (GRS 

Cutoff 
16, Item 

annually. 
4b). 

27. Correspondence, reports, 
izations, and other records that relate to the 

of agency records, including such matters 
as forms, co espondence, reports, mail and files 
management; the e of microforms, ADP systems, land 
word processing; re ds management surveys; vital 
records programs; and a other aspects of records 
management not covered else re in this schedule or 
the GRS. 

DISPOSITION: Cu to f fan n u a 11 y • 
cutoff or when superseded, obsolete, 
needed for reference, whichever is 
I te m 7). 

or 
sooner 

no 

28. 
ins ion of 

ated with informa 
processing, copiers, 
tions. Studies and 

Files. Studies conducted 
any technology or equipment 

anagement systems, such 
microg s, and 

system analyses 

before 
associ-

as word 



• • ,, 

establishment and major	 changes of these systems. 
udie sty pi call yin c 1ude a co n s i de rat ion 0 f t he 

alternati f the proposed system and a cost/benefit 
analysis, inclu an analysis of the improved 
efficiency and effectiv s to be expected from the 
pro po sed s y s tern. 

DISPOSITION: Cutoff on completion or cance 
study. Destroy 5 years after cutoff (GRS 16, 

29.	 General Management Files. correspondence, forms, 
reports, and related records, concerning the internal 
administration of management activities such as pro-
curement, budget, office services, supply, and other 
similar activities that are not covered elsewhere in 
this schedule or the General Records Schedules. 

DISPOSITION: Cutoff annually. Destroy 2 years after 
c u to f f. 

30.	 Accountability Files. Files relating to account-
keys issued. 

a. Fo r	 maximum security. 

DISPOSITION:	 turn-in of key. De st ro y 

18, I te m 16 a ) • 

b. For other areas. 

DISPOSITION: Cutoff on turn-in of ke 
month s aft e r c u to f f (GRS 18, It em 16 b ) • 

PERSONNEL OFFICE 
(VOA/MP) 

31.	 ficial Personnel Folders. Records filed on the 
side of the Official Personnel Folder (OPF). 

overing employment terminated after December 
31, 1920, eluding those selected by the National 

rds Administration for permanent 
retention. 

a. Transferred 

DISPOSITION: See Federal 1 Manual for 
instructions relating to folders 0 ployees 
transferred to another agency (GRS 1, I la). 

b. Separated Employees. 

3 
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65 

" . 
Transfer folder to National 

er (NPRC), St. Louis, MO., 
separation. destroy 

years after separation from Federal se r v i ce 
1, Item Ib). 

32.	 Individual Em 10 ee Records. All copies of 
ence and forms maintained on the left side 

ordance with Federal Personnel 
Manual, Chapter 293, Supplement 292-31, EXCLUDING 
performance-related records. 

DISPOSITION: Destroy upon separation or 
employee or when 1 year old, whichever is 
1, Item 10) •• 

33. ce Re co r d Car d •	 (Standard Form 7 or equivalent). 

DISPOSITION: Destroy 3 ye se pa rat io n 0 f 
employee (GRS 1, Item 2). 

34.	 rsonnel Corres ondence Files. correspondence, 
repo and other records relating to the general 
administra' and operation of personnel functions, 
but excluding re s specifically described elsewhere 
in this schedule or Ge 1, 
Civilian Personnel Records, records maintained at 
agency staff planning levels. 

DISPOSITION: Cutoff annually.
 
cutoff (GRS 1, Item 3).
 

35.	 Correspondence including 
offering appointments to poten-

a. 

immediately on acceptance 
(GRS	 1, Item 

b. Declined Offers. 

(1)	 When name is
 
eligibles.
 

DISPOSITION: Return to OPM with 
application (GRS 1, Item 4b(1». 

( 2 ) Te mpo r a r y 0 rex ce pte d a ppo i n t men t • 



• • " , 

File with application (see 
f this schedule (GRS 1, Item 4b(2). 

(3)	 All others. 

DISPOSITION: Dest roy 
Item 4b(3». 

36.	 ment A lications. Applications (SF 171) and 
records, EXCLUDING records relating to appoint-

requ g Senatorial confirmation and applica-
tions resulting' appointment which are filed in the 
OPF. 

DISPOSITION: Cutoff annually. roy upon receipt 
of OPM inspection report or 2 years a cutoff, 
whichever is earlier, provided the requireme of 
FPM chapter 333, Section A4, are observed (GRS 1, 
15 ) • 

37.	 onnel 0 erations Statistical Re orts. Statistical 
reports' he operating personnel office and subordi-
nate units rela 0 personnel. 

DISPOSITION: Cutoff annually.
 
cutoff (GRS 1, Item 16).
 

38. 

a. sition Classification Standards Files. 

(1) andards	 and guidelines issued or reviewed 
by	 PM and used to classify and evaluate posi-

ithin the agency. 

Destroy when superseded or 
1, Item 7a(1». 

(2)	 Correspondence an relating to 
the development of s ndards forclassifica-
tion of positions pecu 'ar to the Radio Marti 
Program and OPM approval disapproval. 

(a)	 Case files. 

DISPOSITION: 
abolished or description is supe 
Destroy 5 years after cutoff (GRS 
Item	 7a(2)(a». 



• • 
(b)	 Review files. 

DISPOSITION: Cutoff annually. Destroy 
2 ye a r s	 aft e r c uto f f (GRS 1, It em 
7a(2)(b». 

b.	 POSl ion Descriptions. Record copy of position 
descr"ptions	 which include information on title, 

grade, duties and responsibilities, and 

Cutoff when position is abolished or 
description uperseded. Destroy 2 years after 
cutoff (GRS 1 Item 7b). 

c.	 Survey Files. spection, audit and survey reports 
and related recor s. 

( 1 )	 CIa s s i f i cat ion u r ve y r e po r t son va rio u s 
positions prepar d by classification special-
ists, including p iodic reports. 

DISPOSITION: Cutoff annually. Destroy 3 
years after cutoff or years after regular 
inspection, whichever i (GRS 1, Item 
r e r i i i . 

(2)	 Inspection, audit and surve files including 
correspondence, reports, and 
relating to inspections, 
and evaluations. 

DISPOSITION: 
seded (GRS 1, 

d. APpe a 1 Fi 1e s • 
tion appeals. 

Case 

DISPOSITION: Cutoff 
years after cutoff 

39. 

a. General 

(1) Case files 

files relating 

Destroy when 
Item 7c(2». 

on close of case. 
(GRS 1, Item 7d). 

General awards, length of 
letters of commendation and 

i nde xe s. 

commendations, 
approved nominations, co pondence, reports 
and related handbooks pertainl to 
agency-sponsored cash and non-cash ards 
such as incentive awards, within-grade 

'f 
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increases, suggestions, and outstanding 
pe r fo r man ce • 

DISPOSITION: Cutoff on approval or disapprov-
al award. Destroy 2 years after cutoff (GRS 
I, Item l2a(1». 

(2) rrespondence pertaining to awards from 
ot	 er Federal agencies or non-Federal 

izations. 

Cutoff annually. Destroy 2 
c u to f f (G RS 1, I t e m 1 2 a ( 2 ) ) • 

b.	 and Sick Leave Awards Files. 
Re co r d s, inc 1 ud i n correspondence, reports, compu-
tations of nd sick leave, and list of 
awardees. 

DISPOSITION: Cu to f f	 De s t ro y 1 ye a r 
after cutoff (GRS I, 

c.	 Letters of Commendation and Appreciation. Copies 
of 1e t t e r s r e co g n i z i ng 1eng t 0 f se r vice and 
retirement and letters of appr ciation and commen-
dation for performance, EXCLUDI copies filed in 
the OPF. 

DISPOSITION: Cutoff annually. 
after cutoff (GRS I, Item 12c) 

d.	 Lists or Indexes to Agency Award 
Lists of nominees and winners and indexes 
nominations. 

DISPOSITION: Destroy when superseded or obsol te 
(GRS I, Item 12d). 

40 • Standard Form 50, 
all individual personnel actions such as 
promotions, transfers, and separation, 

the co p yin the 0 PF • 

a.	 copies, including fact sheets, 
maintained in ne 1 0 f f i ce s • 

DISPOSITION: Cutoff De s t roy 2 ye a r s 
aft e r c u to f f (GRS 1, 

b •	 Allot her co pie sma i n t a i ned i n 

DI SPOSI TION: c u to f f annua 11 y. De st roy 1 
aft e r c u to f f (GRS 1, I t em 14b ) • 



• • 
41.
 

Long-term medical records as defined in the FPM, 
apter 293 •• 

emplo yee s. 

FPM for instructions (GRS 

(2 )	 employees. 

Transfer to National Personnel 
Records Cen er (NPRC), St. Louis, MO., 30 
days after s aration. NPRC will destroy 75 
years after bi th date of employee, 60 years 
after date of t earliest document in the 

of birth cannot be 
ascertained, or 30 ears after latest 
se par at ion, wh i c heve i s 1ate r (GRS I, I t em 
2Ia(2). 

b.	 Temporary or Short-term Recor as defined in the 
FPM. 

DISPOSITION: Cutoff on separation or transfer of 
employee. Destroy 1 year after cuto f (GRS 1, 
I te m	 21 b) • 

c.	 Individual Employee Health Case Files cr ated 
prior to establishment of the EMF system t at have 
been retired to a Federal Records Center. 

DISPOSITION: Destroy 60 years after retiremen 
FRC (GRS 1, Item 21c). 

(1)	 isals of unacceptable performance, where 
proposed demotion or removal is 
ot effected, and all related 

documents. 

DISPOSITION: after employee 
completes 1 year of ac table performance 
from the date of the writ advance notice 
of proposed removal 
notice (GRS 1, Item 

(2)	 Performance records superseded throug n 
administrative, judicial, or quasi-judicl 
procedure. 
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DIS POSIT ION: Des t roy u po n s upe r s e s s ion (GRS 
1, Item 23a(2). 

Performance-related records pertaining to a 
former employee. 

La t est rat i n g 0 f r e co r d 3 ye a r sol d 0 r 
less and performance plan upon which it 
is based and any summary rating. 

Place records on left side 
f the OPF and forward to gaining 

F deral agency upon transfer or to NPRC 
i employee separates. An agency 
ret ieving an OPF from NPRC will dispose 
of t ese documents in accordance with 

3a(3)(b) of this schedule (GRS 1, 
I te m a ( 3 ) ( a ) ) • 

( b)	 performance plans and ratings. 

Cu to f fan n u a 11y • De st ro y 

cutoff or when no longer 
needed, whi sooner (GRS 1, Item 
23a(3)(b». 

( 4 )	 Allot her summar y p r for man ce a pp r a i sal 
records, including p rformance appraisals and 
job elements and stan ards upon which they 
are based. 

DISPOSITION: 
appraisal. Destroy	 (GRS 
1, I te m 23 a ( 4 ». 

(5)	 Supporting documents. 

DISPOSITION: Cutoff after of appraisal. 
Destroy 3 years after cutoff 0 whe n no 
longer needed, whichever is soo r (GRS 1, 
Item	 23a(5». 

b. SES Appointees (as defined in 5 USC 

(1)	 Performance records superseded 
administrative, judicial, or quasi-ju icial 
procedure. 

DISPOSITION: Destroy when superseded (G S 1, 
Item 23b(l). 

(2) Performance-related records pertaining to a 
former SES appointee. 
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(a)	 Latest rating of record that is less 

than 5 years old, performance plan upon 
which it is based, and any summary 
rating. 

Place records on left side 
o the OPF and forward to gaining 
Fe eral agency upon transfer or to NPRC 
if ployee leaves Federal service (GRS 
23b( i . 

(b)	 pe r fo r man ce rat i n gsa nd p l a n s • 

Cu to f fan nua 11 y • Destroy 
5 ye a r s afte o r whe n no 10 n ge r 
needed, which so 0 ne r (GRS 1, I tern 
23b( 2) (b». 

(3)	 All other performance praisals, along with 
job elements and standar s (job expectations) 
upon which they are based, EXCLUDING those 
for SES appointees serving n a Presidential 
appointment (5 CFR 214). 

DISPOSITION; Cutoff after date of appraisal.
 
Des t ro y 5 ye a r s a f te r cu to f f (GR
 
23b(3».
 

(4)	 Supporting documents. 

DISPOSITION; Cutoff after date of appr 
Destroy 5 years after cutoff or when no 
longer needed, whichever is sooner (GRS 
Item 23b(4». 

a.	 'cial Discrimination Complaint Case Files. 
Origi ting agency's file containing complaints 
with reI ed correspondence, reports, exhibits, 
wit hd raw ali ce s, co pie s 0 f dec i s ion s, r e co r d s 
of hearings an eetings, and other records as de-
scribed in 29 CFR 13.222. Cases resolved within 

U • S.	 Co u r t • 

DISPOSITION; Cutoff on reso tion of case. 
Destroy 4 years after cutoff ( 1, Item 25a) 

b.	 Copies of Complaint Case Files. 
files or documents pertaining to case 
tained in Official File Discrimination Comp 
Ca se Fi Ie s , 
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DISPOSITION: Cutoff on resolution of case. 
Destroy one year after cutoff (GRS 1, Item 25b). 

c.	 Records not filed in the Offi-
'al Discrimination Complaint Case Files. 

Cutoff on resolution of case. 
c u to f f (GRS 1, I t e m 25 c ) • 

d. 

(1)	 Files. Reviews, background 
docu ents and correspondence relating to 
contr ctor employment practices. 

Cutoff annually. Destroy 7 
er cutoff (GRS 1, Item 25d(l». 

( 2 ) 

Cu to f fan n u a 11 y • De s t roy 3 
ye a r s aft e r c to f f (GRS 1, I t e m 25d ( 2 ) • 

e.	 Employee Housing Forms requesting 
agency assistance in ousing matters, such as 
rental or purchase (GR 1, Item 25e). 

DISPOSITION: De s t roy 1 ye a r 
aft e r c u to f f • 

f •	 Employment Statistics 
statistics relating to race 

DISPOSITION: Cutoff 5 ye a r s 
aft e r c u to f f (GRS 1, 

g.	 EEO General Files. General corre pondence and 
co pie s 0 f reg u 1a t ion s wit h r e I ate d r e co r d s pe r t a i n-
ing to the Civil Rights Act of 1964 the EEO Act 
of 1972, and any pertinent later leg 
agency EEO Committee meeting records 
min ute san d r e po r t s • 

DISPOSITION: Cutoff annually. Destroy 
after cutoff, or when superseded or obsol te, 
whichever is applicable (GRS 1, Item 25g). 

h.	 EEO Affirmative Action Plans (AAP). 
consolidated AAP(s), feeder plan to consolida ed 
AAP ( s ), r e po r t s 0 f 0 n- sit ere vie ws 0 f Af fir mat ve 
Action Programs, and annual report of Affirmati e 
Action accomplishments. 
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De s t roy 5 ye a r s 

44. 

DISPOSITION: Destroy when
 
1, Item 27).
 

45.	 Co r res po n de n ce , 
memora eports and other records relating to the 
relationship be management and employee unions or 
other groups. 

DISPOSITION: Cutoff on expiration of
 
Destroy when 5 years old (GRS 1, Item
 

46.	 Re co r d s. 

agency-sponsored training, EXCLUD-
record copy of manuals, syllabuses, textboo ks, 
other training aids developed by the agency. 

(1)	 rrespondence, memoranda, agreements, author-
ions, reports, requirement reviews, 

plan and objectives relating to the 
establ'shment and operation of training, 

nd conferences. 

Cutoff annually or on 
comple t io n specific training program. 
Destroy 5 after cutoff (GRS 1, Item 
29a(l». 

(2) Background 

DISPOSITION:	 De st ro y 3 
ye a r s aft e r c u to f f	 29a(2». 

b.	 Employee Training. Correspondenc, memoranda, 
r e po r t san dot her r e co r d s r e I a tin got he a v ail -
ability of training and employee par t c Lp a t t o n in 
training programs sponsored by other g vernment 
agencies or non-government institutions. 

DISPOSITION: Cutoff annually.
 
after cutoff or when superseded or obsolete.
 
whichever is sooner (GRS 1, Item 29b).
 

47 •	 G[ 1e ~a Ii e e, IH Q Q i p 1ina r y and Ad ve r se Act ion Fi 1e s • 
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Grievance, Appeals Files (5 CFR 771). Records 
originating in the review of grievance and appeals 

aised by agency employees, except EEO ee~~laiA~8 
laints. These case files include statements 

nesses, reports of interviews and hearings, 
examin 's findings and recommendations, a copy of 
the 0 rig a 1 dec i s ion, r e 1ate d co r res po n den ce and 

d records relating to a 

DISPOSITION:	 close of case. De st ro y 3 
l, I te m 30 a ) • 

b.	 Adverse Action Files Case files and 
related records created i reviewing an adverse 
action (disciplinary or non- isciplinary removal, 
suspension, leave without pay, reduction-in-force) 
against an employee. The file i cludes a copy of 
the proposed adverse action with s porting docu-
ments; statements of witnesses; empl ee's reply; 
hearing notices, reports and decisions, reversal 
of action; and appeal records, EXCLUDING 
of reprimand which are filed in the OPF. 

DISPOSITION: Cutoff on close of case. 
years after cutoff (GRS 1, Item 30b). 

48.	 it Promotion Case Files. Records relating to the 
of an individual that document qualification 

selection procedures, 
and evaluations 0 didates, EXCLUDING, any records 
that duplicate informatl 'n the plan, in 
the 0 PF, 0 r ina ny 0 the r pe r so 

DISPOSITION: Cutoff on completion
 
Destroy after OPM audit or 2 years after
 
whichever is sooner (GRS 1, Item 32).
 

RESEARCH DEPARTMENT 
(VOA/MR) 

49.	 Cuba - Reports. Reports that provide a summary of 
events in Cuba during the peroid covered and their 
possible significance for the current flow of news. 
The reports include sections on foreign policy, 
economics, military, social development, domestic 
po 1 i tic san did e 0 log i cal co n t r 0 1 • The Cub a -
Quarterly Situation Reports are published, almost 
verbatim, as the Cuba - Annual Report. 

a.	 Cuba - Quarterly Situation Reports (QSR) Files. 
Draft of the Annual Report. 
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DISPOSITION: TEMPORARY. Cutoff annually. 
Destroy when Annual Report is published. 

b.	 Cuba - Annual Report. One copy of each yearly 
re po r t. 

DISPOSITION: PERMANENT. Cutoff in 5 year 
blocks. Transfer to the National Archives 
ye a r s aft e r c u to f f • 

50.	 Daily Radio Reports Files. Daily summaries of major 
Cuban news broadcasts. Two reports per day. 

DISPOSITION: Cu to f fan n ua 11y • De s t roy 3 ye a r s aft e r 
cu to f f. 

51.	 Calendar of Significant Events Files. Lists of 
significant events in Cuban history, prepared monthly, 
used in preparing programs for broadcast. 

DISPOSITION: Cu to f fan nu a 11y • De s t roy 1 ye a r aft e r 
c u to f f • 

5 2 •	 Cal end a r 0 f Upco min g Eve n t s Fi 1 e s • Lis t s 0 f up co min g 
events relating to Cuba, prepared monthly, used in 
preparing programs for broadcast. 

