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REQUEST FOR RECORDS DISPOSITION AUTHORITY S—

LEAVE BLANK

(See Instructions on reverse) * NIl-306- ﬁ_/

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

10/ ¢ 8

1. FROM (Agency or establishment)
2. MAJOR SUBDIVISION

. ri
3. MINOR SUBDIVISION

Radio Marti Program

NOTIFICATION TO AGENCY

Nncy In accordance with the provisions of 44 U.S.C. 3303a

not required.

the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
ica approved’’ or ‘‘withdrawn’ in column 10. If no records
are proposed for disposal, the signature of the Archivist is

4. NAME OF PERSON WITHWHOM TO CONFER 5. TELEPHONE EXT. |DATE ARCHIVIST OF THE UNITED STATES

? —
m=Hall 485-7501 //f/ﬁ %:_»\f\ﬁ\ﬁ.\_\

Mg, Retta Graha
6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.

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

Prescribed by GSA

8. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE D.TITLE
0 220 SR O A. Lee Humbert
10/12/88 Records Officer
7 9.GRSOR | 10.ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) Jos (NARS USE
' 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.
- o - wi L
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" JOB NUMBER ”
C N1=306-89-1 -
RECOMMENDATION TO THE ARCHIVIST ON RECORDS
DISPOSITION REQUEST 1TEM COUN} o
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. APPROVED FOR DISPOSAL. The records described under all items of the schedule, except those that may be listed in blocks 2, 3, anc 4 of this
X section, are disposable because they do not, or will not after the lapse of the period specified, have sutficient administrative, legal, research, or
other value to warrant their continued preservation by the Government.

2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the National

X Archives and Records Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservat on
by the United, Stateg.Government. The age il offgr ghese rds e Blational Archives Hied.
PEem 0w e, " ey, o4 5w, b IS Y BT BBB3S 63, 64a, 65a, 70, 77,
78

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

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

FEDERAL REGISTER NOTICE

Not Required. Required — Publication Date: 3/30/89
X Copies Requested: none
Comments Received: none
SIGNATURES
TITLE SIGNATURE DATE
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RECORDS OF THE RADIO MARTI PROGRAM -

OFFICE OF THE DIRECTOR AND DEPUTY DIRECTOR
(Voa/M)

1. Directorate Subject Files. Correspondence, memoranda,
telegrams, Radio Marti Program Fact Sheets, weekly
reports to the Director of USIA, other reports, speech-
es, briefing books, minutes of staff meetings, 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. Biographies of prominent Cubans, mainly government
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
iei:‘sﬂé)ﬁl;ikor when no longer needed for research, WW
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
needed.

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.

¥
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DISPOSITION: PERMANENT. Cutoff at end of year in
which handbook or revision is issued. Transfer to
the National Archives 25 after cutoff in 5 vyear
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
after issuance of a new handbook or new revision
of same section.

Chronological File. In the Director 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 Accunmulation: ca. .5 cu. ft. per yvear.{See
attaehed)

ADMINISTRATIVE OFFICE
(VOA/MA)

al Property Files. Title papers documenting the
ac isition of real property (by purchase, condemna-
tion, nation, exchange, or otherwise).

a. Records Xxelating to property acquisition other
than abstr t or certificate of title,

DISPOSITION: Cu ff on sale or release by the
Government of condi®™Nons, restrictions, mortgages
or other liens, Destr 10 years after cutoff
(GRS 3, Item la).

b. Abstract or certificate of titl

DISPOSITION:; Transfer to purchaser afN,er uncondi
tional sale or release by the Government f condi
tions, restrictions, mortgages, or other 1i S
(GRS 3, Item 1b).



outine Procurement Files. Contract, requisition,
pRrchase order, lease, and bond and surety records,
indluding correspondence and related papers pertaining
to award, administration, receipt, inspection and
paymeRt (other than those covered by Item 3 of this
schedule ).

a. Procuxement or purchase organization copy, and
relate papers.

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

DISPOSI
Destroy 6
(GRS 3, 1Ite

ON: Cutoff on final payment.
ears and 3 months after cutoff
3a(l)).

(2) Transactions
tion contracts

f $25,000 or less and construc-
nder $2,000.

DISPOSITION: Cutdff on final payment.
Destroy 3 years af r cutoff (GRS 3, Item
3a(2)).

b. Obligation copy.

DISPOSITION: Destroy when fun¥s are obligated
(GRS 3, Item 3b).

c. Data submitted to the Federal Procyrement Data
System (FPDS). Electronic data fil& maintained by
fiscal year, containing unclassified \ecords of
all procurements, other than small purghases, 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 34

sful Bids and Proposals.

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

b. Solicited and Unsolicited Un
Proposals.

cessful Bids and

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



DISPOSITION; Cutoff on date of award or
final payment, whichever is later. Destroy 1
year after cutoff (GRS 3, Item 5b(1)).

(2) Relating to transactions above the small

purgchases limitations in 48 CFR 13,

DISPOSITION: Destroy with related contract
case fiNe (see Item 4 of this schedule) (GRS
3, Item {b(2)).

Cc. Cancelled SoliciN\ations Files.

(1) Formal solicihations of offers to provide
products or serNices (e.g., Invitations for
Bids, Requests f&r Proposals, Requests for
Quotations) which\were cancelled prior to
award of a contrac The files include
presolicitation docukentation on the require-
ment, any offers which were opened prior to
the cancellation, documentation on any govern-
ment action up to the tike of cancellation,
and evidence of the cance ation.

DISPOSITION: Cutoff on date\of
cancellation. Destroy 5 year
(GRS 3, Item 5c¢(1)).

after cutoff

(2) Unopened bids.

DISPOSITION: Return to bidder (GRS Item

5¢(2)).
4. Lists or Card Files of Acceptable Bidders.

DISPOSITION: Destroy when superseded or obsolet
(GRS 3, Item 54).

Nonpersonal Requisition Files, Requisitions for

no npe al 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. Destroy
cutoff (GRS 3, Item 7).

Telephone Records Files. Telephone statements and
toll slix

DISPOSITION: Cutoff at end o
years after cutoff (GRS 3, Item 10).

l year. Destroy 3




"10.

11.

12,

13.

14.

fgventory Files.

DISPOSITION:
(GRS 3, Item 9a).

b. Report of survey files an ther papers used as
evidence for adjustment of invV ory records, not
otherwise covered in this schedule the GRS.

DISPOSITION: Destroy 2 years after date o rvey
action or date of posting medium (GRS3, Item 9c

Seeneral Procurement Correspondence Files. Correspon
dence iles of operating procurement units concerning
internal op ion and administration matters not
covered elsewhere his schedule or in General
Records Schedule 3.

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

ears after

Bxcess Personal Property Reports Files.

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

Destroy 3 years after

Aurplus Property Case Files. Case files on sales of
s personal property, comprising invitations,
bids, a tances, lists of materials, evidence of
sales, and ated correspondence.

a. Transactions of e than $25,000.
DISPOSITION: Cutoff on al payment. Destroy 6
years after cutoff (GRS 4, I

b. Transactions of $25,000 or less.

DISPOSITION; Cutoff on final payment. Destro
vyears after cutoff (GRS 4, Item 3b).

Budget 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 origt ing
offices' copies of reports submitted to budget off1i




15.

l6.

17.

ION: Cutoff at end of fiscal year. Destroy 1
year after the fiscal year covered by the
budget (GRS 5, Item 2).

Budget Reports Files, Periodic reports on the status
of ropriation accounts and apportionment.

a. rt (end of fiscal year).
DISPOSITION: Cut

Destroy 5 years after

at end of fiscal vear,
toff (GRS 5, Item 3a).

b. All Other Reports.
DISPOSITION: Cutoff at end of fiscal y

Destroy 3 years after cutoff (GRS 5, Item 3

Budget Apportionment Files. Apportionment and reappor-
tionmen dules, proposing quarterly obligations
under each authori ropriation.

DISPOSITION: Cutoff at end of fiscal
years after cutoff (GRS 5, Item 4).

Destroy 2

Accountable Officers' Files.

unts maintained in the agency for site audit
auditors, consisting of statements of
transa ions, statements of accountability,
collecti schedules, collection vouchers,
disburseme schedules, disbursement vouchers, and
all other schedules and vouchers or documents used
as schedules orN\yvouchers, exclusive of freight
records and payro records, EXCLUDING accounts
and supporting documgnts pertaining to American
Indians (see GRS 6, Item 1 for examples of
Standard and Optional Foxms that are considered to
be site audit records).

DISPOSITION: Cutoff at end of
Destroy 6 years and 3 months aft
Item la).

iscal vyear.
cutoff (GRS 6,

b, Memorandum copies of accountable officexs' returns
including statements of transactions and count-
ability, all supporting vouchers, schedules) and
related documents not covered elsewhere in th
schedule, EXCLUDING freight records covered bel
in this schedule.



18.

SITION: Cutoff at end of fiscal year.

IhJR °)

oy 1 year after cutolf (GRS 67—Item—-lbl).

Rreight and Passenger Transportation Files,

Original vouchers and support documents covering

(1)

(2)

(3)

(4)

freight and passenger transportation charges of
ettled fiscal accounts. Including registers and
er control documents.

Records covering payment for services fur-
ished when the charges for any single bill
lading or passenger transportation request
less than $100, EXCLUDING those covered by
l16a(4) of this schedule.

DISPORITION: Cutoff at end of fiscal year.
Destro 3 years after cutoff (GRS 9, Item
la(l)).

Records cOvering payment for freight and
passenger ransportation charges for inter-
state transpPortation 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) o 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®yff (GRS 9, Item
la(2)).

Records covering payment for\all other

freight and passenger transpoktation charges
not covered by Items 1l6a(l) an
above. EXCLUDING those covered\by Item
16a(4) of this schedule.

DISPOSITION: Cutoff at end of fisdal year,
Destroy 6 years after cutoff (GRS 9\ Item
la(3)).

Records covering payment for freight an
passenger transportation charges for ser
for which 1) notice of overcharge has bee
is expected to be issued, or if a rail
freight overpaymentis involved, 2) deductio
or collection action has been taken,

ices
or



19.

20,

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 requires the voucher to
e retained beyond the 3 or 6-year disposal

, such as detection of an undercharge.

DISPOSITION: Cutoff at end of fiscal year.
10 years after cutoff (GRS 9, Item

b. Issuing office morandum copies of Government or
commercial bills lading, passenger transporta-
tion vouchers (SF 1N3A) and transportation
requests (SF 1169), avel authorizations, and
supporting documents.

DISPOSITION: Cutoff at end of fiscal vyear.
Destroy 3 vears after cuto (GRS 9, Item 1b).

Cc. Obligation copy of passenger txansportation vouch-
ers.
DISPOSITION: Destroy when funds a obligated
(GRS 9, Item lc).

d. Unused ticket redemption forms, such as\SF 1170.

DISPOSITION: Destroy when no longer neede for
administrative use (GRS 9, Item 14d).

Rassenger Reimbursement Files. Records relating to
ursing individuals, such as travel orders,
vouchers, transportation requests, hotel
reservatio and all supporting documents relating to
official trave by officers, employees, dependents, or
others authorize law to travel.

a. Travel administrative ffice files.

DISPOSITION: Cutoff at end
Destroy 3 years after cutoff (G

fiscal year.
9, Item 3a).

b. Obligation copies.

DISPOSITION: Destroy when funds are obligate
(GRS 9, Item 3b).

Geheral Travel and Transportation Files. Forms,
correspondence, and related records pertaiming—io—RMER




21.

22,

23,

vel and transportation functions, not covered
elsewher ; is schedule General Records Schedules 9.

DISPOSITION: Cutoff at end of
years after cutoff (GRS 9, Item 4a).

ear.

Destroy 2

dgency Space Files. Records relating to the alloca-
utilization, and release of space under agency
cont 1, and related reports to the General Services
ation,

a. Building
utilized i
adjustment.

lan files, surveys and other records
agency space planning, assignment, and

DISPOSITION: Cuto
ment, or when lease 1
are superseded or obsol
cutoff (GRS 11, Item 2a).

after termination of assign-
cancelled, or when plans
e. Destroy 2 years after

b. Correspondence with and reports™N\;o staff agencies
relating to agency space holdings
requirements, including reports to t

Services Administration.

General

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

dDirectory Service Files. Correspondence, forms, and
other r relating to the compilation of directory
service listings,

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

eredentials Files. Identification credentials and
re ed papers.

a. Identifjcation credentials including cards,
badges, paxking permits, photographs, agency

permits to o ate motor vehicles, and property,
dining room and isitors passes, and other
identification cre tials.

DISPOSITION: Destroy 3 mo hs after return to
issuing office (GRS 11, Item

b. Receipts, indexes, listings,
records.

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



24,

25,

26.

27.

28.

Bujlding and Equipment Service Files. Requests for
buil and equipment maintenance services, excluding
fiscal copie

DISPOSITION: Cutoff after is performed or requi-
sition cancelled. Destroy 3 months r cutoff (GRS
11, Item 5).

eQmmunication General Files.

mmunications general files including plans,
reportsy nd other records pertaining to equipment
reguests, t phone service, Xand like matters.

DISPOSITION: Cuto
after cutoff (GRS 12,

annually. Destroy 3 years
2b).

b. Telecommunications statistical
cost and volume data.

orts including

DISPOSITION: Cutoff annually. Destroy whe
vear old (GRS 12, Item 2c).

Records Holdings Files. Copies of statistical reports
of RM dings sent to Agency records officer, includ-
ing feeder re from all offices and data on the
volume of records dis d of by destruction or
transfer.

DISPOSITION: Cutoff annually.
cutoff (GRS 16, Item 4b).

Destroy 1

Records Management Files, Correspondence, reports,
aut izations, and other records that relate to the
managdgem of agency records, including such matters
as forms, corxrespondence, 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: Cutoff annually. Destroy ears after
cutoff or when superseded, obsolete, or no
needed for reference, whichever is sooner
Item 7).

Fegsibility Studies Files. Studies conducted before

the ins jon of any technology or equipment associ-
ated with informatri anagement systems, such as word
processing, copiers, microg ics, and communica-
tions, Studies and system analyses initial




29.

