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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

GENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408
 

Agency
~-=-=-==~==:-:-:-::::-=:-:--	 ---I In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISI the disposal request, including amendments, is approved Bureau of Educational & Cultural Affairs except for items that may be marked "disposition not 
=-=-===--::-;-;,:=:-,-;-;-::;-:-=,,-----------------------1 approved" or "withdrawn" in column 10. If no records 

are proposed for disposal, the signature of the Archivist isOffice of International Visitors not required. • 

Retta Graham-Hall	 485-7480 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 11 page(s) are not now needed for the businessof 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: 0 is attached: or [XI is unnecessary. 

B.DATE	 D. TITLE 

A. Lee Humbert C\. ;;<%.\ -1-8fl	 Records Officer 
9. GRSOR 10. ACTION7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (With Inclu.we	 Dote. or Retention Periods} JOB (NARSUSENO. CITATION ONLY) 

OFFICE OF THE DIRECTOR AND DEPUTY DIRECTOR 

ecords that are common to most offices are 
t the end of this schedule. 

1.	 . es - Contain information relating to 
the activities, fu 'ons, duties, and responsibilities 
of high-level Bureau ·cials. Includes reports, WITHBitAWNcorrespondence, memoran telegrams, and other material 
related to the Educational Cultural Exchange 
Programs. Example: Cultural rations. 

DISPOSITION: PERMANENT. Break fil nually. Retire to 
WNRC when three years old. Transfer t he National 
Archives when 25 years old in five-year 0 ks. 

Volume on Hand: 6 c.f.
 
Annual Accumulation: I c.f.
 

115-108 NSN 7540-00-634-4064	 STANDARD FORM 116 (REV. 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11.4 

http:Inclu.we
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2. ogram Files - Contain minutes of staff meetings,
rts, memoranda and correspondence relating to 

dev pment of policy concerning programs including 
Engll -teaching Seminars and Musical Presentations. 

DISPOSI 
WNRC when 
Archives wh 

PERMANENT. Break file annually. Retire to 
ee years old. Transfer to the National 

25 years old in five-year blocks. 

3.	 Grantee Files - (GeogSubject/Country Files) 
operation of the educati 
particular geographic area d/or country. Includes 
annual reports, evaluations, greements, program 
proposals budget analysis and neral administrative 
material. 

DISPOSITION: Break file annually. to WNRC when 
2 years old. Destroy when five yea
(NCl-306-8l-4, Item 1) 

4.	 Grantee Files - (Geographic and Foreign) 
Contain individual grantee program or proje files and 
team programs involving more than one grantee naIl 
categories of grantees. Includes grantees app ation,
biographic data sheet, security clearance, gran ward,
reports of study or training, evaluation data and lated 
correspondence. Cut off on termination of grant. 

DISPOSITION: Transfer to WNRC one year after termina 
of grant. Destroy 5 years after termination of grant.
(NCl-306-8l-4, Item 2) 

hic Areas - General tain records pertaining to the 
and cultural programs of a 

WITHBItAWN 

WITHBftAWM 

wmlUAWh 
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GROUP PROJECTS DIVISION
 

5.	 s - (Geographic Areas - General 
Subject/Co ry Files) contain records pertaining to the 
operation of e education and cultural programs of a 
particular geo phic area and/or country. Includes 
annual reports, aluations, agreements, program 
proposals budget lysis and general administrative 
material. 

DISPOSITION: Break fi annually. Transfer to WNRC when
 
2 years old. Destroy wh five years old.
 
(NCl-306-81-4, Item 1)
 

6.	 Grantee Files - (Geographic Ar - American and Foreign) 
Contain individual grantee progr or project files and 
team programs involving more than e grantee on all 
categories of grantees. Includes g tees application, 
biographic data sheet, security clear ce, grant award, 
reports of study or training, evaluati date and related 
correspondence. Cut off on termination grant. 

DISPOSITION: Transfer to WNRC two years af
termination of grant. Destroy 5 years after 
of grant. (NCl-306-8l-4, Item 2) 

WITHflltAWN 

WITIlf)ItAWN 
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GRANT PROGRAMS DIVISION
 
to include the geographic area offices of
 

AMERICAN REPUBLICS
 
NEAR EAST/SOUTH ASIA
 

EUROPE
 
EAST ASIA
 

AFRICA
 
WITHBftAWN 

7.	 Grantee Files Geographic Areas - General 
Subject/Country "les) contain records pertaining to the 
operation of the cation and cultural programs of a 
particular geograph area and/or country. Includes 
annual reports, eval ions, agreements, program 
proposals budget analy and general administrative 
material. 