DISPOSITION: Cu to f fan n ua 11y • Destroy 1 year after 
cu to f f • 

53.	 Radio and TV Monitoring Files. Audio tapes and video 
cassettes of selected Cuban radio or television pro-
grams recorded by Radio Marti as source materials for 
future RMP broadcasts. 

DISPOSITION: Review periodically. Destroy (erase) 
when no longer needed for reference. 

54.	 -Testimony- Program Interview Files. Audio tape 
Cassettes of original interviews 0 f recent emigres 
from Cuba. Often include much more information, 
covering a broader historical period, than the edited 
tape sus e d for b r 0 a dcas t • 

DISPOSITION: PERMANENT. Cutoff cassettes every
 
years and transfer to the National Archives 5 years
 
aft e r c u to f f •
 

Volume on Hand: 80 cassettes.
 
Annual Accumlation: ca. 25-30 cassettes per year.
 

2 



• • 55 •.	 Program Background Files. Background materials for 
programs such as RFocusR and RRoundtableR, including 
scripts, copies of source information, and related 
materials used in producing the program. 

DISPOSITION; Cu to f fan n u a 11y • Destroy 3 years after 
c u to f f • 

56 •	 Information Center Files. Bibliographies, lists of 
experts, Research Notes, Information Center Bulletins, 
and similar materials produced by the Information 
Center for the RMP staff to use in developing programs. 

DISPOSITION; Review periodically. Destroy when no 
longer needed for reference. 

AUDIENCE RESEARCH 
(VOA/ML) 

57.	 Listeners Letters Files. Letters received from listen-
ers of Radio Marti commenting on programs and quality 
of radio reception with copy of form letter in 
response to listeners outside of Cuba. 

DISPOSITION; Cutoff annually. De s t ro y 3 ye a r s a f te r 
cutoff. 

58.	 Audience Research Reports Files. Reports providing 
feedback on listener response to RMP broadcasts. 
Included are program evaluations by focus groups or 
panels of experts on Cuban radio; field surveys among 
the recent Cuban emigre population; surrogate listener 
panels; and interviews on Cuban media habits and 
audience response from emigres and visitors. Arranged 
chronologically by type of report. 

DISPOSITION; PERMANENT. Cutoff annually. Retire to 
FRC 5 years after cutoff. Transfer to the National 
Archives 25 years after cutoff in 5 year blocks. 

Volume on Hand; ca. 2 cubic feet.
 
Annual Accumulation; ca. 0.5 cubic foot.
 

59.	 Non-electronic documents or 
forms ned and used solely to create, update, or 
modify the rec in an electronic medium and not 
required for audit or urposes (such as need for 
signatures) and not scheduled 0 manent retention 
elsewhere in this schedule. These recor the 
source materials for the reports prepared under 
58. 



• • Destroy after the information has been 
converte electronic medium and verified, or 
when no longer neede ort the reconstruction 
of, or serve as the backup to, r file, 
whichever is later (GRS 20, 

60.	 Audience Research Master Files. Electronic file of 
data bases which contain the data from the audience 
surveys that Radio Marti conducts each year. 

a. Magnetic tapes. 

1 •	 Fin a 1 tape s for e a c h ye a r • 

PERMANENT. Cutoff annually. Transfer to the 
National Archives 10 years after cutoff, in 
software independent format specified by 36 Code 
of Federal Regulations, Ch. 1228.188. 

2.	 Monthly and other interim versions of the 
data that are superseded by the final annual 
cumulative tapes. 

TEMPORARY. May be overwritten when superseded. 

b. Documentation. 

1.	 Final annual tabulation and all analysis of 
field surveys in table form. 

Volume On Hand: ca. 6 cu. ft.
 
Annual Accumulation: ca. 10 ft. per year.
 

PERMANENT. Cutoff annually. Transfer to the
 
National Archives with tapes 10 years after cutoff.
 
May transfer to the FRC 2 years after cutoff.
 

2.	 Interim versions of tables. 

TEMPORARY. Destroy when superseded. 

3.	 Other documentation. One copy of each field 
survey questionnaire in Spanish and English 

version, if available; code books; record 
layouts; technical specifications of media; 
encoding information, and all information, in 
accordance with 36 Code of Federal 
Regulations, c n , 1228.188, that would 
facilitate the use of the magnetic tapes. 
tapes. With the exception of the original 
survey questions, this documentation should 
be i n Eng 1ish. 

PERMANENT. Cutoff annually. Transfer to the 
National Archives with tapes, 10 ye a r s a f te r 
cu to f f • 
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61. -Perception Analyzer- Tape Files. Magnetic tapes 
containing a record of the reaction of audiences, 
using -Perception Ana Ly z e r s to RMP broadcasts. Thev , 

results are summarized in the Audience Research 
Reports listed above. 

DISPOSITION; Erase when 5 years old or when no longer 
needed for research, whichever is sooner. 

PROGRAMS DEPARTMENT 
(VOA/MB) 

62.	 Logger Tapes. Audio tapes consisting of verbatim 
recordings of programs broadcast over Radio Marti, 
beginning March 27, 1985. Each tape covers one day of 
broadcasting and is on a 7 inch reel. These tapes are 
extremely thin and do not meet archival standards. 
they are intended only for temporary use. Because 
broadcasts are repeated, much of the logger tape 
material is duplication. 

DISPOSITION; TEMPORARY. Destroy when no longer 
needed for operations. 

63.	 Program Log. Daily report showing time, name, and 
length of programs broadcast over Radio Marti. 
Arranged chronologically. 

DISPOSITION; PERMANENT. Cutoff annually. Transfer 
to the National Archives with the Evening News Tapes 

Volume on Hand; ca. 4 cubic feet.
 
Annual Accumulation; ca. 1 cubic foot.
 

64 •	 I nd i vi d ualP r 0 g ram (Re fer e n ce) Tape s I I'H~9 X • 

a.	 Audio tapes of programs that document Radio Marti's 
mission to bring commentary, current events, 
social, political, and economic information to 
Cuba, including, but not limited to; -Enfoque-
(Focus), -Testimonio- (Testimony), -Mesa Redonda-
( Ro un d Tab 1e ), - Cub a sin ce n sur a - (C ub a Wit ho u t 
Censorship, and -Que Pasa en c a s a " (a comedy show 
produced by Radio Marti). In addition to these, 
programs deemed by Radio Marti staff to have 
importance in documenting Radio Marti's mission. 

DISPOSITION; PERMANENT. Cu to f f aft e r 3 ye a r s • 
Transfer to the National Archives 6 years after 
cutoff, in the format specified by 36 Code of 
Federal Regulations, Ch. 1232.4. May be retired 
to the FRC at cutoff. 
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b •	 0 the r pro g ram tape s not s e 1e c ted b y Ra d i 0 Mar t i 
staff as part of group a. 

DISPOSITION: TEMPORARY. Erase or destroy when no 
longer needed. 

65.	 Individual Program (Reference) Tapes Index. 

a.	 Printout or "snapshot" of the Individual Program 
(Reference) Tapes Index, containing the indexing 
data of only the tapes scheduled as permanent, to 
be run with each cutoff group and to include any 
documentation or instructions necessary to read 
the p r into u t • 

DISPOSITION: PERMANENT. Cutoff after 3 years. 
Transfer to the National Archives with the related 
permanent Individual Program (Reference) Tapes in 
item 64. 

b •	 E1e c t ron i c for m 0 f the i n de x and a c co mpan yin g 
documentation. 

DISPOSITION: TEMPORARY. Destroy or erase when 
s u pe r se de d • 

66. 

DISPOSITION: Destroy
 
GRS 21, Item 25).
 

67.	 Program Working Files. Daily record of all programs 
broadcast over Radio Marti. Includes Daily Broadcast 
Content Report, Cover Sheet for Broadcast Script, 
producers' copies of scripts with notes of deletions, 
add i t ion s, rev i s ion s, and 0 the r c han ge s fro m 0 rig ina 1, 
and background materials such as news sources. 

DISPOSITION: Cutoff annually. Retire to FRC 3 years 
after cutoff. Destroy 5 years after cutoff. 

68.	 Producers' Project Files. Form used to chart the 
progress of a program during the various stages of 
production. 

DISPOSITION: Cu to f fan n u a 11 y • Destroy 3 years after 
cu to f f. 
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69.	 Producer's Journals. Fo r muse d to co n t ro 1 the 

recordings of programs. Includes time on and time 
off, program name, length of time of program, 
technicians name, and remarks. 

DISPOSITION: Cu to f fan n u all y • De s t ro y 3 ye a r s a f te r 
cuto f f , 

NEWS DEPARTMENT 
(VOA/MN) 

70.	 Evening news Tapes. Tapes of the Evening News 
broadcasts, one show per day, 5 days per week. 

DISPOSITION: PERMANENT. Cutoff annually. Transfer 
to the	 National Archives 2 years after cutoff, in the 
format	 specified by 36 Code of Federal Regulations, 
Ch.	 1232.4. May be retired to the FRC at cutoff. 

Expected Annual Accumulation: ca. 80 reels per year. 

71.	 Daily Record of News Service Files. Daily record of 
news broadcast by RMP. Includes Daily Broadcast 
Content Reports, scripts, news sources, and other 
background materials. 

a.	 Master File. 

DISPOSITION: Cu to f fan n uall y • De s t roy 3 ye a r s 
after cutoff. 

b.	 Other copies maintained by reporters, writers, 
editors, and others involved in the preparation of 
the news broadcasts. 

DISPOSITION: Cutoff monthly. Destroy 3 months 
after cutoff or when no longer needed for refer-
ence, whichever is sooner. 

72.	 Stringer/Correspondents Files. correspondence, re-
ports,and copies of purchase orders and other payroll 
information relating to individual stringer/corre-
spondents. 

DISPOSITION: Cu to f fan n ua 11 y. De s t ro y 3 ye a r s a f te r 
c u to f f. 

73. News Reference Files. Reports, clippings from various 
publications, scripts, and other materials used by 
reporters and writers as background and reference 
files used in developing broadcast script. 
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DISPOSITION: Review files periodically. Destroy 
materials that are obsolete or no longer needed for 
reference. 

TECHNICAL OPERATIONS DIVISION 
(VOA/MT) 

74.	 Technical Supervisors' Office Files. Correspondence, 
memoranda, schedules, forms, reports, chron files, and 
other materials relating to the operation of the 
Division, not covered elsewhere in this schedule. 

DISPOSITION: Cu to f fan n ua 11y • Des t roy 3 ye a r s aft e r 
c u to f f. 

75.	 Technical Project Files. Copies of contracts, corre-
spondence, project logs, financial logs, and related 
materials concerning the contract. 

DISPOSITION: Cutoff on completion of contract. 
Transfer to the Procurement Office records necessary 
to complete their case file on the contract. Destroy 
rem a i n i ng r e co r d s 3 ye a r s aft e r c u to f f • 

76.	 Maintenance and Operations Controls Files. Logs, 
s c he du 1e s , i nve n to r i e s, and s i mil a r r e co r ds r e I a tin g 
to the day to day operations of the radio and relay 
stations. Including work schedules and assignments, 
parts inventories, tape duplication forms, maintenance 
logs (equipment trouble reports), operating logs, 
short wave reception logs, dehydrator pressure logs, 
generator operating logs, tube service reports, master 
logs, discrepancy logs, and production logs. 

DISPOSITION: Cutoff annually. Destroy 6 months after 
cutoff	 (II-NNA-2747, Items 3-19). 

ADVISORY BOARD ON RADIO BROADCASTING TO CUBA 

77.	 Advisory Board Subject Files. Agenda, minutes of 
meetings, correspondence with Board members, general 
correspondence, annual reports to The President, 
s pe cia 1 stu die s, and r e 1ate d mat e ria 1s co n ce r n i n g the 
functions and activities of the Board. Arranged by 
subject. 

DISPOSITION: PERMANENT. Cutoff annually. Transfe r 
to WNRC 5 years after cuto ff. Transfer to the 
Nat ion a 1 Arc h i ve s 2 5 ye a r s aft e r c u to f fin 5 ye ar 
blocks. 
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Volume on Hand; ca. 4 cubic feet.
 
Annual Accumulation; ca. 1 cubic foot.
 

7S.	 Advisory Board Chronological File. Outgoing 
co r res po nden ce 0 f the Boa r d f i 1e d c h r 0 no log i call y • 
These are not duplicates of other files. 

p,;~,nll tJ 6 a-r 
DISPOSITION; 1\ Cutoff annually. Transfer to the 
National Archives 25 years after cutoff. 

RECORDS COMMONTO MOST OFFICES 

79.	 Heads of Offices Files. Copies of memoranda, corre-
spondence, reports, newsclippings and other informa-
tional materials maintained by the Heads of a Depart-
ments or Divisions that relate to their programs. 

DISPOSITION; Cutoff annually. Destroy 2 years after 
cutoff (files having further reference use should be 
brought forward to the current year file). 

so. Records accumulated by 
internal adminis-

or housekeeping activities of the office 
an the functions for which the office 

exists. I general, these records relate to the 
off i ce 0 r gan 1 at ion, s t a f fin g, pro ce d u res, and 
communications; he expenditure of funds, including 
bud ge t r e co r d s; da - to - day a dmin i s t rat ion 0 f 0 f f i ce 
personnel including aining and travel; supplies and 
office services and equ ment requests and receipts; 
and the use of office spac and utilities. They may 
also include copies of inter activity and workload 
r e po r t s (i nc 1udin g wor k pro g res s tat i s tic a I , and 
narrative reports prepared in the fice and forwarded 
to higher levels) and other material that do 
serve as unique documentation of the pr 
off ice. 

DIS POSIT ION; Cu to f fan n uall y • Des t roy 2 ye a r s 
cutoff, or when no longer needed, whichever is soo r 
(GRS 23, Item 1). 

Sl. ervisors' Personnel Files. correspondence, forms, 
and 0 records relating to positions, authoriza-
t ion s, pe n act ion s, co pie s 0 f po sit ion 
descriptions, req s for personnel action, and 
r e co r d son i nd i v i duale m e e s du P1 i cat e din 0 r not 
appropriate for the OPF. 

DISPOSITION; Review annually and destroy rseded 
or obsolete documents relating to an individual 
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hin 1 year after separation or transfer 

(GRS 1, Item 18a). 

82 •	 Wor kin g Pa pe r san d Ba c kg r 0 un d Mat e ria 1 • Pro j e c t 
background records, such as studies, analyses, notes, 
drafts, scripts, and interim reports. 

DISPOSITION: Destroy 6 months after final action on 
project or 3 years after completion of report if no 
final action is taken. 

83.	 Chronological Files. Except those of the Office of 
the Director and the Deputy Director, and of the 
Advisory Board. Extra copies of communications, 
correspondence, and other materials arranged in order 
of occurrence either alphabetically, geographically, 
organizationally, or other method, and used as a 
ge nera 1 refer en ce f i 1e • 

DISPOSITION: Cutoff annually. Destroy when purpose 
has been served (usually one year). 

84. ave A lication Files. Application for Leave, SF 
equivalent,	 and supporting documents relating 

ts for and approval of taking leave. 

a. If	 time 

DISPOSITION:
 
pe rio d (GRS 2, I t e m
 

b. If	 timecard has not been 

DISPOSITION: Destroy after GAO audit or 
years old, whichever is sooner (GRS 2, Item 

85.	 Attendance Re orts Files. 

a.	 or equivalent. Copies of forms 
ording the time and attendance of 

DISPOSITION: Destroy	 the end of 
the pay period	 (GRS 2, 

b.	 Flexitime Attendance Records. 
and attendance records, such as sign-in n-out 
sheets and work reports,used for time accoun 
under Flexitime systems. 
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N: Cu to f fan n ua 11 y • Destroy after GAO 

audit or 3 years a . he ve r i s so 0 ne r 
(GRS 2, Item 3b). 

86.	 Procurement Files. Copies of contracts, requisitions, 
purchase orders, and related papers, that are duplicat-
ed in the official procurement files but necessary for 
administrative purposes in other offices. 

DISPOSITION: Destroy when no longer needed or on 
termination or completion, whichever is sooner. 

87.	 ord Processin Files. Documents such as letters, 
me sages, memoranda, reports, handbooks, directives, 
and anuals recorded on electronic media such as hard 
disks floppy diskettes and used to produce hard 

h is maintained in organized files. 

a.	 When use to produce hard copy which
 
is maintai ed in organized files.
 

DISPOSITION: elete when no longer needed to 
create a hard (GRS 23, Item 2a). 

b.When maintained on in electronic 
form, and duplicate th information 
ina nd t a ke the p La ce 0 f 
would otherwise be maintai d in hard 
copy providing that the hard opy has 
been authorized for destructio by 
the GRS or a NARA-approved SF 11 

DISPOSITION: De Ie te of 
the retention period 
h a r d co py by the GRS 0 r a 
NARA-approved SF 115 (GRS 23, Item 

88.	 Data Bases. Data bases that support 
or housekeeping functions, containing 

i n for mat ion i ve d fro m h a r d co py r e co r d s aut h0 r i zed 
for destruction b e GRS or a NARA-approved SF 115,
if the maintained in organized 
files. 

DISPOSITION: Delete information in
 
no longer needed (GRS 23, Item 3).
 

89. Documents of short-term interest 
:::-;~~~~~::::=~~o~cumen t a ry 0 rev i de n t i a 1 va 1ue and 

not be ore than 90 days. Examples 
be 10 w ; 
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Routine requests for information or publications 
and copies of replies which require no administra-
t e action, no policy decision, and no special 

a t ion 0 r r e se arc h for rep I y • 

b • 0 f f i ce co pie s 0 f. let t e r s 0 f 
transmittal at do not add any information to 
that contained 'n the transmitted material, and 
receiving office py if filed separately from 
transmitted materia 

c •	 Qua s i -0 f f i cia I no t i ce sin 
other records that do not se ve as the basis of 
official actions, such as noti s of holidays or 
charity and welfare fund appeals, ond campaigns, 
and similar records. 

DISPOSITION: Destroy when 3 months old, 
no longer needed, whichever is sooner (GRS 
I te m 7). 



• • United States 
Information 
Agency 

Washington, D.C. 20547 

USIA
 

AUG 24 1989 

Dear Mr. Rossman:
 

Enclosed is the final copy of the Radio Marti Disposition

Schedule as requested by your office. The revisions have been
 
incorporated into the original text on job number:
 
NCl-306-89-1, dated, October 14, 1988.
 

Thank you for your assistance on this project.
 

Sincerely, 

~]/.~ 
Thomas H. Connor 
Deputy Chief 
Domestic Support Division 

Mr. Kenneth Rossman 
Director 
Records Appraisal and 

Disposition Division, NIR 
National Archives and Records Administration 



.June 1, 1QS<l 

Mr. Thomhs Conner 
Acting Records Officer (M/ASP)
Un1 ted St-.at.esInformation Agency
301 6~h St.., S. w. 
Washingt.on, DC 20547 

Dear M-r. Conner, 

As ! ment.loned to you on ~he t.e 1ephone , ! am returning the Radio 
Mi'lrtirecords schedule, joh no. N1-306-SQ-1, with chi'lnges
annotat.ed. These changes mnst. be made ~fore this schedule can 
be forwarded to the Archivist of the United States for 
signature. I hAve already worked out most. of these changes with 
Radio M(I).rt,i so the revision process shouldst.aff.	 go smoothly. 

