
.' .~--~~,~-----------------------------,r--I--_-=-=-,:...::·~,YEBLANK (NARA use only)REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER J I I .3(See Instructions on reverse)	 IV - DG~1~'" i-
TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIRI DATE RECEIVED • I,. Ir 

WASHINGTON, DC 20408 cr/7,Q,! 
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 
United States Information Agency 

In accordance with the provisions of 44 2 MAJOR SUBDIVISION USC 3303a the disposinon request,
Bureau of Management (M) mcludmg amendments, IS approved except

for Items that may be marked "disposinon
3 MINOR SUBDIVISION not approved" or "withdrawn" in column 10. 

fl-r::: d 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE (J:f(CHI1}ST OF THE UNITED STATES 

Cathy A. Brown	 (202) 619-5501 

?-~'-fr /::L~.d_~~ ~ 
6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
 
and that the records proposed for disposal on the attached 2 page(s) are not now needed for the business
 
of this agency or will not be needed after the retention penods specified; and that written concurrence from
 
the General Accountmg Office, under the provisions of TItle 8 of the GAO Manual for Guidance of Federal
 
Agencies,
 

~ is not required; U is attached; or U has been requested. 
SIGNATURj OF AGENCY REPRESENTATIVE TITLE 

>C~~jIJ~~	 Records Management Officer 

7	 9. GRS OR 10. ACTION 
ITEM	 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONl.,.Y) 

Bureau of Management (M) 

1.	 Subject Files - Correspondence containing information 
relating to the act~vities, functions, duties, 
projects, and respons~bilities of the Associate and 
Deputy Associate Directors and Executive Staff. 
Includes letters, memoranda, weekly reports to the 
Director, annual reports, telegrams, etc. 

DISPOSITION: PERMANENT. Cut off at the end of the
 
calendar year. Transfer to the WNRC 2 years after
 
cutoff. Transfer to the NARA 25 years after cutoff in
 
5-year blocks.
 

Volume on Hand: 12 cubic feet
 
Annual Accumulation: 2 cubic feet
 

2.	 Schedule of Da~ly Activit~es - Calendars, appo~ntment
books, schedules, logs, diaries, and other records 
documenting meet~ngs, appointments, telephone calls, 
tr~ps, visits, and other activities by the Associate 
and Deputy Associate Directors of the Bureau of 
Management to USIA and hisJer special assistants,,..
executive assistants, etc. confidential assistants,
 
etc., while service in an off~c~al capac~ty, created
 
and ma~nta~ned in hard copy or electronic form.
 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91 I 
PREVIOUS EDITION NOT USABLE IP~SCribed b"'yNARA LCy..s ?I/ 36 CFR 1,228

Nt\) IAJ )NCr I NM)tro@.:,onDelnna erFormPro ~~ ~ ~ ~,N'WJ 

mailto:NM)tro@.:,onDelnna


JOB NUMBER PAGE 
REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

2 OF 1-. 

7. 9 GRS OR 10 ACTION 
ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED 
JOB CITATION 

TAKEN (NARA
USE ONLY) 

Materials determined to be "personal papers" are not 
covered by this ltem. 

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

DISPOSITION: PERMANENT. Cut off at the end of the 
calendar year. Transfer to WNRC 2 years after cutoff. 
Transfer to the National Archives 25 years after cutoff 
in 5 year blocks. 

Volume on Hand: Less than 1 CUblC foot 
Annual Accumulation: Less than 1 cubic foot 

(b)	 Records containing routlne non-substantive 
information i.e., simple IlStS of dates, tlmes 
and names or places of appointments. 

DISPOSITION: Destroy at end of incumbency. 

3.	 Chronological FlIes: Extra copies of correspondence
maintained chronologically for convenience of 
reference. 

DISPOSITION: PERMANENT. Cut off at end of the
 
calendar year. Transfer to WNRC 2 years after cutoff.
 
Transfer to the National Archives 25 years after cutoff
 
in 5 year blocks.
 

Volume on Hand: One cubic foot.
 