30.

31.

establishment and major changes of these systems.
Suc udies typically include a consideration of the
alternati f the proposed system and a cost/benefit
analysis, inclu an analysis of the improved
efficiency and effectiVv s to be expected from the
proposed system.

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

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
cutoff.

Xey Accountability Files, Files relating to account-
abiTs for keys issued.

under maximum security.

DISPOSITION: C
years after cutoff

f on turn-in of key. Destroy
18, Item 1l6a).

b. For other areas.

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

Destroy

PERSONNEL OFFICE
(VOA/MP)

Qfficial Personnel Folders. Records filed on the
side of the Official Personnel Folder (OPF).
Folders~gvering employment terminated after December
31, 1920, e luding those selected by the National
Archives and Re rds Administration for permanent
retention.

a., Transferred Employees.

DISPOSITION: See Federal Perso
instructions relating to folders o
transferred to another agency (GRS 1,

1] Manual for
ployees
T la).

b. Separated Employees.



32.

33.

34.

35.

TION: Transfer folder to National
Personnel RecC er (NPRC), St. Louis, MO.,
30 days after separation. i destroy 65
years after separation from Federal serviceé
1, Item 1b).

Lemporary Individual Employee Records. All copies of
corre ence and forms maintained on the left side
of the OPF 1 ordance with Federal Personnel
Manual, Chapter 293, Supplement 292-31, EXCLUDING
performance-related records.

DISPOSITION: Destroy upon separation or
employee or when 1 yvear old, whichever is sooner
1, Item 10)..

Setujce Record Card. (Standard Form 7 or equivalent).

DISPOSITION: Destroy 3 ye
employee (GRS 1, Item 2).

separation of

Rersonnel Correspondence Files. Correspondence,

re po and other records relating to the general
administratt and operation of personnel functions,
but excluding re s specifically described elsewhere
in this schedule or Ge 1l Records Schedule No. 1,
Civilian Personnel Records, records maintained at
agency staff planning levels.

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

Qf fers of Employment Files, Correspondence including

let rs and telegrams offering appointments to poten-

DISPOSITION: stroy immediately on acceptance
(GRS 1, Item 4a).

b. Declined Offers.

(1) When name is received fr certificate of

eligibles.

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

ly and

(2) Temporary or excepted appointment.



36.

37.

38.

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

(3) All others.

DISPOSITION; Destroy imme
Item 4b(3)).

ely (GRS 1,

Baployment Applications. Applications (SF 171) and

rela records, EXCLUDING records relating to appoint-
ments requ ing 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
whichever is earlier, provided the requiremé

FPM chapter 333, Section A4, are observed em
15).

Personnel Operations Statistical Reports. Statistical
reports—i he operating personnel office and subordi-
nate units rela Q personnel,

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

2 years after

RPosition Classification Files.

ithin the agency.

DISPOSITI
obsolete (GR

Destroy when superseded or
1, Item 7a(l)).

(2) Correspondence an
the development of s
tion of positions pecu
Program and OPM approval

other records relating to
ndards forclassifica-
iar to the Radio Marti
disapproval.

(a) Case files.

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



39.

(b) Review files.

DISPOSITION: Cutoff annually. Destroy
2 years after cutoff (GRS 1, Item
7a(2)(b)).

b, PosiNion Descriptions. Record copy of position
descr\ptions which include information on title,
series )\ grade, duties and responsibilities, and
related Jocuments.

DISPOSITIO
description
cutoff (GRS 1

Cutoff when position is abolished or
uperseded. Destroy 2 years after
Item 7b).

C. Survey Files. spection, audit and survey reports
and related records.

(1) Classification gurvey reports on various
positions prepardd by classification special-
ists, including peyiodic reports.

DISPOSITION: Cutoff\annually,. Destroy 3
years after cutoff or years after regular
inspection, whichever 1 sooner (GRS 1, Item
7c(l)).

(2) Inspection, audit and survey files including
correspondence, reports, and\other records
relating to inspections, surveys, desk audits
and evaluations.,

DISPOSITION; Destroy when obsole
seded (GRS 1, Item 7c(2)).

or super-

d. Appeal Files. Case files relating to classjfica-~-
tion appeals.

DISPOSITION: Cutoff on close of case. Destro
years after cutoff (GRS 1, Item 74d).

loyee Awards Files. General awards, length of
serv and sick leave, letters of commendation and
appreciat and related indexes.

a. General Awards.

(1) Case files includin
approved nominations, co pondence, reports
and related handbooks pertaini to
agency-sponsored cash and non-cash ards
such as incentive awards, within-grade

commendations,



40.

increases, suggestions, and outstanding
performance.

DISPOSITION: Cutoff on approval or disapprov-
al award. Destroy 2 years after cutoff (GRS
1, Item 12a(l)).

(2) rrespondence pertaining to awards from
otRker Federal agencies or non-Federal
izations.

DISPOSKTION; Cutoff annually. Destroy 2
years atN\er cutoff (GRS 1, Item 12a(2)).

and Sick Leave Awards Files.
correspondence, reports, compu-
nd sick leave, and list of

Length of Servi
Records, includin
tations of service
awardees.

DISPOSITION: Cutoff amygually. Destroy 1 year
after cutoff (GRS 1, Itelk 12b).

Letters of Commendation and\Appreciation. Copies
of letters recognizing lengthNof service and

retirement and letters of appriciation and commen-
dation for performance, EXCLUDI copies filed in
the OPF,

DISPOSITION: Cutoff annually. Destkoy 2 years
after cutoff (GRS 1, Item 12c)

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

DISPOSITION: Destroy when superseded or obsolxte
(GRS 1, Item 124d).

NQtification of Personnel Actions. Standard Form 50,

exclusive O

a .

nting all individual personnel actions such as
t, promotions, transfers, and separation,
the copy in the OPF.

Chronological
maintained in per

ile copies, including fact sheets,
nel offices.

DISPOSITION: Cutoff ann
after cutoff (GRS 1, Item 1

ly. Destroy 2 years

All other copies maintained in persomngel offices.

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



41,

42.

gmployee Medical Folder (EMF).

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

(1) \Transferred employees.

DINSPOSITION: See FPM for instructions (GRS
1, Stem 2la(l)).

(2) Separabded employees.

DISPOSITI : Transfer to National Personnel
Records Center (NPRC), St. Louis, MO., 30
days after seéparation. NPRC will destroy 75
years after bixth date of employee, 60 years
after date of t earliest document in the
folder if the datw of birth cannot be
ascertained, or 30Wears after latest
separation, whichevex is later (GRS 1, Item
2la(2).

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

DISPOSITION: Cutoff on separationN\or transfer of
employee. Destroy 1 year after cutof (GRS 1,
Item 21b).

c. Individual Employee Health Case Files crdated
prior to establishment of the EMF system that have

been retired to a Federal Records Center,

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

Bopployee Performance File System Records.

<SES Appointees (as defined in 5 USC 4301(2)).

isals of unacceptable performance, where
of proposed demotion or removal is
issued bu ot effected, and all related

documents.

DISPOSITION: Destr
completes 1 year of ac
from the date of the writ
of proposed removal or reduc
notice (GRS 1, Item 23a(l).

after employee

table performance
n advance notice
ion in grade

(2) Performance records superseded throug
administrative, judicial, or quasi-judici
procedure.



(3

(4)

(5)

DISPOSITION: Destroy upon supersession (GRS
1, Item 23a(2).

Performance-related records pertaining to a
former employee.

a) Latest rating of record 3 years o0ld or
less and performance plan upon which it
is based and any summary rating.

DISPOSITION: Place records on left side
f the OPF and forward to gaining
Federal agency upon transfer or to NPRC
employee separates. An agency
retYieving an OPF from NPRC will dispo se
of these documents in accordance with
Item R3a(3)(b) of this schedule (GRS 1,
Item a(3)(a)).
(b) All oth performance plans and ratings,
DISPOSITION: Cutoff annually. Destroy
3 years afder cutoff or when no longer
needed, whidhever is sooner (GRS 1, Item
23a(3)(b)).

All other summary parformance appraisal
records, including parformance appraisals and
job elements and stan§ards upon which they
are based.

DISPOSITION: Cutoff aftyRr date of
appraisal. Destroy 3 yeakxs after cutoff (GRS
1, Item 23a(4)).

Supporting documents.

DISPOSITION: Cutoff after da
Destroy 3 years after cutoff o
longer needed, whichever is soo
Item 23a(5)).

of appraisal.
when no
r (GRS 1,

SES Appointees (as defined in 5 USC 3132a(2)).

(1)

(2)

Performance records superseded through an
administrative, judicial, or quasi-judicial
procedure.

DISPOSITION; Destroy when superseded
Item 23b(1).

(GRS 1,

Performance-related records pertaining to a
former SES appointee,



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

DISPOSITION: Place records on left side

the OPF and forward to gaining
FeWYeral agency upon transfer or to NPRC
if ployee leaves Federal service (GRS
23b( ).

(b) All othex performance ratings and plans.

DISPOSITIO Cutoff annually. Destroy
5 years afte cutoff or when no longer
needed, which&yver is sooner (GRS 1, Item
23b(2)(b)).

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

DISPOSITION: Cutoff after date\of appraisal.
Destroy 5 years after cutoff (GR
23b(3)).

(4) Supporting documents.

DISPOSITION; Cutoff after date of appraisal.
Destroy 5 years after cutoff or when no
longer needed, whichever is sooner (GRS 1,
Item 23b(4)).

43, Egual Employment Opportunity Records.

a.

icial Discrimination Complaint Case Files.
Origihqting agency's file containing complaints
with related correspondence, reports, exhibits,
withdrawal ices, copies of decisions, records
of hearings an eetings, and other records as de-
scribed in 29 CFR 13.222., Cases resolved within
the agency, by EEOC, by a U.S. Court.

DISPOSITION: Cutoff on reso
Destroy 4 years after cutoff (

tion of case.
1, Item 25a)

Copies of Complaint Case Files. Duplitgate case
files or documents pertaining to case fi re-
tained in Official File Discrimination Comp i
Case Files.



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

ackground Files. Records not filed in the Offi-
ial Discrimination Complaint Case Files.

DI
De s

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

d. CompliNance Records.
(1) Compliance Review Files. Reviews, background
docugyents and correspondence relating to

contractor employment practices.

DISPOSIVION: Cutoff annually. Destroy 7
years afXer cutoff (GRS 1, Item 25d4(1)).

(2) EEO Complignce Reports.

DISPOSITION: Cutoff annually. Destroy 3
years after cytoff (GRS 1, Item 25d(2).

e. Employee Housing Reg\ests. Forms requesting
agency assistance in Yousing matters, such as
rental or purchase (GRR 1, Item 25e).

DISPOSITION: Cutoff ann\ally. Destroy 1 year
after cutoff.

f. Employment Statistics Files
statistics relating to race

Employment
nd sex.

DISPOSITION: Cutoff annually.
after cutoff (GRS 1, Item 25f).

Destroy 5 years

qg. EEO General Files. General correXpondence and
copies of regulations with related\records pertain-
ing to the Civil Rights Act of 1964) the EEO Act
of 1972, and any pertinent later legislation; and
agency EEO Committee meeting records Ancluding
minutes and reports.

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

h. EEO Affirmative Action Plans (AAP). RMP coples of
consolidated AAP(s), feeder plan to consolidaded
AAP(s), reports of on-site reviews of Affirmative
Action Programs, and annual report of Affirmatiwe
Action accomplishments.



44,

45,

46.

47.

ION:
after cutoff

Cutoff annually. Destroy 5 years
25h).

Stapdards of Conduct Files. Correspondence,

memoran other records relating to codes of
ethics and standards duct.

DISPOSITION: Destroy when obsolete or sup
1, Item 27),

Labor Management Relations Files. Correspondence,
memora eports and other records relating to the
relationship be management and employee unions or
other groups.

DISPOSITION: Cutoff on expiration of agree
Destroy when 5 years old (GRS 1, Item 28a).

Lraining Records.

General file of agency-sponsored training, EXCLUD-
ING record copy of manuals, syllabuses, textbooks,
other training aids developed by the agency.

rrespondence, memoranda, agreements, author-
ions, reports, requirement reviews,

and objectives relating to the
establN\shment and operation of training,
courses \ynd conferences.

DISPOSITIO
completion o
Destroy 5 year
2%a(1)).

Cutoff annually or on
a specific training program.
after cutoff (GRS 1, Item

(2) Background and workdNg files.
DISPOSITION: Cutoff anwgually. Destroy 3
years after cutoff (GRS Item 29a(2)).

memoranda,

b. Employee Training. Correspondency,

reports and other records relatingNo the avail-
ability of training and employee parXicipation in
training programs sponsored by other gdvernment
agencies or non-government institutions.

DISPOSITION: Cutoff annually. Destroy 5 ywars
after cutoff or when superseded or obsolete.
whichever is sooner (GRS 1, Item 29b).

Grievenee,—bisciplinary and Adverse Action Files.




48.

49.

Grievance, Appeals Files (5 CFR 771). Records
originating in the review of grievance and appeals
aised by agency employees, except EEO eomplaints
laints. These case files include statements
nesses, reports of interviews and hearings,
's findings and recommendations, a copy of
the orighgal decision, related correspondence and
exhibits, d records relating to a
reconsiderati®an request.

DISPOSITION: Cutdff on close of case. Destroy 3
years after cutoff RS 1, Item 30a).

b. Adverse Action Files (5NCFR 752), Case files and
related records created i reviewing an adver se
action (disciplinary or non=disciplinary removal,
suspension, leave without pay,\reduction-in-force)
against an employee. The file iwmcludes a copy of
the proposed adverse action with swpporting docu-
ments; statements of witnesses; empldyee's reply;
hearing notices, reports and decisionsN reversal
of action; and appeal records, EXCLUDING
of reprimand which are filed in the OPF.

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

Merit Promotion Case Files. Records relating to the
promo ti of an individual that document qualification
standards, uation methods, selection procedures,
and evaluations o didates, EXCLUDING, any records
that duplicate informati in the promotion plan, in
the OPF, or in any other perso records.