There are Ii few series added. and a few dispositions changed,
but on t.he whole, the schedule was excellent. There reillly were 
relatively few substantive changes, given the scope of the 
schedule. Mr. Heise did a fine job. Furthermore, it was a 
pleasure to work with the Radio Marti st.aff. Their knowledge
and interest made the work on the schedule go quickly. 

Please send a signed. correct.ed copy of the Radio Marti schedule 
to t.hls office. If you have any questions, feel free to call me 
at 724-1449. 

Sincerely, 

MARTHA I.. CRAWI.EY 
Records Appra.isal and 
Disposition Division 

Enclosure 

Offici~l File - Nt 
Day File - NIR 

cc:	 Crawley
Job File N1-306-89-1 

MCrawley t.6/1/SQ	 doc: MART! A CONNER: FII.E 

File - (J~;rA 

http:CRAWI.EY
http:correct.ed
http:annotat.ed
http:Washingt.on
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May 18, 1989 

Date 

Reply to Martha I,.Crawley, MIRM 
Attn of : 

Me.oranduB for the Record re M1-306-89-1 
Subject : 

Director, NIR 
To 

Les Waffen, NNSM, initially believed that ite. 68, the Daily
Record of News Seryioe Files should be kept as docu.entation 
of the Evening News Topes. However in a telephone
conversation on May 17 he agreed that ite. 61, PailY 
Broadcast Content Report Files, which several people in NN 
believed should be disposable, would serve as sufficient 
docu.sntation for the Evening Mews. On May 18 Elaine Everly
agreed that iteR 61 could be left peraanent, and therefore 
iteR 68 could re.ain teaporary, as proposed by Radio Marti. 
S.ince itea 68 w.ill serve as docUJtentation for the Eyening
~, its retention period should be synchronized with that 
of the news tapes. I proposed that iteR 68 be cutoff 
annually and transferred to the Notional Archives 2 years 
after cutoff, as are the news tapes. Dr. Everly agreed to 
this dispoSition. The schedule should be a.ended 
accordingly. The naae of the Daily Broadcast Content Report
Files will be changed to Proaru Loa, as per conversation 
with Elaine Everly May 23. 

Dr. Everly reiterated NN's position that ite. 55, Listeners 
Letters Files, should be disposable, as proposed by Radio 
Marti, particularly since only about 25\ coae fro. Cuba. 
Therefore, ite. 55 will reaain teaporary as proposed. 

MARTHA L. CRAWLEY 
Records Appraisal and
 
Disposition Division
 

Note: September 11, 1989: Radio Marti has decided on a 10 
year transfer of the Audience Research data base rather than 
the 5 years that I suggested to thea. 

National Archives and Records Administration 
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~-----------------------------------~-as--hl-n-g-to-n-'-D-C--2-64-0~8~ 

May 9, 1989
Date 

Reply to NNT
Attn of : ~y_/

Nl-306-89-l rSubject : 

Director, Records Appraisal and Disposition DivisionTo 

Despite differences of opinion on several of the items in 
the schedule and the appraiser's recommendations, NNT 
believes that it is appropriate for NIR to review the 
comments made by Elaine Everly with respect to the schedule 
items and proceed with USIA in the development of a revised 
schedule. The appraiser should feel free to call upon NNT 
for any other assistance needed prior to obtaining changes
in Nl-306-89-l. 

li .~ A. (-2JQ.,---
GERALDINE N. PHILLIPS
 
Director
 
Textual Projects Division
 

National Archives and Records Administration 
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Washington, DC 20409 

Date ;May 2, 1989 

Reply to 
Attn of ;E Everly 

Su~ecr ;NI-306-89-1 

To ;NNT 

This job is a schedule of the United States Information Agency's records of the 
Radio Marti Program, which was established in 1983 to broadcast news and 
entertainment programs to the people of Cuba. Of the 86 items on the schedule 
(there are two items numbered 19), 52 are covered by the General Records 
Schedules and have therefore been marked out by the appraiser. The remaining
34 items include textual records, audio tapes, and electronic records, and the 
job has therefore been reviewed by NNR, NNTA, NNS, and NNX. Because of the 
number of items under review and the fact that the NIR appraiser often recommends 
a disposition different from the one on the schedule submitted by the agency, I 
have listed the items under review and the recommendations of the reviewers, 
including my own. 

Item 1	 Directorate Subject Files NNR, NNTA, and I agree with the appraiser 
that t~ese records are permanent and we agree with her recommendation 
to intlude the Newsletters (item 54) with the Subject Files. 

Item 2	 Biographic Files NNR believes these files are non-permanent; NNTA 
agrees with the appraiser that they are permanent. While I share NNR's 
misgivings about the permanency of these files, I recommend accepting
the schedule and the recommendation of the appraiser. I do recommend 
that the transfer date be changed to 25 years as NNTA suggests. This 
would be consistent with the transfer date of item 1. 

Item 26 General Management Files All agree with the schedule that this is 
non-permanent. 

Item 46 Quarterly Situation Reports NNR, NNTA, and I agree with the appraiser 
that the published annual report be scheduled as permanent and the 
quarterly situation reports as disposable. 

Item 47 Daily Radio Reports Files All agree with the schedule that this is 
disposable. 

Item 48 Calendar of Significant Events Files All agree with the schedule that 
this item is disposable. 

Item 49 Calendar of Upcoming Events Files All agree with the schedule that this 
item is disposable. 

Item 50 Radio and TV Monitoring Files NNS agrees with the schedule that this 
is non-permanent. 

Item 51 "Testimony" Program Inter~ti!W:Eiles NNS agrees with the appraiser that 
this item is permanent. Schedule should be changed as NIR appraiser
recommends. 

National Archives and Records Administration 
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Item 52	 Program Background Files All agree that this item is disposable. 

Item 53	 Information Center Files All agree that this item is disposable. 

Item 54	 Radio Marti Newsletter File NNR, NNTA, and I agree with the appraiser 
that this should be included in item 1. 

Item 55	 Listeners Letters Files NNR, NNTA, and I agree with the schedule that this 
item is non-permanent. We disagree with the NIR appraiser who recommends 
permanent retention. 

Item 56	 Audience Research Reports Files All agree that these are permanent. We 
also agree with appraiser's recommendation to remove the tables and include 
them as a supplement to item 58. 

Item 58	 Audience Research MasteF_~iles NNX agrees with the appraiser that these 
records are permanent~1In the changes as proposed by her. 

Item 59	 "Perception Analyzer" Tape Files NNX agrees that these files are disposable. 

Item 60	 Logger Tapes NNS agrees with the appraiser that this item is disposable. The 
schedule should be changed accordingly. 

Item 61	 Daily Broadcast Content Report Files The NIR appraiser recommends concurrence 
with the schedule even though item 60, which this file indexes, is disposable. 
NNR and NNTA have not commented on this item. I-have~Qoubts about the permanency 
of this item, especially since it serves as an index to item 60, which is disposable 
Why does NIR beli-eve this is permanent and what transfer dates does she 
recommend? The schedule states the records are to be transferred with item 60. 

Item 62	 Reference Recording Tapes NNS agrees with the recommendations of the 
appraiser that "significant" tapes, selected by the Radio Marti staff, are 
permanent and should be transferred to NARA as the appraiser suggest&. 

Item 64	 Program Logs Files All agree with that these records are disposable and all 
agree with the appraiser's recommendation to change the title of the series. 

Item 65	 Project Log Files All agree with the schedule that these records are non-
permanent. All also agree with the appraiser's recommendation to change the 
title of the series. 

Item 66	 Production Report Files All agree with the schedule that these records are 
non-permanent. All also agree with the appraiser's recommendation to change 
the title of the series. 

Item 67	 RMP Handbook All agree this is permanent. We also concur with the appraiser's 
recommendation to move this item to show that it is a part of the records of the 
Director's Office. NNTA recommends that the transfer date be changed to 25 
years to conform to the dates of transfer for other records of the Director. 

Item 68	 Daily Record of News Service Files NNS disagrees with the schedule and with 
the appraiser in recommending that the Master File be permanent. I recommend 
that NIR talk directly with NNS re::':.dJ~:iS matter. A/If/ S~	 ,ez,.. ~ ~ .. c .. # 

~4~1 

?!t.un T~~ 
Items 69, 70, 71, 72, 73, 74, 75~~1 agree with the schedule as submitted by the agency. J 

http:non-permanent.We
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Item 79	 Chronological Files All agree with the appraiser that the files of the 

Director and Advisory Board are permanent. The transfer date for these 
files should be 25 years to conform with the dates of transfer for other 
series. 

Item 82	 Procurement Files All agree with the schedule that this item is disposable. 



Washington, DC 20408 
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I n t e r 0 f f ice M e m 0 ran dum 

DATE: April 13, 1989 

REPLY TO 
ATTN OF: NNSM 

SUBJECT: Comments on NIR Appraisal of Nl-306-89-l 

TO: NNS 

We are in aeneral aareement with NIR's appraisal of the 
audiovisual records in the Radio Marti schedule. and we wish to 
commend the appraiser, Martha Crawley, for a very careful and 
thorough job. 

We feel her analysis of the records being created and the 
solutions she has proposed especially with regard to the program
tapes (item 62) and the "Evening News Tape" series will provide
excellent documentation for future researchers and historians. 

The only question we raise regards the disposition of item 68 
containing the master file of "Daily Record of News Service 
Files." This series would appear to be needed as permanent
textual documentation of the News Department's broadcast 
activities. As such the series would complement the permanent
series of audiotapes of the news programs. If this reasoning has 
merit, then we believe item 68 should be a permanent record 
series. 

Ll:17e ?;:;fen
Acting Chief 
Motion Picture, Sound,
and Video Branch 

National Arcbires and Records Administration 
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Washington, DC 20408 

Date April 3, 1989 
Reply to 
Attn of : NNRC 

Subject : Nl-306-89-1 

To NNR 

This job is a propos~d sch~dul~ for th~ r~cords of th~ Radio Marti Program,
part of Voic~ of Am~rica, Unit~d Stat~s Information Agency. 

The appraisal memorandum proposes sev~ral chang~s from th~ propos~d 
sch~dul~. I hav~ no obj~ction to th~ propos~d sch~dule, except as 
described below. 

It~m 2. I do not think this series of biographic files has permanent 
val ue , 

Item 46. I agree with the appraisal report, not th~ schedule. Only the 
published annual report on Cuba should b~ retain~d, not the quarterly 
situation reports. 

Item 51- I agre~ with th~ schedul~, not the appraisal report. 

Item 55. I agree with the schedule, not the appraisal report. 

Item 58. I agree with the sch~dul~, not the appraisal r~port. 

'Item 60. I agre~ with the appraisal report, not the sch~dul~; the logg~r
tapes have only t~mporary value. 

Item 62. I agree with the schedule, not the appraisal r epor t , even though
I think item 60 is not permanent. 

In addition, the appraisal report r~commends th~ addition of a n~w item 
(d~scribed before it~m 68) for Ev~ning News Tapes, which would accumulat~ 
at 80 reels per year. I disagr~e. In short, I do not think all of the 
records and tapes documenting th~ activiti~s of th~ Radio Marti Program, a 
rather minor part of USIA, n~~d to be retained permanently. The National 
Archives provid~s ref~r~nc~ s~rvic~ in the form of l~tters; we do not k~ep
copies of those letters to docum~nt what we do. 

frl-Jt- D. ll~~~ 
MILTON O. GUSTAFSON
 
Chief, Civil Refer~nc~ Branch
 

j./IJ t2 C"Y1..~ , 

~..;{1~ National Archives and Records Administration 
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Washington, DC 20408 

Date April 19, 1989 
Reply to 
Attn of : NNTA 

Subiect : Nl-306-89-1 

To Elaine Everly - NNT 

Overall, this is an excellent appraisal report. I would like, however, 
to see more consistency in the transfer dates for certain series. 
Specifically, I think Items 1 and 2 should have the same transfer dates. 
This also applies to the chronological file, which is to be added, and 
Item 67, since it will be transferred to the Director's Office part of 
the schedule. It should also apply to Item 74 and the chronological
file that will be added there. 

NNTA-S disagrees with the appraisal report on Items 46 and 54 and I 
think his views should be taken into consideration. However, I agree 
with Ms. Crawley's recommendations that those items be changed. I 
think she makes a good case for changing them. On the other hand, I 
disagree with her proposed change regarding Item 55. I don't believe 
such letters are of permanent value. 

r hope that the above matters and any issue raised by other divisions 
can be resolved quickly so that a revised schedule can be approved. 

~~ RONALD E. SWERCZEK 
Chief, Archival Projects Branch 
Textual Projects Division 

National Archives and Records Administration 
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Date 

Replyt~pril19, 1989 
Attn of : 

NNXA (MCGOVern)~
Subject : 

Comments on Nl-306-89-00l 
To 

NNT 
NIR 

The records schedule discussed in this appraisal memo covers the 
records of the Radio Marti Program, a component of the Voice of 
America. There are several items that are pertaining to 
electronic records. 

Item 58, Audience Research Master Files, is a database containing
data from the three surveys conducted annually by Radio Marti. 
The item is proposed for permanent retention. Martha Crawley
proposes in her memo that the tables from Item 56, Audience 
Research Reports Files, be included in item 58 as a supplement to 
documentation. She also suggests that the proposed transfer of 
Item 58 be changed from ten years to five years in the 
disposition, if the agency will agree to the change. 

I concur with the appraisal of Item 58 as permanent and with both 
of the proposed changes to the item. 

Martha and I have discussed a minor concern about documentation 
for Item 58. She has attached a copy of the survey
questionnaire which is, of course, in spanish. NNX has other 
files that have documentation in a foreign language, but English
versions of the documentation, when available, would be helpful
for processing. Martha has indicated that the documentation 
should not be a problem because the essential elements of 
documentation will be in English. She has agreed to propose an 
additional statement on the records schedule to request the 
transfer of English versions of the various elements of 
documentation if they are available. 

Martha and I also discussed Item 59, "Perception Analyzer" Tape
Files which is an interesting item but does not warrant permanent
retention. I concur with the disposition of the item as 
disposable. 

National Archives and Records Administration 
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Finally, there is the second Item 62, Individual Program
(Reference) Tapes Index. If the index was cumulative and the 
program continued for any length of time, the index in its 
electronic form might be a useful finding aid for the audio 
tapes. If NNSM is not interested in retaining the index in 
electronic form then I concur with the disposition of Item 62. I 
indicated to Martha our willingness to accession the index as a 
finding aid for the audio tapes. 

In summary, I concur with the disposition of Item 58 as permanent
with the changes proposed by Martha Crawley; and with the 
dispositions of Items 59 and 62 as disposable. 

Concurrences: 

~V'~ LE;,~ 
~Chief, Archival Services Branch 
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DAte: March 30, 1989 

Reply to the 
attention of: NNTA-S 

Subject: Nl-306-89-1 

To: NNTA 

This seems to be a very comphrensive schedule on the records of 
U.S.I.A. 's Radio Marti. Martha L. Crawley, NIRM, seems to have 
identified several series omitted from the original job. I still 
have some questions about two of the items she wished to change. 

Item 46. Quarterly Situation Reports (QSR). I am unclear 
about the relationship between the QSR and the annual 
version of the report. Does the Research Department compile
the annual report, and supply it to a commercial publisher?
How can you schedule a commercial publication to replace the 
quarterly reports? I assume the publisher of the annual 
report provides a copy or copies to Radio Marti which can bp
designated for permanent retention, but I am not convinced 
that it should or could replace the QSRs. 

Item 54: Radio Marti Newsletters. I disagree that it should 
not be considered a series because of its small volume, and 
I do not see why it should be interfiled with the 
Directorate Subject Files. 

Items 50, 51 60 and 62 should be reviewed by NNSM, and items 58 
and 59 should be reviewed by NNX. 

Assistant Chief,
Archival Projects Branch 
Textual Projects Division 

National Archives and Records Administration 
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Washington, DC 20408 

Date March 17, 1989 
Reply to 
Ann of : Martha L. Crawley, NIRM 

Subject: Appraisal of records covered by N1-306-89-1 

To Director.~~~, 

The United states Information Agency submits Job No. N1-306-
89-1 to cover the records of the Radio Marti Program. Radio 
Marti, a component of the Voice of America, went on the air 
on May 20, 1985. It was authorized by the Radio Broadcast 
to Cuba Act (PL98-111) signed by President Ronald Reagan on 
October 4, 1983. Its purpose is to provide objective and 
balanced broadcasting of news and features to fill in the 
gaps caused by 25 years of censorship by the Cuban 
government. All broadcasts to Cuba are made from 
Washington, DC v.1.aa transmitter in Marathon, Florida. 
Radio Marti has a director, deputy director, and four 
departments: News, Programs, Research, and Audien~e 
Research, as well as an Administrative Office, a Personnel 
Office, and a Technical Operations Division. Furthermore, a 
nine member, Presidentially appointed Advisory Board reviews 
the activities of the Radio Marti Program and makes 
recommendations to the President, the Director of USIA, and 
the Director of the Voice of America. 

This schedule lists 85 items, which cover all headquarters
and field office records of the Radio Marti Program. The 
number 19 was used twice, so there are really 86 items. 
Fifty-two items fall under the General Records Schedules. 
Of the remaining items, nine are scheduled for permanent 
retention. Most of the paper records are in English, except 
for some items in Spanish, such as correspondence and some 
source material for the research and audience research 
departments. The biography files are chiefly in Spanish, 
with a few biographies in English. Tapes of Radio Marti 
broadcasts and the Testimony interviews are in Spanish. 

Office of the Director and Deputy Director 

Item 1. Directorate Subject Files. These files of the 
offices of the Director and Deputy Director consist of some 
incoming correspondence, memoranda within Radio Marti and 
USIA, telegrams, Radio Marti Program Fact Sheets, reports, 
speeches and other items as described. Included in the 
Director's files are USIA Director's requests and ·Z-Grams,"
which are requests fro. Director Charles Z. Wick. Also 
included are memoranda concerning weekly meetings of the 
Radio Marti Director with each department in RM. Mostly in 

National Archives and Records Administration 
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English, these files are chiefly unclassified, although some 
Confidential and Secret items are included. As these records 
document the policy decisions of Radio Marti, I agree that 
they are permanent records to be transferred to the National 
Archivp.s as scheduled. One addition that should 5~made to 
this series is the set of Radio Marti newsletter~escribed 
as Item 54. This closed set is too small to schedule 
as a separate series. 

A second series not included in the job as submitted is 
located in the director's office and should be scheduled as 
permanent. The Chronological file contains outgoing
correspondence, often with attachments and original incoming 
letters attached. These are mostly unclassified, but 
occasionally a confidential letter is located here. These 
are not duplicates, but are policy related correspondence in 
addition to the policy related materials found in series 1. 
This series, comprising about 4 inches per year, should be 
added to the schedule. 

Another series that should be scheduled in this office is 
the RMP Handbook of Broadcast Operations Files. This is 
presently scheduled under the Programs Department and is 
described as item 67. This handbook promulgates the 
director's policies and is held in the Director's office, so 
it should be located in this part of the schedule. 

