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Office of the Associate Director and Deputy
Associate Director

1. Subject Files.

Arranged by subject. Records containing information
relating to the activities of the Associate Director
and Deputy Associate Director in directing and
carrying out the functions and responsibilities of
the Bureau of Educational and Cultural Affairs.
Includes correspondence, telegrams, memoranda,
letters, policy files, reports (including weekly
reports to the Director of USIA), and related
materials.

DISPOSITION: PERMANENT, Cut off annually.
Transfer to WNRC 3 years after cutoff. Transfer to
the National Archives 25 years after cutoff in 5
year blocks (e.g., 1990-1995, in 2015).

Volume on Hand: 24 cu. ft.
Annual Accumulation: 4 cu. ft.
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2.

Program Files.

Arranged chronologically. Files containing
information relating to the activities, functions,
duties, and responsibilities of the Executive

Staff. Includes reports, correspondence, memoranda,
telegrams, project reports, policy files, and other
material related to Educational and Cultural
Exchange Programs.

DISPOSITION: PERMANENT, Cut off annually.
Transfer to WNRC 3 years after cutoff. Transfer to
the National Archives 25 years after cutoff in 5
year blocks

Volume on Hand: 30 cu. ft.
Annual Accumulation: 3-4 cu. ft.

Schedules of Daily Activities.

Calendars, appointment books, schedules, logs,
diaries, and other records documenting meetings,
appointments, telephone calls, trips, visits, and
other activities by the Associate and Deputy
Associate Directors of the Bureau of Educational and
Cultural Affairs to USIA and his/her special
assistants, executive assistants, staff assistants,
confidential assistants, etc. while serving in an
official capacity, created and maintained in hard
copy or electronic form. Materials determined to be
"personal records" are not covered by this item.

(a) Records containing substantive information the
substance of which has not been incorporated
into memoranda, reports, correspondence, or
other official records.

DISPOSITION: PERMANENT. Cut off annually.
Transfer to WNRC 3 years after cutoff. Transfer to
NARA when 25 years old in 5-year blocks.

Volume on Hand: 1-1/2 cu. ft.
Annual Accumulation: 3/4 cu. ft.

ds containing routine non-substantive
informatt such as simple lists of dates,
times, and name lace of appointments.

DISPOSITION: Destroy at end of incu
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115-205 Two copies, including original, to be submitted

to the National Archives and Records Administration.

STANDARD FORM 115-A (REV 3-91)
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4, Successful Grant Application Files. NC1-306-81-4
item 2

Letters, memoranda, grant applications, forms,
proposals, agreements, policy documentation, and
related materials pertaining to the grant review
process.

DISPOSITION. Cut off on completion of grant review
process. Transfer to WNRC 5 years after cutoff.
Destroy 20 years after cutoff.

115-208 Two copies, including onginal, to be submitted STANDARD FORM 115-A (REV 3-91)

to the National Archives and Records Administration. Prescribed by NARA
36 CFR 1228
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William P. Glade, E
Associate Director
Bureau of Educational and Cultural Affairs
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Lorie J. Nierenberg, GC
Assistant General Counsel

Office of the General Counsel
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