DISPOSITION; Cutoff on completion of the a ion.
Destroy after OPM audit or 2 years after cutoff,
whichever is sooner (GRS 1, Item 32).

RESEARCH DEPARTMENT
(VOA/MR)

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
politics and ideological control. The Cuba -
Quarterly Situation Reports are published, almost
verbatim, as the Cuba - Annual Report.,

a. Cuba - Quarterly Situation Reports (QSR) Files.
Draft of the Annual Report.




50.

51.

52.

53.

54,

DISPOSITION: TEMPORARY. Cutoff annually.
Destroy when Annual Report is published.

b. Cuba - Annual Report. One copy of each yearly
report.

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

Daily Radio Reports Files. Daily summaries of major

Cuban news broadcasts. Two reports per day.

DISPOSITION: Cutoff annually. Destroy 3 years after
cutoff.

Calendar of Significant Events Files,. Lists of

significant events in Cuban history, prepared monthly,
used in preparing programs for broadcast.

DISPOSITION: Cutoff annually. Destroy 1 year after
cutoff.

Calendar of Upcoming Events Files. Lists of upcoming

events relating to Cuba, prepared monthly, used in
preparing programs for broadcast.

DISPOSITION: Cutoff annually. Destroy 1 year after
cutoff.

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.

"Testimony" Program Interview Files. Audio tape

Cassettes of original interviews of recent emigres
from Cuba. Often include much more information,
covering a broader historical period, than the edited
tapes used for broadcast.

DISPOSITION: PERMANENT,. Cutoff cassettes every 2
vears and transfer to the National Archives 5 years
after cutoff.

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



55.

56.

57.

58.

59.

Program Background Files. Background materials for
programs such as "Focus"™ and "Roundtable", including
scripts, copies of source information, and related
materials used in producing the program.

DISPOSITION: Cutoff annually. Destroy 3 years after
cutoff.

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)

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. Destroy 3 vyears after
cutoff.

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,.

;qut/Source Records. Non-electronic documents or
igned 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 manent retention
elsewhere in this schedule. These recor the
source materials for the reports prepared under
58.




60.

POSITION: 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, Item 2a).

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

a. Magnetic tapes.
1. Final tapes for each year.

PERMANENT, Cutoff annually. Transfer to the
National Archives 10 years after cutoff, in
software independent format specified by 36 Code
of Federal Regqulations, 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, Ch, 1228.188, that would
facilitate the use of the magnetic tapes.
tapes. With the exception of the original
survey questions, this documentation shoulad
be in English.

PERMANENT. Cutoff annually. Transfer to the
National Archives with tapes, 10 years after
cutoff.



61.

62.

63.

64.

"Perception Analyzer" Tape Files. Magnetic tapes

containing a record of the reaction of audiences,
using "Perception Analyzers", to RMP broadcasts. The
results are summarized in the Audience Research
Reports listed above,

DISPOSITION: Erase when 5 years o0ld or when no longer

needed for research, whichever is sooner.

PROGRAMS DEPARTMENT
(VOA/MB)

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.

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.

Individual Program (Reference) Tapes Fméow.

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"
{Round Table), "Cuba sin censura®™ (Cuba Without
Censorship, and "Que Pasa en Casa" (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. Cutoff after 3 years.
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.



65.

66.

67.

68.

b, Other program tapes not selected by Radio Marti
staff as part of group a.

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

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.

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

b, Electronic form of the index and accompanying
documentation.

DISPOSITION: TEMPORARY. Destroy or erase when
super seded.

bibrary Sound Recordings. Music and other sounad
recordil d for special effects and background in
RMP programs.

DISPOSITION: Destroy (erase) when no
GRS 21, Item 25).

r needed

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,
additions, revisions, and other changes from original,
and background materials such as news sources.

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

Producers' Project Files, Form used to chart the

progress of a program during the various stages of
production.

DISPOSITION: Cutoff annually. Destroy 3 years after
cutoff.



69.

70.

71.

72.

73.

Producer's Journals., Form used to control the
recordings of programs. Includes time on and time
off, program name, length of time of progranm,
technicians name, and remarks.

DISPOSITION: Cutoff annually. Destroy 3 years after
cutoff.

NEWS DEPARTMENT
(VOA/MN)

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.

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: Cutoff annually. Destroy 3 years
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.

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

DISPOSITION: Cutoff annually. Destroy 3 years after
cutoff.

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.




74.

75.

76.

77.

DISPOSITION: Review files periodically. Destroy
materials that are obsolete or no longer needed for
reference.

TECHNICAL OPERATIONS DIVISION
(VOA/MT)

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: Cutoff annually. Destroy 3 years after
cutoff.

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
remaining records 3 years after cutoff.

Maintenance and Operations Controls Files. Logs,
schedules, inventories, and similar records relating
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 1logs,
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

Advisory Board Subject Files. Agenda, minutes of
meetings, correspondence with Board members, general
correspondence, annual reports to The President,
special studies, and related materials concerning the
functions and activities of the Board. Arranged by
subject.

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



78.

79.

80.

81.

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

Advisory Board Chronological File. Outgoing

correspondence of the Board filed chronologically.

These are not duplicates of other files.
pPERMANENT

DISPOSITION: A Cutoff annually. Transfer to the

National Archives 25 years after cutoff.

RECORDS COMMON TO MOST OFFICES

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).

Qf fice Administrative Files. Records accumulated by
ividual offices that relate to the internal adminis-
or housekeeping activities of the office

rather an the functions for which the office

exists. general, these records relate to the

office organigation, staffing, procedures, and
communications; he expenditure of funds, including
budget records; dawcto-day administration of office
personnel including @ining and travel; supplies and
office services and equlRment requests and receipts;
and the use of office spacd land utilities. They may
also include copies of inter activity and workload
reports (including work progres statistical, and
narrative reports prepared in the fice and forwarded
to higher levels) and other materialsS\that do not

serve as unique documentation of the pr rams of the
office.

DISPOSITION: Cutoff annually. Destroy 2 years~Ngfter
cutoff, or when no longer needed, whichever is soo
(GRS 23, Item 1).

Supervisors' Personnel Files, Correspondence, forms,
and o records relating to positions, authoriza-
tions, pen actions, copies of position
descriptions, req s for personnel action, and
records on individual em ees duplicated in or not
appropriate for the OPF.

DISPOSITION; Review annually and destroy rseded
or obsolete documents relating to an individual



82.

83.

84.

85.

hin 1 year after separation or transfer
(GRS 1, Item 18a).

Working Papers and Background Material. Pro ject
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.

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
general reference file.

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

heave Application Files. Application for Leave, SF
equivalent, and supporting documents relating
ts for and approval of taking leave.

a. If time ca
employee.

has been initialed by

DISPOSITION:; Destroy
period (GRS 2, Item 8a).

end of applicable pay

b. If timecard has not been initiale employee,

DISPOSITION: Destroy after GAO audit or
vyears old, whichever is sooner (GRS 2, Item 8

Lime and Attendance Reports Files.

al Form 1130 or equivalent. Copies of forms
used in ording the time and attendance of
employees.

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

b. Flexitime Attendance Records. ntal time
and attendance records, such as sign~-in/3®tgn-out
sheets and work reports,used for time accoun
under Flexitime systems.



N; Cutoff annually. Destroy after GAO
audit or 3 years afte ichever is sooner

(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. Word Processing Files. Documents such as letters,
messages, memoranda, reports, handbooks, directives,
and anuals recorded on electronic media such as hard
disks Wr floppy diskettes and used to produce hard
copy whixh is maintained in organized files.

a. When useW to produce hard copy which
is maintaimed in organized files.

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

b.When maintained on
form, and duplicate th
in and take the place of
would otherwise be maintai
copy providing that the hard
been authorized for destructio
the GRS or a NARA-approved SF 11

in electronic
information

ecords that
d in hard

DISPOSITION: Delete after the
the retention period authorized £
hard copy by the GRS or a

NARA-approved SF 115 (GRS 23, Item 2b

piration of
the

88. Adpinistrative Data Bases. Data bases that support
ative or housekeeping functions, containing
information ived from hard copy records authorized
for destruction b e GRS or a NARA-approved SF 115,
if the hard copy records maintained in organized
files.

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

89. QLrapnsitory Files. Documents of short-term interest
which ha ocumentary or evidential value and
normally need not be ore than 90 days. Examples
of transitory correspondence ar below.




Routine requests for information or publications
and copies of replies which require no administra-
e action, no policy decision, and no special
compylation or research for reply.
Originati office copies of letters of
transmittal at do not add any information to
that contained™~Nn the transmitted material, and
receiving office py if filed separately from
transmitted materia

Quasi-official notices inwluding memoranda and
other records that do not sewyve as the basis of
official actions, such as noti s of holidays or
charity and welfare fund appeals,~Nond campaigns,
and similar records.

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

when



United States ' .

Information
Agency

Washington, D.C. 20547

AUG 2 A 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:
NCl1-306-89-1, dated, October 14, 1988.

Thank you for your assistance on this project.

Sincerely,

Fhomna V. Conmeor.

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, 1989

Mr. Thomas Conner

Acting Records Officer (M/ASP)
United States Information Agency
301 6th §+., §. W.

Washington, DC 20547

Dear Mr. Conner,

as T mentioned to you on the telephone, T am returning the Radio
Marti receords schedule, job no. N1-306-89-1, with changes
annotated. These changes must be made before this schediile can
be forwarded to the Archivist of the United States for
signature. I have already worked out most of these changes with
Radio Marti staff, so the revision process should go smoothly.

There are a few series added, and a few dispositions changed,
but on the whole, the schedule was excellent.. There really 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 Martl staff. Their knowledge
and interest made the work on the schedule go quickly.

Please send a signed, corrected copy of the Radlo Marti schedule
to this offlce. If you have any questions, feel free to call me
at 724-1449.

Sincerely,

MARTHA 1.. CRAWLEY
Records Appralisal and
Disposition Division
Enclosure

Official File - NI
Day Fille - NIR

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

MCrawley t6/1/89 doc: MARTTI"CONNER:FILE

File - [STA


http:CRAWI.EY
http:correct.ed
http:annotat.ed
http:Washingt.on

. Natna

Date
Reply to
Aunof :

Subject :

To

) @ °
'Archives

Washington, DC 20408

May 18, 1989

Martha I.. Crawley, NIRM

Memorandum for the Record re N1-306-89-1
Director, NIR

Les Waffen, NNSM, initially believed that item 68, the Daily

News Service Files should be kept as documentation

Record of
of the Evening News Tapegs. However in a telephone
conversation on May 17 he agreed that item 61, Daily

Broadcast Coptent Report Fileg, which several people in NN
believed should be disposable, would serve as sufficient
documentation for the Evening News. On May 18 Elaine Everly
agreed that item 61 could be left permanent, and therefore
item 68 could remain temporary, as proposed by Radio Marti.
Since item 68 will serve as documentation for the Evening
News, its retention period should be synchronized with that
of the news tapes. I proposed that item 68 be cutoff
annually and transferred to the National Archives 2 years
after cutoff, as are the news tapes. Dr. Everly agreed to
this disposition. The schedule should be amended
accordingly. The name of the Dally Broadcast Content Report
Flles will be changed to Program Log, as per conversation
with Elaine Everly May 23.

Dr. Everly reiterated NN's position that item 55, Lilsteners
Letters Files, should be disposable, as proposed by Radio
Marti, particularly since only about 25% come from Cuba.
Therefore, item 55 will remain temporary as proposed.

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 them.

National Archives and Records Administration
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May 9, 1989

NNT

P
N1-306-89-1 QY/ﬂ~/

Director, Records Appraisal and Disposition Division

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 N1-306-89-1,

LAY NI

GERALDINE N, PHILLIPS
Director
Textual Projects Division

National Archives and Records Administration
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Washington, DC 20409

pate May 2, 1989

Reply to
Atnof :E Everly

Subject :N1-306-89-1
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 ;?ese records are permanent and we agree with her recommendation
to inldude 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 1is disposable.

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

Item 51 "Testimony" Program Interuytsw Fiites NNS agrees with the appraiser that
this item 1s 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 Master Files NNX agrees with the appraiser that these
records are permanent/yit 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. 1I-have-doubts about the permanency
of this item, especially since it serves as an index to item 60, which is disposable
Why does NIR bélieve 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 suggests.

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 regarding this matter. A4 5 L¢mecitargotiily,
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Items 69, 70, 71, 72, 73, 74, 75Aﬁgil ggree with the schedule as submitted by the agency. .
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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.
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Washington, DC 20408

Interoffice Memorandunm

DATE: April 13, 1989

REFLY TO
ATTN OF: NNSM

SUBJECT: Comments on NIR Appraisal of N1-306-89-1

TO: NNS3

We are in general aareement with NIR‘s appraisal of the
audiovisual records in the Radio Marti schedule, and we wish to
commend the appraiser, Martha Crawlev, for a very careful and
thorough iob.

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

The onlv question we raise regards the disposition of item 68
containing the master file of "Dailv 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 reascning has
merit, then we believe item 68 should be a permanent record
series.

Lc
Leslie C. Waffen

Acting Chief
Motion Picture. Zound.
and Videco Branch

JM&W .
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Washington, DC 20408

Date  :  April 3, 1989
Reply to
Amnof :  NNRC

Subject :  N1-306-89-1

To : NNR

This job is a proposed schedule for the records of the Radio Marti Program,
part of Voice of America, United States Information Agency.

The appraisal memorandum proposes several changes from the proposed
schedule. I have no objection to the proposed schedule, except as
described below.

Item 2. I do nhot think this series of biographic files has permanent
value.

Item 46. I agree with the appraisal report, not the schedule. Only the
published annual report on Cuba should be retained, not the quarterly
situation reports.

Item S1. I agree with the schedule, not the appraisal report.
Item 55. I agree with the schedule, not the appraisal report.
Item 58. I agree with the schedule, not the appraisal report.

‘Item 60. I agree with the appraisal report, not the schedule; the logger
tapes have only temporary value.

