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._--,POSal NqutSt. Indudlnl .... ndlleftb. Is IPProwtd axetpt for 
Item. lII.t m., be stamped "dllllOSll not .pprowtd" or "with 
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I hereby certify that I I luthorlzld to llet for thll ailiney in matta .. peraiftlna to the d,spos.1 of tho a,eney·. recordl. that tile recordl proposed for disposal in this Reque.t 01 
___ PlI,(I) Ire no now needed for the bUIln.. , 01 !hi, I.aney or will not ba neaded an .. tha r.t.ntlon Plrlodl lpadflad 

CIA Records Management Officer 
(Title) 

97.	 10SAMPLE ORiTEM	 NO ACTION TAKENJOB NO. 

1. 

These files consist of material collected,

maintained, and used by the instructors in the prepara-
tion and development of the course. Files contain
 
reference texts, case problems, manuals, publications,
 
notes, training aids, and other related reference
 
materials.
 

¢empe~8P1r Review annually. Destroy when course 
is cancelled or when reference item is superseded 
or obsolete. 

2. INSTRUCTORS' TRAINING COURSE FILE 

Case files maintained on each course conducted by

the faculty. Files contain objectives, course outlines,

procedures schedules, lesson plans, narrative of
 
lectures, training aids, evaluations, general comments,

and any other material pertinent for historical purposes

This is the official documentation for each course.
 

a.	 Operational, technical, scientific, lingual
intelligence, or~thods training courses 
and programs. ~~ 

b.	 Clerical skills, routine administrative or 
functional support, and managerial type 
couy.es. d~v ~~Y'~ ~~ 
~ ~~_. --i!-~ ~~ "-GAoe ...L--"".....,.:"" .&.~~ ..... 

, , 1i-1n.:	 Gy• .,"ADn £'".u "R. 
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3. STUDENT HANDOUT MATERIALS 

Extra copies of material issued to each student
 
attending a course. The materials include reading

assignment, content of student kits, case studies,

schedules, manuals, publications, and other related
 
course materials. Items are held as supplemental

distribution until issued.
 

~empe~ary. Review annually. Destroy when course
 
is cancelled or materials are superseded or
 
obsolete.
 

4. END-OF-COURSE REPORT 

File consists of report for the Director of
 
Training, class schedule, student roster, student
 
ev~luations of course, and any other related materials
 
re~lecting changes and modifications to the basic
 
co4rse.
 

a.	 Operational, technical, scientific, lingual,
intelligence, or metho4s training co~es • Z2 -,;,r- ~n"""" -'r. and programs. /. d L4~ ~ ~ ~ "/"Y

.:I? &7~ - ~~X AY~io:- ~~"1 ,,- ~ 

b.	 ~r~~in~~isa!"ti~ror..r-c..- "-N ." -- >""", ....... 
functional support, and managerial type courses ~ ~ J 
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~5. 

Files consist of classified and unclassified 
training materials in hard copy form and indexed for 
sub$equent retrieval by instructors. Files contain 
les$on plans, live problem exercises, case studies,
pam~hlets, manuals, publications, and other related 
course materials. (Course Instructors will complete
Fo~ 2836, Training Material Index Card, to accompany
each different course item to be deposited into the 
training course library.) 

'mlli' 'Ulti'. Upon cancellation of training course, 
the Course Instructor will review course related 
items deposited in the training course memory
bank library and destroy those items no longer
valid as references for the development of other 
future training courses. 
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(We have previously preserved those items without
 
recommended temporary dispositions as permanent in
 
our Records Control Schedules. There is no existing

precedent or GSA General Schedule item to support

the permanent retention as a valid appraisal. We,

therefore, request your appraisal and approval at
 
this time.)
 



Redactions have been made to this record control schedule pursuant to 5 USC 552(b)(3) 
with the correspondmg statute 50 U.SC 403(g), Section 6 of the CIAAct of 1949 which 

protects from disclosure the "organization, functions, names, or official titles" of the CIA 
and/or Exemption 6, personal privacy You will need to submit a Freedom of Information 

Act (FOIA) request to the Office of the General Counsel for the withheld information 
Information on how to file a FOIAmay be found here 

http./lwww.archlves.gov/fOla/ 

http://http./lwww.archlves.gov/fOla/