DISPOSITION: Break file an ally. Transfer to WNRC when
 
2 years old. Destroy when years old.
 
(NCl-306-81-4, Item 1)
 

8.	 Grantee Files - (Geographic Areas erican and Foreign)
WITHBftAWNContain individual grantee program 0 roject files and

team programs involving more than one antee on all 
categories of grantees. Includes grant application,
biographic data sheet, security clearanc grant award,
reports of study or training, evaluation and related 
correspondence. Cut off on termination of nt. 

DISPOSITION: Transfer to WNRC two years after
 
termination of grant. Destroy 5 years after te
 
of grant. (NCl-306-81-4, Item 2)
 

9.	 Program Administrative Subject File - Contain grantee
program reports, budgets and correspondence \\JITHfJ~AW'H grant program administration. 

DISPOSITION: Destroy when 2 years old. 
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COMMUNITY RELATIONS DIVISION 

10.	 Files - (Geographic Areas - General WITHflltAWN untry Files) contain records pertaining to 
of the education and cultural programs of a 

particular graphic area and/or country. Includes 
annual reports, valuations, agreements, program 
proposals budget alysis and general administrative 
material. 

DISPOSITION: Break fil nnually. Transfer to WNRC when 
2 years old. Destroy whe ive years old. 

(NCl-306-81-4, item 1) 

11.	 Grantee Files - (Geographic Areas American and Foreign) 
Contain individual grantee program project files and WITHflltAWMteam programs involving more than one antee on all 
categories of grantees. Includes grant application,
biographic data sheet, security clearance, rant award, 
reports of study or training, evaluation da and related 
correspondence. Cut off on termination of gr t. 

DISPOSITION: Transfer to WNRC two years after

termination of grant. Destroy 5 years after termi
 
of grant. (NCI-306-81-4, Item 2)
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A. Program Resources 

12.	 Grantee Files - (Geographic Areas - General ubject/Country Files) contains records pertaining to 
operation of the education and cultural programs of a 

pa icular geographic area and/or country. Includes 
ann 1 reports, evaluations, agreements, program 
prop Is budget analysis and general administrative 
mater.l 

DISPOSIT Break file annually. Transfer to WNRC when
 
2 years 01 Destroy when five years old.

(NCl-306-81 item 1)
 

13.	 Grantee Files - ographic Areas - American and Foreign) Contain individua grantee program or project files and WITHDftAWMteam programs invo °ng more than one grantee on all 
categories of grant Includes grantees application, 
biographic data sheet security clearance, grant award, 
reports of study or tr ing, evaluation date and related 
correspondence. Cut of n termination of grant. 

DISPOSITION: Transfer to C two years after
termination of grant. Destr 5 years after termination
of grant. (NCl-306-8l-4, Ite ) 

14.	 Committee and Conference Files - tain (GRS-12)
a. Records relating to establishme organization, WITHf)"AWNmembership, and policy. 

(1) Interagency, advisory, 

DISPOSITION: PERMANENT. Transfer to WNR
 
old. Transfer to NARA when 25 years old.
 

Volume on hand: 1 c.f.
 
Annual accumulation: less than 1 c.f.
 

(2) Internal committees. 

DISPOSITION: Destroy two years after termination 0
 
committee.
 

b. Records created by committees. 
(1) Agenda, minutes, rinal reports, and related records
documenting the accomplishments of official boards and 
committees. 
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ecords of the Sponsor or Secretariat. 

DISPOSI PERMANENT. Transfer to WNRC when two years
old. Tran to NARA when 25 years old in five-year 
blocks. 

Volume on hand: 1. .f. WITHfmAWNAnnual accumulation: ss than 1 c.f. 

b. All other copies. 

DISPOSITION: Destroy when 3 ye old or when no longer
needed for reference, whichever ooner. 

(2) All other committee records. 

DISPOSITION: Destroy when 3 years old or 
needed for reference, whichever is sooner. 

Volume on hand: Less than 1 cubic foot 
Annual accumulation: Less than 1 cubic foot 
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B. Washington Reception Center Branch 

15.	 Correspondence and Subject Files - contain a. rrespondence and/or subject files including 
memora a, studies, reports, forms, and other records 
relatin to the legal establishment of the grant program, 
its poli s and basic procedures, and the management and evaluation f grants. 

