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REQUE&T FOR,�RECOnDS DISPOSITION ,1.lUTHORITY LEAVE 2.LAN!< 6 

(See Instructions on reverse) JOB 11!0 

NC 1-263-84-7 

TO: GENERAL SERVICES ADMINISTRATION, 

__N_AT__I ON_A' __l A._R_C_Hl_V_ES_AN_D_RE_C_O_R_DS_S_ER_V_IC_E_, _W_AS_H_IN_G_l_QN_,_D_C_2_0 __4_08___
---i DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 12-08-83 
Central Intelligence Agency 

---- NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In accorda�ce wilM tr.e provisions ol 4J U.S.C 3303a the disposai re-3 8-83 
-----------------------------1 quest. including amend:nents, is app:o•,ed excep! for items that may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

351-2853ee
6. CERTIFICATE OF AGENCY REPRESi:NTATIVE 

I hereby certify that I am atithorized to act for this agency in matters pertaining to the disposal of the agency's records;ee
that the records proposed /for disposal in this Request of 26 page(s) are not now needed for the business ofee
this agency or will not oe /needed after the retention periods specified.ee

D A Request for \r,mediate disposal. 

GI B Request for /disposal after a specified period of time or request for permanent 
retention. / 

C. DATE TITLE 

83/ 12/2 Agency Records Management Officer 
9.7. 10.SAMPLE ORITEM NO. eriods) ACTION TAKEN

I__________________ _. JOB NO. 

All PER�NENT items<i·� this schedule are arranged 
chronol�gicaJ1y··ina will be offered to NARS in 5 year
blocks 

:,-' 

�be��ational security considerations permit. 
FOIA(b)3 - 50 USC 403g Section 6 of the CIA Act of 1949 

1. In uir NCl-263-7 -14 
Item 18 ( o Change)

DESTROY 

2. 

a.eeAnnual CIAee Report. NCl-263-7 -14ee
Item 28a No Change)

PERMANENT.ee 3 cubic feet. GRS 16-2a 
Annual growth less thee foot. 

THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL IN THE NOTICE 
AGGREGATE - INDIVIDUAL PORTIONS ARE UNCLASSIFIED/ CE SOURCES 

FOR OFFICIAL USE ONLY EXCEPT AS MARKED OR METHOD INVOLVED 

115-107 STANDARD FORM 115 
Revised Ap,il, 1975 

Prescribed by Genera.I Services 
Administration 

FPMR {41 CFR) 101-11.4 
DECL OADR BY SIGNER 0QI!H?:E 138WMMs 
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CONFIDENIIAL 

,------------------ -----,-

JOB NO.Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

2. b. Monthly or Quarterly statement of Financial condition. 

(1) Report dated En Fiscal Year. 

PERMANENT. o present. 18 cubic feet. 
Annual growth les than 1 cubic foot. 

(2) Other reports plus duplicate copy of report
dated End of Fiscal Year. 

DESTROY 12 years after cutoff. cut off at 
end of each fiscal year. 

c. Status of Allotments and Property Authorization 
Report. 

DESTROY 20 years after cutoff. cut off at end of 
each fiscal year. 

d. Status of Funds Advanced by other Government 
Agencies. 

DESTROY 20 years after cutoff. cut off at end of 
each fiscal year. 

e. Financial Management Inprovement Report. 

PERMANENT. 1957 to p esent. l cubic foot. 
Annual growth less tha 1 cubic foot. 

f. Annual Monetary Activity Reports. 

DESTROY when 5 years old. 

3. overpayment Review Committee Files. 

a. Policy and 

PERMANENT. 1969 to pr sent. Less than l cubic foot. 
Annual growth less than l cubic foot. 

115-203 Four copies, lncludhig orlglnal, to be submitted lo the National Archives 

@8UFH,!!!UH ,rr., 
Gl'O: 1075 0 - 57S•387 

PAGE OF 
2/26 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 28b (No Change) 
GRS 16-2 

NEW 
Deviates from 
GRS 16-1 

NCl-263- 7-14 
Item 28c (CHANGE)
Deviates from 
GRS 7-3 

NCl-263- 7-14 
Item 28d (CHANGE)
Deviates from 
GRS 7-3 

NCl-263- 7-14 
Item 28f (No Change) 
GRS 16-5 

NCl-263- 7-14 
Item 28g (CHANGE) 

NCl-263- 7-14 
Item 13 ( l) 
(No Cha e)
GRS 16-12(a)(l) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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JOB NO. PAGE OF
Request for Records Disposition Authority- Continuation 3/26 

9. 
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

3. b. Individual case files. NCl-26 
Item 1 a( 2) 

DESTROY 12 years after period of account. Deviat s from 
GAO Ti le 8 

c. NCl-26 
Item 1 

needed for reference. (No Ch 

4. Board of Review for Shortages and Losses Files. 

a. Agenda, and procedural files. NCl-26 -77-14 
Item 1 b(l) 

PERMANENT. to present. 1 cubic foot. (NO Ch nge)
Annual growth less than l cubic foot. GRS 16 12b(l)(a) 

b. case files on items presented to Board on shortages NCl-26 -77-14 
and losses of Agency funds. Item 1 b(2) (CHANGE)

oeviat s from 
DESTROY when 12 years old. GAO Ti le 8, p.16) 

c. Annual report of NCl-26 -77-14 
I tern 1 b ( 3 )(a) 

PERMANENT. 1968 to pre ent. Less than 1 cubic (No Ch nge)
foot. than 1 cubic foot. GRS 16 12b ( 1 )(a) 

d. Register of shortages and NCl-26 -77-14 
Item 1 b(J)(c) 

DESTROY when no longer neede reference. (No Ch nge) 

e. Index of shortages and losses NCl-26 -77-14 
I tern 1 b ( 3) ( d) 

DESTROY record on each case 3 last (No Ch nge) 
action. 

