REQUEST FOR RECORDS 'UiSPOSITION AUTHORITY

. LEAVE BLANK (NARA use only)

] JOB NUMBER
(See Instructions on reverse) /- BJs -2 / =
70: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 3/ay
WASHINGTON, DC 20408 /13[4
1. FROM (Agency or establishment} NOTIFICATION TO AGENCY

United States Information Agency

2. MAJOR SUBDIVISION
International Broadcasting Bureau

In accordance with the provisions of 44
U.S.C. 3303a the disposition request,

3. MINOR SUBDIVISION
Office WORLDNET Television and Film Services

including amendments, 1s apgrovpd except
for items that may be marked "disposition
not approved” or "withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TQCONFER 5. TELEPHONE
Shelia A. Prince

(202) 619-5479

DATE ARCHIVIST OF THE UNITED STATES
WwITRAR AW

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

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, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies,

D is not required; D is attached; or

D has been requested.

DATE SIGNATURE OF AGENCY REPBESENTATIVE

1[27[ a9

TITLE

Records Management Officer

7 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED OISPOSITION SUPERSEQED TAKEN (NARA
NO. JOB CITATION USE ONLY)

The Offi
produces,
&rions to help advance U.S.

Incorporated into g
records for the folld¥s
Director, B/TVP WORLD

M
&

2

Operations Directorate, B/¥%
Division, B/TVWP Interactiwv
Productions Division.

e of WORLDNET Television and Film Services

. WORLDNET Television and Film Services
B-acts for, acquires and adapts films,
foreign
dec and cultural objectives abroad.

disposition schedule are the
elements: B/TV Office of the
Rrogramming Directorate,
B/TVT Technical

, Language Versions

ision and B/TVWS Staff
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OFFI

B/

1.

‘ ' N—

WORLDNET TELEVISION AND FILM SERVICES

THE DIRECTOR

Dir®r's Subject Files - Letters, memos, status reports and miscellaneous material
filed Mggbetically by subject or individual on election and Olympic coverages,
commur¥§@ons with private sector groups such as CINE, major B/TV projects, USIA
working gRalies and committees, new programs initiated by B/TV, conferences
attended by WV staffers.

Vol%gih, on Hand: 37 cu. ft.
Annud&ccumulation: 1.12 cu. ft.

X
3R

DISPOSITION AUTHSRITY: PERMANENT. Cutoff end of the calendar year.
Transfer to the Washingt&gNational Records Center when 3 years old. Transfer to
National Archives when 15§

ng letters and memos drafted by the B/TV
Director, Deputy Director and Counselor.
i USIA Director, Deputy Director and

Director's Correspondence - O
Director and his staff for the US
Incoming material sent to B/TV b
Counselor.

b
N
!
~ 3,8

DISPOSITION AUTHORITY: Cutoff aNgie end of calendar. Destroy when 3 years
old.

ation, project reports, weekly
qutgoing telegrams, briefing

ment of State and the White

pers, memoranda of

Nettor, the Associate Director for
gments. Material filed by

Information Files - Material on interagency CONg
highlight reports prepared for the USIA Director
memos, interagency correspondence with the Dep?
House. Freedom of Information requests, briefing p
conversations and meetings prepared for the USIA Di
the International Broadcasting Bureau or other agency ek
subject file classification system.

Volume on Hand: .62 cu
Annual Accumulation: 3.75 cu. %

iy
3

DISPOSITION AUTHORITY: PERMANENT. Cutoff end of theSalendar year.

Transfer to the WNRC when 3 years old. Transfer to the National A\ghives when 15
years old. :

*

Personnel Files - Letters of recommendation, nominations for awards and &
commendations, information on attendance and leave, campaigns and drives %



‘ ' N

pformance evaluations, memos on staffing requirements, training announcements and
apgications for employment. General information on personnel policy and
cooXgmation.