DISPOSITION: ERMANENT. Transfer to the WNRC when 2 
years old. Tr sfer to NARA when 25 years old. 
(GRS 3, Item 17) 

Volume on hand: 1
 
Annual accumulation: than 1 c.f.
 

b. Correspondence and r subject files relating to 
routine operations and d y activities in administration 
of the grant program. 

DISPOSITION: Destroy when tw
 
(GRS 3, Item 17)
 

16.	 Grantee Files - (Geographic Areas - eneral Subject/Country Files) contain recor pertaining to the 
operation of the education and cultur programs of a 
particular geographic area and/or count Includes 
annual reports, evaluations, agreements, rogram
proposals budget analysis and general adm1 'strative material. 

DISPOSITION: Break file annually. Transfer 0 WNRC when
 
2 years old. Destroy when five years old.

(NCl-306-8l-4, Item 1)
 

17.	 Grantee Files - (Geographic Areas - American and Feign) Contain individual grantee program or project files d 
team programs involving more than one grantee on all 
categories of grantees. Includes grantees application 
biographic data sheet, security clearance, grant award, 
reports of study or training, evaluation date and relate 
correspondence. Cut off on termination of grant. 

DISPOSITION: Transfer to WNRC two years after 
termination of grant. Destroy 5 years after termination 
of grant. (NCl-306-8l-4, Item 2) 

WlntflftAWN 

WITHflftAWN 
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VOLUNTARY VISITORS DIVISION
 
to include the geographic area offices of
 

AMERICAN REPUBLICS
 
NEAR EAST/SOUTH ASIA
 

EUROPE
 
EAST ASIA
 

AFRICA
 

18.	 (Geographic Areas - General Subject/Country . es) contain records pertaining to the 
operation of the e ation and cultural programs of a 
particular geographi rea and/or country. Includes 
annual reports, evalua . ns, agreements, program 
proposals budget analysi and general administrative 
material. 

DISPOSITION: Break file annua y. Transfer to WNRC when
 
2 years old. Destroy when five ars old.
 
(NCl-306-81-4, item 1)
 

19.	 Grantee Files - (Geographic Areas - Arne 'can and Foreign) 
Contain individual grantee program or pro ct files and 
team programs involving more than one gran on all 
categories of grantees. Includes grantees a ication,
biographic data sheet, security clearance, gra award,
reports of study or training, evaluation date an related 
correspondence. Cut off on termination of grant. 

DISPOSITION: Transfer to WNRC two years after 
termination of grant. Destroy 5 years after terminatio 
of grant. (NCl-306-81-4, Item 2) 

Wlmt)~p.WN 

WlffiflftAWN 

http:Wlmt)~p.WN
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RECORDS COMMON TO MOST OFFICES 

20.	 ice Administration Files - Contain records accumulated by 'ndividual offices that relate to the internal 
admi 'stration or housekeeping activities of the office 
rathe than the functions for which the office exists. 
In gen 1, these records relate to the office 
organiza 'on, staffing procedures, and communications; 
the expen ture of funds, including budget papers; 
day-to-day ministration of office personnel including 
training and avel; supplies and office services, and 
equipment requ ts and receipts; and the use of office 
space and utili s. They may include copies of internal 
activity and wor ad reports (including work progress, 
statistical, and native reports which are prepared in 
the office and forwa ed to higher levels) and other 
materials that do no as official documentation of 
the programs of the of 

DISPOSITION: Break file a end of the fiscal year. 
Destroy when two years old when no longer needed, 
whichever is sooner. 

21.	 Personnel Files - Contain duplica documentation of 
personnel files maintained outside rsonnel Offices. 

Wfm8ltAWN 

DISPOSITION: Review annually and dest superseded or 
obsolete documents relating to an indiv ul employee one 
year after separation or transfer. 

22.	 Working Papers and Background Material - Cont background records, such as studies, analyses, WITHDI~/"I'IN
drafts, and interim reports. 

DISPOSITION: Destroy six months after final actio
 
project report or three years after completion of r
 
if no final action is taken.
 

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

DISPOSITION: Destroy when purpose has been served
 
(usually one year).
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24.	 Count ans - Contains original copy of approved Country Country Data Papers, program memorandums 
assessment re s and institutional analysis for each 
nation where US rates. Country Plans provide 
executive direction ency activities by establishing 
program objectives tail to specific countries in 
accordance with US foreign "cy. The other documents 
provide information on media, "tical, social or
economic conditions and/or analyze gram effectiveness. 

Extra copies of Country Plans maintaine

reference purposes.
 

DISPOSITION: Destroy when three years old. 

WITHElft"WN 


