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LEAVE BLANK (NARA use onl.y)REQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOBNUM~ 1 

(See trustrtrotrorre on reverse) - 3oG,-Q I-
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 2j /' I	 :J..4 q ) WASHINGTON, DC 20408 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

United States Information Agency
2 MAJOR SUBDIVISION In accordance w it h the provrs io n s o t .p 

usc 3303a the d i s p os it io n r e q u e s t . Bureau of Educational and Cultural Affairs including amendments, 1<; apgroved except
for Items that mav be marke "dISfc0sltlOn3 MINOR SUBDIVISION	 , 
not approved" or "WIthdrawn" In co umn 10Office of Associate and Deputy Associate Dlrector (E) 

t 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE ARCHIVISTOF ~TED STArES 

~TE 
~ ""'-- ~Jeannette GiOvett~	 202-61~-4408 I I'f(,l- - -

6 AGENCY CERTIFICATtON 

I hereby certify that Iam authonzed to actfor this agency ~n matters pertammg to the disposinon of Itsrecords 
and that the records ~roposed fordisposalon the attached.~ pagets) are not now needed tor the business 
of this agency or WI not be needed afterthe retention renods srecIhed; and that wntten concurrence from 
the General Accountmg Office. under the provIsIons 0 TItle8 0 the GAO Manual for GUIdance of Federal 
Agencies. 

Eil IS not required: 0 IS attached, or 0 has been requested 
DATE SIGNATURE OF AGENCY REPRESEN:2?IVE TITLE 

Mr. Thomas H. Connor 
;,.,.~	 // :P)/J;/91 ./'/('.C2.. / ~ ~...,..... D~	 Records Management Officer 
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7 9 GRS OR 10 ACTION 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

Office of the Associate Director and Del2ut~
 
Associate Director
 

l. 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. 

I
 

Includes correspondence, telegrams, memoranda,

letters, policy files, reports (including weekly I
 
reports to the Director of USIA), and related
 
materials.
 

DISFDSITION: 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).
 

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

r~ ~ 1Jj fiL.p--f",,--,. tJ rJ .. w tJ NT N Cl-C:= AJI:/i ...I/..u k a >r 
115-109 NSN 'j540-06~634-4064 STANDARD FORM 115 (REV 3-91 ) 

PREVIOUS EDITION NOT USABLE Prescribed by NARA
3&CFR 1228 
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7 9 GRSOR 10 ACTIONITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARANO JOB CITATION USE ONLY) 

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.
 

DISFOS IT ION : 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.
 

3.	 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. 

(b ds containing routine non-substantive
 
informa' such as simple lists of dates,
 
times, and name lace of appointments.
 

DISPOSITION: Destroy at end of incu IIUt:;T"'lr""'~.:Lv. 

115-205 Two copies. including onglnal. to be submitted STANDARD FORM 11S-A (REV 3-91)
to the National Archives and Records Administration. Prescribedby NARA 

36 CFR 1228 
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PAGE II REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION IJOB NUMBER 
2> OF LJ 

ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO 

4. Successful Grant Application Files. 

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. 

9 GRS OR 
SUPERSEDED 
JOB CITATION 

NCl-306-8l-4 
item 2 

10 ACTION 
TAKEN (NARA
USE ONLY) 

115-205 Two copies, including onglnal, to be submitted STANDARD FORM 115-A (REV 3-91)
to the National Archives and Records Administration. Prescnbed by NARA

36 CFR 1228 



Concurrences: 

Date: 6)})J ~ j( 
I 

Date: \.:1.\\«5\ e\\, ,lorle J. Nierenberg, GC 
Assistant General Counsel 
Office of the General Counsel 