DISPONRION AUTHORITY: Cutoff end of the calendar year. Destroy when 3
years oldWg

Agency Ele Correspondence Files - Correspondence files, arranged
alphabetically gency element (AF, AR, B, C, D, E, etc.) containing a broad range
of memos, letter e rieﬁng papers, operating procedures, research reports,
management SUrveygs press clippings, recommendations for programming, post
requests forwarded § rea offices.

3.5 cu. ft.
1.25 cu. ft.

Volume o "\"'
Annual Accu¥g

DISPOSITION AUTHORIT Y.  PERMANENT. Cutoff at the end of the calendar
year. Transfer to WNRC whe g.years old. Transfer to the National Archives when
15 years old. \

&

Communications General Files

Carrespondence and related recordis ertaining to internal administration and

operation for private-sestor_organizagons and individuals.

&1
S []

yhen 2 years old.

DISPOSITION AUTHORITY : Destro %
R .
o elecommunications general files includin‘ ans, reports, and other records
pertaining t0 eqipment requests, telephone vjce, and like matters for
international and domestic organizatiens.and c§iferences.

DISPOSITION AUTHORITY: Destroy when 3 y&s old. (GRS 12,

N
N

Organization and Management - Interagency relations and cog d\matlon
reorganizations, assignment or realignment of functions, deleg i 1ons of authority,

general office procedures, routine administrative matters.

DISPOSITION AUTHORITY: Cutoff at the end of the calendar y Destroy when

5 years old. '\R
.'?'

Motion Picture & Television - Papers on motion picture and television aiggirs in

general; on television-related organizations, festivals and conferences that'g TV may

participate in; awards, prizes won by B/TV for programs produced. Filed 8§ subject

v
r

2-



10.

11.

12.

13.

—_
.
M S—

file classification.

N
DINGOSITION AUTHORITY: Cutoff at the end of the calendar year. Destroy when
5 yeR@Rold.

otion I ure & TV Prog ramming - Papers on the development, scheduling,
productlon v acement use, and evaluation of television programs. General reports
and statisticsS\@uggestions, proposals, coverages, rights and acquisition. Material filed
by subject file ssiﬁcation.

}
\

DISPOSITION A l HORITY Cutoff at the end of the calendar year. Destroy when
5 years old. : -\\

Motion Picture & TV F%
producing and processing %
stations and networks, facil
file classification system.

ities & Services - Papers on facilities and services used in
glevision materials, general reports and statistics, TV
ive assistance, tape dubbing requests. Filed by a subject

DISPOSITION AUTHORITY: Cggoff at the end of the calendar year. Destroy when

5 years old.

Taskings (Agency & B Bureau) - Taskiggs sent by the USIA Secretariat to the B
Secretariat requesting memos, letters, i tmation or material for: USIA or B
Director’s upcoming meetings or overseas$&ips; visits by foreign dignitaries;
participation in conferences and information\a ks;and budget figures for upcoming
meetings. These taskings cover a wide varie '»; ©f subjects and are not limited to those
listed above. Filed by a subject file classificatio ﬂ\ ystem.

DISPOSITION AUTHORITY: Cutoff at the end ”

e calendar year. Destroy when
4 years old.

Personnel Files - Correspondence, forms and other reco \relatmg to positions,
authorizatfons,-pending actions, position descriptions, requg ts for personnel action,
and records on individuatemployees duplicated in or not s!ss‘. priate for the OPF.

roy sUgerseded or obsolete
ation or

DISPOSITION AUTHORITY: Review annually and—de )
documents, or destroy file relating to an employee within 1 year ;f_w_{
transfer. (GRS 1, Item 18a) iy

S d

ephone Records - Telephone statements and toll slips.

DISPOSITION AUTHORITY: Destroy ears after period covered by ¥
account. (GRS 3, Item 10)



14.

15.

16.

17.

.