Item 2. BioaraDhic Files. These biographies, filed in the 
Directorate, are compiled from tapes made by recent emigres
and from other sources on prominent Cuban citizens and 
government officials. The biographies are in Spanish. 
Arranged alphabetically, some of the folders contain the 
tape cassettes from the interviews. I recommend that the 
Biographies be cutoff and transferred to NARA as scheduled,
but that the tapes be weeded from the folders before 
transfer. The tapes themselves are not permanent, as they
serve merely as sources for the biographies and duplicate
the information in the typed version. There are only a few 
tapes scattered in this file.There are approximately 12 cu. 
ft. on hand. Radio Marti staff expect an annual 
accumulation of about 1.5 cu. ft. for the next few years, 
tapering off to a much smaller amount in the future. 

Administrative Office 

Items 3-25 are covered by the General Records Schedules and 
are not covered in this schedule. As already noted, the 
number 19 was used twice, so the schedule needs to be 
renumbered. 

Item 26. General Management Files. This is a catch-all 
series for correspondence, forms, reports and related 
records that have to do with internal administration of 
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management activities such as procurement, budget, office 
services, supply, and other routine administrative 
activities that do not fall into a series covered by the 
GRS. I agree that these have no permanent value as they do 
not document Radio Marti's mission and they have no 
informational value. I agree that they should be cutoff 
annually and destroyed 2 years after cutoff. 

Item 27 is covered under the GRS and is not included in this 
schedule. 

Personnel Office 

Items 28-45 are covered under the GRS and are not included 
in this schedule. 

Research Department 

Item 46. Quarterly Situation Reports (QSR) Files. The 
correct title is: Cuba - Quarterly Situation Report. ThesA 
are not reports on Radio Marti operations but on Cuba 
itself. They are valuable because they represent the main 
summary of the work of the research department. The OSRs are 
issued as a key element of information for Radio Marti 
staff; however, the information in them is reproduced
annually in the commercially published Cuba - Annual Report.
It cannot be guaranteed that the annual published version 
will be easily obtainable by future researchers unless 
preserved by this department. It would facilitate 
historical research if the data were preserved with the 
Radio Marti records. The published annual report should be 
scheduled as a permanent series. The OSRs that make up the 
text of the annual version should be destroyed as they are 
merely source material that is copied almost word for word 
into a more convenient format. Therefore, I disagree with 
Radio Marti's disposition of the Cuba - Quarterly Situation 
Reports as per.anent and suggest that the published annual 
report be scheduled as permanent instead. The OSRs should be 
cutoff annually and destroyed when each annual report is 
published. 

Item 47. Daily Radio Reports Files. Twice daily summaries 
of major Cuban news broadcasts. These do not document the 
activities of Radio Marti. Furthermore, while they would 
have some informational value concerning Cuba, that 
inforllation is sUllmarized in Item 46. I agree that they are 
not permanent records and and should be cutoff annually and 
destroyed 3 years after cutoff. 

Item 48 Calendar of Significant Eyents Files and Item 49 
Calendar of Upcoming Eyents Files. These lists of 
significant events relating to Cuba are useful only 
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temporarily. They have no secondary research value and 
should be destroyed 1 year after cutoff, as proposed. 

Item 50. Badio and TV Honitorina Files. These audio tapes
and video cassettes of Cuban radio and TV programs have some 
informational value on Cuba, but as they are broadcast 
openly in Cuba, the information contained in them are 
available to historians from other sources than Radio Marti,
such as the Foreign Broadcast Information Service. These 
items are reference material only, used for Radio Marti 
broadcasts. Like Item 46, they should not be saved as 
permanent historical records. I agree with the proposed 
disposition that they should be reviewed periodically and 
erased when no longer needed for reference. 

Item 51. -TestimonY- Program Interview Files. Ramon 
Mestre, head of the Research Office, tells me that only
about 50% of each interview of recent emigres is actually 
used on the Testimony broadcast. The Testimony
(-Testiaonio-) prograa is an important one because it 
provides eye witness accounts of conditions and events 
inside Cuba, which are then broadcast to the Cuban people.
This is an important part of the mission of the Radio Marti 
Program. I disagree with the designation of these tapes as 
temporary, because so much of the testimony is left out of 
the broadcast. Further.ore, Radio Marti policy calls for a 
cut off date of 1953 for topics presented on the air. Some 
Testiaony interviews include information on the individual's 
activities in the 1920s, 1930s, and 1940s, and are oral 
history accounts of the early Communist party in Cuba. 
Radio Marti staff consider these interviews unique because 
they are not duplicated in the files of other agencies. I 
recommend that these tapes be considered permanent. There 
are 80 cassettes accumulated now, and they accrue at a rate 
of 25-30 per year. Mr. Mestre indicated that, although the 
interviews will continue to be aade on cassette, Radio Marti 
is willing to copy thea onto reel tape meeting archival 
standards, when they are due for transfer to the National 
Archives. It would not be wise, however, to expect that this 
duplication would always be performed. I would recoaaend 
accepting the tapes as they are, on cassette, rather than 
scheduling them dependent on copying into reel format. I 
recommend the following disposition: Original Testimony 
interview cassettes are permanent. They should be cutoff 
every two years and transferred to the National Archives 
five years after cutoff. 

Item 52. Proaram Background Files. These are fragmentary
working files of writers and producers of programs such as 
-Focus- and -Roundtable.- Included are scripts, copies of 
source information, and related reference materials kept by 
individual analysts. These are only working reference files 
and should be destroyed as proposed. 

4
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Item 53. Information Center Files. The Information Center 
is really a small reference library which contains mostly
published material. Bibliographies, lists of experts,
Research Notes, Information Center bulletins, and similar 
reference aids are produced by the Information Center to 
assist Radio Marti staff in developing programs. They are of 
strictly reference use, and should be destroyed when no 
longer needed for reference. 

Ite. 54. Radio Marti Newsletters. Internal newsletter that 
was issued periodically from June 1987 to July 21, 1988. It 
is no longer issued. There is only about 1 inch of 
newsletters, arranged chronologically and the schedule 
should be amended to show this. They are permanent and 
should be transferred to the National Archives when 25 years
old. Because of its very small volume this closed set of 
newsletters should be filed into the subject files of the 
Director's Office and retired with those records as 
scheduled. 

Audience Research 

Item 55. Listeners Letters Files. Aproximately 25\ of 
these letters are fro. listeners inside Cuba. The rest are 
from other areas of Latin Aaerica, the Pacific, and Europe.
In 1985 there were 506 letters; in 1986, 995; in 1987, 1100;
in 1988, approximately 600-700. According to Audience 
Research staff, correspondents are very open about opinions
concerning Radio Marti broadcasts. Furthermore, some 
letters are sent to the United States at some risk to the 
sender. Although these are a source for the audience 
research reports, item 56, the original letters should 
contain detail of description not found in the reports.
There are approximately 7 feet on hand, including those for 
1988, and they accumulate at a rate of approximately 2 feet 
per year. I disagree that these letters are of only
temporary value and recommend that they be cutoff annually,
transferred to the FRC after 3 years, and offered to the 
National Archives after 25 years. 

Item 56. Audience Research Reports Files. These research 
reports su..arize considerable research into the response of 
listeners to Radio Marti prograas. An exaaple of these 
reports is -Radio Listening Habits in Cuba- which summarizes 
the results of the audience surveys. This report, however, 
includes only about 10\ of the tabulated data from the 
electronic data bases represented by Item 58 Audience 
Research Master Files. I agree with the disposition
proposed for these reports. In addition, however, item 58 
should be saved. Furthermore, the tables, in printout form,
have been included in this series. I recommend that the 
tables be broken out from item 56 and included as a 
supplement to the documentation of the electronic record, 
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item 58. As Radio Marti plans to run printout tables monthly
that cumulate in the final annual tables, I recom.end that 
only the final annual tables be scheduled as permanent. 

Item 57. Input/Source Records.This series is covered by the 
GRS and is not included in this schedule. 

Item 58. Audience Research Master Files. This is the 
electronic file of data bases which contain the data from 
the three audience surveys that Radio Marti conducts each 
year. Attached is an example of one of the 
questionnaires.Only about 10\ of the tabulated data actually
appears in the report -Radio Listening Habits in Cuba.-
Furthermore, the printouts of the tables do not contain all 
of the possible tabulations of the data. This electronic 
file contains the survey data fro. 1986 to 1988. Each year's
surveys are entered and are cutoff at the end of each 
calendar year. No data is erased. The data for 1985 was 
analyzed by hand and is not in the electronic record. Radio 
Marti has tapes and printouts covering 1986, 1987, and 1988. 
There should be 3 tapes per year, covering the three 
different surveys that they do; however, the latest 
contractor has the tapes, not the Audience Research Office. 
The contractor is now loading the tapes into USIA's 
computer. The tapes will not be included in USIA's Research 
Office tapes, but must be scheduled separately under Radio 
Marti. Radio Marti experienced some problems with their 
contractors that produce the data bases fro. the survey
questionnaires, so do not now have a record layout for the 
file. They do have a code book, however, and will try to 
obtain as much documentation on the system as possible. As 
mentioned above, the tables in printout form should be 
broken out of item 56 and scheduled as dOCUMentation to the 
electronic tapes. 

In the future, Radio Marti plans to input questionnaire data 
and run printouts on a .onthly basis, and produce a summary
report every six months. The final tables, final report, and 
final tape would be cumulative for the year. Therefore, only
the final tables, reports, and tapes should be scheduled as 
permanent. the Interim materials should be scheduled 
separately for disposal. 

The chief obstacle to scheduling this system is the Audience 
Research director's concern for security of this file. 
Although not security classified, the information is 
sensitive, she believes. The sensitivity seems to rest in 
the fact that individuals surveyed believed that their 
responses were confidential. It is not clear to me how 
access to this file would expose these individuals, however. 
Furthermore, the Audience Research head believes that there 
is foreign intelligence interest in this system, and for 
that reason, it should not be available to the public. She 
does state, however, that Radio Marti uses information from 
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this system in unclassified presentations to Congress,
particularly in relation to budgetary questions. She knows 
of no FOIA requests that have been filed for this 
information and is unaware of what legal provisions would 
permit the withholding of information fro. this data base. 
She was willing to agree to a ten year transfer of a copy of 
the electronic tape under the assumption that sensitivity
would not be an issue for ten year old data. She felt that 
one year or five years were too soon. She is now aware of 
the preservation and documentation responsibilities that she 
would take on if Radio Marti were to insist on delaying the 
transfer for ten years. She is now pursuing the question
within USIA. In summary, I disagree with the proposed
disposition of item 58. This electronic system, with full 
documentation, should be permanent, and a transfer date that 
meets preservation and documentation needs must be worked 
out.! propose that the final tapes and their documentation 
be cutoff annually and transferred to NARA 5 years after 
cutoff. 

Item 59. "Perception Analyzer" Tape Files. The Perception
Analyzer is a machine that takes readings from hand held 
dials. About every other month a group of 20 to 40 recent 
emigres forms an audience and listens to Radio Marti 
programs. Each person is given a Perception Analyzer dial, 
and moves the dial to register approval or disapproval
levels as he listens to the programs. The Perception
Analyzer records this information and displays it on a 
screen and on a computer tape. This material is summarized 
in reports described in item 56, and are merely background 
and input information. I agree that item 59 is disposable. 

Programs Department 

Item 60. Logger Tapes. These are extremely thin, compact 
audio tapes that record every second of Radio Marti 
broadcasts. They are used by technicians and others for 
short term reference only. The logger tapes are subject to 
"print through," which is the process by which sound from 
one part of the tape bleeds through onto another part,
making the data unintelligible. This process can occur as 
early as 5 - 10 years. The logger tapes are not in a 
permanent medium and are too voluminous to be reproduced on 
archival standard tape. While the programs department could 
copy a few important programs onto 7 inch reel tape, the 
sound is of very poor quality. It is not possible to convert 
all the logger tapes in their entirety. Furthermore, it is 
questionable whether every second of Radio Marti broadcast 
needs to be saved. For example, some feature broadcasts are 
repeated at different times during the week. Also, news 
broadcasts can repeat the same news stories at the morning,
noon, and evening news. Saving every moment of broadcast 
would result in much repetition. Furthermore, some programs 
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are just broadcasts of taped music which of itself has no 
informational or docuaentary value. Therefore, I recommend 
that the logger tapes be designated temporary, to be 
disposed of when no longer needed for operations. This 
disposition, however, necessitates changes in several of the 
other series, particularly item 62, as coverage of Radio 
Marti broadcasts that document the program's performance of 
its mission to provide balanced news and feature programming
to Cuba must be obtained from some other series than the 
logger tapes. 

Item 61. Daily Broadcast Content Report File. This daily
report is a useful record of programs broadcast despite the 
fact that it will not be used as an index for the logger
tapes. It would be better named "Program I.og." I agree 
with the disposition proposed. 

Item 62. Reference Recording Tapes. This series takes on new 
importance with the elimination of the logger tapes as a 
permanent series. These are 10 inch reels of audio tapes of 
Radio Marti programs, arranged by program name. I disagree 
with the proposed disposition. While it is true that some 
material has no permanent value in documenting Radio Marti 
activities, other tapes document Radio Marti's primary
mission of providing unbiased programming to Cuba. 

The program tapes that are of permanent value include 
"Focus" ("Enfoque"), "Testimony" ("Testimonio"), "Round 
Table" ("Mesa Redonda"), and a series of special programs 
called "Cuba Without Censorship" ("Cuba sin censura").
Focus is a series of 15 minute presentations, broadcast five 
times a week, on topics such as abortion in Cuba, Cuba 
confronting glasnost, Gorbachev's visit to Cuba, and the 
Hispanic vote in the U. S. Testimony, as discussed in item 
51, consists of excerpts from taped interviews with recent 
emigres on conditions and events inside Cuba. Round Table 
is a regularly scheduled half hour program in which panels
of experts discuss such diverse subjects as relations 
between Spain and Cuba, tourism in Cuba, Angola, AIDS, human 
rights, disinformation in Cuba, and ~Tose Marti, the Cuban 
hero. Cuba without Censorship is a series of occasional 
specials, usually about an hour long, concerning events that 
have not been presented openly in Cuba before. They are 
often exposes based on reports of emigres who were well 
known and respected in Cuba concerning issues that have been 
subject to censorship. One final program, MOue pasa en 
casa," is a comedy show produced by Radio Marti rather than 
by contractors. The program contains topical references to 
Radio Marti itself and is very popular in Cuba. It, too, is 
of permanent historical value. It is important to note that 
these tapes are in Spanish. I recommend that tapes named 
above and others that demonstrate Radio Marti's presentation
of commentary, current events, social, political and 
economic information be scheduled as permanent records. They 
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should be saved by Radio Marti staff, cutoff after 3 years 
and retired to the FRC. They should be transferred to the 
National Archives 6 years after cutoff. The tapes that would 
be scheduled as permanent would amount to about 540 10 inch 
reels per year. (It is important to note that each program,
regardless of length, is on a separate tape, leaving most of 
the tape blank. There is plenty of room to consolidate 
several reels onto one reel after transfer). Tapes not 
selected for permanent retention can be erased when no 
longer needed for broadcast. Finally, Radio Marti staff 
suggest that a better title of this series would be 
Individual Program (Reference) Tapes and I concur. It should 
be changed on the revised SF 115. 

One new series should be added here. The Program Department 
is creating a simple listing in electronic form for the 
Program tapes. As the collection is small, a printout of the 
list should suffice as a finding aid for the tapes.
Therefore, I propose the following disposition: 

Individual Program (Reference) Tapes Index 

a.	 Printout, or "snapshot" of the Individual Program
(Reference) Tapes Index, containing the indexing data of 
only the tapes scheduled as permanent, to be run with each 
cutoff group and to include any documentation or 
instructions necessary to read the printout. Permanent. 
Retire with tapes after 3 year cutoff and offer to the 
National Archives 6 years after cutoff. 

b. Electronic form of index and accompanying documentation. 
Destroy when no longer needed. 

Item 63. Library Sound Recordinas. Music and other sound 
recordings used for special effects and background in RMP 
programs.Covered by the GRS and not included in this 
schedule. 

Item 64. Program Logs Files. This is a catch all series for 
numerous different types of items that are not covered by
other scheduled items. This series covers the reference and 
background files held by individual writers and producers. 
It would be better called Program Working Files. I agree
that these aaterials are disposable as they are only working 
materials and are scattered among the files of the program 
staff. I recommend that the series title be changed on the 
SF 115. 

Item 65. Pr01ect Log Files. Producers' form used to chart 
the progress through the production process. Should be 
called Producers' Project Files. I agree with the proposed 
disposition as this item is used simply to keep track of 
production. I suggest that the series title be changed on 
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the SF 115. 

Item 66. Production Report Files. Should be called 
Producers' Journals. These are schedules submitted by
some, but not all, producers to the executive producer, as 
well as other .aterials that producers use to schedule 
programs. They list tiae on and time off, prograa naae, and 
other production information. As these have no permanent
historical value, I agree with the proposed disposition. 

Item 67. BMP Handbook of Broadcast Operations Files. A 
manual describing RMP policies and procedures. I agree that 
part a, the record copy of handbook is permanent. However,
there is not 1 cu. ft. on hand. There is only one handbook 
at present. The annual accumulation is about 0.1 cu. ft. as 
stated. I agree that part b., background materials, are 
disposable. The record copy of the handbook, however, is not 
located in the Programs Department but in the office of the 
Director. This is the office that issues the handbook. I 
suggest that this series be moved under the cognizance of 
the Office of the Director. 

News Departaent 

With the elimination of the logger tapes as a permanent
series there is now no permanent series that preserves the 
news broadcasts of Radio Marti. As the broadcasting of news 
to Cuba is one of the .ain .issions of Radio Marti, the lack 
of this coverage represents a serious gap in the historical 
record of the radio program. There is now no series that 
adequately provides this coverage. News scripts do not 
contain the broadcast reports of correspondents. Tape
cartridges of correspondents' reports do not contain the 
reportage of the ·anchors· at Radio Marti's studio. Radio 
Marti staff suggested a solution to this problem in offering
to tape, on 1/4 inch reel tape, at 3 3/4 ips, the evening
news broadcast. I think this solution is excellent. This 
would result in an accu.ulation of approximately 80 reels 
per year of audio tape. The head of the news department has 
approved this plan. I propose the following disposition of 
this series, in lieu of the logger tapes: The Evening News 
Tapes. Tapes of the Evening News, broadcast 5 days per week, 
taped on 1/4 inch reel tape at 3 3/4 ips. Approximately 3 
shows per reel. Cutoff annually. Transfer to the National 
Archives 2 years after cutoff. The news department should 
not need these tapes for reference longer than two years. 

Item 68. Daily Record of News Service Files. These include 
Daily Broadcast Content Reports, scripts, news sources and 
other background materials. Part a. Master File: There are 
approximately 67 cu. ft. on hand that cover 1986-1989. 
Include are stories that were used on the air as well as 
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those that were not used. There are no subseries in this 
voluminous file. Everything is arranged in a rough
chronological order, regardless of the subject or value of 
the material. Part b. Other copies, are maintained as 
individual working files by reporters, editors, and others 
involved in the broadcasts. I agree that this series has no 
permanent historical value. I agree with the proposed
disposition. 