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

In addition, the appraisal report recommends the addition of a new item
(described before item &B) for Evening News Tapes, which would accumulate
at 80 reels per year. 1 disagree. Inh short, I do not think all of the
records and tapes documenting the activities of the Radio Marti Program, a
rather minor part of USIA, need to be retained permanently. The National
Archives provides reference service in the form of letters; we do not keep
copies of those letters to document what we do.

m-di‘“ Dv &“"{‘6"“
MILTON O. GUSTAFSON
Chief, Civil Reference Branch

4359
PN E  conwss.
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Washington, DC 20408

Date : April 19, 1989

Reply to
Attnof : NNTA

Subject :  N1-306-89-1

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.

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

7
RONALD E. SWERCZEK
Chief, Archival Projects Branch

Textual Projects Division

National Archives and Records Administration
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Washington, DC 20408

Date

Rep]y[(April 19, 1989

Aanof :

NNXA (McGovernnqw»

Subject :
Comments on N1-306-89-001

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:

/% % date V// f/ &9

ector, Center for Electronic Records

(i;;géz\ﬁjt:iﬁ;:_\//EE;erN\__—/’/ date ‘i/l?/él?

¥£Avnx\Chief7 Archival Services Branch
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Washington, DC 20409

Date: March 30, 1989

Reply to the
attention of: NNTA-S

Subject: N1-306-89-1

To: NNTA

This seems to be a very comphrensive schedule on the records of
U.S.I1.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 be
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 1t 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.

CHARLES . DOWNS I1
Assistant Chief,

Archival Projects Branch
Textual Projects Division

National Archives and Records Administration
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March 17, 1989
Martha L. Crawley, NIRM

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

Director .W%\/\

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. 1Its 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 via a transmitter in Marathon, Florida.

Radio Marti has a director, deputy director, and four
departments: News, Programs, Research, and Audience
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.
0f 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

These files of the
offices of the Director and Deputy Director consist of some
incoming correspondence, memoranda within Radio Marti and
USTIA, 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 from 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



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
Archives as scheduled. One addition that should be made to
this series is the set of Radio Marti newsletterqhescribed
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 serlies, 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. Biographic 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



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. T 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.

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

Personnel Office

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

Research Department

Item 46. OQuarterly Sjituation Reports (QSR) Files. The

correct title is: Cuba - Quarterly Situation Report. These
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 QSRs 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 QSRs 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 permanent and suggest that the published annual
report be scheduled as permanent instead. The QSRs should be
cutoff annually and destroyed when each annual report is
published.

7. o _Re 8. 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
information is summarized in Item 46. I agree that they are
not permanent records and and should be cutoff annually and
destroyed 3 years after cutoff.

9
Calendar of Upcoming Events Files. These lists of

significant events relating to Cuba are useful only



temporarily. They have no secondary research value and
should be destroyed 1 year after cutoff, as proposed.

. . 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
("Testimonio”) program 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. Furthermore, Radio Marti policy calls for a
cut off date of 1953 for topics presented on the air. Some
Testimony interviews include information on the individual's
activities in the 1920s, 1930s, and 19408, 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 made on cassette, Radio Marti
is willing to copy them 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. T would recommend
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. Program 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.



t . The Information Center
1s 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.

Item 54. Radio Marti Newsletters. Internal newsletter that
was issued periodically from June 1987 to July 21, 1988. 1It
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
0ld. 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

s . Aproximately 25% of
these letters are from listeners inside Cuba. The rest are
from other areas of Latin America, 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.

These research
reports summarize considerable research into the response of
listeners to Radio Marti programs. An example 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,



item 58. As Radio Marti plans to run printout tables monthly
that cumulate in the final annual tables, I recommend that
only the final annual tables be scheduled as permanent.

7. .This series is covered by the
GRS and is not included in this schedule.

a8 . This is the
electronic file of data bases which contain the data from
the three audience surveys that Radio Marti conducts each
year. Attached i1s 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 from 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 from 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 monthly 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
1s foreign intelligence interest in this system, and for
that reason, it should not be available to the public. She
does state, however, that Radlio Marti uses information from



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 from 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 o0ld 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.I propose that the final tapes and their documentation
be cutoff annually and transferred to NARA 5 years after
cutoff.

. " t " s. 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



are just broadcasts of taped music which of itself has no
informational or documentary 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
Martl 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 Log." 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 1s 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
1s a regularly scheduled half hour program in which panels
0of experts discuss such diverse subjects as relations
between Spain and Cuba, tourism in Cuba, Angola, AIDS, human
rights, disinformation in Cuba, and Jose 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, "Que 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



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

a e 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.

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

. 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 materials 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. Project Logq 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



the SF 115.

I&gmji_zrgdugti_n_ngmr__u_es Should be called
. These are schedules submitted by

some,but not all, producers to the executive producer, as
well as other materials that producers use to schedule
programs. They list time on and time off, program name, and
other production information. As these have no permanent
historical value, I agree with the proposed disposition.

RM L : es. A
nanual describing RIP 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 Department

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 1is one of the main missions 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 accumulation 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.

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

10



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.

I agree that these
administrative files chiefly concerning pay and contracting
matters, 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 Supervigors' Office Files. These are
routine administrative materials that should be disposed of
as proposed.

. These files on contracts
are indeed temporary and should be destroyed as proposed.

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

11



cutoff.

Records Common to Most Offices

Item 75. Heads of Qffices Files.Copies of memoranda,

correspondence, reports, newsclippings and other items
maintained by department and division heads. These files
have no permanent value in documenting 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 Backdround Material. This covers
all background papers not already scheduled individually

that is of no historic value. I agree with the disposition
as proposed.

. I agree with the disposition
of these files except in the case of the chronological file
of the 0Office 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.

. These administrative copies of
procurenent records are disposable and I agree that they
should be destroyed when no longer needed.

zm\ L. CRAWLEY

Records Appraisal and
Disposition Division

enclosure
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idos de Cuba Conducted Q,C. Coded Data entry.

PARA: Sal
. despues de Junio 1/85 Datc:

nitialss

Q.Z = LISTENER MEASUREMENT

8OTA AL ENTREVISTAOOR/AD

81 el entrevistado/a nc responce © se niega a responder una
pregunta, se codificara con un 00.

Si la respuesta es gue "no aplica", codifique con un 88,
Si la respuesta es que "no sabe", codifigue con un 99.

ENTREVISTADOR/A: Llene las siguientes preguntas con lca datos
del "entry form."

1. Numero del Contacto - -

2, Municipio de residencia en Cuba:

3a., Ocupacion principal en Cuba:

3b. Ultimo mes/ano de la ccupacion: /

4. Sector ocupacional:

5. Mes/ano/salida de Cubz: /

6, Ano de nacimiento:

7. Sexo:

8. Ultimo nivel escolar:

(LA RADIOAUDIENCIA DE RM)

= 9, Escucho usted a Radio Marti en Cuba?
1. Diariamente
2, Varias veces por semana
3. De vez en cuando (No era habitual)

4. Una o dos veces nada mas --- Pase al Cuestionario Q13
5. Nunca --- Pase al Cuestionario Q13

(11/85)

CODIGO

(&l



10, Durante una semana promedio a gue horas del dia acostumbraza
a ¢ Suicnar 2adic Marti?
Horac: o ie Lites @ Viownss 2, sabado 5. DAmingo
M
a.De T8¢ o — —
b, De £ a 7 S
c.Da 7 aHf e e R
d. e 3a89 —_
e, 22 9 & 1§ —
f.0e 10 all
g. De 1l a 12 m . —_
AM/
h. Del Mediodziaz -
la 1 de i1a tarde
i, De 1l 2 2 pm —— e,
9. D& 2 a 2 —_
Ke 22 3 2 ¢ — e et ——
i.De 4a5
J. De 5a6é6 —_— ———
k. De 8 @ 7 de la Neche
l.De7a8
m, De8as?
n.bDe9alo —_
0. De 10 a 11 —_

o



3
11, En gue pada radial acosturbraba @ esci-har Gadi. Marri?
1. aM  onda medta)
d. Ords corta
1. Arias por :jual
iPARA TAS PREGUVTAS 12 -G v 13 a4 USE EL JODIGC SIZIENTE)
1. inguna in-arferenciz
2. Doca interferencia
3. D3astante interferenc:s
4. Mucna int=z:ferencia
5. No se sintonizaba
6. Variable N
12. EBn el uleimo mes que Ud, vivio en Cuba - en gereral -
Cano se escuchaba Radio Marc: en orxda media por...
12a. ...la mananar
126, ...2l mediodiaz?
12¢. ...la tarie?
128, ,..la noche?
13. En el ultim? mes que Ud. vivio en Cuba - en general -
Caro se escuchaba Radio Marti en onda corta por,..
13a, ...la manana?
13b. ...el mediodia?

lic. ...la tarde?

1338, ...la noche?

e



14‘

El radioc que tid, mas usabe para escuchar a Radiz marti

furcionana con electrividad o con 2ilzs?

2. Saba@o?

31 lz ele:tricidad

3. Damingo?

1. &Electric-.izr solavent

2, Pllas sc.amente

3. De mwbas Zommas

Zn el vltird mes Jue vivio en Cuba, irdique
dejaca c= Iuncionar. ..

Horar:o 1., De Lunes a Viernes?
A T
a, 25 a g i )
b,eéary i _ .
C, De T a8 .
d.De8a?9

e, De 9 a 10

[¥a]
o
[2)]

7 Jde la Noche

(=Y
ar

8

B8a?g

9alo0

¥ ¥ ¥ ¥ B ¥ & ¥

10 a 11

o



{PARA L33 PREGUNTAS 16 a-g USZ EL CODIGC STIUIENTE: )

. Dlariamerse
. sarias vecss [or gemana
. Ce vez en cuando (No =ra nabiual)

. Nuroa

22D R —

17.

170,
17¢.
17d.

17a.

18.

s N SRS WIS MR L L6 SAT———

Escuzhaba ilos notleicras de fzdic Marti?
vos .08 Comentarios, «ditoriaiz=s de Racio Marti?
0 108 poregramas -formativos?
{exciuyendo ncticleres y comentarics/editoriales)
vo. .08 programas nusicales?
ses 108 programas comicos?
«e. 128 novelzs?
ve. 08 programas de variedad?
En general, como calificaria 123 roticieros e Radio Marti?
(E; 51 nunca escuchaba notleiercs pase a 1- proxima pregunta)
Muy Muy
Buenos Buenos Promedios Malos Malos
Por su .ontenids? 1 2 3 4 5
Por su vigencia? 1 2 3 4 5
Por su objetividad? 1 2 3 b 5
Por su exposicion? 1 2 3 4 5
Cuales eran sus DOS programas favoritos de Radio Marti?

18a.

18b.

a

SRR

a



15.

20.

Usuz ' mente, dorce escuchaba a kadis Martl?

1, ™ su .4%8a

2, = casa de familiares o amigos
1, En el fupato

4. Ot

Usualments, escuchaba a adio Maski,..?

1, Sclo/a?
2. Ccn otros?

(familiares, amigcs, cawmpanercs del trabajo)
3. Ambcs?

(ESTACIONES EXTRANJERAS)

21,

22,

23,

fn Cuba, Escichaba algurs estacion extrarera gue no fuera

Radio Marti?

1. si
2. NO--—-{Pase a P. 24)

En Cuba - y excluyendo a Radio Marti - que estaclones

extranjeras escuchaba en el orden en .2 mas las
escuchaba?

22a.

22b.

22¢.,

Con cuanta frecuencia escuchapa Ud. a (...22a...)7?

1. Diariamente
2. Varias veces pcr samana
3. De vez en cuando ({no era habitual)

o



(HABITOS DE FADICRLDIENCIE TN CUBA

24,

25,

26.

27,

fn Cuba, Accst-orzrana Ud, a -ir mas rad:iy o - ver qas
television joneralmenze?

"]

1. A 2ty mas radic
2. A ver mas television
3, Arbos por 1goual

Que estacion de radio cubena scuchabe mas.

(UNA SOLA - LA QUE MA:,

Cualss sran los tres programas de 1a radio cubana
que . w»scuchaba mas?

Programa sstacicn
26a.
26b., N e
2€c.

I Cuca, Que clase de prograras de radic preferia
escuchar?

1, sl 2. NO
a) Notic.ieros

b) Cawentarics

c) Informativos
(ni anibh

d) Musicales

e) Camicos

£) Novelas

g) Variedad

1) Otra:




n
n

25.

30.

Er. Cuba, Que ciases de musicz preferia sscuchar?

S8 2,

1Y
"
o
[a)
o
[

e) Hit Paradsa Americaro

£) Jazz

et e . g

£1) Clasica
Ttipo Mozart,

g22) Clasica contsIporanea
{tipo Leo Brouwer)

n) Otra:

En cusstion de musica - en Cuba - preferia,..

1. +..la BCtUal? 2. ...0 de recuerdos”?
{zn0s 70's v hacia atras)

a) en musica cubana

— — o— o ——— o w—ings

b) en musica latina

¢) en musica anglo

Cuando Ud., estaba en Cuba, Que cantante o grupo musical
le nublera gustado escuchar de los que la radio cubana
apenas ponia? (UNO SOLO)

>y - b

[
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3

‘NOTICISS: AREAS DE INTERA3)
31. Supen.endo gque usted codavia zs.uviz=re en Tita, Tuales serian

locs tra2s paises ¢ areas del mundo 1e mas -ni*eres para usted en

cusstion de nc-talag?

a}

o) -

c) . —_—
22. Supocniendec gque U te todavia esiuviers 2n Qura, Que impeslancls

tendria =1 rec.tir noticias de las siguie-ltes nartes del rundo,..”