Hdget Background Records - Cost statements, rough data and similar materials
acqgmulated in the preparation of annual budget estimates, including duplicates of
budy estimates and justifications and related appropriation language sheets, narrative
statem®gts, and related schedules; and originating offices’ copies of reports submitted
to budgen

DISPOSITION AUTHORITY: Destroy 3 year after the close of the fiscal year
covered by theWgudget.

Budget Reports Fil§s - Periodic reports on the status of appropriation accounts and
apportionmen '

a.  Annual report o"l‘fn fiscal yea

DISPOSITION AUT ‘ RITY: Destroy when 5 years old. {6RS.3,_Item 3a)
D. A other reports. ‘

DISPOSITION AUTHORIT pCuToff-the end of the fiscal year. Destroy when 3
years after the end of the fiscal fear. (GRS 5, Item 3b

RIAS Television Stations Correspondenc R memos, reports, studies, plans, drawings,
specifications, equipment lists and related reqgrds of the project. The records are
arranged by project group, dated January 198@to May 1992 and semicurrent.

Volume on Hand: 4.5 cubic feet

DISPOSITION AUTHORITY: PERMANENT. Tragfer to the Washington National
Records Center when 5 years old. Transfer to the Natfgnal Archives when 25 years

old.

Routine Procurement Files: Contract, requisition, purchase ®yder, lease, and bond and
surefy~records, including correspondence and related papers pertaining to award,
administration;~segeipt, inspection and payment. :

a. Procurement or purchase Organization copy, and related pa aps .

1) Transactions of more than $25,000 and-all construction u tracts
exceeding $2,000. :

DISPOSITION AUTHORITY: Destroy 6 years and 3 month er_final
payment. (GRS 3, Item 3a(1))


http:UL"lIilB.UU

. \
'

Transactions of $25,000 or less and construction contracts under $2,000.

DISPOSITION AUTHO
(GRS 3, Item 3a(2))

ears after final payment.

b bligation copy.

D _' OSITION AUTHORITY : Destroy When-funds_are obligated. (GRS 3, Item
3b) @
Qther \i'*-, of records described above used by component elements of
procurem‘ ce_for administrative purposes.

DISPOSITIONSAUTHORITY : Destroy upon terimination or completion. (GRS
3, Item 3c) %

PROGRAM COORDINATION D "3 ION
(B/TVP)

18.

19.

20.

21.

22.

Public Affairs Files - Memos, ':5:’:'4; faxes used by Public Affairs/Training
Officer (working papers & backgrd@nd materials).

DISPOSITION AUTHORITY: Destr&gavhen 2 years old or when no longer needed.

Programming Files - Memos, telegrams, , reports used by the Director of the
Office of Programs in the operation and adnMg 'stration of the office. (Working papers
and background materials). Records are maint ed alphabetlcally by subject.

DISPOSITION AUTHORITY: Destroy when 2 a‘:=b , old or when no longer needed.

Area Coordination Files - Memos, telegrams, faxes re its used by the Area
Coordinators in processing programming requests from ieir individual areas. (Non-
record working papers and background materials.)

DISPOSITION AUTHORITY: Destroy when 2 years old or “m n no longer needed.
Policy Files - Memos, telegrams, faxes, reports used by Policy ol ‘“( et in providing
policy support for WORLDNET productions and acquisitions. (Nofgg cord working
papers and background material.) g\

DISPOSITION AUTHORITY: Destroy when 2 years old or when no longer needed.

Program Evaluation Files - Weekly and periodic reports on post use of B/TW
Programs; Periodic reports on production by content, distribution, etc. Report h e

Y

-5-



ed alphabetically by subject and chronologically. These records are maintained in

\  Yolume on Hand: 8 cu. ft.
%. Annual Accumulation: .75 cu. ft.

_AUTHORITY: PERMANENT. Transfer to the Washington National
ywhen 5 years old. Transfer to the National Archives when 25 years old

23. Subject Files - Telegrams§tequesting information on new WORLDNET productions.
ical by subject.

DISPOSITION AUTHORITY ¢ utoff at the end of the fiscal year. Destroy when 3
years old or no longer needed.