115-203 Four copies, lncludirig orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services@8HfHl3H'i'ihEs 

Administration 
GPO: J�7S O - 5"'10-387 FPMR (41 CFR) 101-11.4 



 
 

 

  
 

 

 
 

 

  

 
 

  
 

 
 

 

  
 

 
 

  

 
 

--:------------------�--- -� 

€€1Hfi' 'E fJ!!lMI IAL 

JOB NO. PAGE OFRequest for Records Disposition Authority-Continuation I 
4/26 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With lncluslve Oates or Retention Periods) ACTION TAKENJOB NO. 

5. Financial Disclosure Reports Files. NEW 

a. Reports and related documents submitted by
individuals as required under the Ethics in 
Government Act of 1978 (PL 95-521). 

(1) Records including SF 278A for individuals GRS l-25i(l)
filing according to section 201b of the Act, and 
not subsequently confirmed by the U.S. Senate. 

DESTROY 1 year after nominee ceases to be under 
consideration, or when no longer needed in an 
ongoing investigation, whichever is later. 

(2) All other records including SF 278. GRS 1-25:1(2) 

DESTROY when 6 years old or no longer needed in 
an ongoing investigation, whichever is later. 

b. All other statements of employment and financial GRS l-25b 
interests and related records. 

DESTROY 2 years after separation of employee or 
2 years after employee leaves the position for 
which the statement is required. 

6. Financial Reports Files. 

a. Quarterly Report of DCI certification of NCl-263-�7-14 
Expenditures. Item 29a (No Change) 

PERMANENT. 1968 t present. 2 cubic feet. 
annual growth less han 1 cubic foot. 

b. Certificate of Deposit record. NCl-263-77-14 
Item 29t {No Change) 

DESTROY 10 years after cutoff. Cut off at end of Deviate� from GRS 6-4 
each fiscal year. 

115-203 Four copies, includlng original, to be submitted to the Natlonal Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

99H�UiliHDU ht Administration 
GPO: 1975 0 - 579•387 FPMR (41 CFR) 101-11.4 
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e:enn el!l H'f!ft'b 

JOB NO. PAGE OF
Request for Records Disposition Authority- Continuation I 5/26 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

6. c.eeu.s. Treasury Statement.ee NCl-263-�7-14 
Item 29c (No Change 

DESTROY 10 years after cutoff. cut off at end ofee Deviates from GRS 6-4 
each fiscal year.ee

a. Schedule of Representation and Operationale NCl-263-77-14 
Expenses/ nnual.ee Item 29d (No change 

PERMANENT. 1962-1978. l cubic foot.ee

e.ee Excise taxes ollected.ee NCl-263-�7-14 
Item 29e (No Change 

DESTROY 4 year after date of report. (Federal
Register, Guide to Records Retention Requirements,
Vol.35, no. 37, age 3595.)ee

7. Interagency coordination on Financial Matters Files. 

a.eeOriginal copy of basic interagency agreements.ee NCl-263-77-14 
Item 21 (CHANGE)

PERMANENT. 1951 to present. l cubic foot.ee
annual growth less than 1 cubic foot.ee

b.ee Interagency sub-agreements.ee NCl-263-77-14 
I tern 21 CHANGE)

DESTROY 12 years after period of account.ee Deviates from 
GAO Title 8 

c.eeStation cost record for integrees.ee NEW 
GRS 2-1 

DESTROY 56 years after cutoff. Cut off at end ofee
each fiscal pay year.ee

8. Delegation of Authority Files. NCl-263-�7-14 
Item 25 (CHANGE)

DESTROY 20 years after cutoff. cut off at end of 
calendar year in which authority is rescinded. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

90UI? I iHJUlfi hEs Administration 
GPO: 1975 0 � �79-387 FPMR (41 CFR) 101-11.4 



  
 
 

 

  

 
 

  
 

 

CONFIDENIIAL 

JOB NO,Request for Records Disposition Authority-Continuation I 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dales or Retention Periods) 

9. Certifying Officers and Agent Cashiers Files. 

DESTROY 20 years after cutoff, providing destruction 
of original headquarters and field accounting has 
been completed. cut off at end of each fiscal year. 

10. Imprest Authorization Files. 

DESTROY 12 years after cutoff. cut off at end of each 
fiscal year. 

11. Claims Authorization Files. 

a. case files on tort claims and other miscellaneous 
claims. (Original documents authorizing payment 
are attached to posting voucher (Item 18 below)). 

DESTROY when 6 years and 3 months old. 

b. overseas m dical claims. 

Attach reco d of payment to posting voucher 
(Item 18 bel w). 

12. Computer Documentation of Original Financial Entries 
Files. 

a. computer documentation that serves as an index to 
the financial vouchers. 

DESTROY microfilm when 20 years old. DESTROY paper
copies upon verification of microfilm. 