G A.gura £oca Ninguna
{mportancia Importan:ia importancia  Impertancla

Angola 1 2 ' 3 b
Etiopia 1 2 3 4
Africa en General 1 2 3 4
Cuba ] 2 3 4
Caribe on Ceneral 1 2 3 4
Nicaragua 1 2 3 4
Centro America 1 2 3 4
en General
fmerica del Sur 1 Z 3 L
Estados Unidos 1 2 3 4
Europa 1 2 3 4
Union Sovietica 1 2 3 5
Bloque Sovietico 1 2 3 4


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

12
(REATOS DEL RADIOYENTE)
33, Conc=1d Je algun c=20 €3 2l cu2’ un rzdioyent - de Hadio Marti
tuyo orodlenas ees-iag—autorddases pOr escuchzz 12 estacion?
{PELATC BREVE Y ESPECIFIQUZ COMD L2 Z€ 0 JOMC 52 ENTERQ)
Caso A:
Casc B:

ENTREVISTADOR/A (Firma ¥y numerc):
Entrevista duro: Mins,

(ENTREVISTADOR/A VEA PROXIMA PAGINA)

er
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK »

JOB NO. .
gy ’ o ‘
; ¢ 7 i 7

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

A
/oY

1. FROM (Agency or establishment)

raation Y

DATE RECEIVED
NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

3. MINOR SUBDI{VISION

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
approved” or “withdrawn® in column 10. If no records
are proposed for disposal, the signature of the Archivist is
not required.

5. TELEPHONE EXT.

485-T501

4. NAME OF PERSON WITH EHOM TO CONFER

DATE ARCHIVIST OF THE UNITED STATES

- ) 5 ¢
6. CERTIFICATE OF AGEN REPRESENTATIVE

| hereby certify that | ai'g
that the records proposed
agency or will not be need¥
Accounting Office, if required®
attached.

disposal in this Request of

A. GAO concurrence: D is attach&gk or E] is unnecessary.

quthorized to act for this agency in matters pertaining to the disposal of the agency’s records;
page(s) are not now needed for the business of this
after the retention periods specified; and that written concurrence from the General
der the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

8. DATE C. SIGNATURE OF AGENCY . RESENTATIVE D. TITLE
0 wm \ A. Lee Humbert
10/12/88 = Records Officer
7 9.GRSOR | 10.ACTION
ITéM SCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incl ¢ Dates or Retention Periods) JOB (NARS USE
: CITATION ONLY)
The Radio Marti Program was éQgablished by congressional mda+n
in 1983. The aim of the Progr: to broadcast nawse snd
entertainment programs that are & lete and free of propaganda
te the people of Cuba. ‘
This schedule covers all headquart 3 and field office records
of the Radio Marti Program. NOTE: Regrds thet are commoa to
most offices are located at the back o is schedula.
115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4
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LEAVE BLANK ’

REQUEST FOR RECORDS DISPOSITION AUTHORITY S— _
(See Instructions on reverse) 12z Ci iy
TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED ;
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 VRNV B
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
0 ion In accordance with the provisions of 44 U.S.C. 3303a
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved

except for items that may be marked ‘‘disposition not
approved” or “withdrawn’ in column 10. If no records

3.MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is
not required.
2. NAME OF PERSONWITH EHOM TO CONFER 5. TELEPHONE EXT. |DATE ARCHIVIST OF THE UNITED STATES

k85-T501

6. CERTIFICATE OF AGEN REPRESENTATIVE

Aauthorized to act for this agency in matters pertaining to the disposal of the agency’s records;
disposal in this Request of _3 page(s} are not now needed for the business of this
after the retention periods specified; and that written concurrence from the General
der the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

| hereby certify that | a
that the records proposed
agency or will not be need¥
Accounting Office, if requirect
attached.

A. GAO concurrence: D is attach®@k: or El is unnecessary.

B.DATE _ |C. RBARESENTATIVE D. TITLE
A. Lee Hubert
10/12/88 Records Officer
7 9.GRSOR | 10.ACTION
ITEM SWAESCRIPTION OF ITEM SUPERSEDED [ TAKEN
NO (With Inciuge Dates or Retention Periods) JOB (NARS USE
. \ CITATION ONLY)
The Radio Marti Program was efjgablished by congressional mandage
in 1983. The aim of the Prografis to broadcast news and
entertainment programs that are Mmplete and free of propaganda
te the people of Cuba.
This schedule covers all headquart 3 md field office records
of the Radio Marti Program. NOTE: ReN that are common to
most offices are located at the back o
115-108 NSN 7540-00-634-4064 STANDARD FORM 116 (REV. 8-83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4



REQUEST FOR RECORDS DISPOSITION AUTHORITY OB NG
{See Instructions on reverse) ‘

LEAVE BLANK

TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED °
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Uuited States Information w In accordance with the provisions of 44 U.S.C. 3303a
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
Voice of Anegics approved’” or ‘“withdrawn’ in column 10, If no records
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is
not required.
Radio Margt Program 9

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

285-7501

disposal in this Request of Y A page(s) are not now needed for the business of this
after the retention periods specified; and that written concurrence from the General
yder the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

that the records proposed %
agency or will not be need™g
Accounting Office, if required
attached.

A. GAO concurrence: [] is attached®y

B. DATE C.SIGNATURE OF AGENCY ‘Ari SENTATIVE D.TITLE
Coomete A. Lee Fumbert
10/12/88 T A Records Officer
7 . 9. GRSOR 10. ACTION
ITéM ‘5';," OF ITEM SUPERSEDED TAKEN
NO (With Incluuue FiMtes or Retention Periods) JOB (NARS USE
) 2 CITATION ONLY)
The Radio Marti Program was es rod by congressional mandate
in 1983. The aim of the Frogram broadcast naws and
entartainnent programs that are ¢ and fres of propagaada
te the peopls of Cuba.
This schedule covars all headquarters
of the Radlo Marti Program. ROTE: ZReco
most offices ars lout“udnhekofth
115-108 NSN 7540-00-634-4064 ' STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4
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RECORDS OF THE RADIO MARTI FROGRAM

OFFICE _OF THE DIRECTOR AND DEFUTY DIRECTOR
(VoA/M)

torate Subject Files. Corvespondence, memoranda,
qRams, Radic Marti Frogrem Fact Sheets, weekly
reporty to the Director of USIA, other reports, speesch-
es, brigfing books, minutes of staff meetings, and
other ma¥grials relating to the Radio Mayvti mandate.
Arranged subject-numeric filing system.

DISFOSITION FERMANENT. Cutoff amually. Transfer to
WNRC 5 vears$after cutoff. Transfer to the National
Archives 25 yQars after cuteff in & yeer blocks.

Volume on Hand: ca. 10 cubic feet.
AnMual Accumul alt§on: ca. 2 cubic feet.

n

. Bioagraphic Files.
mainly government o
by Radic Marti and o
published souwrces. M

diographies of prominent Cubans,
icials, compirled from interviews
v USIA persomiel and from
Langed alphabetically.

DISFDSITION: FERMANENT.
Transfer to the National
when no longer needed for

Cutoff file every 5 vears.

Y
rohives when 20 vears old or
esearch.

APMINISTRATIVE XFICE
(VOA/MA)

3. ~Eeal Froperty Files. Title papen
isition of real property (by
nation, exchange, or othery

documenting the
orhase, condemna-—
).

Aa Racords ititon obthsr than

abstract or

lating to property acqul
vtificate of title.

DISFOSITION: Cuto on sale or
Government of conditidwg,
or other liens. Destroy
3, Item 1la).

releal
restrictions)
J years after

2 by the
muirtgages
utoff (GRS

b. Abstract or certificate of title.

DISFOSITION: Transfer to puwochaser after ™
ticnal sale or release by the Government of o
tions, restrictions, morvtgages, ov other liens
3, Item 1b).



&G,

\Routine Frocurement Filles.
pN-chase order, lease, and b
inaNuding corvespondence and
to award, administration, re
paymgRt (cother than those co
sche ) .

egment or purchase
O\ papers.

A Fy o
relaty

(1) Trdactions of mor
coniction contra

DISFORTINON: Cutof

Destrovb \years and

Contract, reguisition,

ond and surety records,
related papers pertalining
ceipt, inspection and
vered by Item 3 of this

organization copy, and

e than 25,000 and @ll
cts exceeding #72,000.

f on final pavment.
3 months after cutcff (GRS

2. ITtem NI,
(2) TransactilonNg T HA5,000 or less and conshrue

tion contracgs \nder $o,000,

DISFOSITION: 1t o

“f oon final payment.

Destraoy 3 vearsQfter cutotf (GRS 3, ITtem

3ala)).

b Obligation copy.

DISFOSITION: Destroy whenQfundhs are obhligated (GRS

3, Item 3b}.

C . Data submitted to the Federal §rocdyement Datka
System (FFDS). Electronic datRyFilae\maintarneg

fiscal vear, containing

unclass iead Wevovds of all

procurements, other than zmall pgchasaNs, and
consisting of information reguiredurnde\ 18 CFR
4.601 for transfer to the FFRDS.

DISFOSITION: Cutoff at

end of fFiscalQvear.

Destroy 5 yvears after cuteff (GRS 3, Nem 3d

~Nplicited and Unsclicited Fi

de and Froposals Qiles.

DISFOSITION:
files (zseg Item
Sal.

o thi

k. Solicited and Unscolicited Linsd

Froposals.

(1) Relating to small purchases as defin®
Federal Acguisition Regqulation, 43 CFR

13.

e
<

msfill Bids and Froposals.

estroy with related contract og=e

schedule) (GRS 2. TMNgm

=]

esstful RBids and

i the



b

7.

DISFOSITION: Cutoff on date of award or final
payment, whichever 1s later. Destroy 1| vesy
after cutoff (GRS 3. Item ShH(1)).

Relating to transactions above the small
weochases limitations in 4B CFR 13.

DINFOSITION: Destroy with related contract
file (see Item 4 of this schedule) (GRS
Sh(2)).

C. Cancell e lcitations Filles.

itations of offers to provide

Xervices (.., Invitations for

for Froposals, Regquests for

h were cancelled prioer o

t. The files include

umentation on the requivre-

rs wWwhNch were opened prioy Lo

", dodymentaticon on any goven n-
the Nme of cancellation,

anellation.

(1> Forma
produc
Bids, R
Cuctation
award of 2
presclicita
ment, any of
the cancellat
ment action up
and evidence of

of cancellatior.
(GRS 3, Ttem

cnoolad
cutof

DISFOSITION: Cuto
Destroy I vears afted
Se1)).

(2) Unopened bids.

to

Ly 1

DISFOSITION: Return

Se(2Y).

d. Lists or Card Files of Acceptable

or obsola

DISFOSITION: Destroy when supersede
(GRS 3, Item 5d).

~dlgnpersonal Feguisition Files. Requisitions
nonp al services such as duplicating, laun

binding, an 277 services (excluding records 3
ated with accountabTs ficers' accounts (see Jthe

of this schedule.

DISFOSITION: Cutoff armnually.
cutaff (GRS 3, Item 7i.

Destroy 1

~elephone Records Files., Telephone statements and toll
slips.,

DIGFOSITION: Cutoff at end of fisca Destroy 3

vears after cutoff (GRS 2, ITtem 103,

£y
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8. ~Ngventory Files.

A u Inve Lists.

DISFOSITION: estroy @ years from date of list
(GRE 3, Item 2a)

b. eport of suwrvey files an sther papers u:ad as
Ny lodence for sdijustment of ptory records
ctgerwise covered in this schedul?®

DISFRGITION: Destroy 2 years after date O
acticyor date of posting mediuam (GRS Ikem

9. Haperal FrocuNgment Correspondence Files.
Correspomedance Qlles of cocperating pxoLU\ement unit
concerning interRal operaticon and administration
matters not cover®g elFmwlgre in this schedule or in
General FRecords Scifgdule 3.

Hi

DISFOSITION: Cutoff Rpnually. Destiroy 2 vedTwaf ba
cuteff (GRS 3, Item 2) )

+O—__Ercess Fersconal Froperty FRoorts Files.,
DISFOSITION: Cutoff annually Pealily 3 years after

cutoff (GRS 4, Item 2).

ii. ~Suwrplus Property Case Files. CasRfiles on zales of
sLPNLs personal property, compmrisigg lnvitations,
bids., atsgptances, lists of materialQ. evidence of
sales, and T™elated correspondence.

a. Transactions o Rere than $25,000.

DISFOSITION: Cutofft onX<al payment. Destroy &
vears aftter cutoff (GRS 4, ein Ja)l.

h. Transactions of 75,000 or less.

DISFOSITION: Cuteff on final payment. DesitWsy 3
vears after cutoff (GRS 4, Item 3bo.

waoet Background Records Filles. Cost statements,
o and similar materials accumulated in the
preparaflon (o : al budqet estimates, including
duplicates of budget ezl - s and 1ugf1f1cat1nnq and
related appropriation lanquaqe =) narrative
statements, and related schedules; and oy it g
cffices' ceopies of reports submitted bo hudqnf W

)

i



13.

14,

of

=3

year
budget (GRE 5, Item 2).

Cutoff at end of fiscal vear. Destrov 1
after the close G 355 sgar covered by the

=t Reports Files. Fericdic veports on the status

g ocpriation accounts and apportionment.
AnYal Repart (end of fiscal yvears.
DISF ITION: Cutn at end of fiscal year.
Dectrog @ years after toff (GRS S, Ttem 3a).
All OtheyReports.

DISFOSITION Cutoff at end of fiscal yesag.
Destroy 3 vel§gs after cuteff (GRS I, Ttem I

—udget ApportionmenMFiles. Apportilonmant and reappoy-

tionmentoehedules, fgoposing quarterly obligations
under each authoriied proprliaticon.

DISFOSITION: Cutoff at'-wd aof fiscal YEms Restroy &

oy

vears after cutoff (GRS 5 8Item 4).

ciginal ov vibbon copy of Zgoountable officers’
acdhgints maintained in the adgnocy for site audit bv
GAD aditors, consisting of zMgtements of transac-
tions, Wratements of accountabiYity., cellection
schedulesy, collection vouchers, W shursemant
schedules, ishursement vmucherﬁ,ﬂ:nd all ather
schedules aniN\youchers or document®y used as sohedl-
ules or voucher exclusive of freidgt records and
payroll records, (CLUDING accounts Ngd SUppor ting
documents pertainindi\toe American Indiags (see GRS
bHy Ttem 1 for exampleaxof Standarvd andkw tiomal
Formz that are congider to be site audW
records) . A

DISFOSITION: Cutoff at end of\fiscal vear. §
Destray & years and 3 months afteay cutoff (GRY &,
Ttem 1al. N
Memorandum copies of accountable officeNes' rebir il
including statements of transactions and Wooount-
ability, all supporting vouchers, schedulesh and
related documents not covered elsewhere in th\e
schedule, EXCLUDING freight records covered bolhw
in this schedulea.
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“BFSFeerIOnN: Cutoff at end of fiscal year.