24.  Country Files - Telegrams requestingginformation on new WORLDNET productions.
The records are arranged alphabetical ’{- y country.

DISPOSITION AUTHORITY: Cutoff e;‘,gnd of the fiscal year. Destroy when 3
years old or when no longer needed.

25. Program Files - Contains program titles, contr% , letter agreements, language version
orders for publication authority.

DISPOSITION AUTHORITY:

a. Paper - Cutoff at the end of the program. Re{ai
copyright agreement has been terminated. Dest X one year after
agreement has been terminated.

b. Audiovisual - Retain until copyright agreement has bge
Destroy or degauss tape one year after agreement has ligen terminated or

i

when no longer needed. 5

LANGUAGE VERSIONS DIVISION
(B/TVWL)

P~ - 1 L
26. Contractors Security Fites—Eepy-of request for security clearance on contractogs,




—_
* ~—

ony of test result of both written and voice auditions; memos from security with
apyroval foruse-efhire. The records are filed alphabetical by name. The records are
updqed periodically and aréRep ent.

DISPOSENON AUTHORITY: Destroy when superseded or obsotete RS 18, Item
23) &

27. Program ProcR uon Files - Acquired, in-house produced TV programs (series and
single programSggtalent request; request for language version of program and program
completion form Rurchase order, petty cash for transcription service. The records are
filed alphabetical by§game.

DISPOSITION AUTHQRRITY: Cutoff at the end of the fiscal year. Destroy when 2
years old or when no long T

28. State Department Interpreter. les - Monthly letters of agreement for reimbursement
faterpreters, vouchers for payment. The daily

to State for use of simultaneous{ih
program logs contains the WORISBNET number, title, interpreters, airtime, date,
h identifies the live programs.

country and other information to wA

DISPOSITION AUTHORITY: Cuto *ri t the end of the fiscal year. Destroy when no
longer needed. \

\\
29. Program Script Files - Acquired and in-hou§g:TV produced programs in script form in
multiple languages, English included. The .ﬂo rds are filed alphabetically by name.

DISPOSITION AUTHORITY : Cutoff at the end§ f a calendar year. Destroy when no
longer needed.
WORLDNET INTERACTIVES DIVISION
(B/TVWP)

30. TV Production Data

a. Program memos, letters, scripts, completion reports, trans »L,‘- of program,
program assignments, "fax sheet to initiate program, any otlrgg material not kept
by individual producers. The records are arranged numerical '8, WORLDNET

Number starting with one.

DISPOSITION AUTHORITY: Cutoff at the end of the calendar y
when 2 years old.

b.  Every telegram/cables received by B/TVWP. The records are filed by

7- h
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geographic area and the alphabetically by post name.

DISPOSITION AUTHORITY: Cutoff at the end of the calendar year. Destroy

when 2 years old.

N
0

STAFF PRODGCTION DIVISION
BITVWS) G

31.

32.

33.

34.

Science \ - Contain scripts, cables and program completion requests of ongoing
weekly prog '“3- S on science.

Volugie on Hand: 1.5 cu.ft.

"‘3‘ ccumulation: .75 cu.ft.

DISPOSITION AUTH R TY PERMANENT. Transfer to Washington National
Records Center when 10 ¥ § old. Transfer to the National Archive when 30 years

old. A \

3

x.\r

The records contam scripts, cable ¢ d program completion requests and arranged in
chronological order. .

1.5 cu. ft.
.11 cu. ft.

Volume on hand:
Annual Accumulation:

DISPOSITION AUTHORITY: PERMANENH ‘Cutoff at the end of the calendar
year. Transfer to Washington National Records &g hter when 10 years old. Transfer
to the National Archives when 30 years old. g

Satellite Files - Series of weekly and monthly satellite D ggram scripts, cables and
completion request. The files are arranged in chronologl order

Volume on hand i\cc:u. ft.