PAGE OF
6/26 

9. 
SAMPLE OR 10. 

ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 26 CHANGE) 

NCl-263-"'7-14 
I tern 27 CHANGE) 

NEW 

NCl-263- '7-14 
Item 87 No Change) 

NCl-263-'7-14 
Item 31 CHANGE)
Deviates from 
GRS 7-2, GRS 7-3 

Four copies, Including orlginal, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

eetttr I !lOH'fI,M.1 Administration 
Gl'O : 1975 0 - 579•387 FPMR (41 CFR) 101-11.4 

115-203 
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13. 

14. 

JOB NO. PAGE OF
Request for Records Disposition Authority-Continuation 

7/26 
9. 

7. 8. OESCR1PTION OF ITEM 
ITEM NO. (With Inclusive Oates or Re1ention Periods) 

12. b. All other computer documentation of original
financial entries. 

DESTROY microfilm when 10 years old. DESTROY paper
copies upon verification of microfilm. 

Onl as wockin Tools. 

isting monthly when new listing received. 

sis Files. 

DESTROY termin ted files 2 years after settlement. 

15. Allotment Advices Files. 

DESTROY microfilm 10 years after cutoff. Cut off 

when 6 months have accumulated. DESTROY paper copies 
upon verification of microfilm. 

16. ocuments Files. 

DESTROY when 3 years 

17. Monetary Management Records Files. 

a. Monetary daily records. 

DESTROY 12 years after period of account. 

b. Payments by U.S. Treasury Checks. 

DESTROY when 1 year old. 

10.SAMPLE OR 
ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 31 (No Change) 
Deviate from 
GRS 7-2, GRS 7-3 

NCl-263- 7-14 
Item 32 (No change) 

NCl-263- 7-14 
Item 86 (No Change) 

NCl-263-77-14 
Item 34 (No Change)
deviate from 

GRS 7-3 

NCl-263 77-14 
Item 34 (No Change)
GRS 7-4 

NCl-263 77-14 
I tern 35 {CHANGE) 

NEW 

115-203 Four copies, lnch,dlrig original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 

eeHfl'HlBU'f3.h:& 

Prescribed by General Services 
Administration 

GPO · IQ'75 0 - 579•387 FPMR (41 CFR) 101-11.4 
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I JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

18. Capital Transfers Affecting Field Stations and Domestic 
Banks Files. 

DESTROY 1 year after audit. 

19. Currency Shipments and Receipts Files. 

DESTROY 2 years after audit. 

20. Station Bank Account Files. 

a.ee Headquar�rs file.ee

DESTROY wh\n 2 years old.ee

b.ee File received from field stations.ee

DESTROY 6 years and 3 months after period of account. 

21. Official Commercial Bank Files. 

DESTROY 2 years after audit. 

22. Reconciliation Sheets - cash, Bank cashiers Checks, 
Custodian Inventory Files. 

DESTROY upon completion and resolution of annual audit. 

PAGE OF 

8/26 
9. 

10.SAMPLE OR ACTION TAKENJOB NO. 

NCl-263- 77-14 
Item 36 (CHANGE) 

NCl-263- 77-14 
I tern 3 7 (CHANGE) 

NCl-263 77-14 
Item 38,� (No Change 

NCl-263 77-14 
Item 38h (No Change 
GAO Tit e 8 

NCl-263 77-14 
Item 43 (CHANGE) 

NCl-263 77-14 
Item 44 (CHANGE) 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 
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24. 

25. 

.-------------------

I JOB NO.Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

23. U.S. Treasury Check Files. 

a. carbon copy of u.s. Treasury check listing covering
the period October 1946 to December 1951. 

DESTROY when final authorization for disposal is 
received from Treasury Department. 

b. Duplicate copi s of u.s. Treasury salary checks 
and related ind'ces on microfilm. 

DESTROY when che ks are reconciled in accordance 
with Treasury Re ulations. 

c. Closed case files on lost Treasury checks. 

DESTROY when 2 years old. 

a. Microfilm Index card. 

DESTROY when checks are reconciled in accordance 
with Treasury Regulations. 

schedule of st\tion Balances and Disbursements Files. 

DESTROY when 2 \•rs old, 

Monetary Special case Files. 

DESTROY 10 years after case is closed. 

26. Bank Account Files. 

DESTROY l year after audit. 

eaHP:EMlHTU!.'b 

115-203 Four copies, lncludlng original, 10 be submitted to 1he National Archives 

GPO : 1975 0 - 579 .. 337 

9. 
10.SAMPLE OR ACTION TAKENJOB NO. 

NEW 

NCl-263-77-14 
Item 45 (No Change) 

NEW 

NEW 

NCl-263- 7-14 
Item 39 No Change) 

NCl-263- 7-14 
Item 40 CHANGE) 

NCl-263- 7-14 
Item 41 CHANGE) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR {41 CFR) 101-11.4 



  

  

 

  

 

  

  

 

 

  

 

  

 

  

  

 

27. 

'\ 

CONE I D! MH A:& 

JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

Bank Reconciliation Files (Headquarters). 

a. Record c\py of Quarterly Inventory of CIA Assets 
in Cust�;y of Monetary Division, 

DESTROY 

b. funds. 

1 year old 

c. Original Bank Statement and Checks. 

DESTROY 12 years after period of account. 

28. Travel-Related Reco ds Files. 

a. Travel Orders. 

(1) Record copy. 

Attach (Item 29 below) or DESTROY 
when 3 

(2) Duplicate used for reference. 

DESTROY when no onger needed for reference. 

b. Travel case files. 

DESTROY when 3 years 

c. Government transportatio requests. 

DESTROY when 3 years old. 