Annual Accumulation: Less than one cubic foot.
 

Henry Howa d, Jr. Date
 

Associate Dlrector
 
Bureau of Management
 

Lorie Nierenberg
Office of General Counsel 

15-205 Two copies including onqmal, to be submitted	 STANDARD FORM 115-A (REV. 3-91)
to the	 National Archives ana Records Administration Prescnbed b"'yNARA

36 CFR 1228 
electroruc	 version Oelnna PerForm Pro 



• • 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

United	 States Information Agency
2 MAJOR SUBDIVISION In accordance with the pr ovrs ions ot ~~ 

usc 3303a the d i s p o s it io n r eq u e s t • Bureau of Management including amendments, ISapproved except
3 MINOR SUBDIVISION --------------------1 lor Items that may be marked "disposrtron

not approved" or "Withdrawn" In column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Cathy A. Brown	 (202) 619-5501 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposition of ItS records
 
and that the records proposed for disposal on the attached _3_ pagers) are not now needed for the business
 
of this agency or WIn not be needed after the retention penods specified, and that wntten concurrence from
 
the General Accounting Office, under the prOVIsIons of TItle 8 of the GAO Manual for GUIdance of Federal
 
Agencies.
 

[IJ	 IS attached, or 0 has been requested 

EPRESENT ATIVE TITLE 

Records Officer 

9 GRS OR 10 ACTION 
SUPERSEDED TAKEN (NARA
JOB CITATION USE ONLY) 

1.	 Subject Files - Corres dence containing
information relating to activities,
functions, duties, project and 
responsibilities of the Asso te 
Associate Directors and Execut 
Includes letters, memoranda, wee 
to the Director, annual reports,
etc. 

DISPOSITION: PERMANENT. Cut off at th 
of the calendar year. Transfer to WNRC 2 
years after cutoff. Transfer to NARA 25 
years after cutoff in 5-year blocks. 

VOLUME ON HAND: 10 cubic feet 
ANNUAL ACCUMULATION: 2 cubic feet 

115-109 NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NpT USABLE	 Prescribed by NARA 

36 CFR 1228 



REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION
 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

2.	 - Calendars, 
appo logs, diaries,
and 0 records documenting meetings,
appoint ts, telephone calls, trips,
visits, a other activities by the 
Associate Deputy Associate Directors of 
the Bureau 0 anagement to USIA and his/her
special assis ts, executive assistants,
staff assistan confidential assistants,
etc. while servi in an official capacity,
created and maint ed in hard copy or 
electronic form. rials determined to be 
"personal papers" ot covered by this 
item. 

(a)	 Records containing s tantive 
information which has t been 
incorporated into memor da, reports,
correspondence, or other ficial 
records. 

DISPOSITION: PERMANENT. Cut of annually.
Transfer to WNRC 3 years after cu f • 
Transfer to NARA when 20 years old 5-year
blocks. 

VOLUME ON HAND: less than
 
ANNUAL ACCUMULATION: Less
 

(b) Records containing routine non-
substantive information i.e., simple
of dates, times, and names or places
appointments. 

115-205 Two copies. including original. to be submitted STANDARD FORM 11S-A (REV 3-91)
to the National Arcl;'IIvesand Records Administration. Prescribed by' NARA

36 CFR 1228 



REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION
 

9 GRSOR 10 ACTION 
8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

JOB CITATION USE ONLY) 

Destroy at end of incumbency. G<.~ ~..;~, :[1-1'",,", C;Ct0 

3.	 Chronolo 'cal Files: Extra copies of 
correspon nce maintained chronogolically
for convenl of reference. 

DISPOSITION: stroy when one year old or
 
when no longer eded, whichever is sooner.
 

Herwald H. Morton
 
Acting Associate Director
 
Bureau of Management
 

Lorie Nierenberg

Office of General Counsel
 

115-205 Two copies, including original, to be submitted	 STANDARD FORM 11S-A (REV 3-91)
to the National Arcl;lIves and Records Administration	 Prescribed by' NARA

36 CFR 1228 