Item 69. Stringer/Correspondents Files. I agree that these 
administrative files chiefly concerning pay and contracting
.atters, are temporary and should be destroyed 3 years after 
each annual cutoff. 

Item 70. News Reference Files. This is a catch all 
designation for reference files maintained by individual 
reporters and writers as background material for writing 
broadcast script. I agree that that they have no permanent
historical value and should be destroyed when no longer
needed for reference. 

Technical Operations Division 

Item 71. Technical Supervisors' Office Files. These are 
routine administrative materials that should be disposed of 
as proposed. 

Item 72. Technical Project Files. These files on contracts 
are indeed temporary and should be destroyed as proposed. 

Item 73. Maintenance and Operations Controls Files. These 
routine records relating to the day to day operations of the 
radio and its relay stations should be scheduled as 
proposed. 

Advisory Board on Radio Broadcasting To Cuba 

Item 74. AdvisorY Board Subject Files. These subject files 
contain reports, agenda, minutes of meetings, studies and 
other materials relating to the functions and activities of 
the board. Mostly they are the files of the executive 
director of the Board. They are permanent and should be 
retired to the National Archives as proposed. 

One other series has been identified, however. The outgoing
correspondence of the Board is filed in a Chronological file 
that is not a duplicate of any other material. This 
Chronological file is of permanent value. It should be 
cutoff every 3 years, when it may be retired to the WNRC. 
It should be offered to the National Archives 25 years after 
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cutoff. 

Records Common to Most Offices 

Item 75. Heads of Offices Files.Copies of .emoranda, 
correspondence, reports, newsclippings and other items 
maintained by department and division heads. These files 
have no permanent value in docu.enting the activities of 
Radio Marti. I agree with the proposed disposition. 

Items 76, 77, 80, 81, 83, 84, and 85 are covered by the GRS. 

Item 78. Working Papers and Background Material. This covers 
all background papers not already scheduled individually
that is of no historic value. I agree with the disposition
as proposed. 

Item 79. Chronological Files. I agree with the disposition
of these files except in the case of the chronological file 
of the Office of the Director and that of the Advisory 
Board. The secretaries at those offices say that these are 
not extra copies, but the record copy of outgoing 
correspondence. Sometimes these contain important
attachments. They augment the subject files, which contain 
full reports, cables, internal memoranda, and some 
additional correspondence. With these two exceptions, I 
agree with the disposition proposed. 

Item 82. Procurement Files. These administrative copies of 
procure.ent records are disposable and I agree that they
should be destroyed when no longer needed. 

-V~~_/~ 
~THA L. CRAWLEY 
Records Appraisal and
 
Disposition Division
 

enclosure 
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PARA: Sal.1dos d~	 Cuba Conducted Q.C. Coded 
~~3pues de JQ~io 1/85 :::.J	 I 

Q'" _l. -

-- -.~------~--t~8TA AL ~i1'RE';ISTAJOF7A:- - .. '. --- -

81 el entrevi5t~do/a nc responde 0 se niega a responder una
 
pregunta, se codificara con un 00.
 

Si la respulio!staes que "no epl ica", :::odifiq~e con un 88.
 

si la respuesta es qt:e "no sabe", codifique con un 99.
 

ENTREVIS':'AOO!VA:	 Llene las siguien tes preguntas een lea datos
 
del "entry form."
 

1. Numero del Cont.acto	 COOlOO 

2. Municipio de residencia en CUba: 

3B. Ocupacion principal en Cuba!-------
3b. Ultimo mes/ano de la ocupacion: 1 _ 

4. Sector ocupacienal:-------------------~-
5. lies/ano/salida de Cube.: /---
6. Ano de nacimiento: 

I • 
": Saxe:--------
8. ultimo niyel	 esco18~: -----~~--------------~~~~~~-~~~-~---~--------~~--~~------~
 
(LA RADIOAUOIENCIA DE RM) 

.. 9. EScuche usted a Radio Marti en Cuba? 

1. Diariamente 
2. var 18s veces por sanana 
3. De vez en cuando (No era habitual) 

4. Una 0 dos veoes nada mas --- Pase al CUestianario 013 
5. Nunca	 --- pase a1 CUestionario 013 

(11/85) 
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il). Durz:nb= una SArrana pr0rr';;'cio a <;~e noras riel dl~ accs cumcr aca 
a "s::,-,:c(,:lr ?..3dic Mart:" 7 
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---

3 

-'- . A:."1 .o ••de: mec ',a) 
",.. orc . corta 

An' ';~5 por ;:jual 

1.. :·~ing1;:1air~".~rfErenci-2 
2. Poaa int~~£erencia 
3. .3astante ~nterferenc:a 
4. Muc;~ int~~ferencia 
5. No sa sin-:oniz~a 
6. vanable 

12.	 En el ultimo mes que Ud. vi v io en r,.::\Jba- en ge"e.::al -
ccmo s€ escucnabe R2dio Mar c i en coos media VOr ••• 

12t!. • •• la r.arldna? 

l2b. • •• el r:ediodia? 

!.2c. • •. la tar.je? 

12d. •••10 neche? 

13.	 En el ultiT!i') mes que Ud. vivio en CUbo - en general .. 
cone se escucnabe £<adio Marti en orx3a c-:;,rta per ••• 

13a. .•. ~a manana? 

130. .... el mediodia? 

13c. ..• la ,:arde7 

13d. . ••la noche? 
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---

----
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14.	 E1 +ad i o que !lo. mes usabe 2ar~. escuchaz C:I Radi::. ;>'-rirti 
fu:-~ior.a9a CO;-,electri-::idad 0 ';00 9Hz-s7 

1. ~lect:ic~:0~301aT~~te 
2. Pi~a~ sc.~nte 
3. De Grroas :or,mas 

15.	 zn e; \.:ltir.') mes ·:.rue vi vio en ct:.Oa, L·.d!que si la ele~tricidad 
dejaoa ce f:..mcionar .... 

.?Horar:o 1. De Lones a V:crnes( 2. SaJ-.acio? 3 • J::)Cn H1g 0 • 
AL"1 

De	 a~. 5 6 

b.	 r:e 6 a I ---.-~---- _.--
.... -....	 ::e , a 6 ---.. ----~
 
d • .De 8 a 9
 

a
e.	 De .-' J. 10 

f. Da 10 a 12 del Dia
 

A.M/PM
 
g.	 Oel ~ecicxjia a
 

las 2 de la tarde
 

h.	 De 2 a 4 

1.	 Oe 4 a 5 

t;j.	 De ., a 6 

k.	 De 6 a 7 de la Neche 

1.	 De 7 a 8 

m.	 De 8 a 9 

n.	 De 9 a 10 

o.	 De 10 a 11 
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·---r(F~.:":-":RA::-:--:-:"~).j ?REG8~'-:;::-.:"-:.S~1~6-a---g--U"""S--E;-E""L"---{X)"""_"""D"""I~GC~s~~5''''''rT-iEN~fT-"'E-!~·-)~·--

1. ')',.e,rla:,:-er::e
2. ';ada=: ve,..:es ;,,:r sem;:._:'la 
3. Je vez er, cuanco (No -.:'ra rub i ;ual) 

16b. ·.. :.os ccaentar ios. '!dltor ...al.es ce Ra,~io ~larti: 

:6c. ·.. los ,J:'Cg:-rutas ::.~forma:'ivo.s'? 
(exc~~yendo nct~c1eros y comenta~ics/edltcrlales) 

16d. • •• :05 prcg!,"amaB si::21es?:m.•
l6e. .;.os prosra::lS.s~omicos? 

16f. las novelas? 

~..og. los prog:"'amas de variedad? 

17.	 Er. genen.l, como califlcaria ~JS ~otlcie~os 1e Ra~10 Marti? 

(E; S1 nunca esc'...lchabanot1ciercs pas€ a l' proxim pregunta) 

Muy Muy
Buenos Buenos Promedios Malos tI.a.los 

17b. POI' su '':'ontenlc:)? 1 2 3 4 5 

17c. POl" su vigencia? 1 2 3 4 5 ,17d. POl" su objetividad?	 2 3 4 5 ,17a. POl" su exposicion?	 2 3 4 5 

18. Cuales e~n sus DOS programas favoritos de Radio Marti? 

18a. ~ ------ __
 

18b. ......... .. -- _
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19. Usu.:!.'_rnentedcoce	 Radie Ma:t:'(i esc ...:d":abaa 

•
 
1.	 -;1 S\.. _ "sa 

--------. 
20~	 Usualm~nt.c, sscucnaoe a 3.adio Mazti •.. :' 

1.	 SV:Oid7 
2 .	 CC'l ottos? 

(familiares1 ami~cs, ~~neros del tr3bdjo)
3.	 1In.bcs? 

21.	 En Cuba, Esc.idlaba al.;i.lr.z: es-cac:'on ext rar+er a que ~C' fuera 
!Uldlo Marti? 

1. S1 
2. No---(Pase ~ P. 24) 

22.	 En Cuba - Y excluyendo a Radio Marti - qJe estaciones 
extranjeras escuchaba en el orden en q..:e mas las 
escuchaba? 

22a._- _ 

220. _____________	 - .. __ ...~ .... "0. ~ __ 

22c,	 ~ _ 

23.	 Con cuanta freo~encia es~~chaba Ud, a (~••22a •••)? 

1.	 Diadsl":'lE!nte 
2.	 Var ias veces pc r semana 
3.	 De vez en cuando (no era habii:ual) 
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24.	 fn cuoe , Acc'st'..:;:::'raba Lid. a :lr mas !ad:, 0 vee mas 

televisi,::m )~ner<!\L-:2n~? 

1 .. 
J..~ -:11 z :nas rae;''.:1'\ 

2. A ver mas !:elsv ision
 
'3. Ar.'l:;)oa por 191Jal
 

26.	 cual~s eran los t~aS progr~~s 6e ia rac:o ~ibana 
que Od. I3sC'~chaba mas? 

p-:ograma	 sstadC:i 

26a. -----------~---. -------
2Gb. 

2Ee. 

27.	 En Cuba, Que clase de pr09r~~s d~ radic p~eferia 
escuchar'? 

, ..,
.L.. SI ... NO 

a) NOtic':'eros 

b) Cementa! ios 

c) Informativos 
{ni a ni b) ---

d) Husicales 

e) ccmicos 

f) Novelas 

g) variedad 

i)	 otra: 



• • 
c 

. ,	 8 

2E. E~ Cuba, Que ~lases C9 m~31cG ?~eferia esc~c~r? 

• "'T'. ~.. 
&:.aaa3 

d) .Rock 
(~ipo 'Ho:.llng :;::o'.e5')
 

e) Hit ?arade Ame~·ic6..('.o
 

f) Jazz
 

gl) Clasica
 
~tipo :-!ozart.' 

g2) Clasica conta~~orar,ea
(tipo Leo Brouwer)
 

h) Otra!
 

29. En ouest icn de musi.:.:a- en Cuba - prefer~a, •• 

1.	 , •• la actual? 2 •.•• 0 de recuerdos? 
(~'os 70's y haeia at~s) 

a) en musica OU~~ 

b) e~ musica :atina
 

0) en musica anglo
 

30. Cuando Ud. estaba	 en Cuba, Que oantante 0 grupo musical 
Ie hubiera gustado escuchar de los que 1a radio cubana 
apenae ponia? (UNO SOLO) 

___ ~_ ....... .. 1 _ ....
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3~.	 Supcn .endo cue u~,:<Jd -~odayia es ...uvi era er: :'.'.':a, :1.~.~lesser ian
 
los tr-es pa. se-. 0 areas del munco -te 'C2S ''1''Cl!''es para usted en
 
CU'33t~on 'le !1c-{,~i·.J.s'?
 

a)------~ 
0)--~---
CJ -----_.. ---------~--,----

32.	 SupGnie:idc que Csted to,javia e"?<:.uv;;'er2. en Gu:::~, Que impc!':.ancia 
tendria e: rec:.b':';- not.Ic tas de las sig'.Jie~:te) par'te s del •••r:I1.l.L"1do-: 

G~an A ...g'..li"'.a ?oca N:'r.guna
Importancla .Importa.;-,.: La Inportanc ia !~rtanc 1:3. 

Angola 1 2 3 4 

Etiopia 2 3 4 

Africa en General 2 3 ...j'

Cuba 2 3 4 

Carthe en General 2 3 4 

Nicaragua 1 2 3 4 

Centro America 1 2 3 4 
en General 

America del Sur 2 3 4 

Estados Unldos 1 2 3 4 

Europa 1 2 3 4 

..,I'Union Sovietica 1 2 3 

BlOQue Sovietico 1 2 3 4 

http:rec:.b':';-not.Ic


• • \. 

. .
 

33.	 Conc~·t6 de :tlgun C:;;30 e':j el et:?' '..:;nre·3icYBnt· de R~jio tA.ar-:i 
tuvo ~ccble-:'..as eefl-i~ ",ut.:-.dda-.:::es-;?Or escucne z La estac ion? 

(?.EL.b.TC BREVE Y ESPECIFIOC~ COM'J L"': SAE£ 0 .:oM'.) 5E f.l..n:ERO) 

Caso A: 

Case 8: 

__ • • ~ __ w	 ~ _ 

ENTREVISTADOR/A (Fim.a y nurnero) : .. ._ 
Enttevista duro: l'~ins. 

(ENTREVISTADOEVA VFA PROXIMA PAGlNA) 



• LEAVE BLANK
REPUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

/ I : (See Instructions on reverse) ... I ( ~/ i '-j 
TO:	 GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 If /<1 , 
.J 

) 

1. FROM (Agency or eatabli6hment) NOTIFICATION TO AGENCY 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~	 In a~o~ance wi~ ~e ~ov~~m ~ 44 US£. 330~ 
the disposal request. including amendments. is approved 
except for items that may be marked "disposition not 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~	 appro~u m "wi~d~wnu in column lQ Ifnoreco~s 
are proposed for disposal. the signature of the Archivist is 
not required. 

5. TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATES 

I hereby certify that I a uthorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed disposal in this Request of 31 paqets) are not now needed for the business of this 
agency or wi II not be nee after the retention periods specified; and that written concurrence from the General 
Accounting Office, if requir der the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attach . or Ii] is unnecessary. 

B.DATE C. SIGNATURE OF AGENCY R	 D. TITLE 

C\~~~,
10/12/88 

9. GRSOR 10. ACTION7. SUPERSEDED TAKENITEM JOB (NARSUSE
NO. CITATION ONLY) 

The &atU.o Man1 Proar- ... l1ahe4 lay coqr... 1oDal .... 
ill 19.3. '1M a:1a of the ~ to broadcut DMN aarl 
altert_S-nt proar- that an lete aDd free of propapDda 
t8 eM people .f cu.. 
'Dda ..... 1. CGftU all "',uart and field offlee recorda
 

of the ...u.. Marti hosr-. ROD. that are e~ to
 
.. t offie .. ar. locate.l at the Nc:k 0 1& aclae4ule •
 

115-108 NSN 7540-00-634-4064	 STANDARD FORM 116 (REV. 8-831 
Prescribed by GSA 
FPMR (41 CFRI 101-11.4 



• LEAVE BLANK 
REPUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

/ l •(See Instructions on reverse)	 
r I ( ~. / --; 

TO:	 GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 I, /,./ , . .; 
1. FROM (A6enC)I or establishment) NOTIFICATION TO AGENCY 

-=--::.~~~~~~....I!~~~n~~a~L.- ~ In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request. including amendments. is approved 
except for items that may be marked "disposition not 

-:--:c~~"'!,.~~~~R!L ---------------I	 approved" or "withdrawn" in column 10. If no records 
are proposed for disposal. the signature of the Archivist is 
not required. 

5. TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATES 

I hereby certify that I a uthorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed disposal in this Request of 31 paqets) are not now needed for the businessof this 
agency or wi II not be nee after the retention periods specified; and that written concurrence from the General 
Accounting Office, if require der the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attach . or Ii] is unnecessary. 

B.DATE C. SIGNATURE OF AGENCY R D. TITLE 

10/12/88 
C\~~~, A. Lee Hud:>ert 

Records otncer 
7. 

ITEM 
NO. 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

1'be &acU.o Harti Proar- ... 11ahe4 lay CGIlIr••• :1oDal ...aa 8 

ia 1983. 'I'M a1a of the !oar Sa CO broadcuc DMN ad 
~t proar_ thu lete aad free of propagaada 
tAt the people of CuM. 

'rb1a ..... 1. CGftU all HMquuc aad field office recorda 
of the ...u. Marti Prosr-. ROD. that are e~ to 
-.t offtc .. are located at the Nck 0 iaaclle4u1e. 

115-108 NSN7~	 STANDARD FORM 116 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



•	 • LEAVE BLANK
"	 REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) 
DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or edobll.hment) NOTIFICATION TO AGENCY 

=-=J"'~1~C~"~JIf:~E.&~~C~_~~IJa!!lI~!.~c!-~U~~-!!I!..~~~~ -Iln accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION	 the disposal request, including amendments. is approved 

__ c_ _. ..---.. __ except for items that may be marked "disposition not 
=-=~~~~~~~~~~~~~~~~ ~ a~ro~" or "withd~wn" in column lQ If no records 
3. MINOR SUBDIVISION are proposed for disposal. the signature of the Archivist is 

not required. 

4. NAME OF PERSON ITH WHOM TO CONFER	 5. TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATES 

I hereby certify that I a uthorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed disposal in this Request of 31 page(s)are not now needed for the businessof this 
agency or will not be need after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required der the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attache, 

B. DATE	 D, TITLE 

10/12/88 
{ \ 

9. GRSOR 10. ACTION7. SUPERSEDED TAKENITEM JOB (NARSUSE
NO. CITATION ONLY)------------------~~ 

fte a.u.o HuU hoana .. _ ~ .... It, CtIIlIhA1ou1 ..ua • 
Sa 1983. 1M aia .f the hoa~- &'Z'oMc •• C .......
 
_tanaUMat pnar_ dlat ... foe of pnpacaau
 
ta tM people .f CaN.
 

fleU .fftc. HCercla 
that are C I ... to 

115-108 NSN 754~4-4064	 STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



II 

QEEl.[E ._9F.._I HE; ...JUBEC l.QB."""(~N!LJ?f:.eV:r.::C.12IB.~CLQB.
(VOA/t-n 

1 • tp_l.:"_a	 Co l-r"espondence ~ memol- anda t§....§.',:\.QJ..~J.:::."t._E.tl~2.	 ~ 
ams~ Radio Marti Program Fact Sheets~ weekly

l"eport to the Director of USIA, other reports~ speech-'
es, b r i fing b o o ks , rn i nu t e s of staff' mf:=etjng~:;!1and 
othel- rna el-ials I-elating to t h o m andF\c:\diot1,;:ll"ti a t e . 

subject-numeric filing system. 

PERr1{~NENT. Cutoff	 Tr,,:\n~;fF.~l"·annu<''illy'. to 
after cutoff. Transfer to the National 

Archives 25 y ars after cutoff in 5 year blocks. 

Volume 10 cubic ·feet.
 
Annual ca. 2 cubic feet.
 