Four copies, lncludlrig original, to be submitted to the National Archives 

8 SHI? I DBHT!:l!tfl 
Gl'O: l97$ O - 57!:1•387 

PAGE OF 

10/26 
9. 

10.SAMPLE OR 
ACTION TAKENJOB NO 

NCl-263- 7-14 
Item 42a (No Change) 

NCl-263- 7-14 
Item 42b (No Change) 

NCl-263- 7-14 
Item 42c (CHANGE)
Deviates from 
GAO Titl 8 

NCl-263- 7-14 
Item 46 No Change) 

GRS 9-4a 

GRS 9-4a 

GRS 9-3a 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 
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is closed. 

(l) application. 
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JOB NO. PAGE OFRequest for Records Disposition Authority-Continuation 11/26 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO, (With Inclusive Oates or Retention Periods) ACTION TAKENJOB NO. 

28. a. Negotia ed contracts for moving, storage, and 
related �ervices. 

DESTROY 2�ears after expiration of contract. 

e. Individual ase files for employees with 
exceptional BE charges. 

DESTROY when 

f.eecost factor pay ent for household effects, airee
freight, and air ine tickets.ee

DESTROY when for reference.ee

g.ee Travelers checks.ee

(2} Checks on hand. 

DESTROY when l year 

29. Original Posting Vouchers Files (Including CONIF). 
(Site Audit Records) 

a.ee Paper records created prior to October 1, 1976.ee NCl-263 77-14 
Item 47 &b (CHANGE)

DESTROY 20 years after period of account.ee Deviate from GRS 6-1 

b.eeMicrofilm copies of records created on or afteree NCl-263 77-14 
October 1, 1976, under General Accounting System.ee Item 47 (CHANGE)

Deviate from GRS 6-1ee
DESTROY when 20 years old.ee

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 

Prescribed by General Services
@8Ul?IHU!l'Ee Adminis1ration 

(;PO: l9i5 () - 579-38? FPMR (41 CFR) 101-11.4 
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31. 

,------------------------ __,._ 

CON? IDEMHJd5 

JOB NO. PAGE OF
Request for Records Disposition Authority- Continuation I 

12/26 
9.

7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

29. c. Paper copies of records that have been microfilmed. NEW 

DESTROY when 3 years old or upon completion and 
resolution of audit, whichever is earlier. 

30. Original Miscellaneous Bureau Vouchers and Supporting NCl-263- 7-14 
Documents Files. (Site Audit Records) Item 48 CHANGE)

Deviates from GRS 6-1 
DESTROY 12 years after period of account. 

station and Project Accountings Files. (Site Audit Record�) 

a. Accountings which contain indigenous payroll, or may NCl-263- 7-14 
contain sue but have not been screened. Item 49a (No Change) 

GRS 2-1 
DESTROY when 56 years old. 

b. Accountings not containing indigenous payroll. NCl-263- 7-14 
Items 49 > & 50 

DESTROY paper or microfilm 20 years after period of (CHANGE) 
account. Deviates from 

GAO Titl•� 8 

c. Non-appropriated funds accountings, such as overseas NEW 
clubs, 

DESTROY 6 years and 3 months after close of account. 

32. Station Financial Accounting Ledgers - Books of Original 
Entry. 

a, voucher Register and ontrol Journal. NCl-263- 7-14 
Item 51a (No Change) 

DESTROY when 10 years ld. GRS 7-2 

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

CONE IDE!H'fihL Administration 
Gl'O: 19'75 0 - ,5.79-387 FPMR (41 CFR) 101-11.4 
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32. 

eol.1'P IDBH I !AL 
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JOB NO. PAGE OFRequest for Records Disposition Authority- Continuation I 13/26 
9.

7. 8. OESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

b.ee subsidiary ledgers.ee

(1)ee Expense and Obligation Subsidiary Ledger;ee NCl-263-177-14 
cash on Hand subsidiary Ledger.ee Item 5lb�l) (CHANGE)

Deviates from GRS 7-4 
DESTROY 3 years after close of account or whenee
field audit is completed and resolved,ee
whichever is sooner.ee

( 2) All others.ee NC1-263-t77-14 
Item 5lb(2} (CHANGE 

DESTROY 1 year after close of account or whenee
field audit is completed and resolved,ee
whichever is sooner.ee

33. Completed and Terminated Procurement Contract Files. NCl-263-77-14 
(Site Audit Records) Item 52 (CHANGE)

Deviate� from 
DESTROY 12 years after close of fiscal year. GAO Title 8 

34. Contract Audit Control Records Files. 

a.ee Basic contract r cord.ee NCl-263-77-14 
Item 53a (No Change) 

Transfer to contr ct file (Item 33 above) upon
completion or ter ination of contract.ee

b.ee Task order records.ee NCl-263- 77-14 
Item 531 (CHANGE} 

DESTROY 12 years after close of fiscal year.ee Deviate: from 
GAO Tit e 8 

35. Documents Used as Posting and Control Media, Subsidiary NCl-263- 77-14 
to General and Allotment Ledgers. Item 54 (CHANGE}

Deviatei from 
DESTROY 12 years after close of fiscal year. GAO Tit e 8 

Four copies, including original. to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

GODlFiEBBU'Hft!l Administration 
Gl'O : 1975 O - Si() ... 337 FPMR (41 CFR) 101-11.4 

115-203 



  

  

 

  

 
 

  

 

 

 

 

Tax Exern Files. 

E!OUi?UiJUTL'.:E. 

JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (Wi1h Inclusive Dates or Retention Periods) 

36. 

after period covered by related account. 

37. 

DESTROY when no onger needed for reference. 

38. Project case Files. 

DESTROY 12 years after cutoff. cut off at end of each 
fiscal year. 

39. Protective Documents or Project case Files. 

Transfer to office of ecord having jurisdiction over 
project upon change in ustodians or upon termination 
of project for incorpor tion in project files. 

40. commercial Contract Audit Files. 

a. commercial systems contracts files. 

( 1) Auditors working f�es. 

DESTROY when no lon�r needed for reference. 

(2) Special audit reports. 

DESTROY 6 years and 3 months after contracts are 
renegotiated. 

b. Contractor continuing case fi 

DESTROY when no longer needed reference. 

Four copies, includirig origlnal, to be submitted to the National Archives 

.J:,ONEIPl!lHT:E�!l" 
GPO: 1£!75 0 - 579-387 

PAGE OF 

14/26 
9. 

10,SAMPLE OR 
ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 55 (No change) 
GRS 3-13 

NCl-263- 7-14 
Item 56 (No Change) 

NCl-263- 7-14 
I tern 5 7 (CHANGE) 
Deviate from 
GAO Title 8 

NCl-263-77-14 
Item 58 (No Change) 

NCl-263 77-14 
Item 59 ( 1) 
(No Cha ge) 

NCl-263 77-14 
Item 59 (2) (CHANGE) 

NCl-263 77-14 
Item 59 (No Change) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by Genera! Services 

Administration 
FPMR (41 CFR) 101�11.4 

115-203 



 

 

  

 

 

  

 
 

 

 
 

 
 

 

  

 
 

  

 

  

 

40. 

e. 

e em:11:r: fJ!!l H!"f ,i:15 

JOB NO.Request for Records Disposition Authority-Continuation 

9.7. 8. DE.SCRIPTlON OF ITEM 10. 
ITEM NO. (With Inclusive Dales or Retention Periods) ACTION TAKEN 

SAMPLE OR 
JOB NO. 

c. Systems Proposals Files. NCl-263-77-14 

Item 59 (No Change) 
ually and DESTROY material no longer 

d. completed mmercial contract Binders. NCl-263 77-14 

Item 59 (No Change) 
DESTROY when no longer needed for reference. 

commercial Systems Audit Report case Files. 

(1) Final audit reports. 

DESTROY 6 years and 3 months after cutoff. 
cut off at end of fiscal year in which 
closing statement is received. 

NCl-263 77-14 

Item 59 (CHANGE) 

(2) Advisory reports on audits of indirect expense

allocation rates and working papers. 

DESTROY 6 years and 3 months after cutoff. 
cut off at end of fiscal year in which audit 
completed. 

(3) Analysis of cost proposals reports. 

DESTROY 6 years and 3 months after cutoff. 
cut off at end of each fiscal year. 

41. Voluntary Investment Plan Fi es. 

a. current status Report and ctivity status report. 

DESTROY upon receipt of Qua terly Activity Report. 

NCl-263 77-14 

Item 60 (No Change} 

b. Quarterly Activity Report. 

DESTROY upon receipt of Annua Activity Report. 

115-203 Four copies, including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 97 4 
Prescribed by General Services 

Administration 
CPO: l!J75 0 - 579•387 FPMR (41 CFR) 101-11.4 



 

  

 
 

  

  

 
 

 

  
 

 

 

  
 

 

each 

copies 

microfilm when 56 

after cutoff. 
tea. DESTROY 

icrofilm. 

41. 

Coth rrmn'!Hd":i 

JOB NO.
Request for Records Disposition Authority-Continuation 

. . 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dales or Retention Periods) 

Activity Report. 

years old. DESTROY paper

cop'es upon verification of microfilm. 

d. Ledger and handwritten Book of Original 

DESTROY cutoff. cut off at end of 

e. Journal and supporting details. 

DESTROY years after cutoff. cut off 

when 6 accumulated. DESTROY paper
tion of microfilm. 

f. Finance and activity orts to management. 

DESTROY microfilm 10 year cut off 

when 6 months have accumul paper

copies upon verification of 

g. Tax returns and supporting 

DESTROY microfilm 10 years cut off 

when 6 months have accumulated. paper 

copies upon verification of microfil • 

h. confirmation statements issued by custo ·an banks or 
mutual fund management, bank statements, nd 
cancelled checks. 

DESTROY when 6 years and 3 months old. 

42. Individual Earnings Records and cumulative Earnings 

Records Files. (Site Audit Records) 

a. CACER (Current and cumulative Earnings Record) on 
biweekly payroll, by employee number, on COM or 
paper. 

Four copies, Including orlginal, to be submitted to the National Archives 

COWilIQl!lHIPihr. 

CPO: 1975 O � 57�•381 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

GRS 2-1 

NCl-263- 7-14 

Item 61 (No Change) 

STANDARD FORM 115-A 

Revised July 197 4 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 



eonnemt'fihL 
r 

6 years after 

g 

s\ Files. 

! 

I 

JOB NO. PAGE OFRequest for Records Disposition Authority-Continuation 
17/26 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

42a. ( 1) for pay periods 1 through 26. 

1 year after cutoff. Cut off at end 
pay year. 