LI

Destroy 1 year after cutofT (ORS—SOr—Heaadbl,

14. freioght and Fassenger Transportaticn Filles.

a Original vouchers and support documents covering
reight and passenger transporiation charges of
WEttled fiscal accounts. Including registers and

(o]

(1)

(4)

control documents.

ecords covering pavment for services fur-

M shed when the charges for any single bill of
]nVing or passenger transportation reguest 1s
leX@ than £100, EXCLUDING those covered by
ITteNgléa(4) of this schedule.

DISFONKI IOM:  Cuteff at end of fiscal yean.

DestroZ\W yvearzs after cutoff (GRS 9, Ttem
laci)).

Records coN®&ECing payment for freight and
passenger tXMsportation charges for inter-
state transphuirgation and international trans-
portation by YWight forwarders of unaccompa~

nied baggage o\ A ivately cwned vehicles
shipped separate Com household goods; the
charges for whic Fe published in tariffs
lawfully on file W the Interstate Commerce
Commissicon (ICE) oy sed on tendors o
quotations, pursuant\ty section 282 of Lhe
Interstate Commerce At Tffering a reduction

from the published TCONt{ iffs, EXCILLUDING
those covered by Item 1XaW) of this schedule.

DISFOSITION: Cutoff at eNd f fiscal year.
Destroy 3 vears after cutoNf QGRS 9, Item
1a(2)).

Fecords covering payment for N1 Wther freight
and passenger transportetion chrdgs not
covered by Items 16%a(1) and 1&a(x) ONVER
EXCILLUDING those covered by Item 1xa(® of this
schedule.

DISFOSITION: Cutcff at end of fisca\ vely.
Destroy & years after cubtoff (GRS 92, Lem
la(3).

Records covering payment for freight and
passenger transportation charges for servikes
for which 1) notice of overcharge has been N-
1s expected to be issued, or 1if a raill frei1gNEk
overpayment 1s involved, 2) deduction or



collection action has been taken, 3) voucher
contains inbound transit shipmentis), 4)
parent voucher has print of paid supplemental
bi1ll asscciated, 3)voucher has become involved
1n litigation, or &) any other condition that
Requires the voucher to be retained bevond the
INr b-year disposal pericod, such as detection
of ¥ undercharge.

SFOSNTION: Cutoff at end of fiscal vear.
Dagtroy O yvears after cuteff (GRS 2, Item
lat§)) .

nandum coples of Government or
commercial N1ls of\lading, passendger transporta-
tion voucherd (5F 11 ) and transportation renuests
(8F 116%), trael authdizations, and supporting
documents.

b. Issuing of\ice me

DISFOSITION: Cut®Ff at end\of fiscal year.

Destroy 3 yvears af¥r cutoff GRS 2, ITtem 1b).
c. Obligation copy of pagsengsr bragsportation vouch-
ers.
DISFOSITION: Destroy wh¥gn funds are \bligated (GRS
7, ILtem 1c).

d. lUnused ticket redempticon fogm=s, such as SR 1170.

DISFOSITION: Destroy when no\Jonger needed
administrative use (GRS 2, Itey 1d).

17. Rassenger Reimbuwrsement Files. Recor¥s relating to
relimigu-sing individuals, such as trave\ orders, perdiem
vouchera transportation requests, hote\ reservations,

and all suppguting documents relating toN\efficial
travel by offiteygs, employees, dependentg\ or others
authorized by law travel,

a. Travel administrative fice files.

DISFOSITION: Cutoff at end oKk Sfiscal year.
Destroy 3 years after cutoff (GRT » Item 3.

h. Obligation coples.

0

DISFOSITION: Destroy when funds are ocbligated
9, Item 3h).

18. and Transportaticn Files. Forms,

2, and relate adning te RMF
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1 and transportation functions, not covered
elsewhere 1 aaa hedule General Records Schedules 2.

SFOSITION: Cutoff at end of fiscal
vexy' s after cutoeff (GRS 2, Item 4a).

Ve

19. KVaenc A Space Files. FRecords relating to the
allgecatyon, utilization, and relegase of space under
agen cyntral, and related reports to the Gensral

Service> dministration.

a. Buildin®q®=lan files, surveys and other vecords
utilized §YMN\agency space plaming. assignment, and
ard justmen

DISFOSITION: § Cuto after termination of
agssignment, oQuwhen Idgse is cancelled, or when
plans are super\eded or ™Nsolete. Destroy 2 vears
after cuteff (GRY{ 11, TtemWa).

b. Correspondence witiand reports Xge staff agencies
relating to agency Mgace holdings d requiremsnt =,
including reports to §he General Ser AW es
Administration.

g

DISFOSITION: Cuotoff arnmmBallv. Destroy 2 yedX
after cutoff (GRS 11, IThteMebil)).

19, Barpotory Saervice Filles. Dorvesp§ndence, forms, and
cther vEresds _relating to the comoRdation of divectory
sevvice listings.,

DISFOSITION: Destroy 2 menths after noe of
listing (GRS 11, Item 3).

20, Sreaedentials Files. Identification credentQals and
relaxxgd papers.

ation credentials including car « badges,
parking pet™hts. photographs, agency permiygs to
operate motor hicles, and property, dining room
and visitors pass and other 1dentificatic
credentials.

He

DISFOSITION: Destroy 3 mont after return to

issuing office (GRS 11, Item 4a

b. Receipts. indexes, listings, and accoun
records.

2
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24.

b 2 o S ST TV Destroy after all listed credentials
are accounted for (GRS 11, Ttem &b

EByilding and Eguipment Service Files. Requests for
DLl 1T aquipment maintenance services, excluding
Ascal copies.

DISRRSITION: Cutoff after work 1
zi1itiMg cancelled. Destroy 3 months after
11, ItW 5).

ormed or requi-
; (GRS

Qommunicatyon General Files.

A TelmommMgications general files including plans,
vepor tsy o cther records pertalning to eguipment
requests, 8 hone service, land like matters.
DISFOSITION: b fSanually. Daestroy 3 vears

after cutoff (GF 12, Item(Zb).

b. Telecommunications¥gtatistical reaps ts including
cost and volume datd

DISFOSITION: Cutoff aggually. Destyroy when | AN
old (GRS 12, Item 2c).

ecords Holdings Files., Copies W statistical reports
of holdings sent to Agency refgrrds officer, incluad-
ing feeder rvoperts from all officeMand data on the
volume of records didpeged of by desfuction or trans-
fer. '

DISFOSITION: Cutoff annually. Destroy yemeoaf ter
cuteff (GRS 16, Item 4b).

woords Management Files. Correspondence, refgorts,

aut cizations, and other records that relate v the
managemes of agency records, including such maWEers as
forms, corve ndence, reports, mail and files
managementi the O of microeforms, ADF systems, 1Mgd
word processing:; recdrds management surveyss wvi bal
records programs; and al INgher aspects of records
managemert not covered elsewhdxg 1n this schedule oy
the GRS.

DISFOSITION: Cutoff annually. Destroy 6 e aftter
cutoff or when superseded, cobsolete, or no Jong
nesded for reference, whichever 1s sooner (GRS
7).

1,

1G
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8.

6.

"7

asibility Studies Files. Studies conducted before
the™getallation of any technology or equipment associ -
ated wi information management systems, suwch as word
FOCess1ing ., apiers, microgrephics, and communications,
tiudies and syst@manalyses for the initial establish-—
mAgt and major chang®sgf these systems. Such studies
typgecally include a consi

ration of the alternatives
of tRe proposed system and a twgt/benefit analysis,
iNnclufing an analysis of the impr efficiency and
effectReness to be expected from

posed system.
DISFDSITIW: Cutoff on completion or cancellatp of
study. DefZtroy 5 vears after cuteff (GRS 1&, ITtem

General Managgent Files. Correspondence, forms,
reports, and refated records. concerning the internal
administration o management activities such as pro-
curement, budget, §ffice services, supply. and otheyr
similar activities $hat are not covered elsewhars in
this schedule or thelGeneral Recovds Schedules.

DISFOSITION: Cutoeff aNgually. Destroy 2 vears after
cutoff.

*wev Accountability Files. -Qles relating to account-
abi Iy for keys issued.

a. For areas oger maximum seciqglty.

DISFOSITION: Cutef™ twn-iR of key. Destroy 3
vears after cutoff (GRS THG JTtelylé&ald.

b. Fayr ather areas.
DISFOSITION: Cutoff on turn—in of QY. Desbtxygy &
months after cutoeff (GRS 18, Item 1é&b

FERSOMMEL OFFICE
(VOA/MF)

~Qfficial Fersonnel Feolders. Records flled on thegright
S1 «f the Official Ferscomel Folder (OFF). Foldgrs
Cover ing loyment terminated after December 31, IO,
excluding thao selected by the National MArchives an
Records Administirasign for permanent retention.

a. Transferred Employvees.

DISFOSITION: See Federal FersontmdManual for
instructions relating to folders of el oyees

transferred to ancther agency (GRS 1, Ttem .




Separated Employeess.

DISFOSITION: nsfer folder to National Fersonnel
Records Center (NFRC), b= wis, MO., 30 days

=

after separation. NFRC will des T YEears

. aftter
separation from Federal service (GRS 1, It& )

29 . Jempordxy Individual Emplovee Records. All coples of
corregspdpdence and forms maintained on the left side of
the OFF 13 sgirdance with Federal Fersonnel Manual,

Chapter 29\ and SUpelegment 292-31, EXCLUDING
performanceXelated recort

DISFOSITION: Restiroy upon separation Lrenster of
emploves or whelN 1 yvear old, whichever iz sooTmea (GRS
1, Ttem 10)..

30. garyvice Recovrd Card.§ (Standard Form 7 or eguivalent).

DISFOSITION: Destroy Nvear s ofbeeseparation of
enployee (GRS 1, Ttem 2)

31. kersonnel Correspondence Filgs. Corvespondence,
repoirbts,_and other records re€\ating to the general
administratsg and operation ol persommel functions.

but excluding refoswds specificaNy described elsewhere
in this schedule or Gen® FecorNs Schedule Moo 1,
Civilian Fersomel Records, ameeENords maintainad ok

agency staff plamming levels.

DISFOSITION: Cutoff amually. Destrdy 3 vears oder
cutoff (GRS 1, Item 3).

32. Nffers of Employment Files. Correspondencey including

le s oand telegrams offering appointments Qo poten-
tial emglovees.

A Accepted fers,

DISFOSITION: Dasgroy immediately on acceptancy

(GRS 1, ITtem 4a).
b. Declined Offers.

(1) When name is received firom ctificate of

eligibles.

DISFOSITION: Return to OFM with
application (GRS 1, Ttem ab(1)).

veply

12
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33.

3.

Temporary or excepted appolintment.

File with application (see Ttem
(GRS 1, ITtem 4b{(R:.

DISFOS
of this schedd

311 others.

DISFOSITION: Destroy
G (3.

immediately (GRS

Saploymeygt Applicetions. Applications (SF 171) and
related Rcovds, EXCLUDING records relating to appoint-

ments regquseag Senatorial confirmation and applica-
tions resul §ing appointment which are filed in the
OFF .

DISFOSITION: Ntoff anmmually. DEsERgy upon receipt of
OFM inspection rRport or 2 vears after coegff. whichew-
er is earlier, proyided the reguirements of the<EFM
chapter 333, Sectiog A4, are observed (GRS 1, ITtem

~eraconne]l Operations Sigtistical Reports. Statistical

reports 1 g operating§eersomiel office and subordi-

nate units relabing ro—eelsonnsl .

DISFOSITION: Cutoeff amually. Destroy o Tessa after
cateff (GRS 1, ITtem 146).

a. sition Classification Standar§s Files,
(1) ndards and guidelines 1ssld or reviewed by

OFM mpd used te classify and eyaluate posi-
tions NEhin the agency.

DISFOSITIONN DPestroy vhen supersRded or
vbhsolete (GRS N Item 7a(1)).

(2 Correspondence and cNbevr records velXqing to
the development of stathzwlards for clasegfica-
tion of positions peculian to the Radio$Marti
Frogram and OFM approval or slisapproval.

(a) Case files.

DISFOSITION: Cutoff after positidhg 13
abaolished or description 1s supersedwsd.
Destroy 5 vears after cutoff (GRS 1, T®
7a(2)(al)?).

13
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36. ~Ssqgplovee Awards Files. Oeneral awards, length O

(b} Review files.

DISFOSITION: Cutoff amually. Destroy ©
yvears aftter cutoff (GRS 1, Item
a2y (b)),

‘e tion Descriptions. Record copy of position
scNIptions which include information on title,
grade, duties and responsibilities, and
documents.

DISFD Cutoff when position is abolished o
descrit superseded. Destroy 2 yvears after

cutoff Item 7b).

Survey Fil
ports, and

nspection, audilt and survey re-
recovds.

(1Y Classific
positions
ists, inclu

ticon \gwrvey reports on various
d by classification special-
ANlodic repurts.

DISFOSITION:
vears after cutQff or
inspection, whic
7o),

amually. Destroy 3
¢ vears after regular
i sooneyr (GRS 1, Tbtem

(2) Inspection, audit ar
correspondence, repoy
relating to inspection
and evaluations.

survey flles including
and\gther records

desbk audits

ER

DISFOSITION: Destroy when
seded (GRS 1, Item 7c(d)).

bhesolety

CoT SLpET -
fAppeal Files. Case files relating
tion appeals.

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

ser
apprecial

R

and sick leave, letters of conmendation
. and related indexes.

General Awards,

(1) Case files includimpecommendabions, approved
nominations, correspondd 2, reports and
related handbooks pertaining
agency-sponsored cash and non-cas aWaAr e such
as incentive awards, within-grade mer:

14
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increases, suggestions, and outstandilng
performance.

DISFOSITION: Cutoff on approval or disapprov-
award. Destroy 2 vears after cutoeff (GRS
ITtem 12a(l1)).

pondence pertaining teo awards from other
agencies or non-Federal organizations.