2 • ~"ig.g.r_9..Q.!:1i"~.... ~.2.. {i 0 g r ap h i £-)s 0 f t Cub 21n~:; , EjJ:... p r" 0 rn i nf:?r1
mainly government icia]5, cOiTlplled from interv12ws 
by F\:adio Marti and CI el- USIA pE::»"sonnE:~1arid f r orn 
published ~:;OUl-ces. Al "an(]ed .::-1.lph<::\beticc:dly. 

DISPOSITION: Cu t off f' i Le ever-y 5 yedl"s.
Tl-ansfel'" to the National r-c h i v e a \I~hen PO yea.)"'":; old (.:or'
when no longer needed for esearch. 

0J:21:::'-I N'!j~IBBIJ \.~£..._ 
(VDA I 1'1A ) 

3. 'e~.. ... Tit Ie document i ng thE'L".E~I-c.!.Q.er:.i~l.L~". 
isition of real property condemna-

Ination, exchange, or other~ 

a.	 lating to property acqu.

rtificate of title.
 

DISPOSITION: on sa]2 or relea. 
Government of conditio 5, restrictions 
or other liens. Destroy after 
3, Item led. 

b. Abstra~t or certificate of title. 

DISPOSITION: Transfer to purchaser
b i o riaI sale 01- }-f:-?lea!:-:;€·?the Gov e r nrne n t ofby c c 
tions, r·estl-ic:tior1s.;,mor·tgages, other" li.en<;.;0'1" 

3, Item lb ) . 

2 



" 

it. -'C!_U t j ne F'1-clcul-erDgllLL:L.l~,§.. Con t.r ac t, r equ i sit ion q 

p rchase order, lease, and hond and surety records, 
inc ud i riq cor r eap ond'enc e and l-e Ia ted paper-s pel- ta i n i ng 

ard, administration, receipt, inspection and 
t (other than those covered by Item 3 of this 

, ) . 
a.	 or purchase organization copy, and 

p ap e r-a , 

( 1 )	 of more than $25,000 and all 
c ont r sc ts e;:c(,~edi ng 000.~H:?,

Cu toff on final. p,,~yme!'lt. 
~"':l.nd:~3 months a'fb:?l- c.u t c.ff (C1F\'S 

(2 )	 $25,000 or less and construr' 
md ei- 't>i::~,000 • 

DISPOSITION: on f i nc""\1 pe yrne nt . 
Destl-oy 3 aft: 1- c u t or f (GRS ~3, ItF~ITl 
3a (2) ) • 

b.	 Obligation c op y , 

D I SPOSI TI OI"-.J: Destroy are oblIgated (GRS
3, Item 3b). 

c.	 Data submItted to the Federal 
System (FPDS). by 
fr ac a l vo ar , c ont a i n i riq u nc l ess i ed of ell 11::,>C:CI1"c:I~:;
Pl-CICLn-ements, othf?l- t hs n :,ill<:lli pI "chas;"e:" i'Hld 

consisting of i nf or-mat i on n:?quir-ec .'18 CFR 
4.601 for transfer to the FPDS. 

DISPOSITION: Cutoff at end of fisc:a 
Destroy 5 years after cutoff (GRS 3, 

ct. 

estl-clY wi th l-eL:d;ed c ont rac t 
files (sec"" Item If t h i rs ~:;ched\.lle) (GRS 3. 
Sa) • 

t. •	 So 1i cited cHid
 
Proposals.
 

(1)	 Relating to small pl..n-ch.::\ses 2\S clefin,:_. 
FE",del-a,1Acquisition ReQt,L3.tion, 48 CFR 
13. 

3 



I. 

DISPOSITION: Cutoff on date of award or final 
payment, whichever ]s later. Destroy 1 year
after cutoff (GRS 3, Item 5b(1». 

Relating to transactions above the small 
urchases limitations in 48 CFR 13. 

Destroy with reJated contract 
file (see Item 4 of this schedule) (GRS 

c.	 Files. 

( 1 )	 FOI-ma itations of offers to provide 
pr o dt,ic Lnv rt a t i orre fell-
Bids, R 
Duotatiol 

p reao 1.ic i ta .on do umen t a t ion on the l-E~qui'I" e--
rnant , ~'lnyof r ss wh ..:h \I,J('.?I- (;.? (Ipened p r ior- tel 
the cancellat n-
ment act i o n up
and evidence of 

DISFOSITICJN: of cClnce]1.at~0n.
Destroy 5 yeal-s ([~RS 3, I tf='fTi 
5c (1 ) ) • 

(2)	 Unopened bids. 

DISPOSITION: F'etl.lr"I"1 Item 
5c (2) ) • 

d. Lists or Card Files of Acceptable 

DISPOSITICJN: Destroy

(GRS 3, Item 5d).
 

6 .	 _._n _~.Lso )}2-.LB.?_9.h!. ....f.J._L~.'.?.• F<E'~qui ",;I isJ. t iC~D_ it ion s 
nonp al services such as duplicating, ]aun
binding, an ·r services (excluding records. -soci-
a ted hi i th ac coun t ab" .... accounts (se(? It. 1 ~ 
of this schedule. 

DISPOSITION: Cutoff annually.

cutoff (GRS 3, Item 7).
 

7.	 hS'JJ.~J3.~.[;.g!':"Q.?LFj.) e'.?. • Telephone statements and toll 
slips. 

DISPOSITION: Cutoff at end of fisca 1 -	 3D(':?str'O'l
y(C.>al-~" cu t o ff ItE'm 10).,3:ftel- (GF<S 3, 



8.
 

2 yeal's from date of list 
(GRS 3, Item 

b. 'eport of survey files an 
idence	 for adjustment of In ,tory records, not 

erwise covered in this schedul_ 

Destroy 2 years after 
or date of posting medium (GRS3, 

9 •	 m~n L_G.m:,r e ~Pf~ll(;L~],lc;..~"_J:,,t:L~,2,• 
-iles of op ere b i nq p ro cur erne nt uriibs 

concerning in '_ operation and administration 
ma t t e re not cove r in ';::;chedl..lleinthi':;:; C)\" 

DISPOSITION:
 
cutoff (l':JRS
3, 

DISPOSITION: Cutoff annua
 
cutoff (GRS 4, Item 2).
 

1 1 . _ lr:.Ql.J,,!..~,L,.E:,CQP§.rj::...y',,_J:~_9.2'§L.F_t:L~_~. 
lS personal property, comprisi q invitations, 

,tances, lists of material. evidence of 
" ated correspondence. 

a. Transactions 0 

DISPOSITION: 01"1
 

years after cutoff (GRS
 

b. Transactions of $25,000 or less. 

DISPOSITION: Cutoff on fina] payment.
years after cutoff (GRS 4, Item 3b). 

1c.'=' \dg.Q.t,_l~~:c _E.~,-<;_ol-d~ s ta temen ts,k9.r:.ound "Ej: 19,~~. Ct)St 
I-DUg and accumulated thesimi lal- matel-i.::o.ls	 j n 
preparation 0 ~l budget estimates, including
duplicates of budget es' : as and justifications and 
I-elated appl-opl-iation langua~~e s _" nc:lj"')"",d;ivf.?
statements, arid re le ted schedl),lf?~5;and or : ''It: 'L I'i!] 

offices 0 copies of rep or ts su,bmittE,~dto b u dq e t, Co 

0:::-
"! 

6 



Cutoff at end of fiscal year. Destr'oy 1 
after the close 0 

(GRE;5, Item 2). 

13. :::...:::""""'__ t '2-.-E..ll£:!~. Pel- i 0 d i c 1-epco)-t son the ~;tat us....._1	 R.§'J2.S;'~T
-opriation accounts and apportionment. 

a.	 (end of' fi sca I year-). 

end of fiscal ye0r. 
Item 3a). 

b. 

at end of f' i z.ca l y .- -', 
-s after cutoff (GRS 5, Item ~_ 

14.	 El.!..~.§_. r'ippor-tionmer-It and reappor '-
OPO'3 i n!.::jqual- ter 1'/ c.b 1 i ga t j ons 

DISPOSITION: Cutoff at
 
years after cutoff (GRS
 

a.	 -iginal or r abbon copy of •. c ount ab l e of t icers ' 
ac 'Wits mEl.i.ntainr.:,d in t he ,:~_ncy f cr <sib? ducJit b v 
GAO. 'ditor's, c ons i et inq of' ~~ tement·=.' of t:r--dl'l~:;'-'\C--

b i one , i.:~";\b":?l1lents account ab iof
 
schedules: collection vouchers,
 
schedules.
 

vouc her a o r document 
e;;clusive of f r e i t l-ecor-d~; .:?\llcJ 

pavro 11 r ecovda , :CLl.JDING accou.nts <:: d ·;suppor't i 'ng 
documents pertainin: to American India s 
6, Item 1 fo r e:;ample", of 
Fo r ma tha.t 
r e c o r ds ) • 

DISPOSITION: Cutoff at end 0 fiscal year, 
Destroy 6 years and 3 months aft r cutoff (G~ 
I tern 1a) • 

b.	 Memorandum copies of accountable offic_-s' 
including statements of transactions and ccount-
ability, all SUPpcq-ti.ng vouc her ss, s.::hedulez.;. C:~IIL1 

r e l ated docurnent s not co"",,'-en::·delsevo,Iher'e in th'::; 
sc-hedule, EXCLUDINGfr-eight 
in this schedule. 

http:SUPpcq-ti.ng
http:2-.-E..ll


" 

\toff at end of fiscal 
Destroy 1 year after 

16. 

01-iq ina I vo uc he re and suppco)-t dc>cuments COV~?l-ing 
reight and passengel- tl-ansportat ion cha·,-ges of 

ttled fiscal accounts. Including registers ~nd 
control documents. 

'ecct)-dsc ove rinq payment ~:;;€?I-vic~?sf'o r	 f u r r-
.shed when the charges for any single bill of 

I ing or passenger transportation request is 
than '100~EXCLUDING those covered by
16a(l-+)of this schedule. 

Cutoff at end of f isc s l yec.'u-. 
years after cutoff (GRS 9~ Item 

(2)	 Records payment for freight and 
passenger t-~'sportation charges for inter-
state t renap ration and i n t earn.at ro ueI tr·.::\'i·'c.~-" 
p or t e t io n by 1- ight for'\l4c11-d(;?I"su n sccomp a-:of 
rued baggage 01 -ivately oWf,ed vehiclE~s 
shipped separat household goods; th~ 
chc\l-ges for wh ic pub 1. ished in i·f·fs:,t,3.·,-
lawfully on file the Interst~te Commer~e 
Commission (ICC) 01 

quo t e t i o nss , p u r-au s n t section 22 of the 
Interstate Commerce A·t .f f e r' ing ",I r·(?duct ion 
from the published TCC t -i ff s , EXCUJDING 
those covered by Item 1 a .) of this sch~dule. 

DISPOSITION: Cutoff at 
Destr-oy ::l yeal-s
1a(2» • 

(3 )	 Records covering payment for c .1 
and passenqer transportation cN r_ s not 
covered by Items 16a(1) and 16a( )
EXCLUDING those covered by Item 1 a( th i ~5 

sch8dule. 

DISPOSITION: Cutoff at end of fisca .. 
Destroy 6 years after cutoff (GRS 9~ 
la(3») . 

(4)	 Records covering payment for freight and 
passenger tl-anspc·;-tation chal-ges fco)-sel"vi. 
f or which 1) notice of' ovel-chart;lehEtS bf2en 
is expected to be issued~ or if a rail fr~lg
overpayment is involved~ 2) deduction or 

7 



collection action has been taken, 3) voucher 
contains inbound transit shipment(s)~ 4)
parent voucher has print of paid supplemental
bill associated, 5)voucher has become involved 
in litigation, or 6) any other condition that 
-equ il-es th€:~vo uc he r' to be r eta i ned beyond the 

·.r6-year d ispc.saI per iod , such as detec t jon 

of n undercharge. 

Cutoff at end of fiscal year-.
years after cutoff (GRS 9, Item 

b. Issuing copies of 01-GovE~I-nm(:-?nt
commercial .lIs 0 lading, passenger transporta-
tion voucher 11) and transportation requests
(SF 1169), tr auth.-izations~ and supporting
do cume n t ss , 

D I SPG::3IT Im~:
 
D€:?stl-OY3 yeal-s
 

c. Db Liq at ion copy of 
el-S. 

D I~3POSIT ION:
 
9 ~ Item 1c) .
 

d. Unused ticket 

DISPOSITION: Destroy when 
administl-ative use (GPS 9, 

17. _' s_~e.lJ.9..€'L re le b i nqReimbul-ser.ne}J_:LE.Ug§..Reccoj- s tel 
u-sinq ind iv idua Is, such as tl-ave orde rss, p e r diem 

transportation requests, hote 
su irt ing documents re lat ing to 

bra ve I by o ff i. -s, ernpIoyees, dependents.
authorized by law travel. 

a. Travel 

DISPOSITION: Cutoff at end 0 fiscal 
Destroy 3 years after cutoff (GR. 

b. Obligation copies. 

DISPOSITION: Destroy when funds are 
9, Item se i . 

18. 
t co Rt'1F' 

8 

http:Reimbul-ser.ne}J_:LE.Ug


· , 
'0 

I and transportation functions, not covered 
elsewhe1-e 1 hedule Gene1-al F:eccq-ds Schedules 9. 

19.	 Records relating to the 
.08n, utilization,	 and release of space under 
c ntrol, and related reports to the General 

min i a b r a b i o n , 

21.• surveys and other records 
space p La rm i riq, a~,signm!=..'nt,and 

21.0 justmen 

after termination of 
as':5ignment, 01 ] when 

Dest1-oy 2 YE'.:.lf-'" 

b.	 Correspondence artd l-epc.(ots j e:;;:·wit <:\C)e1ic
relating to agency holdings ~ d requirements,
including reports to 
i~dmi 1"1 i ".:; n • t 1-·a tiD 

DISPOSITIOI\~: Cutoff ann 1.'11 IV.	 2D€:~stT"("'y
.:;l."ftel-toff (GRS 11, 2h (1 ) ) . Ctl 

19 n _..~ ~ c tq .I.Y- __S£~I:.Y.i c~_~._£1..l.~:§.	 forms, '::;,1"10:1. 
o the 1- 1- .. - ~ 1- t i1"1g t I)	 I)·f d j I 1'21: t ,:._ e L'\ rv 
sel··vice listings. 

DISPOSITION: Destroy

1is t i ng (GRS 1 1, Item 3).
 

EO. 

a.	 c1-edential.s i riclud i nrj car· • badc e s , 
its, photographs, agency permi s to 

operate motor hicles, and property, dinin 
and visitors and other identificatio 
c1-edent ia Is. 

DISPOSITION:
 
issuinq office (GRS 11,
 

b.	 Receipts" ind e xe a , listings, and
 
1-f.~CCq-cjs
. 

http:YE'.:.lf


21.	 Requests fOI-
services, excluding 

Cutoff aftel-
Destl-OY 

22. 

a.	 ice t i ons (;Jenel-alfiles includinq p len s , 
other	 records pertaining to equipment

service, land like matters. 

DISPOSITION:
 
af t e r eu t of f
 

b. 

DISPOSITION: Cu t o f f	 Destr--oy
old (GRS 12, Item 2c) . 

23.	 .ec 0 rQ.2.. __.tI0 IqiD.Q..~LE..Lk2. . f statlstlcal reports
of ~ldings sent to i r-Ic] I_\d--
ing feedel- I" _ - - ts f rorn thE~ 
volume tT <:'1ns-
f-er. 

DISPOSITION: Cutoff annually.

cutoff (GRS 16, Item 4b).
 

24. _: cord_~_L_l1an~~gement Co rr-esspo nde nc e , I--.£...Ll~_2.. 
aut -izations, and other records that relate 

of agency records, including such ma 
forms, corre_ ,ndence, reports, mail and files 
management; the L 

~'40)-df_JI-OCessing; I--ec s manaqefTH?ITt sl\l-veys; V] t:;3_]I 

records programs; and al -ther aspects of records 
mana_gement no t covered e 1. sewh __-- in th is schedll] E:' CI)-

the GRS. 

DISPOSITION: Cutoff annually. r-s ,-:dte-I-
cutoff 01- 1I4hensupel-seded, c,tJsolf?te,CI}- no Jon 
needed for reference, whichever is sooner (GRS 16, 
7) • 

1.0 



25 II 

26. 

27. 

28. 

a_~.ibJ....!~.~~l~'t.._MStMl:.L9..!.g~'!..£i..!_~§.liSt u dies c o 1'1dL~C ted bef' Dr e..
the: stallation of any technology CI}- equipment associ-
a ted wi'. nf orrnat ion mi:"\n':\<;JemE,nt such wo rdsystems, ·::\s

l-oces~:5ing~ ior a , micr-ogl-8phics, and comrm m i cer i onss. 
udies and syst_ analyses for the initial establish-

t and If thes:;e,,:;ysteiTl~::.major- chang=_ Sllch stucli(;?s 
cally include a conSl -ation of the altern~tives 

of p rop oss system arid a . analy~5i~:;,ed __ -t/bE?nE:"fit;
inclu .ng an analysis of the irnpr I. d efficiF-~ncv and 
effect to be expected from the 

DISPOSIT Cutoff on comp le t a o n 01' c-:\l1cella.· 
study. afte1- cu to f f «(3RS 16, 

~e1}eca 1 M~nS':_9..e Co rre ap o nd enc e , for-ms, ~)J..t..-.E_Ll~2.. 
reports, and re ated records. concerning the internal 
administration Co management activities such as pro-
curement, budget, Iffice services, supply, and other 
simila1- activities hat a1-e not incoVe1'T,d E'lse\'Jh~,)l-e
this schedule or the ~eneral Records Schedul~sn 

DISPOSITION: Cutoff Destl-oy 2 y€?ar-sa ftel-
cutoff. 

.Jl.cco i1ij"i.y...£..! les. relating account-un tat.2. . les to 
abi. for keys issued. 

a. For' 

D ISPOS IT IOi'l :
 
years after cutoff
 

b. For other areas. 

DISPOSITION: Cutoff on turn-in of k
 
months after cutoff (GRS 18, Item 16b
 

f'ERSONNEL.._QEE..! CE 
(VOA/1'"1P) 

Records filed on 
~f the Official Personnel Folder (OPF).

loyment terminated after December 31,
tho· selected by the National Archives 

Recoi-ds Adm in i st r' _ r€·?tentper-m.:::Inent ion n 

a. Transferred Employees. 

D ISPOS IT ION: See Fedel-a I Pel"S; C)l1 1 ..
 

instructions relating to foldGrs of
 
tl-ans'felTed to anothe1- agf.'~ncy(GRE; 1.,
 



Reccl}-ds Centel-	 _U.L! is, MO., 30 dayst., ............. 

after separation. will des after 
separation from Federal service (GRS 

29.	 -.L.~l.!. d ivjJd\:.~.?i.L.E;.!'D.I2...!..f:~Y (:) 1 I cop ies f§~ __F3.f.~.~9..r:.fL?.• c.
p""!'I'Q.I~denceand f or mss maointa i nl::>don the 1E:>ft s 1de of 

.rdance with Feder' a 1 Pel-SOlTilE:> Mi:\r1ua1 1 , 
292-31, EXCLUDING 

DISPOSITION: estroy upon separation

employee or whe 1 year old~ whichever
 
1, Item 10) ..
 