( 2) for final pay period of year, GRS 2-1 
ive for entire year. 

cutoff. cut off at end 

b.ee Indi-idual Ear ings Records on four-week andee
monthly payrolle , including FBIS indigenous.ee

DESTROY 56 years cutoff. cut off when 
employee terrnina 

43. contracts, Personal Se vice A reernents Individual NCl-263- 7-14 

Earnings Records, and Py Cards on 4-week, Monthly, and Item 62 (No Change) 

FBIS Indigenous Payroll GRS 2-1 

DESTROY 56 years after cut off at end of 

each calendar year. 

44. Joint Publication Research Service Files. 

a.ee Claims for services, statistics, reports, duplicatesee NCl-263- 7-14 

of schedules showing payments. (Site Audit Records)ee Item 63 (CHANGE)

Deviates from GRS 6-1 
DESTROY 20 years after cutoff. Cut off at end of 
each calendar year. 

b.ee Personal contracts, earnings statements beginningee NEW 
in 1972, and records of hours worked if no earningsee GRS 2-1 

record maintained.ee

DESTROY 56 years after cutoff. cut off at end of 
each calendar year. 

115-203 Four copies, lncludlrig original, to be submltted to the National Archives STANDARD FORM 115-A 

Revised July 1974 

QQWJ?i BBHT H,!. 
Prescribed by General Services 

Administration 
(�PO: l!:175 0 - 579-38'7 FPMR (41 CFR) 101-11.4 
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NCl-263-.'7-14 

d. 

CONfi IDl3HUhis 

Request for Records Disposition Authority-Continuation I 
JOB NO. PAGE OF

18/26 

7. 

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 
9. 

SAMPLE OR 
JOB NO. 

10. 

ACTION TAKEN 

45. Memorandum ok oral committment Files. 
Item 64 No Change)

Attach contr�� and records of payment to posting
voucher (Item 0 above).

\ 

46. Employee Payroll case Files • NCl-263- 7-14 . 
Item 65 No Change) 

a. Four-week and monthly payrolls. 

(1) Inactive f les up to and including the pay 
year 1968. 

DESTROY when 56 years old. 

(2) Inactive files beginning with pay year 1969 to comptrol er General 
date, and FBIS indigenous (earnings records Letter 1 a 
maintained separately). 

DESTROY 12 years after cutoff. Cut off at end 
of each pay year. 

b. Biweekly payrolls and former staff and contract 
four-week payrolls. 

(1) Inactive files up to nd including the pay year GRS 2-1 
1968. 

DESTROY when 56 years 

{2) Inactive files beginning pay year 1969 {true Comptrol er General 
terminations) and FBIS indigenous (earnings Letter 1 a 
record maintained separately) 

DESTROY 12 years after cutoff. cut off at 
end of each pay year. 

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

CONE IDl!lHT!E:?tl;..=- Administration 
CPO : 1975 0 - 5-79-387 FPMR (41 CFR) 101-11.4 



 
 

 

  

  

  
 

 

47. 

89�il?:EDl3H'Pi:Ms 

JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

Leave Records Files. 

a. Master leave records for biweekly and FBIS payrolls
cumulative by leave period each year (in lieu of 
leave cards), and reflecting accumulated leave upon
separation. Maintained in microfilm. 

DESTROY 10 years after cutoff. cut off at end of 
each leave year. 

b. Leave cards for 

File in employee ayroll file (Item 46 above). 

c. Leave adjustments - "900's". 

DESTROY 10 years after cutoff. cut off at end of 
each leave year. 

48. Time and Attendance (Leave) Reports Files. 

DESTROY 4 years after cutoff. cut off at end of each 
pay year. 

49. compensation Master Files. 

DESTROY 10 years after cutoff. cut off at end of 
each pay year. 

50. Automated Payroll Ledgers and Listings Files. 

a. Biweekly payrolls (COM), normals (COM), check issue 
by employee number (COM), and check issue by fan 
with related certification sheets (microfilmed).
(Site Audit Records) 

DESTROY microfilm 10 years after cutoff. cut off 
at end of each pay year. DESTROY paper copies

of microfilm. 
Four copies, Including original, to be submitted to the National Archives 

PAGE OF 

9. 
10-SAMPLE OR 

ACTION TAKENJOB NO. 

NCl-263 77-14 
Item 66 (No Change) 
comptro ler General 
Letter dla 

"'JCl-263 77-14 
Item 66 (No Change) 

NCl-263 77-14 
Item 66 (CHANGE) 

NCl-263 77-14 
Items 6 & 71 
(CHANGE 

NCl-263 77-14 
Item 68 (No Change)
Item 72 (CHANGE) 

NCl-263 77-14 

( 1) 

ge)
from 

b(l) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 
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52. 

90Ul?IBBU!Ihb 

PAGE OFRequest for Records Disposition Authority- Continuation JOB NO. 

7. 8. DESCRIPTION OF ITEM 
9. 

10.SAMPLE ORITEM NO. (With Inclusive Dales or Retention Periods) ACTION TAKENJOB NO. 

50. b. Original overseas FBIS payrolls. (Site Audit Records) 

(1) Pay olls for U.S. citizens beginning 19 Dec NCl-263- 7-14 
1965 and indigenous personnel beginning 9 Dec Item 69a 2)
1973 Earnings records maintained separately. (No Chan e) 

years old. 

(2) Foreign payroll for u.s. citizen personnel NEW 
from Jul 1956 through 18 Dec 1965. Individual 
earnings record not rnaintainedseparately. 

DESTROY when 56 years old. 

c. (Site Audit Records) NCl-263- 7-14 
Item 69b (No Change)

DESTROY micro ilm 10 years after cutoff. cut off 
at end of each pay year. DESTROY paper copies 
upon verificat on of microfilm. 