Annual Accumulation: Rl cu. fi.

DISPOSITION AUTHORITY: PERMANENT. Cutoff at the end of, the calendar
year. Transfer to Washington National Records Center when 10 yeags, gld. Transfer

By, )

to the National Archives when 30 years old.

Production Miscellaneous - Cables, work schedules, memos within TV, preg
completions, publications, staff meeting notes. These records are maintained\ge

alphabetically by subject.




¢

DISPOSITION AUTHORITY: Cutoff at the end of the fiscal year. Destroy when 2
ears old.

TECHNICAL ,ERATIONS DIVISION
(B/TVT) ;

35. Country Fi¥gs,- Memos, telegrams, and copies of contracts, with various area offices
and country 1lmes pertaining to satellite materials and other related items.
i

DISPOSITION "“ 11 ORITY: Cutoff annually. Destroy when 2 years old.

36. Subject Files - All f1 contam memoranda and informational devices (i.e. telegrams
and faxes) that either d tly or indirectly involve the Technical Operations Division.

DISPOSITION AUTHORI Yx Cutoff at the end of the calendar year. Destroy when
2 years old. :..,;g.

Records Common to Most Offices 7{'1; .

Emergency Planning Administrative Corr onde ce Files - Correspondence files
relating To~adminjstration and operation of t %lgmergency planning program, not
covered elsewhere in thiSschedule. Agency plan for emergency evacuation, disasters,
riots. %

DISPOSITION AUTHORITY: Destroy when 2 yea \3 old (GRS 18, Itemr26
38. Administrative Files. Records accumulated by md1v1du yoffices that relate to the
internal administration or housekeeping activities of the office rather than the functions
for which they exists. In general, records relate to the offic.prganization, staffing,
procedures, and communications; the expenditure of funds, ingluding budget records;
day-to-day administration of office personnel including traininggand travel; supplies,
office services, equipment requests and receipts; productivity pla X and the use of
office space and ut111t1es They may also mclude coples of mterna 2 ct1v1ty and

unique documentation of the programs of the office.

DISPOSITION AUTHORITY. Destroy when 2 years old, or when no longgr,
whichever is sooner. (GRS 23, Item 1)

39. Budget Correspondence Files - Copies of accounting data, quarterly financial plag



40.

41.

42.

& h

monthly status reports, cuff records, budget action requests, telegrams, transfer of
nds, public vouchers, fedlink deobligations, miscellaneous obligations,
mMgellaneous years ODL, OEDTs and general vouchers.

DISPOMTION AUTHORITY. Cutoff at the end of the fiscal year. Destroy when 2
years old @gafter the funds have been liquidated.

Time and Atteflance.

Records mclu \Daily Time Records (sign in/sign out, 1A-815); Application
for Leave—~S J4Maxiflex Biweekly Time Records (IA-1169); Overtime
memos, rotating “Bﬁ, edules—Records filed by subject classification system.
DISPOSITION AUTHORE Y. Destroy 5 years after the pay period-—N1=306-
92-4, Item 1b)
opies of initialed time sheets tained by individual elements.
DISPOSITION AUTHORITY. Dest % -years-after the pay period. (N1-306-
92-4, Item 1a(2)) ,
Chronological Files - Contain extra coptes of con b scations, correspondence, and
other documents arranged in order of occurrence. %
DISPOSITION AUTHORITY : Cutoff annual. Destroy when 2 years old or when no
longer needed, whichever is sooner.

Electronic Time Sheets - Copies of electronic time sheets with or? ginal signature
approvals. ®

DISPOSITION AUTHORITY. Destroy 5 years after the pay period.

-10-



Wdidsend

Dennis Sokol, B/PA’
Director, Office of Administration
International Broadcasting Bureau

Lowe, Wowdeong

Lorie Nierenberg, GC
Office of the General Counsel
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