30.	 R ~_l:":·..Q.I:._ci.__.G£.r.::..g .• (Standard Form 7 or equivalent). 

DISPOSITION: Destroy

employee (GRS 1, Item
 

31 . _~ r-sQ.nne1- ..	 [>:. r r esp 0 nd enc e , COl.:"l-e~QIl.g'§'D.<;_~._Ei. 
repol .. and other records re ating to the general
administra~'_' and operation 0 personnel functions,
but ex c lud rnq l-e _. <::: sp€'?cificE~ .y de7;cr-ibed el':SE!v~her'e 
in this schedule Cq- Gen- Reco)' 5 t)c::heduU~ hli ... 1., 
Civilian Personn~l Records, 2 

agency staff planning levels. 

DISPOSITION: Cutoff ~"l.nnuE'l.lly.

cutoff (GRS 1, Item 3).
 

32. _ffers	 1- i l_~s. _s~L.E;.m.l2..l£.'i.~.nt Con···espcmdenc<::.
Ie and telegrams offering appointments

loyees. 

a. 

DISPOSITION: immediately
(GRS 1, Item 

b. Declined Offers. 

(1)	 When name is
 
eligibles.
 

DISPOSITION: Return to OF'M l-'Jithl-f.'2pl'y 
app Li c s t i on (GRS 1, Item '-+b(l», 

12 
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, , 

or excepted appointment. 

File with application (see Item 
schedu _ (GRS 1, Item 4b(2), 

(3)	 All ot her-s , 

DISPOSITION: Des tr ov 
4b (3) ), 

33. 1!'=0:':[}L.u.t,.,-.BQ,J2.L!.£.~_tions, (SF 171) ,::\ndApplications
rela-c, cords, EXCLUDING records relating to appoint-
ments Senatorial confIrmation and applica-
tions pointment which are filed in the 
OPF. 

DISPOSITION: upon receipt of 
OPM inspection r, ort or 2 ye3rs after c_ ff, whichev-
el- is ee,TIi er , pre 'i ded the requ il-empnts of- t "PM 
chapter 333, Sectic A4, are obsprvpd (GRS ] 

EJte'1tisticc::\l 
cHId stlbor-di·-

D ISPOS IT ION: Cutoff- armu s I
 
cutoff (GRS 1, Item 16).
 

a. 

(1) ndards and guidplines iSSL d or rpviewed by
OPM	 .ld used to classify and ~ aluate posi'"

'thin the agpncy. 

~Jhen	 :::;UPt.~l-S 
7a(1»" 

(2 )	 Correspondence and 0 er records to 
the development of stal 
tion of positions pecull~
Pl-ogl-am and OPM a.PP1-oval 

( a)	 C,::\sef i 1es. 

DISPOSITION: Cu t o ff aftE~l- poe i t i ,,':)J S 
abolished CI}-deScTiptlCtl-l is sll,per"sec,rj.
Df?Stl-OY 5 YPc'\l-S~":\fb21-cutoff (GRS t , T ,-'m
7a(2) U:\l). 

13 



2 

"	 ..
 

(b)	 Review files. 

DISPOSITION: Cutoff annually. Destroy 
ve a r s aftel- c u t o ff (GRS 1., I t ern 
7a(2)(b». 

'os·tion Descriptions. Record copy of positiDn 
SCI ip t i o ne which include infol-m3tion o n title, 

grade, duties and responsibilities, and 
documents. 

Cutoff ~",hen po si i b i o n is abolish~?d 01-

superseded. DestrDY 2 years after 
Item 7b). 

c.	 SUI-vey Rud j t ~,nd SI.I\"-\;e'l I-e-

ports, 

( 1 ) 
spec 1.·9 J. .-. 

ists, 

DISPOSITION: 3 
ye<3.\" aftel-s
 
inspection,

7c ( 1 ) ) •
 

(2)	 Inspection,

correspondence, repor

relating to inspection

and evaluations.
 

DISPOSITION: Destroy
seded (GRS 1, Item 7c(2». 

d •	 Appe-:3.l Fi les. Case files relating
+ i o n	 app e a La , 

DISPOSITION: Cutoff on close of case. 
years after cutoff (GRS 1, Item 7d). 

36 • _1c!__'L~ e __ft w a ).::..~t§._"Ej.J.~_~_• GE' n e r- ~":l.I c:\~'\Ia I'" d s ~ 

sel- and ssi c k leave, le t te r s o'f cC'j'ilmend,3.tione 

apprecia~' '" and related indexes. 

a. 

( 1 )	 Cas e f i 1e s "c' c: 0 rnmen d a t: iCo I'S, a p p r: Co V f:,;,! L 

nominations, c o r r-esp o nd _ -'. ,"HId1-f.-?POI"ts
related handbooks pertaining
aqency--~::;ponscl\-ed cash and non--c ass 
as inc:ent ive awards, IrJ i th i n--gl-adE~ 

11.+ 



increases, suggestions, and outstanding
pel-fol-mance. 

Cutoff on approval or disapprov-
award. Destroy 2 years after cutoff (ORS
Item 12a(I». 

Cu t of f annua.lly. DE~stroy 2 
cutoff (OF,S 1, Item 12cdL=?». 

b •	 l..er·H.=Iof Sick Awardsth nd Leave Files. 
Reccl)-ds, in ,rrespondence, reports, compu-
tations of sick leave, and list of 
aW2u-dees. 

DISPOSITION:
 
.3ftel-cuto f f
 

c.	 L.ettel-s of ))-eciatlon. Copi.€".::;
of let t ers ser"vice <3ncJ 
l-eti rernen t 
dation for performance,
the OPF. 

DISPOSITION: Cutoff
 
after cutoff (ORS 1,
 

d. L.ists CI\- Inde:-:es to Agency AI.-'Ja,-, 1,;;.l\iomin,3tio
L.ists of nominee's and all.v~innp.r-:;:,
nominations. 

DISPOSITION: Destroy
(ORS 1, Item 12d). 

37. .~_.'tJ_fl ..f_£!'.t.!.,Q_ 1'1 o.f. P e 1- s c·n n ~J_£l.~.t iJ:;~XJ'§'.•	 5() , 

do_. enting all individual personnel actions as 
promotions, transfers, and separati.

the copy in the OPF. 

a.	 copies, including 
o f f iCE'S. 

DISPOSITION:
 
after cutoff (ORS 1,
 

b.	 All o t he r copies maintained in 

DISPOSITION: Cutoff annually. Destroy
after cutoff (ORS 1, Item 14b). 



38. 

Long-term medical 
. aptel- 293 •• 

records as d~fined i11 the FPM • 

employees. 

See FPM for instructions (GRS 1. 

(2 ) 

Tr·ansfel" to N2.~tional Per"sonnE'l 
r (NPRC), St. Louis, MO., 30 days

NPRC will destroy 75 years
of employee, 60 years after 

earli st document in the foJder if 
01·· 30 

whic:hE~vr.0f"is 

b. Ternp o r e r v 
FPM. 

DISPOSITION: Cu t of f of 
employee.
21 b) • 

DE'stl-OY 1. 1, I t orn 

c. Individual E(T\ploYE~eHealth Ca 
to establishment of the EMF sy~ 

File·;::;c)-e_ted p r i o r 
em that been 

retired to a Federal Records Cer ern 

DISPOSITION: 
FRC (GRS 1, 

Destroy
Item 21c). 

60 

a. " (as defined in 5 USC 

( 1 ) unaccep tab Ie perfOl"ma.nc:e,
of Pl-opcosed demot i o n co)-

issued bu not ef f e c te d , and all r e late d 
documents. 

DISPOSITION: Dos ti _I c\f·tel-ornp Lov e e compl>:;~t;p
1 year of acceptable _ .-formance from th~ rl~~e 
of the wr i t t e n advance no ce of p rop o s ed 
removal or reduction in grac . notice (GPS
Item 23a (1 ) • 

(2) Pel-fco}-mance r ec o rdss !:',u.pel-sededt h r ou q 
ad min is t1- a t iv e , ..i u d j c j <3 1. Col- q 1...\ a s j ...- jL Idie ]. 
pr-oc e du r e , 

16 



De s t rov l.,I.pon	 (GF~S5upel-session
I t ern	 23a ( 2) • 

records pertaining to a 
er employee. 

Latest rating of record 3 years old or 
ess and performance plan upon which it 

based and any summary rating. 

Place r'ecor'ds on left side 
OPF and forward to gaining Feder'al 
upon	 transfer or to NPRC if 
e separ-ates. An 2\gency re t r iev inq
from	 NPRC will dispose of these 

in	 accordance with Item 
this :3chedule (GRS 1, Lt o-n 

( b )	 rformance plans and ratings. 

DISPOSITI Cut of f annu2l.11y. DE'Stl-OY'3 
toff o r ~\)henno long(:"!l"

need(·:=d,wh ic (GRS 1, I t om 

23a ( 3) (b ) ) • 

All other summary per mance ap p re i ee l 
l-eccll-ds,including pel- mance ap pre i es le and 
job elements and standal upon which they are 
ba.sed. 

DISPOSITION:	 .f?~ ap pr a is.::"of 1 . 
Destroy 3 years after cutof 1, J tem 
23a	 Ud ) • 

(5)	 Supporting documents. 

D ISPDS IT IO~,I: 
Destr-oy 3 year-s aftel- c u t o ff or" 
needed, whichever is sooner (GRS 1 
23.:3.(5) ) • 

b. SES Appointees (as defined in 5 USC 

( 1)	 Pel-fcil-mance l-eccil-dss;\.lpel-st~cled
ad min is t 1-a t ive , j ud ic i. a I ~ 0 r q 1...\ as; i - j u d j 
P 1- 0 ced L.U- e . 

DISPDSITION:
 
Itern 23b ( 1 )•
 

(2)	 PerfonnancE~-'Te 1a ted pel-ta in iriq ,,:\l-eccol-cls to 
former SES appointee. 

17 



(a)	 Latest rating of record that is less than 
5 years old, performance plan upon which 
it is based, and any summary rating. 

DISPOSITION: Pl2ce records on left side 
of the OPF and fCIl-ward to q a in i nq Fede,-al 

gency upon transfer or to NPRC if 
e loyee leaves Federal service (GRS
23 (2». 

performance ratings and plans. 

Cu.toff annually. Destl-CtV ~5 
cutoff (1)- when no l o nq e r 
hever is sooner (GRS 1, Item 

(3)	 All dppl··zd.sals, along with 
job ·s and stan ards (job expectations) 
upon which hey are ba~,d, EXCLUDING thos2 f0r 
SES appoint d Presidential 
app o intment 

DISPOSITION:	 t;e r:o·f 21.pp"i"ScI IC:l:1	 . 
Dest·,-eoy5	 R~-3.1, Itt'iil 
23b (3) ) • 

(it)	 SUPPol-ting 

DISPOSITION: -;),- c""'Ite of al" r a i sa L, 
Destl-oy 5 ye2".)-s Cll 0)"- r nqel-af t er If f lI~hel'l,., Ieo
needed, whichever	 GRS 1, I te0: 

23b (I..~» • 

a. idl Discrimination Ceomplaint Cas,
Origin ing agency's file containing c 
with rela d correspondence, reports, e~ 
w i t h drawe I n 'ces, copies of decision~.;;, ofI 

hearings and mee ·ngs, and other records 
scribed in 29 CFR 1 3.222. Cases resolved 

U.S.	 COUI-t. 

DISPOSITION: Cutoff on
 
Destl-oy it ve ar s a'ftel-cu to f f
 

b.	 Copies of Complaint Case Files. 
files or documents 
tained in Official 
Case Files. 

18 
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DISPOSITION: Cutoff on resolution of case. 
Destroy one year after cutoff (GRS 1, Item 25b). 

ec kq rou rid Files. Recor-ds not filed in the Of·fi···-
c'al Discrimination Complaint Case Files. 

Cutoff on resolution of case. 
oy 2 years after cutoff (GRS 1, Item 25c). 

d. 

(1) liance Review Files. Reviews, bac~ground
ents	 and correspondence relating to 

ctor employment practices. 

Cutoff ann\.\<::\ Des tr-oy 7 11 y. 
r' cutoff (GF,S 1, Item 25d( 1». 

(2 ) 

utoff o.·\lWIU2d 1y. Destr-oy 3 
Iff (OPS 1, ItefTl25d(2). 

e.	 Employee Housing ts. Forms requesting agency
assistance in housing m tters, such as rental or 
purchase (GRS 1, Item 

DISPOSITIm~: 
after- cutoff. 

f.	 Employment Statistics 
relating to race and 

DISPOSITION: Cutoff 
after cutoff (GRS 1, 

g.	 EEO General Fi les. 
copies of regulations 

sex. 

annually.

Item 25f).
 

Genel-al c or re 
with related 

ell "nce .:3.nd 
rec -ds pertain-

ing to the Civil Rights Act of 1964, tht EEO Act of 
1972, and any pertinent later legisl_tiol 
agency EEO Committee meeting records lcll 
minutes and reports. 

DISPOSITION: Cutoff armu a l Lv ,	 ..Destl-oy, ..Yf.")ar
<~ftel-cutoff, eq- v-Jhen~:;Upf-"I-::;0?ch=cj CI)'- cb so I .te,
whichever is applicable (GRS 1, Item 25g). 

h.	 EEO Affirmative Action Pldns (AAPl.
consolidated AAP(s), feeder plan to 
AAP(s), reports of on-site reviews 
Action F'r'ogl-ams,and rep o r c .:':lnnual
Action ~ccomplishments. 

~s of
 
cDnsolid2L:,rj


of AffirmatlvP 
of A·ffinTL-:."·\"I:;I ...-,' 
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•
 
•after cutoff (GRS 1~ Item 2,_..1) 

41.	 Co rre ep cndemc e , memol"",11d"" 
to codes of ethics and 

Destroy
1 ~ 

42.	 Correspondence, 
memor~ ports and other records relating to the 
relationship, ween management and employee unions or 
o thel- q roup e . 

DISPOSITION:
 
Destrcl'{ when 5
 

'+3. 

ct. -'eneral fi IE? of v-sponsored training, EXCLUD-
I - record copy of ua lss, s;yllabl\sE's~ te:<tbook~::;~

other training ai developed by the agency. 

(1)	 C -l-espclndence~ me -al1da, agn:;:emel'lts,alltho("-
i za ions, r ep or t s , 1'" uir eme n t l"'Pv'iews,pl'3115, 
and 0 jectives l-elati, the f~stabli:3h,nE?nt
and op_-ati.on of tl-ai.r; COnfE?)'C01,Jr"ses,.;:I,nd
ences. 

l v 01- on c ornpJ. ~?tion 
of a speci.fic training pro am , Destr"oy 5 
years after cut ff (GRS 1~ m 29a (1) ) • 

(2 ) 

DISPOSITION: Cutoff ~ ~nually. 
year"s a'ftel-cutoff «(3RS Item 

b.	 Employee Training. Corresponder e, memOl 
reports and other records rel"tin" 
ab i Lit v of t re i n i nq and employee p a ticipat
training programs sponsored by other overnm 
agencies or non-government institution~ 

DISPOSITION: Cutoff annually. Destroy
after cutoff or when superseded or obsolete. 
whichever is sooner (GRS 1, Item 29b). 

44. 

20 
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Grievance, Appeals Files (5 CFR 771). Records 
originating in the review of grievance and appeals

ised by agency employees, except EEO complaints.
Th -e case files include statements of witnesses, 
rep oi s of in t er v iews and heal-i nq s , e xarnineroI::; 
findinc and recommendations, a copy of the origi-
nal decis' In, I-elated con"E::spondence and exh ib i t a , 
and records -elating to a reconsideration request. 

close o f c:ase. 
1, Item 302'1). 

b.	 Case fi IE~':::; and 
reviewing an adverse 

isc:iplinal-y CI\- 1'101 -disciplinal-y r-emoval,
suspensl_~, leave without pa'. reduction-in-force)
against an employee. The file' ,cludes a copy of 
the p rop osae advel-se action \·Jith Ippco)-til-l(:;JdOCl-I'--
ments; state nts of witnesses; emp. r-E~ply';IY'UE2'S~
he<::\i-ingno t i c s , l-epco)-tsand decision	 (If
action; and app I records, EXCLUDING 
reprimand which ..-e filed in the OPF. 

DISPOSITION: close of c.ase. 
years after cutoff 1, Item 30b). 

{-+5. r- i t as ~_E.i..ll?_2.. re la ting to theP 1- 0 mQ..ti..Q,rL_C :ti.'c:cl\-ds
'on of an individual tho document qualification

.election procedures.
and evaluatiol E. LUDING, any records 
that duplicate p 1. ';;In, i 11 

the OPF, CI\- in 

DISPOSITION: Cutoff on 
Destroy after OPM audit or 2 years
whichever is sooner (GRS 1, Item 32). 

R ~ S f:.B.RG..H....Q!; P eJ:3It1t~t:l.I 
(VO(')!MR) 

46 • Qua Lt~.I.::.l.Y a t.. 0 !: t.2......5.. Q. §,B..l...J:JJ_ e 2. • Sit I:.~ !'Q.D __R.~1d
issued as one of the key elements of information' or 
RMP staff. They provide a summary of events in CL a 
during the period covered and thelr possible signi' .-
cance for the current flow of news. The reports
include sections on foreign policy, economics, mili·· 
tary, social development, domestic: politics, and 
ideological control. 

DISPOSITION: PERI'1ANENT. Cutoff anm.I21lly. Retir-e OflJ.::! 

set to the FRC in 5 year blocks. Transfer to the 
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National Archives 25 years after cutoff in 5 year
blocks. Arranged chronologically. 

on Hand: ca. 2 cubic feet. 
Accumulation: ca. 0.4 cubic foot. 

Q~ ..L!..~	 'adi c.!_Y~_Q.L.t..?__F.U~2. . Dai I Y summal- ies of majol-
Cuban n broadcasts. Two reports per day. 

Cutoff annually. 

L~8 •	 G.2..!.g)ida '=__S.:f.._§.i.gJ.. ant .. .. . 0f. f i._~ ..£;.~,C~JJ.1.§_E! ...!..~_2.L. is ts 
significant even - in Cuban history, prepared monthlv,
used in preparing broadcast. 

DISPOSITION: Destroy 1 year after 
cutoff. 

1.+9.	 G.~IeD9 a 1- 0 f Lip c 0 !!.!.l.ILCL.£.:{ e lJ_...:.. Lists of upcoming
events relating to Cuba, pr monthly, inl.1~:;f2d
pn2pal- ing p roqrarna fo r br-oad 

DISPOSITION: Cu t o f f armu a 11y. 
cutoff. 

5o .	 8.a ~;U_Q._~l~.L __ Fi..1.? 2.• ..l~. ttQ.)J..! ...tf.~L.i.D.9_._

cassettes of selected Cuban radio or
 
grams recorded by Radio Marti as sourc
 
future RMP broadcasts.
 

DISPOSITION: Review periodically. Destro\ 
when no longer needed for reference. 

~51. ~~s:t.Lmon.Y~.-E.l-091-am_lntel-.vt~~-.£.t~.2.'i:.)udiotap 
interviews by Radio Marti staff of recent emiqre_
Cuba. Edited tapes al-e broadcast o n "Te s t i mo nv " 
p r o q r ern , 

DISPOSITION: Review periodically. Destr-oy (erase)
when no longer needed. 