Cuteoff anmually. Destroy 2
cutoff (GRS 1, Ttkem 12a(2)).

nd Sick Leave Awards Flles.
rrespondence, reports, compu-
sick leave, and list of

b. Length of rvice
Records, inqluding
tations of sagvice an
awardeas.
DISFOSITION: Cungff ¢ N Destroy 1 wvear

after cutoff (GRS, Item

c. Letters of Commendat§on and ANpreclation. Lopies
of letters recognizin®y lTength N service and
retivement and letters g f apprecy\ation and commer—
dation for performance, QACLUDING\eopies filed in
the OFF.

DISFOSITION: Cutoff annual . Destr ? oy RrE
after cuteff (GRS 1, Ttem 12
d. Lists or Indexes to Agency AwarR Nominatiogs.
Lists of nominees and winners andy lndeses o\
neminations.

DISFOSITION: Destroy when supersedel or
(GRS 1, Item 12d).

37 . RNetification of Fersormel Actilons. Standard Qorm 5G,
anting all individoual personnel actions sWh as
ot , promotions, transfers, and separatili.
exclusive the copy in the OFF.

1le copies, 1ncluding fact sheet
el offices.

a. Chronologica
maintained in pel
DISFOSITION: Cutoeff anMwally. Destrov & vears

after cutoff (GRS 1, Item

nnel offices.

b All other coples malntained in per

DISFOSITION: Cutoff amually. Destroy 1

after cutaff (GRS 1, Ttem 14ab).

15




38. Emplovee Medical Folder (EMF).

Long—term medical records as defined in the FFM,
FOSITIAN:  See FFM for instructions (GRS 1,

3 Transfer to Maticnal Fersommel
Recort (NFRC)Y . 5t. Louwis, MO., 230 days

p NFRC will destraoy 75 yvears
of emplovee, &0 vears after
st document in the folder if
the date oW birth dNannot be ascertained, o 30
vears after Ratest sxparation, whichever is
later (GRS 1,4 2) .

b. Temporary or Short-t&%m Recor as defined in the

FFM.

DISFOSITION: Cutoff on % transfer of
employee. Destroy 1 vear$fter cu oN (GRS 1, Item
2ib).

C. Individual Employee Health Ca
to establishment of the EMF sy
retired to a Federal Records Ce™M

DISFOSITION: Destroy &0 vears
FR: (GRS 1, Item 21c).

39. nplovee Ferformance File System Records.

in 9§ UsC 43

an W SES Appointees (as defined

of proposed demotion or removal W
not effected, and 211 relsted

not 1
issued bu
documents.

DISFOSITION: Destiwy after emplovee complete
1 year of acceptable pwyformance from the dakeVy
of the wiritten advance nowjce of proposed

removal or reduction in grac notice (GRS 1,
ITtem 23a(1).

() Ferformance records superseded throug

administrative, Judicial, or guasi-judicg?
procedunra.

16



(3)

(43

b. S5ES Appointees f(as defined in 9 UBE 3132a\2))

(1)

DISFOSITION: Destroy upon supersession (GRS
. Item 23a(2).

Fay formance-related records pertaining to a
forner employees.

(a) \Latest rating of record 3 yzars old or
2ss and performance plan upon which it
i% based and any summary rating.

DISKOSITIUN: Flace records on left side
of 2 0OFF and forward to gaining Fedevral
gency upon transfer or to NFRC 1€

P lowee separates. AN agency vetrieving
arYIFF \from NFRC will dispese of these
docqpenXs in accordance with ITtem

23a (R (b\ of this schedule (GRS 1, Item
23a(3 A

(b) All cthe - formance plans and ratings.
DISFOSITI
yvears after
needed, whic
23a(3) (b)) .

Cutoff arvnually. Destroy 3
toff oo when no longen
27 i3 sooner (GRS 1, Ttenm

All cther summary per\Wgmnance appraisal
records, including per\\ mance appralsals and
jobh elements and standar§ upon which they are
based.

DISFOSITIONM: Cutoff after\u‘
Destroy 3 vears after cutoff
E3ali)) .

e of appralsal.
sRE 1, Ttem

Supporting documents.

DISFOSITION: Dutoff after date N\
Destroy 3 yvears after cutoff oy wRery
needed, whichever 1s sconer (GRS 1\
23a(5)) .

praisal.
oo longey
1

Ferformance records superseded through\an
administrative, judicial, or gquasi-judiXial
procedure.

DISFOSITION: Destroyvy when supergseded (GRO\1,
Item 23b(1).

Ferformance-related records pertaining to a
former SES appointees.

17
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{(a) Latest rating of record that iz lessz than

o years old, performance plan upon which
i1t 15 based, and any summary rating.

DISFOSITIOM: Flace records on left side
of the OFF and forward to gaining Federal
gency upon transfer or to NFRC 1f
egployee leaves Federal service (GRS
23N .

(b)Y All oXpher performance ratings and plans.

DISFOSITNOM: Cutoff anmually. Destrov 5
years aftay cutoff or whern no longer
naeded, whihever is sooner (GRS 1, ITtem
D (2 (b)) .

(3 All othed
ok elems
vpon which
SES appocint
appointment (

performancR apmralsals, along with
= and stanNards (Jjob edpectations)
hey are baagd, EXCLUDING those for
s serving o a Fresidential

CFR 14 .

DISFOSITION: Cu
Destiroy I years a
23b((23)).

off oafter dXte of appraisal.
e cutoff R 1, ITtem

(4 Supporting documents.

DISFOSITION: Cutoff af
Destroy 3 vears after cu
needed, whichever is soon

23b(4) ).

o date of appraiszal.
cf £ oo owhen ¥ Tomeaenr
(GRS 1, Ite

G40, .\qual Emplovment Opportunity Records.

a. OF ™
Origin
with relat™ed correspondence, reports, ed
withdrawal noNyces, coples of declsions,
hearings and medwings, and other records a
scribed in 29 CFR IMN3.222. Cases resclved
the agency, by EEOC, U.5. Court.

laints
ibits,
2cords of
e~

1thin

DISFOSITION: Cuteff on reso ion of case.
Destroy 4 years after cutoff (GRSI ., Item &5a)

b. Copies of Complaint Case Files. Duplicwe case
files or documents pertaining to case file
tained in Official File Discrimination Compla™NWE
Case Files.



DISFOSITION: Cuteff on resclution of case.
Destroy ane year after cuteff (GRS 1, Item 25h).

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

IREROSITION: Cutoff on resoclution of case.
DeqtXoy 2 years after cutoeff (GRS 1, Item 23c).

Comp R X{nce Records.

(1) CcWdliance Review Files. FRevisws, background
docOents and correspondence relating to
contQgeotor employment practices.

DISFOSTYION: Cutoff amually. Desbroy 7
vears affr cuteff (GRS 1, Item 25d4d(13).

(2) EEO CompliMce Reports.

DISFOSITION: utoff ammually. Destroy 3
years after c)\&ff (GRS 1, Item 25d{2).

Employee Housing Regds®ts. Forms reguesting agency
assistance in housing \mM{tters, such as rental or
purchase (GRS 1, Item XIW) .

DISFOSITION: Cutoff armm\alNy. Destroy | oyear
aftter cutoff.

Employment Statistics Files) Lnployment statistics
relating to race and sen.

DISFOSITION: Cutoff amually.\ DRgtroy 5 years
aftter cutoff (GRS 1, Item 25f).

EED General Files. General covrelporgence and
copies of regulations with related recds pertain-
ing te the Civil Rights Act of 1264\ th&QEED Act of
1272, and any pertinent later legislatio and
agency EEQ Committee meeting records NwcluQing
minutes and reports.

DISFOSITION: Lutoff amually. DRestroy X yvyearg
after cutoff, or when superssded o obsolate,
whichever is applicable (GRS 1, ITkem #5g).

EEO Affirmative Action FPlans (AAFPY.  RMF copNes of
consclidated AAR(s), feeder plan to conscolidaidprd
AAF (=), reports of on-site reviews of Affirmat \ve
Action Frograms, and 2nnual report of Affivmat: N
Action accomplishments.

19



41.

43,

44 .

—PrroraeQie_ Cutoff anmually. Destroy 3 vears

L7 T

after cutoff (GRS 1, Item 25h).

darde of Conduct Files. Correspondence. memoranda,

stX

DIS
1,

Friem
rel
cth

DIS
Des

N a

ather relating to codes of ethics and
pdards of conduc

o,

“Q@BITION: Destroy when cbsclete or &0 gd (GRS

ItWl 27).

o Mandaement Relations Files. Correspondence,
Y T MELovts and other records relating to the

ationshipMeiween management and employee unions o

4

er gQroups. sy
5)

FOSITION: CQ; ff on expirati I agresement.

troy when 5 yeifls old (GRS 1, Item O8al

s,
\

W
AT

ining Records. R <

record copy of ﬁi.uals, syllabuses, texthooks,
gther training aldg developed by the agency.

icns, veports, rEgulrement reviews, plans,
Jectives relati;~ to the establizhnent
and cpagation of trainggg. couwrses and confer-
ences. A

DISFOSITIONN Cutoff annuslly or on completion

of a specific\training prod@am. Destroy 5

yvears after cutygff (GRS 1, hem 2¥a(l) ).
(2) Rackground and woriNing files.

DISFOSITIOM: Cutocff agnually. W, tiroy 3

years after cutoff (BRS\l. Item 292)).
Employee Training. Correspondene, memorygmda,
reports and other records relatin\to the $ail-
ability of training and emplovee paxticipat@n in
training programs sponsored by other Wovernmiat
agencies or non—-goavernment institution k

DISFOSITION: Cutoff amually. Destroy 9

after cutoff or when superseded or obsolete.
whichever is sconer (GRS 1, Item 29b).

iplinary and Adverse Action Filles.
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46.

Grievance, Appeals Files (5 CFR 771). FRecords
criginating in the review of grievance and appeals
ised by agency emplovees, except EE0D complaints.
e case files include statements of witnesses,
of interviews and hearings, examiner's
finding and recommendations, a copy of the origi-
nal deciswn, related corvespondence and exhibits,
and recordsNelating to a reconsideration request.

DAEFOSITION:
veXN s after cutof

CXNoff eon close of case. Destroy 3
(GRS 1, Item 30a).

CFR 7592). Case files and
reviewing an adverse

disciplinary removal,
reduction—-in—-force)

b. Adverge Action Files (
related records created
action Adisciplinary or no
sSuspensig, leave without payN
against ar\employee. The file Wuoludes a copy of
the proposeM adverse acbion with pperting docu-
ments; statedgnts of witnesses; empINyve=a's reply;
hearing noticeNg, veports and decisionsy reversal of
actiony and appfal records, EXCLUDING levNters of
reprimand which Xe filed in the OFF.

DISFOSITIONS Cuto on close of case. Destron
vears after cutoff (S5 1, Item 30b).

~grit Fromotion Case Files. eoords relating to the
promesfiorn of an individual thag document gualification
standard3ysgvaluation methods., §glection procedures,
and evaluaticd f candidates, EXLLUDING, any records

that duplicate infdegation 1n the Yromotion plan, in
the OFF, or in any othe™gersomel Eoords.

DIGFOSITION: Cutoff on completicoswgf Yhe action,
Destroy after OFM audit or £ vears afitgouvtoff,
whichever is sooner (GRS 1, Item 32).

RESEARCH DEFARTMENT
(YOAMRD

Cuarterly Situation Reports (OS5R) Files. The OfFEs are
issued as one of the key elements of informaticenor
RMF staff. They provide a summary of events in
during the pericd covered and their possible signify-
cance for the current flow of news. The reports '
include sections on foreign policy, economics, mili-
tary, social development, domestic politics, and
ideclogical control.

T

DISFOSITION: FERMANENT., Cutoff annually. Retire ong
=zt to the FRC in S year blocks, Transfer to the
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£y

7

2.

=

National Archives 29 vears after cuteff in 59 year
blocks. Arranged chronclogically.

clume on Hand: ca. 2 cubic feet.

Nnual Accumulations: ca. 2.4 cubic foot.

‘adic Reports Files. Daily summaries of major
s broadcasts. Two reports per day.

Daily
Cuban n

DISFODSITI
cutoff.

Cutoff annually. Destroy 3 yvears after

ificant Events Files. Lists of
g 10 Cuban history, prepared monthlyv,
rograms for byroadcast.

Calendar of Sig
significant sven
used in preparing

DISFOSITION: Cutaff
cutoff.

nwally. Destvroy 1 year after

Filesz. lLists of upcoming
araed monthly, used in

st.

Calendar of Upcoming Event
events relating to Cuba, pr
prepar-ing proograms for broad

DISFOSITION: Cutoff annually.
cutoff.

estroy 1 year after

Radieo and TV Monitoring Files. Audilytapes and video
cazsettes of selected Cuban radio or
grams recorded by Radio Martl as souwrc

future RMF broadcasts.

DISFOSITION: FReview pericdically.
when no longer needed for reference.

of
fiyom

"Testimony" Frogram Interview Files. Audico tap
interviews by Radico Marti staff of recent emigres
Cuba. Edited tapes are brecadcast on "Testimony"
program.

DISFOSITIDON: FReview pericdically. Destroy terase)
when no longer needed.

Fregram Backaround Files. Background materials for
programs such as "Focus" and "Roundtable", including
scripts, copies of sowce information, and related
materials used in proeducing the program.
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un

DISFOSITION: Cutoff amually. Destroy 3 vears
cutoff,

Information Center Files. EBEiblicgraphies, list
perts, Research Notes, Information Center Bul
a similar materials produced by the Informati
CerNger for the RMF staff to use in developing p

DISFORTION: Review pericdically. Destroy whe
longer zaded for reference.

Radic MartiWewsletters File. Internal organ,
pericdically concerning news about RMF emplove
and general inNgvrmation about RMF programs. A
chronologically.

DISFOSITION: FERMM8ENT. Cutoff amuwally. Tra

=

National fMrchives why 20 years old in S vear b

Volume on Hands: ca. & \wwbic fest.
Annmual Accumulation: CAa 1 cubic foot.