51. Pa roll Files. NCl-263- 7-14 
Item 70 No Change)

DESTROY when 3 years GRS 2-11 , GRS 2-15a 

Current Restored Leav Files. NCl-263- 7-14 
Item 73 (No Change) 

File completed record n employee payroll file 
( I tern 45 above) • 

53. Special Payroll Ledgers and Listings Files. NCl-263- 7-14 
Item 74 (No Change) 

a. Record copy of computer Check and Counter Check Deviates from 
Listing. GRS 2-13 ( 1) 

DESTROY when 12 years old. 

Four copies, Including ori9lnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by Genera! Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 
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Pay Peri od ( 1) 

e!BUPI PJIJH'fihfs 

r. 

JOB NO. PAGE OFRequest for Records Disposition Authority- Continuation 
21/26 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

53. b. Listing. 

Attach record copy of SF 1166 and hand carry to 

disburs·ng office. DESTROY other copies when 

1 year d. 

c. 

copy to posting voucher (Item 29 above).
copies when no longer needed for 

reference. 

d. 

through 12. 

DESTROY when 

(2) Pay Period 13. 

DESTROY when 1 

e. Budget and Expense List ng, Alphabetical Listing
of credit Union Deductio s, Other Deduction Listing,
and Recapitulation of Pa This Period. 

Attach record copy to post'ng voucher (Item 29 above)
DESTROY other copies when n longer needed for 
reference. 

54. counter Checks Files. NCl-263 77-14 
Item 75 (CHANGE) 

DESTROY 20 years after cutoff. cut off every
6 months consistent with the date of pay period
closest to end period. 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

e 9HP!. 1Hmlll l.\Ji,, Administration 
Cl'O: 1875 O - 579-387 FPMR (41 CFR) 101 -11.4 

115-203 



 

  

  
 

 
 

 

 
 

 
 

Pro·ect Case 

withholding \ 
cumulative b;\ 

\ 

55. 

56. 

COftl'I Df!!IIJI H!t: 

'· 

JOB NO.
Request for Records Disposition Authority- Continuation 

7. B. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

Beneficiar Files. 

a. Designation of Beneficiary, 
a Deceased Employee. 

If used, ile in employee payroll case file. See 
Item 46. If not used, DESTROY 6 months after 
separation of employee. 

b. Record copy f SF 2808, Designation of Beneficiary, 
Civil Servic Retirement system. 

DESTROY when s perseded, or transfer to civil service 
commission wit SF 2806 upon transfer or separation 
of employee. 

S ecial 

DESTROY 12 years after cut off at end of 
each calendar year. 

57. statement of Income Taxes Withheld Files. 

a. Record copy of Internal Revenue Form W-2. 

DESTROY when 4 years old. 

b. Record copy of x for all employees 
each pay year, ay period. 

DESTROY microfilm 10 years aft r cutoff. Cut off 
at end of final pay period eac year. DESTROY 
paper copies upon verification f microfilm. 

58. Tax Reports Files. 

DESTROY 4 years after cutoff. Cut off at end of each 
calendar year. 

Four copies, lncludlrig orlglnal, to be submitted to the National Archives 

C8HPID8H'i'IJl.i;., 
CPO: 1975 O - 5'1�-387 

PAGE OF 

22/26 
9. 

10.SAMPLE OR 
ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 76 No Change) 

NCl-263- 7-14 
Item 77 No Change) 

NCl-263- 7-14 
Item 78a (CHANGE)
GRS 2-18 

NCl-263- 7-14 
Item 78b (No Change) 

NCl-263- 7-14 
Item 79 CHANGE)
GRS 2-18 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by Genera! Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 
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@8HM l:'l8H'PI Mi 

JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

59. Pa.merits of Other or anizations Files. 

DESTROY when years old. 

60. CIA Retirement and Disability System (CIARDS) Files. 

a.ee subsidiary listings.ee

{1) Monthly Participants Equity Report. 

(a) Monthl\reports other than December. 

DESTROY\pon annual reconciliation. 

(b) December reports (cumulative). 

DESTROY 2 years after date of report
providing audit has been completed. 

(2)eeMonthly Check Issuee

DESTROY microfilm 1 years after cutoff. cutee
off at end of each cording year. DESTROYee
paper copies upon ve ification of microfilm.ee

(3 ) Monthly 

DESTROY 12 years cut off end 
of each calendar year. 

b.eeCIARDS Accumulatedee
Period Journal.ee

DESTROY microfilm 56 years after Cut off 
at end of each pay year. DESTRO paper copies 
upon verification of microfilm. 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 80 (No Change) 
GRS 2-22 

NCl-263- 7-14 
Item 81a 1) (a) 
(NO Chan e) 

NCl-263- 7-14 
Item 81a 1) { b) 
(CHANGE) 

NCl-263- 7-14 
Item 81a 2) 
(NO Chanee) 

NCl-263- 7-14 
Item 81a 3)
(No Chane) 

NCl-263- 7-14 
Item 81b (No change) 

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
@BHF:El:'llJU'Pihn Prescribed by General Services 

Administration 
GPO : 1975, 0 - 5-79-387 FPMR (41 CFA] 101-11.4 
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CONJ I 1'E!Ulfl his 

JOB NO. PAGE OFRequest for Records Disposition Authority- Continuation 24/26 

9. 
7. B. DESCRIPTION OF ITEM 

ITEM NO. (With Inclusive Dates or Retention Periods) 

60. c. CIARDS case files. 