52 • Pro_Ql:'§:i!.L.!I.a __ . mat e1-'cJ~qr..9_~J.nd .£.iIe_2. Bac kg 1-0 U Iid ic' 1st· 0 r 
v ,pr o o rerns such as "Focus" a.nd "Fcou nd tab Le i nc lud ino 

scripts, copies of source information, and related 
materials used in producing the program. 

22 
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.. 
DISPOSITION: Cutoff armu a Ll v, Destroy 3 years after 
cutoff. 

53 •	 iCI s . aphi e s ~ lis ts ofl!J.f"~~I"~""f.!!.~tr":L Ce_!lt.~I:_E"il~ Bib 1 i0g r""
xperts~ Research Notes, Information Center Bulletins~ 

a similar materials produced by the Information 
Cel for the RMP staff to use in developing programs. 

Review periodically. Destr-oy ~-.jhenno 
fCII-l-ef€"~l-ence. 

54.	 Internal organ~ issued 
periodically, concerning news about RMP employees and 
and gener"al in q-mation about RMP p ro q rarna, A1Tanqeci
chronologically. 

DISPOSITION:	 Cutoff Clnnually. Transfel- tCI 
years old in 5 year blocks. 

Volume on Hand: ca.
 
Annual Accumulation: 1 cub i c f oo t .
 

~55 .	 L_ i§.!.§JJ e !:..§__.1.:~lle ,- 5 _[:_tJ_~.?.. roo e c e iv (:? d f'r"CI rn 3. is t (= \ 1-

e1"-Sof Radio Mal-ti c ornmen t i nq on -Oql-ClInSand qu a Li ty
of re d io rec ep t i on with copy of" f o i If2tter in l-e:5pOns€'~
to listeners outside of Cuba. 

DISPOSITION: Cu t o f f annually. 3 year-s after"" 
cu t o f f . 

56.	 B.,=ldiencEgye_s~an:h F:?pcq-ts f~ile2.. Repol-ts p: .v id i nq
feedback on listener response to RMP broadca 
Included are program evaluations by focus groL s or 
panels of experts on Cuban radio; field surveys among
the recent Cuban emigre population; surrogate Ii ten~r 
panels; and tabulation and analysis of field surv 
and interviews on Cuban media habits and audience 
response from emigres and visitors. Arranged chron_ -
logically by type of report. 

DISPOSITION: PERMANENT. Cutoff annually. Ret i n.:-)t c 
FRC 5 yeal-s after cu to f f , Tr-ansfel- to the Na t io ns l 
AI-chivf2S 25 yeal-s aftel- cu to ff i n 5 year- b loc ks , 

Volume on Hand: ca. 2 cubic feet.
 
Annual Accumulation: ca. O"~) cubic: f o ob ,
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57.	 Non-electronic documents or 
used solely to create, update, or 

s t schedu 1ed f o r pei-mi::~nei1t r e t e nt ion 

els whel-e in this sc du le . Thr~se l-'ec:ctl-ds .:;IrE' thl? 

? matel- i a 1s for the -epor ts pl-ep,,":\l-ed under I tern 
I!::' • woo 

DISPOSI Destl-c,y af t er t he info 'ation has b een 

to an electl-onic medIum and ve 'fiE?d, Ctl- whE'n 

eded to support the reconstructl - of, 01' 

serve backup to, the master file, whichev 

later (GRS 2C Item 221). 

58. 
consisting of data rom the source materials in Item 57 
and used to produce he Audience Reseal-ch F~epol-ts 1...I,llclf':~I-
Item 56. 

DISPOSITION: Destroy wH needE!d to bar.kup 

and SUPPCI}-t the l-ese~"l-c:h 

59.	 ~'Pel-ceJ;Ltion Ana,l':i,zel-_~' Tap~Et -_~. t-1agnetic: tapE!::> 

c o n t e i n i nq a l-eccl}-d of the l-ea . i on of cH.ldiences, 1J~::;jnL] 
"Pel-ception Analyzers", to r';:I'·IP oadcasts. The n·=:'s;ult~.:; 
",\I-e sl...lmmal-ized in the AudienCE? I;:e os r c.h Rf.?por-t<:;; lis,ted 

above. 

DISPOSITIDN: Erase when 5 years old rio longc.'l-
needed for research, 

f'ROGRAMS DEPAFaMEI\!I 
(VOA/MB) 

60.	 b.!;~.9...9.§,L_l~e?.. Audio tapes consisting 

recordings of programs broadcast over 
beg i nni ng Mal-ch 27, 1985. Each tape COVE?rS on€",> 

broadcastIng and is on a 7 inch reel. Arranged 

logically. 

DISPOSITION: PERt-1(~NENT• Cutoff annually.
 
the National Archives 5 years after cutoff.
 

Volume on Hand: ca. 1,280 reels thru 9/30/88.
 
Annual Accumulation: ca. 365 reels per year.
 

6 1 •	 Qa .!l.Y:.._.J.i[ .. t-..B_~P..';.~_~. l..~. Dail y..Q..9.,g.~a.§..L_Gf!..!J ..t~1l ,t, ~~,A 1-ep c,r t 
showing time, name, and length of programs broadcast 



J • •
 
.ver Radio Marti. May be used as an index to the 
ogger- tapes in Item 60. Al-l-.311gedchr-onologically. 

PERMANENT. Cutoff annually. Transfer to 
Archives with the related logger tapes in 

4 cubic f·eet. 
ca. 1 cubic foot. 

62.	 BefeJ.::..gnce_c_ol-diJ.J.fLJaQes.Audio t.3pes co na i s b i nq of 
recordings c music, interviews, storIes, news, horo-
scc'pes, debat s, testimonials, E'ducational ane! inf orma-: 
tional, comedy. soap operas, and other types of pro-
q rernmiriq used b individual p ro qrarne b roedc es t OVE~l"· 

Radio ~1al-ti. Th e p roorama ,,:\1-(:' included on t.hE~I.J'qqr.·T 
Tapes described a_ ve. 

DISPOSITION: ~rase tapes that 
have no further value or broadcasting. 

63.	 I"1usic and 0 thel- sound 
bac kqrou rid in 

DISPOSITION: Destroy

21, Item 25).
 

64 •	 E:J.:-..!;.'..9r 2l!.lL.l::..q_9.~.L£.Lt~.2. • Da i 1. y 1- e co r'd f a I I P 1- c.9 r- am s 
bl-oa.dcast o ver' Radio t1,::l.r-ti. c- D'ai Lv Bl-oadcast;Lric Lu d 
Content Report, Cover Sheet for Broa_ ast Script.
producers' copies of scripts with not of deletions. 
additions, revisions, and other change from original,
and background ma tel-ia 1s sLlch as ne\l~ss 

DISPOSITION: Cutoff annually. 3 years
aftel- cutoff. Destl-oy 5 yeal-s 

65. f'l-_qi~C t_.__ • F01- m used ofLo..~£'i.l~_2. tc. c ha 1- t 
a program during the various stages of 

DISPOSITION: Cutoff annually.

cutoff.
 

66. Pl-f;~.Q..l::.{cJiol"."LB~gr.1._ FiJe2.. Form used to control. the 
recordings of programs. Includes time on and time 
pl-ogr·3m name, leng th of time of p roq r:am, techn ic ians 
name, and remarks. 
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Cutoff annually. Destroy 3 years after 

67.	 a lJ.9J?S' o.L".!;.'"Ll~T0ad cas t_Q..Q"? r" a .t...LQ.!1 S"!.._E..L!.~.2.. A m~,nu a 1 
ing the RMP policies and procedures. The first 

describes the RMP mandate and the general
ilities of the RMP components and the other 

sections escl-ibe in detail the missions, o rqa n iz e t i on-: 
al s t ruc t u , and op ere t i on.sI p oLi c i es and pl-ocedlH··€7'5
of IS components. 

a.	 One copy the h ar-dboo k and each rev is ion to it. 
Arranged 

DISPOSITION: Cutoff at end of year in 
which handbook 1\- l-evision is issued. Tl-i"l n-sf e1""to 
the Na tiona 1 f:)l-ives 20 after cutoff 1n 5 YE-:'ar" 
blocks. 

Volume on Hand: 1 cubic foot. 
Annual Accumulation: 

b.	 Backg1""ound materials in developing the 
manual and revisions 

DISPOSITION: Cutoff .:3t 
handbook or r ev i s i on is DeSC1"·0\/one.;:\:l(-~Col-
aftel- issuance of a new handb ok 01- nE"~W r ev i eio n of 
same SE?C t ion. 

~1.~.tJSLD~:PAF:~TM~_tiI 
(VOA/MN) 

68. !2.~.L!.y. ..£:.§'_c.: ..!;~.r:...U~...b!.ews$el-v ic.g".£'.i.:...L~E". 
news broadcast by RMP. Includes Daily Bro 
Content Reports, scripts, news sou1""~es, Cond 
bac kq rourtd ma tc:ria 1s. 

a.	 M.:3stel-Fi Ie. 

DISPOSITION:	 Cu.toff annua 11y. 
aftel- cutoff. 

b.	 Other copies maintained by reporters, write1""s,
editclrs, and others involved in thr:?p rep ere t ro n 
the news broadcasts. 

DISPOSITION:	 Cutoff monthly. Destroy 3 months 
aftel- cutoff or" when no nf:~ed[?cI1011gf!:!l- fOI··r·£'fer··-·· 
ence, whichever is sooner. 
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69.
 

70. 

"7 1 • 

72. 

73. 

?tI::.l:.ngE'J.:.:.!~pn-E'~SpOl)..c;Lent_s l-e-"FiJ§_2.. Co rre ep o nd enc e , 
ports, and copies of purchase orders and other payroll
information relating to individual stringer/corre-

Cutoff armu a 11 y. 

Ne.tL!?._R~ renc e Files. F~eports, clippings f rorn v2l.1-ious ..
publicati ,s, scripts, and other materials used by
reporters ,d writers as background and reference files 
use d in de' oping bro edc a-st sCl-ipl.;. 

DISPOSITION: 'eview files periodically. D f.:! so; t I .0 "., 

obsolete or no longer eh", rjneE.' for 
r-efer-ence. 

IE G..t!N I ~.B.L_!:",. ...,Fc..:.:':A..:..I,..l.Qt'.!.9__._PLy'J..fi.U1!::1 
OA/I'1T ).,~\~..

If?-c 1J_I~lJc a.l.._ S ~~~fl..~r-Y_.~._'2gX ..E;'L~.._ f.!. ~,gL...,Ell ~.2.• Co 1- r E' S P 0 n d E':'! 11C f.:? • 

memoranda, schedules, fL ~s~ reports, chron files, anr:l 
other materials relating operation of the 
Division, not cover-ed elsE~ in this schedule" 

D I~;F'OSIT ION: Destroy 3 years after 
cutoff. 

I_fE..<;.b.n. Lf a l_._ ..E.l:.:Q1.eC;.:_.!._-'::_LLfE..'2 • contracts, corre-
spondence, project logs, and I-E.'l,::ited
materials concerning the contract. 

DISPOSITION: Cutoff on completion
Transfer to the Procurement Office reco, tonecf~ss<').r"y
complete their case file on the contrac~ Destr'(IV 

remaining records 3 years after cutoff. 

!:1.at.f:1 .. el-a t ion 5 _.CQD t.l:.:.Ql_2_.f il..§'..§.'t,p naD.f...~_§\...l' d~p 
schedules~ inventories, and similar records 1'.:0 

the day to day operations of the radio and rela' 
st~":\tions. Including wor'k s:,chE'~dl.\l(:0f:5,,··\ndassit]nmf.:.ll
par-ts inventCol-ies, tape duplication forms, rua i n te ri 'Ke 
logs (equipment trouble reports), operating logs, s 
wave l-eception logs, dehydrator pl-essw-'e logs, gel'lf~i'-_. 
tor operating logs, tube service reports. master 
discrepancy logs, and production logs. 

DISPOSITION: Cutoff annually. Destroy 6 months after 
cutoff (II-NNA-2747, Items 3-19). 
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74.	 Bgy \..:~-,"r:..L.~.Q.~Il-.gSL!.9iect Fil ~s. Agenda ~ m inu tes of 
meetings, correspondence with Board members, genera]

.rrespondence, annual reports to The President,
cial studies, and related materials concerning the 

fur b ions and activities of the Bo erd , ArTc1nged by
subj 

PEHMANENT . Cutoff annL.la11y. Tr"arLsf'e,"1-0 

ars after cutoff. Transfer to the National 
years after cutoff in 5 year blocks. 

Volume	 on ca. ,+ cub ic feet. 
Annual	 ca. 1 cubic foot. 

75 • t!.~.... .Q...f.._ .. ..... .. C (:1 pie s 0 f me m (Il" ~ e'-~Q.2...... OLf.t!;.~2 L ~.2.• an d c:' cor"r"
spondence~ reports, ~ewsclippings and other informa-
tional materials main ained by the Heads of a Depart-
ments or Divisions tha relate to their programs. 

DISPOSITION: Cutoff annL Destl"oy 2 years aftel" 
cutoff	 (files having furt l- re f e re nc e use -s hou ld be 
brought forward to the curl nt yeal- f i1e) . 

76.	 accumulated by
in 'vidual offices that relate internal adminis-
tratl , or housekeeping activitie of the office rather 
than th_ unctions for which the 0 fice exists. In 
general, office org2lni~a-
t ion, st~::\ff pl-ocedur"es, a nd c ornmc '1 ica t iorrs] t he i n 
expenditure of ds, including budge
day-·to·-d.::IYadminist at io n of of f ice p ei onne1 including
t ra i n i nq and tl-avel; s plies and offi.c~..sier"vic:esand 
equipment requests and r_ ipts; and the 
space and utilities. They v also inclu 
internal activity and workload 

materials that do not serve
 
the programs of the office.
 

DISPOSITION: Cutoff annually. Destroy 2 years
cutoff, or when no longer needed, whichever is SOOI 

(GHS 23, Item I), 

77. I e r v J..2Q.LL ....EJ?!.~.2.£:.~.!.1.n~L.. Cor re s.pond enc e , for"ms ~ ... £j:J.gl~: .• 
and other -~lating positions, duthoriza-
tions, oa i b i on 
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... '\.1 , 

78 • 

79. 

8 (> • 

, . 

scriptions, l-equests f or personnel action, and 
indivIdual employees duplicated in or not 

propriate OPF. 

Rev ie\l~ annua 11,,' ~stroy superseded or 
documents relating to indiv _ employee
year after separation or tTa,nsfel- (GR~":l 

t:!,1::0,::'!~"t\Jg__,E:,9., ~L~,Lill!,I::L~9..EL9.LQ,l=,lng_,,_,t:1E:..t~E.L.LS'J_. F'l- c. j e c t 
ba c kqrcu nd ecol-ds, such as studies, i~nalyses, notE=~5, 
drafts, scri ts, and interim reports. 

DISPOSITION: stroy 6 months after final action on 
project or- 3 ye_ -s after c ornpLe t i on o f r-E~po1'ti f rio 
final action ken. 

ChXQ,lJ_t;:~l.9_qA_~a	 cop ies c ommu n ica t ions.I _E1..1~2.. 0 f 
correspondence, and Co er materials arranged in order 
of occurrence either a habetically, geographically,
organizationally, or GtH method, and used as a 
general reference file. 

DISPOSITION: Cutoff annual v.
 
has been sel-ved (usua 11 y o rie
 

eE..Y-_~,_.£!.P._ft1,!"f,'£Lt,~,JL\J. __E.j,_1_ e~_. A P P 1 i c + ion f'01- L.ea\;e , E';I:':' ?:1.. 
uivalent, and 5upportlng doc ents relating ~8 

reques _ for and apprCoval of takin 

a. If	 initialed 

DISPOSITION:
 
per a od (GRS 2.
 

b. 1ft ime car d has no t been 

DISPOSITION: Destroy after GAO audit
 
years old, whichever is sooner (GRS 2,
 

a.	 equivalent. CCopies of
 
time and attendan~e of
 

DISPOSITION: Destroy 6
 
pay period (GRS 2, Item
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Supplemental time 
as sig·II-·in!sign·-ou.t
for time accounting 

Cutoff 
or 3 years after cutoff,

Item ae i , 

82.	 Copies of contracts, requisitions,
pU1-chase o r d e i , and related papers, that are rluplicat-
ed in the offi . a I p r-oc ur-ernen t fi les but fOI"nece'5sO':'ol-'>",
administl-ative D the 1- 0 ff ice s • 

DISPOSITION: Dest1 .v when no 1oriq e r need ed Co r Co 1''': 

termination or compo \I~hi cb ever is SOC'i"iE'l"·. 

83,	 ._.'"L9....£E"Q."ce.2E".!JJSLf.jJ...§2.. such as 1et tei"s. ocuments 
meL ages, memoranda, repo ts, handbooks, directives,
and ariu e la l"'ecctl-dedon el "t1-onic rnod i a ssuc h as; hs r d 
d i ak s - floppy di~::;kF:'tt(",S"j used to p r o duc e ,j·.":\1 h sr.. copy

aintained in organ! ed files. 

a..	 When pr oduc e h a r d 

o r q e n ized 

DISPOSITION: ete when no l ..,ger needed to 
c r e a te a he r d cop 23, I tel 

b.	 When maintained only 1
 

form, and duplicate the nformatlon
 
in and take the place of r. ords tha
 
wCould otherwise be maintaine ..
 
copy providing that the hard C ..1Y has
 
been authorized fol'" destruction
 
the GRS Cor a NARA-approved SF 115.
 

DISPOSITION: Delete aftel- the 
the retention periorl
hard cCopy by the GRS or a 
NARA-approved SF 115 (GRS 23, Item 2b). 

8'+ • m"iiJ..t~t 1-.~:!...t"ty~D ~.t~~.s\,,~§'.2. • D at a. bss E;) s that sup P or t 
admin' -ative o r' housekeeping f n ricb i cnss , c o n t a r n i r.q 
inf or'rne b i o n - .ved f r orn n a r d co p y no~co rd s au th 0 1-i z ed 
for destruction by GRS or a NARA-approved SF 11~, 
if the ha rd copy re c or d e 
'f i 1es. 

DISPOSITION: Delete information in 
no longer needed (GRS 23. Item 3). 
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85.	 l-an~)tory F'iLee , Documents of shor-t--tel-m inter-est 
'ch have no documentary or evidential value and 

ly need not be kept more than 90 d3Ys. Examples
correspondence are shown below. 

Cl.. l-equests fOI- infcl\-mation Cq- publications
and co of replies which require no administra-
tive actl n, no policy decision, and no special
compilatiol research for reply. 

b.	 Originating 0 ice copies of letters of transmittal 
that do not add ny' ,formation to that contained 
in the transmitte mat -ial, and receiving c.ffice 
copy if filed separ tely 'rom transmitted material. 

c.	 Quasi-official notices 'nelu ~,g memoranda and
 
other records that do no.
 
official actions. such as
 
ch2l.l- and 1f2\\-efurid
ity ~'"Je

and similar records.
 

DI SF'OS I T Im~: Destroy when 3 mont sold. 01 no 
longel- nE·ech·:?dwhichever is 500ne,- ~ ~ 
7) • 
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