AUDIENMCE RESRQRCH
(VOA/MLLY N

Listeners Letters Files, Lettery received from
ers of Radio Martl commenting on gograms and q
of radic reception wlith copy of fom letter 1n

to listeners outside of Cuba. \

DIGFOSITION: Cutoeff amually. Destro'_a years
cutoff. \

Audience Research Feports Files. FReports piggvi

afteyr

g of
letins,
on

O AMS .

[

issued
es and
ranged

nafer to
Imechks,

listen-
vality

VESDONSE

feedback on listener response to RMFP broadcas.

Included are program evaluations by fococus grol

the recent Cuban emigre population; surrcgate 1
panelsy and tabulation and analysis of field su
and interviews on Cuban media habitz and audien
response from emigres and visitors. OArranged o
legically by type of veport.

DISFOSITION: PERMANENT. Cutoff amually. Ret
FRC 3 vyears after cuteff. Transfer to the Mati
Archives 25 years after cutoff Iin 5 yvear blocks

Volume on Hand: ca. 2 cubic feet.

Armual Accumulations: ca. 0.5 cubio fookb.

23
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&1,

Nput/Souwrce Records. Non-electronic documents
designed and used scolely to create, updat
recoerds in an electronic medium and

udit or legal puwrposes (such as n
t scheduled for permanent ret
dule. These records ara

ceports preparad under

modify

aquired for
sgnatures) and
elsqwhere in this sc
sourd materials for the

= £
ot X o= Y

DISFDOSITRON: Destroy after the i1nforgation has
convertaediyto an electronic medium and v fied,
no longer Neded to support the reconstructios
serve as thlybackup to, the master file, whiche
later (GRS 2ZMy Item Z2a).

Audience Researchzaster Files. Electronic fil
consisting of dataNrom the souwrce materials in
and wused to produce Xhe Audience Research Repor
Item Sb.

DISFOSITION: Destroy whgn no longer needed to
and support the research Mgports.

"Perception Analveer! Tape Filzs. Magnetic tap
containing a record of the readilon of auvdience
"Ferception Analyzers", to RMF DRoadcasts. The
are summarized in the Audience Re¥garch Reports
above.

DISFOSITION: Erase when I years old W when no
needed for research, whichever is soondy.

FROGREAMS DEFARTMENT
(VOA/ME)

Logger Tapes. Audico tapes consisting of verbat
recordings of programs breoadcast over Radio Mer
begirnning March 27, 1985. Each tape covers one
broadcasting and 13 on a 7 inch reel. Arranged
logically.

DISFOSITION: PFPERMANENT. Cutoff amually. Tra
the MNational Archives 5 years after cutoff.

Volume on Hand: ca. 1,280 reels thru 9/30/88.

Annual Accunmulation: ca. 365 reels per year.

Daily Broadcast Content Report File. Daily rep
showing time, name, and length of programs broa

v

&, oOr

not

eed for

enticn

the
ITtem

bheen
o when
aof, ovr

v 1s

es
ITtem 357
te undey

baclkup

o%

€, using
results
listed

longer

t ™
day of
chr e~

nsfer td

ot
dcast




s I

wer Radio Marti. May be used as an i1ndey to the
ogger tapes in Item &0. Arranged chronologically.

DIQFOSITION: FERMANENT. Cutoff amually. Transfer to
theQyyNational Archives with the related logger tapes in
ITtemysoi.

VolumeQon Hand: ca. 4 cubic feet.
Anmual coumulaticons ca. 1 cubic foot.

&2, Reference Mgcording Tapes. dudlic tapes consisting of
recordings o music, interviews, stories, news, horo-
scopes, debat@s, testimonials, educatiorial and infocorma-
ticnal, comedy¥\ scap ocperas, and other tvpes of pro-
gramming used bR individual preograms broadcast over
Radic Marti. Thege programs are included on the lLogger
Tapes described alNyve.

DISFOSITION: ReviewNeriodically. Erase tapes that
have no further valueYor broadcocasting.

&3 ibrary Sound Recordings.\ Music and other sound

recordiimng 2d for specia\ effects and background in
RMF programs.

DISFOSITION: Destroyv (erase! Wwhen no loTmesgeeded GRS
21, Item 25).

ah . Frogram Logs Files. Dally record RF all programs
broadcast cover Radio Marti. Includ@s Daily Broadcast
Content Report, Cover Sheet for Broafgast Script,
producers’' copies of soripts with not® of deletions,
additions, revisions, and cther changeR from original,
and background materials such as news srces.

DISFDSITION: Cutoff amually. Retire to QRC 3 years
after cuteff. Destroy 5 vears after cutofi

65 . Froject Log Files. Form used to chart the profyess of
a program duwring the various stages of producti®.

DISFOSITION: Cutoff amually. Destroy 3 years aRter
cutoff. \

&b, Froduction Report Files, Form used to control the \
recordings of programs. Includes time on and time of f}
program name, length of time of program, htechnicians
name, and remarks,

239
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ISFOSITION: Cutoeff annually. Destroy 3 years after
toff.

RMF adbook of Broadcast Opevrations Fileg, A manual
descy ing the RMF policies and procedures. The first

describes the RMF mandate and the general
ilities of the RMF components and the other
osciribe in detail the missions, organization-
« and operational policies and procedures
15 components.

saectliom
respons
sections
al structul
of the vari

the handbook and sgach revision to 16,
aubject.

a. One copy O
Arranged b

DISFOSITION:
which handboolk
the National Ar
blocks.

'ERMANENT. Cutoff at end of wvear in
0 revision is i1ssued. Transfer to

=

ives 20 after cutoff ain S year

I cubic foot.
ca. O.1 cubic feoohk.

Volume on Hand: ca
Arnnual Accumulations:

b. Background materials tmulated in developing the
manual and revisions -
DISFOSITION: Cutoff at endof vear in which
handbook or vrevision is 1ssugd. Destroy one year
atter issuance of a new handbWok or new revision of
same section.

MEWS DEFARTMENT
(VOA/MMN)

record of
cast

thev

Daily Record of News Service Files. Dail
news broadcast by RMEF. Includes Daily Bro
Content Reports, scripts., news souroes, and
backgrownd materials.

Aa. Master File.

DISFOSITION: Cutoff ammually. Destroy 3 ved
aftter cutoff.

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

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



7.

71.

Stringer/Correspondents Files., Covrrespondence, re-
povts, and copies of puwchase orders and cother payroll
information relating to individual stringer/corvre-
ondents.

DSITION: Cutoff annually. Destroy 3 yvears after

rence Files. FReports, clippings from various
s, scripts, and other materials used by

B wirlters as background and reference filles
loping broadoast soripth.

News Re
publicat?
reporters
uvsed 1n des

DISFOSITION:
materials that
reference.

Beview files periodically. Destroy
e obsclete or no longer needed for

Y

TECHNICAL. LRATIONS DIVISION

YA/ MT )
N

2N
by

Technical Supervisors' Wifice Files. Correspondsnce,
memoranda, schedules, fogwms, reports, chron files, and
other materials relating Y the operation of the

Division, not covered elscWgere in this schedule.

DISFDSITION: Cutoff ammuallyR Deztroy 3 vears atber

cutoff.

contracts, corve-
gs, and related

Technical Froject Files. Coples O
spondence, project logs, financial
materials concerning the contract.

DISFOSITION: Cuteff on completion
Transfer to the Frocurement Office ”
complete thelir case file on the contract'@
remaining records 3 yvears after cutoff.

G MECRIHaTY to

Destvay

Maintenance and Operations Controls Files. .
schedules, inventories, and similar records re
the day to day coperations of the radic and rela
stations. Including work schedules and assignmen
parts inventories, tape duplication forms, mainten
logs (equipment trouble reports), cperating legs, =
wave reception logs, dehydrator pressure logs, gener
tor operating logs, tube service reports, master logs
discrepancy logs, and production logs.

DISFOSITION: Cutoff ammually. Destroy & months after
cutoff (IT-NNA-2747, Ttems 3-19).
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74,

76,

77 .

ADVISORY ROARD ON RADIO EBROADCASTING TO CURA

Adviscory Board Subject Files. Agenda, minutes of
meatings, correspondence with Board members, general
Nerrespondence, amual yeports to The Fresident,
sgcial studies, and related materials concerning the
fultions and activities of the Board. Arranged by
sub ifct.

DISFOSKNTON: FERMANENT. Cutoff annually. Transfer to
WNRC 5 Wears after cutoff. Transtfer tc the MNational

L=

Archives WS years after cutoff in 5 year bleocks.

Volume on HENd: ca. 4 cubic feet.
Armual Accumddaticon: ca. 1 cubic fuot.

RECORDSL OMMON TQ MOST QOFFICES

Heads of Offices F¥les. Copies of memovands, corre-
spondence, reports, WWewsclippings and other informa-
tional materials maivwgained by the Heads of a Depayrt-

ments or Divisions tha# relate to their programs.

DISFOSITION: Cutoff anntmlly. Destroy 2 vears after
cutoff (files having furtigr reference use should be
brought forward to the cure Nt oyear filed.

)

Yffice Administrative Files. ;hcords accumulated by
imdividual offices that relate By the internal adminis-—
tratw o housekesping activitiel§ of the office rather
than thfunctions for which the o¥fice exists. 1n
general, tP e records relate to th® office ocrganiza-
tion, staffindh preceduwres, and comm®ications; the
expendituwre of ds, including hudg@t_recordﬁ;
day-to~day administhgtion of office pefgonnel including
training and travel; swgplies and officdservices and
equipment requests and rasgipts; and the Yyse of office
space and utilities. They My 2lso includW coples of
internal activity and workleoadNgports (incquding work
progress, statistical, and narratiIeg reporitssrepared
in the office and forwarded to higheNJdevels) ¥nd other
materials that do not serve as unigue rL“umenﬁL\ion of
the programs of the office. )

DISFOSITION: Cutoff anmually. Destroy 2 vears ~‘mer
cutoff, or when no longer needed, whichever is sooyNyo
(GRS 23, Item 1).

Supervisors' Fersomnel Files. Corvespondence, forms,
and other reresda_relating to peositions, authoriza-
= L position

tions, pending actions, co




v '
S

scriptions, requests for personnel action, and
Y individual employees duplicated in or not
ppropriate OFF .

DISNISITION: Review armnmually 3 2stiroy superseded or
chso Nte doouments relating to an indived emnployes
withig1l year after separation or transfer (GRE L
18a).

75 . Working FaRers and Backaround Material. Froject
background Records, such as studies, analyses, notes,
drafts, scrifts, and interim reports.

DISFOSITION: astroy & months after final acticon on
project or 3 yeaxrs after completion of report 1 ne
final action is ™Ngken.

79. Chyronclogical Files. Extra copies of communications,
carrespondence, and o¥er materials arranged in order
of cccwrrence elther alghabetically, gecgraphically,
organizationally, or cothgr method, and uvsed as a
general reference file.

DISFOSITION: Cutoff amual Ny. Destroy when puypose
has been served (usually one Yyear?.

80. Noeave Application Files. Applicytion for Leave, BF 71,
ar egquivalent, and supporiting dochments relating to
requestw for and approval of takinly leave.

A If time caMd as been initialed 4
P loyee.

DISFOSITION: Destroy end of appl\cable pay
period (GRS 2, Item 8a).

b. If timecard has not been initialed eNployeea.,
DISFOSITION: Destroy after GA0 audit or Reagn 3

vears old, whichever 1s sooner (GRS 2, Itef D

a1. ime and Attendance Reports Files.

E Optiona
used in recol
employees,

orm 1130 or equivalent. Copies of forgs
3 the time and attendanre of

DISFOSITION: Destroy & months €ier the end of the

pay period (GRS 2, Item 3a(2)).

29



Flexitime Attendance Records. Supplemental time
ttendance records, such as sign—-in/sign-aut
sheets amt ck reports,used for time accounting
mder Flexitime s9 =

D QSITION: Cutoff amually.
aud or 2 years after cutoff, whichever
(GRS, Item 3b).

after GAQ
TV ARI=}D

82. Froecurement Riles. Copies of contracts, requisitions,
purchase ordeNg. and related papers, that are duplicat-
2d in the offidgal procurement files but necessary for
administrative pWposes in other offices.

DISFOSITION: Destngy when no longey needed or on
termination or compligtion, whichever 1s sconer.

£3. Word Frocessing Files. Pocuments such as letters,
medgages, memoranda, repoyts, handbooks, directives,
and Mpuals recorded on el{etronic media such as hard
disks o floppy diskettes aNg ussd to produce hard copy
which is Waintained in organged filles.

a. When used\to produce hard cWlpy which
iz maintaindgd in organized les.

DISFOSITION: Daete when no 1dgger needed to
create a hard copWJU(GRS 23, Itemda).

b. When maintained only N electronic
form, and duplicate the Woformation
in and take the place of rwgords tha
would otherwise be maintaineN in haord
copy providing that the hard oy has
been authorized for destruction By
the GRS or a MARA-approved SF 113,

DISFOSITION: Delete after the expixatNn of
the retention pericd auvthorized for the

hard copy by the GRS or a

NARA-approved 5F 115 (GRS 23, Item 2b).

34, ~@dministrative Data Rases. Data bases that support
admim fative or housekeeping functicons, containing
information ived from hard copy records authorized
for destruction by GRS or a NARA-approved SF 115,
if the hard copy records maintained in organized
files.

DISFOSITION: Delete information in the data

no longer needed (GRS 23, ITtem 3.

30



85. ransitory Files. Documents of short—-term interest

\eh have no documentary or evidential value and

ly need not be kept more than 20 days. Examples
Meitory correspondence are shown below.

reguests for information or publications
of replies which require no administra-
no policy decision, and no special
research for reply.

copies of letters of tramnsmittal
Noformation to that comntained
cial, and receiving office
Jom transmitted material.

Originating o
that do not add
in the transmitte
copy if filed separ

Cuasi—-official notices
ather records that do nod
official actions, such as
charity and welfare fund
and similar records.

the basis of

DISFOSITION: Destroy when 2 mont whan o
longer needed, whichever is sooner

7).
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