( 1) Active 

When s changes, transfer to It em 6 0 c ( 2 ) , 
or (5) as appropriate. 

( 2) 

Upon death o employee, transfer to Item 6 0 c ( 5 ) • 

( 3) 

becomes eligible for payment, 

transfer to Ite 60c(2), (4), or (5) as 
appropriate. 

(4) Resigned Participants. 

DESTROY 96 years after cutoff. cut off at 
end of fiscal year in which lump sum payment
completed. (PL 94-183) 

(5) Death cases. 

(a) When there are no survivors. 

DESTROY when l year old. 

(b) When there are survivors. 

DESTROY 96 years after cutoff. Cut off 
at end of fiscal year in which death 
occurred. (PL 94-183) 

10.SAMPLE OR 
ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 81c 1)
(No Chan e) 

NCl-263- 7-14 

Item 81c 2)
(NO Chan e) 

NCl-263- 7-14 
Item 81c 3)
(No Chan e) 

NCl-263- 7-14 
Item 81c 4) (CHANGE) 

NCl-263- 7-14 
Item 81c 5) (CHANGE) 

115-203 Four copies, lncludlrig orlgJnal, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

..CflNEI ;QJ3UI IAL Administration 
GPO: 1975 0 - 579•387 FPMR (41 CFR) 101-11.4 



 

  
 

 

 
 

 

  
 

  
 

 
 

CO~lilIDBHlfihfs 

Re arts and Re isters Files. 

Duplicate copie 
retirement cards 

.-

a. 

\ 

JOB NO.Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dales or Retention Periods) 

61. csc and CIARDS 

a. register used in transmitting
Civil service or CIARDS rolls 

upon termination Agency employment. 

DESTROY microfilm 6 years after cutoff. cut off 
at end of each pay DESTROY paper copies 
upon verification o (PL 94-183) 

b. csc and CIARDS nt deductions for all Agency
empL.. yees. 

DESTROY microfilm 96 yea s after cutoff. cut off 
at end of each pay year. DESTROY paper copies 
upon verification of micr film. (PL 94-183) 

62. Individual Retirement Records cards on Terminated 
Employees Files. 

Civil Service Indi idual Retirement Record 
(SF 2806) and Appli ation for Refund of Civil 
Service Equity (SF 2 02) 

Transfer to the Personnel Management 
upon separation 

b. Direct Refunds (SF 2806) and proof of payment 
including interest. (OPM) 

Place original paper copy in terminated case file 
(Item 46 above) upon separation of employee. 

c. CIARDS Individual Retirement Record (Form 3114), 
Application for Refund of CIA DS Equity (Form 3116), 
Direct Refunds (Form 3114), a proof of payment
including interest, if applica le. 

Place original paper copy in CI case file 
(Item 60c above) upon separation employee. 

Four eoples, lneludirig original, to be submitted to the National Archives 

comI PJ:BH'l?i u 
Gl'O: 1975 0 - �i0-387 

PAGE OF
25/26 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

NCl-263- 7-14 
Item 82 No Change) 

NCl-263- 7-14 
Item 82 (No Change) 

NEW 

NCl-263 77-14 
Item 82 (NO change) 

STANDARD FORM 115-A 

Revised July 1974 

Prescribed by General Services 
Adminis1ration 

FPMR (41 CFR) 101-11.4 

115-203 
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63. 

64. 

67. 

CONE I Of!HTihfs 

JOB NO. PAGE OF
Request for Records Disposition Authority-Continuation I 26/26 

9. 
7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (Y(_ith Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

CIARDS Financial st\tements Files. NCl-263-i 7-14 
Item 84 (No Change) 

PERMANENT. 1965 to\ sent. 3 cubic feet. Annual�7growth less than l c ic foot. 
\ 

Final Clearance and Collection File�. 

\ 
a. Uncollectible cases forwarded to the General NCl-263-77-14 

Accounting Office or the Department of Justice for Item 85a (CHANGE)
settlement; uncollectible cases charged off to 
expense due to security and operational factors in 
accordance with Agency regulations. 

DESTROY 20 years after cutoff. cut off when case 
is closed. 

b. cases for which collections or payments have been NCl-263-77-14 
effected. Item 85b(2)

(No Change) 
Attach documentation to posting voucher that effects 
final action (Item 29 above). 

65. Financial Analysis Number (FAN) Directories and NCl-263-77-14 
Dictionary of FAN Accounts. Item 8 (C�ANGE) 

DESTROY when 20 years old. 

66. Reference card\Files. NCl-263-77-14 
Item 11 (ti o Change)

DESTROY when su,rseded, obsolete, or no longer needed, 

Property Financial Accountability Records. NC1=263-77-14 
Item 51c (CANCEL)

DISCONTINUED. Files destroyed. 

68. Collection Case Files for Which Collections or 
Payments Have Been Effected. 

DISCONTINUED. Files destroyed. 

Four copies, Including original, to be submitted to the National Archives 115-203 

CvNflDENTHtb 

CPO · 197S O - S.'79-387 

NCl-263-77-14 
Item 85b(CANCEL) 

STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3) with 
the corresponding statute 50 USC § 3507 (Previously 50 U.S.C. § 403g, Section 6 of the Central 
Intelligence Agency Act of 1949), which protects from disclosure the “organization, functions, 
names, 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 FOIA may be found here: 

http://www.archives.gov/foia/ 

http://www.archives.gov/foia/



